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ELEMENTS OF COMMERCE AND MANAGEMENT
(Hindi & English Versions)
Time : 3 Hours
Maximum Marks : 100
o -
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Instruetions :
(1} All questions are compulsory.
(2) Answers must be to the point and in the given word limit.
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Answer Question Nos. 1 to 10 in about 30 words each. Each guestion is

allotted 2 marks:

1. des § =91 Ay § 7

led

What is meant by Organisation ?

2. OfET S w1 SR 2

Explain the Campus recruitment.
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. ioTEs § ST N GHEE € 2

Lid

What do vou mean by Proxy ?
4. T9E93 § 9 ¥ WEI B 7
What do you mean by Letter of Quotations 7

gy mrETE gedt & e gl sTEvas €10 muEmE |

|_.|'|

“Motivations are necessary for better human relations.” Explain.

6. EITH] H O AW 7

What is meant by Debentures ?

=

A9 F9 fag w9 £
When are written Complaint letters ?
8. =WMH-TA H A=’ o o wd 72
What iz the meaning of ‘Salutation’ in a Business letter ?
When and why was Unit Trust of India established 7
10, FHEEE S W T ARE £ 7
What is meant by Working capital ?
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Answer Question Nos. 11 to 18 in about 50 words each. Each guestion is
allotted 3 marks.

11. Tr== =1 =2 9 fogme o ) E
Write anv three characteristicz of Planning.

12. == & == =1 B Y

i

What is Mail Advertisement 7

12, “‘ufas dawsl = onests B =EEET 3

“Secretary is a guide of Directors.” Explain.

14, qATEER A% F sl dm EEwa =] FAET|

i

Mention any three characteristics of Preference shares.

o

AgaTFE - = uftfefer § e 5 27

Under what circumstances a Demi-official letter is written 7

16. w197 &5 =mmef ® fom s €7 !

When is a Memorandum drafted 7

17. g Taw e & &= A9 % 1 999 w90 |

tad

Describe any three functions of State Finance Corporation.
g4t (Or)
T2 T2 A0F sfUsE F YHE 3594 a0

State the main objects of the Unit Trust of India.
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Describe the objects of Industrial Finance Corporation of India. (Anv three
points)
Haar (Or)
HIT AR AT B S GEE (FE A )

Differentiate between Share and Debenture. (Any three points)

EES Tﬁmizﬁ‘wﬁmﬁ%mmaﬁmmwmméfﬁfﬁm-mw
77 4 3= Tauifm &
Answer Question Nos. 19 to 24 in about 75 words each. Each question is
allotted 4 marks.
19, 599 A1 §7ed § ¢ WR s gEwmn) 4
Explain any four differences between I‘h‘.[anagemeﬂt and Organisation.
20. THHI-GH w1 fagEn fahan 4
Write the characteristics of a Circular letter.
21. ™IfF % Temm 7 o=l =w faeli § wmemE 4
Explain the importance of Staffing in any four poeints.
22. Ol "hw Y dwifis Teafs = it 4

Distinguish the Legal position of a Company Secretary,
23. 199 wd T aR wmE sifan) (2 =m0 4

Distinguish between Sales and Marketing. (Any four)
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I (Or)
991 79 999 ° w3 A9F 3= gaR|
State anv four differences between Reeruitment and Selection.

—

g, TS . SEeE, 9w %R ¥ §ieg, AL T9Usd, O YA, 9EE S T
Tetan, Toad fagwem 0 'afoea"’ == 9= F1 AIEa "l TE | 4

Write a letter by the Principal Govt. Higher Secondary School, Newton to the
Secretary, Madhyamik Shiksha Mandal, M.P. Govt., Bhopal, requesting him to

grant permission to open “Commerce Faculty” in the school.

=T (Or)
= Taensiy ®1 SR # 99 990 @gs F1 UF SN 99 g, EEE 3= o
fom © =9 FT HHT & FET TEG o9 F HE009 E

Write an Official letter from Collector to your Commissioner informing about

the relief due to unsufficient rain.

THE9T : 999 =05 25 § 28 9% % % UTS T SO7 o9 120 ¥l gifen | 99 9

26, =MEEFH-T3 T A HHAHAEL |

¥q 5 3% fAuifm €
Answer Question Nos, 25 to 28 in about 120 words each. Each question is

allotted 5 marks.

