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All questions are compulsory.

Question Numbers 1 to 10 are
Multiple Choice Type. Question
Nos. 11 to 20 are Very Short
.Answer Type to be answered
within 30 words each. Question
Nos. 21 to 26 are Short Answer
Type to be answered within
100 words each. Question
Nos. 27 to 30 are Long Answer
Type to be answered within
250 words each.

Numerical question is to be
solved.

Marks of each question are
indicated against it.
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Choose and write the correct answer of
the following questions in your answer-
book : htip://www.upboardonline.com

Trade between two countries is called

(i) Local trade

() National trade

(iii) Foreign trade

(iv) Inter-state trade. 1

The document{s} used in foreign trade

is/are

(i} Foreign invoice
(ii)y Charter party
(iii) - Bill-of lading

(iv) all of these. | | 1

Entrepot trade implies
(ij only import
(iff only export
(tii) import for export

(iv) none of these. . )
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Which is not the function of business
office ?

(i} Receiving of letters

(i) Despatching of letters

(iif) Filing of letters

(iv) Decision making. 1
Which of the following is put into the
category of top management ?

(i Supervisor

(i) Branch Manager

(i1i) Managing Director

(iv}] Superintendent. 1
Another name of customs duty is

(i) Excise duty

(ii) Sales tax

(ii1) Import and export duty

(iv) Income tax. 1
Which -is purchased and sold in the
capital market ?

() Shares (1) Goods

(iii) Gold (iv) none of these.1
Customs duty is charged on

(i Purchases

(i1} Sales

(iii) Profit

(iv) Import and export. | 1

The term 'management’ is used
(i as noun

(1) asa process

(iii) as a study subject

(iv) as all of these. 1
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10. The theory of scientific management was L@/ﬁjﬁ AR & WaY Sy fmar ST E 7 2
propounded by 16. How is capital market managed ? g
_ [1] F.W. Taylor W & fabm faumti & A s L,

(i1) Peter F. Drucker : . [ .
(iii) Theo Haimann _ | 17. State  the  names ol differen
i departments of an office. )

(iv) none of them. 1 /ﬁ{ 3 ;

18. g el IR I MIE2 B 2
( st bk T ) 18. What is meant by circular letter ? 2

([ Very Short Answer Type Questions )

e . = = 1 Ll 34'@1\’1 3R a8 | 2
11. el ‘ E E _
ﬂlﬁ? fvdl aw wRl w1 S 4 2 19. Differentiate between indent and order. 2
ﬁm I 2 = £ 5
11. Menti four kinds of b : : T :
: ention any .fo i : -
| y Jour Kinds ol business = - 20. What is postage book ? 2
letter, - 2 = = .
Wﬂ Y T AT TR | 2 : . (79 )
g g ( Short Answer Type Questions )
12, th i =3 =3
Prepare ,_.F specimen of despatch = = 2}/}:\% FUR § W eNEe Yol W TR
register. 2 - . Hifee
_ =] =] ! 3
1 fasfs @ any @ gued € 2 = =
2 21. Describe the documents used in export
13. What do you understand by press trade. °
T et ; 2 o et 5 s 4 7 7
14, Aetfean § w1 AW & 2 g ! g Y e o @ e | S
14. What is meant by staunch bull ? 2 22 ;ﬁrit? 8 letter from the Distﬂf;
W Y ? 5 ngmfat% Prayagraj to 00
. . Tissioner regarding the proble 5
15. What is quotation letter ? 2 flood in the district.
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23. Write a letter to the Manager, Pushtak
Prakashan House, Kanpur for supply of
s 100 copies of 'Byawashaik Sangathan’
written by Prof. Rajiv. S

24~ ol SR ot FHEAIST S aui wifelg | 5

24, Describe the problems of capital market.
S

Es/iﬁwﬁ'aﬁmﬂu%%mﬁm |

5
25.. Explain The importance of underwriter
in capital market. - 5
26. I T WONeEl W HEY H
< | | 5
26. Explain in brief main systems of filing. 5
( 3t I we )
{ Long Answer Type Questions )
27. S ¥ Y T IR € 2 9 U
PIISERCCIECE : , 4+6
' AEar
frgta =aOR &t FE-faty i foere st |
. 10
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97. What do you understand DY foreign
invoice ? Prepare its proforma. 4+6
' OR

Discuss the procedure of export trade.
10

CfiﬁjgmiaﬁmﬁLm$a'aqr%'? e &k hEl
feraeAT ST | 3+7

4T
STl ¥ NG FT GEAd & 2 HENE
e 3 v F s el T
HieT i HIT | 3+7

28. What 1is business management °?
. Discuss the functions of a manager.

3+7
OR

What do you understand by indexing ?

Explain in brief, indexes which are used

in business office. ; 3+7 -

=

WW%?%HW%W%

U 915U | , 3+7

W & fafem yr @ § 7 ooiE ™ @

ﬁ?imqﬁhﬁyﬂziaﬁaraﬁﬁq I 5+5
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- 29. What is capital mgriet ? State the

measures of contro] of capital market.

3+7
OR

What are the different kinds of letter ?

Differentiate between the business letter

and non-business letter. 5+5
30. @@ SCH, WK 7 U9 UUE T,
! 3R § F=1 o167 3

150 SRR Wfgd o 2,000 W wE,

2000 & gidt Fo 120 Wid wiEh #F T G,
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120 @R Fo 50 W TR W T ¥ |

freafefad =@ e o -

YT 9T To 190, Il WGl Fo 90, fehrar

%o 120, H Bo 300.
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30. M/s. Hanuman Bros. of Prayagraj sold

the following goods on behalf of Ram &
Sons, Kanpur :

150 Benarasi saris @ Rs. 2,000 per sari,
2000 pairs of Dhoti @ Rs. 120 per pair,

200 metres of silk @ Rs. 80 per metre, -

120 bed sheets @ Rs. 50 per bed sheet.
Following expenses were incurred :

Railway freight Rs. 190, Cartage Rs. 90,
Rent Rs. 120, Insurance Rs. 300.

They are allowed 10% commission on
sales.

Prepare an Account Sales in proper

proforma. ' ' 10
OR
Prepare an invoice in proper fnrm with
-imaginary informatiop_ 10
%
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