
     

 
 
 

 

 

PART- 'A' (Elements of Business) 
(Answer with five sentences)  

(Answer any five question) 

(Define business office?)  

(Write any two difficulty in the absence of indexing?)  

(What is a cross indexing?)  

(What is Zerography?) 



(What do you understand by Bank Draft?)  

(What is Allonge?)  

(What is the effect of crossing of cheque?) 

(Answer any five question):-

(Write three differences between inland and foreign bill?)  

(What od you meant by Quotation Letter?) 

(Give the name of four nationalised bank?) 

(Write the features of an ideal system of filing?)  

(Define "Principle of objective" of business organization?)  

(Define Negotiable instruments name any two negotiable 

instruments?)  

(What is peon book and what is its need in business?) 

(Answer any three question) :- 

(Explain the merits and demerits of hand coping method?) 



(What are the things to be kept in mind for setting up a business 

office?)  

 

(Describe the main functions of commercial Bank?) 

(Explain characteristics of valid endersement?)  

(State the differences between Bank draft and cheque?)  

 

  

 

  

 

 

  

 

 

  

 

 

 