W99 THUE = U T W 9l UF 99 feiag 3

Write a letter of cancellation of Agency to your Agent.

Lri

Explain the importance of Commercial letter.
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Deseribe any five functions of Industrial Development Bank of India.
Haat (Or)
At it e e o oo fEfE

Write a note on Industrial Finance Corporation of India.

58, TOET-UF AT SMME-TS U T TP Hiied| =
Distinguish between Official letter and Commercial letter.
Hg=t (Or)

=7 FEET T A H AT & ZLAL (T aSnl) = ﬁm et St
= 1 HHEE F g A B R

Write a D.O. letter from a Indore Collector toa Commissioner informing him

of the possibility of the breakout of a Communal riot.

ffor . wv HEE 29 UH 30 F TEH WA F I o0 150 ¥ H A | e W
29 o = FauifiE 2

Answer Question Nos. 29 and 30 in about 150 words each. Each guestion

is allotted 6 marks.

20, TE, WOTEA & " ® =Y T8 Fedl &
Distinguish between Management, Administration and Organisation.
#HY4r (Or) | W
T a1 STevEEd U8 Hew w1 taae wiagl (FE B =71)
Discuss the need and importance of Management in India. (Any six points)

K—1—T—8059A1
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What are the duties of 4 Company Secretary to the Shareholders of Company
and the Publie ?

U= (Or)

SUITE T T g6 GHNe 89§ 97 T8 FI9 |

Distinguish between Statutory Meeting and Annual General Meeting.
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Instructions :
(1)  All questions are compulsory.
(2) Answers must be to the point and in the given word limit.
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Answer Question Nos. 1 to 10 in about 30 words each. Each question 1s

allotted 2 marks.

1. FE9 F =E o @ fatEg | 2
Write any two limitations of Management.
2. @FE TEET WA 1 TIE e Siied | 2

Explain clearly the meaning of Cost control.
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Write the requisites of a Valid

4 =TS F g Sed e

L3

| o wEes w) Ui it
Define Marketing Management.
6. Tam & 7 AfuuE &7

What is meant by Finance ?

|

What is “Complimentary clause” °

.ﬁﬁtanmﬁrwmﬁﬁf@quﬁém

-

meeting. (Any two)

Write two aims ol a Cemmercial letter.

‘¥

-

a.qﬁ:ﬁmﬁﬁqﬂ—mﬁmﬁmﬂw%?

What do vou mean hy Correspo
o, TEAl Hw T WA AWA ¥

What is meant by Equity share
j0. mfvTE TS G PN A ® 2

What do vou mean by Working

K—1—T—8059B1
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Answer Question Nos. 11 to 18 in about 50 words each. Each question is

allotted 3 marks,

1. q..-l{}-*l QE-;GEE Eﬁ ﬁﬁfﬂr 'FT irT‘I iﬁil‘l

Write in short the procedure of Organisation.

. T =1 = o favreand Sy

State any three characteristics of Control.

e F wEEAE w0 U FH TAT W S €7

What is Agenda of a Meeting ? How is 1t prepared ?
gz zw =% SfTedT % YHE Seedl H1 I’

State the main objects of the Unit Trust of India.

AT F R o o faran

Write any three qualities of an Official letter.
wEmEE-1 ¥ e fafeu (£ 99 =)

Write the characteristics of a Demi-official letter. (Any three points)

. TaEf 9 o E 7 §Eeh H FaEt |

What is Fixed capital ? Write its sources.
Hgdgt (Or)
=g fom fm & =t o9 = &1 995 =iEg |

Deseribe any three functions of State Finance Corporation.
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18.

(4)

Classify the Working capital.

L

=T (Or)
S AR HOOH § A aasal (FE 99 =5)

Differentiate between Share and Debenture. (Any three points)

fdor . TV FHE 19 © 24 9% F WoUS WA T IOL oM 75 WAl § alfen | geiw 4

wad
!

27.

22,

Il
tad

#9 4 @i Fuffa §1
Answer Question Nos. 19 to 24 in about 75 words each. Each question is

allotted 4 marks.

