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Note: Answer all questions. All questions carry equal marks.
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(a) What is meant by business office 7 Mention the main functions of a business office.

(b) What do you mean by inward mail ? What is the procedure of handling inward mails in a
husiness office ?

(c) Whatis duplicating 7 Explain in detail any one of the duplicating methods.

(d) Write short notes on the following—

(1) Flat system of filing {it) Vowel indexing
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(a) Discuss the different elements of an effective business letter.

(b) What is meant by letter of enquiry 7 What precautions should be taken in writing this letter ?

(c) What is an order letter ? What points are written in an order letter 7

(d) You had placed an order with M/s Kirpa Shankar Cloth House, Kanpur for some clothes.
The quality and quantity of the goods not being as per order placed, write 2 letter of
complaint to the seller giving details of your own.
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Mention Tive main functions of commercial banks.

What do you mean by ‘Fixed Deposit Account’ ? Give its advantages,
Clarify the difference between private bank and public banlk.

Write the answer of undermentioned statements in “Yes' or ‘No® —

{i) Bank receives interest on overdrafts. (YeaMo)
(i) Saving bank account, in comparision to Current account, is more useful for business

men. YesNo)
(iii) Bank is the agent of its customers. {Yes/MNo)
(iv) State Bank of India has the monopaoly over issue of rotes. (Yes/MNo)
(v) Bank makes payment of cheque to the bearer immediately. {(Yes/Mo)
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Differentiate between Bearer Cheque and Order Cheque and give specimen of both alsa.
What is dishonour of a cheque 7 Give four reasons for dishonour of cheque.

Differentiate between a gencral endorsement and a special endorsement, and also give a specimen
of special endorsement.

What is the effect of crossing of a cheque 7 How payment of crossed cheque is received 7
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Explain the characteristics of Bill of Exchange. Mention ils parties and present its format as an
example.

Differentiate between—

(i} Hundi and Bill of exchange. (i1) Dishonour of Bill and endorsement of Rill.
Cive short nolas—

(i) Trade Bill of Exchange (i} Foreign Bill of Exchange

Define Promissory Mote and discuss the characteristics of a promissory note.
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