. fErE w1 HE AR (FE 917) 4
State the importance of Planning. (Any four)

uE A =ATE-I9 % TE M % AW EaE) 4
Write the main parts of Commercial letter.

‘= TEEE 99 W sed ® 7' EEEE 4
“Is Advertising wastage of money ?” Explain.

HuTerRl % WiH O WiES F Fosd He9 H 9umEl| 4
Explain in short, the duties of the Company Secretary to Directors.

oo wH Tasg & T T EifaC) (FE 90) 4

Distinguish between Marketing and Sales. (Any four)
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94T (Or)

et 1 A e W R A # o A e e
What factors should be considered while selecting Employees ?

24, FIEE-TR O fatgw &l ¥ m fefEn (R 9w ) 4
Write the name of the different parts of Official letter. (Any four parts)
HA4G4T (Or)

su3 Teensfro F 3w & o §9F Agw w1 UF #=wnl o fofgy, e 3= e

Write an Official letter from Collector to your Commissioner informing about

the relief due to unsufficient rain.

Brdor . wyT =OTE 25 U 28 TF F UHS WU W1 I @O 120 WeRl § SIS | EE 99
9 5 3w My §

Answer Question Nos. 25 to 28 in about 120 words each. Each question is

allotted 5 marks.

25. UESF W @ SAUN % e % fou awe & sifan 17 fere)

LN

Write the Final Dunning letter for claiming the amount due from Customer.
26. TN % wWeEA-TR feag wwm fEA-TER Al = o= @ e ? (%12 9i9) 5
What points should be considered while writing application for job ? (Any five)

27. T2 fa= 5w v H@iem oo fefaw g

Write a short note on State Finance Corporation.
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Hg4ar (Or)

Deseribe the factors determining the Fixed capital.

g

TR 3 FEEFE 99 H I THE &0

;]
wm

Differentiate between Official and Demi-official letter.
=aT (Or)

T TRV i dd] AF, TeR ¥ §ied ® &6 9 UF F99 foray, feed 4 teoae
AT H S wE wg SUE w1 w0 e @ T A '

Write a Memo from the Secretary, M.P. Public Service Commission, Indore Lo

Mr. L.L. Sunariva informing him to attend for the Medical check up.

Frder : UV FHF 29 UE 30 F Yelw w¥A F1 I OFINT 150 W=l H RIHC) WeE T
=4 6 ¥ fAuifm ¥
Answer Question Nos. 29 and 30 in about 150 words each. Each question

is allotted 6 marks.

59, Tom 9 AT ¥ U o ol 9 mamen fEfEe) 6

Write similarities in the principles of Management as given by Fayol and

Taylor.
=T (Or)
T2 &1 Hiehdl THEEY |

Explain the process of Organisation.
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“The position of the Company Secretary is the same as that of a hub in a cyele

wheel,” Explain.
=T (Or)

Sutrs T 5 ANTE WD w5 e TIE R

Distinguish between Statutory Meeting and Annual General Meeting.
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Instructions :
(1) All gquestions are compulsory.

(2) Answers must be to the point and in the given word limit.
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Answer Question Nos. 1 to 10 in about 30 words each. Each question is

allotted 2 marks,
1. T e | ¥ awE €7 .
What is meant by Line organisation ?

2. WE A STTET F AWy £ 7

(R

What do yvou mean by Recruitment ?
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. ead] HiEE & SHTE 97 =g (orEn |
Write any two liabilities of a Company Secretary.
. AH HE] q3-e9EsN Fd AEyEs £ 7

When is an Insurance correspondence necessary ?

. FEEd AT w1 wE wiTen

Explain Budgetary control.

L= " O svE w7

What is meant by Stock ?

. UATE: ¥ ¥ a9d ©2

What do you mean by Postscript 7
-1 8 = ey E 2

What is meant by a Letter of Complaint ?
Y T A 7

What is meant by Shares ?

What is Preference share ?
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Answer Quoestion Nos. 11 to 18 in about 50 words gach. Each question i
allotted 3 marks.

FeT=A W Tames § o He B 7
What is the importance of Planning in School 7
State Non-monetary motivations.

U SY [ HT AETEE @M oiEt |

LF )

Write the requisites of a Valid meeting.

qITATE TS (AT A% W T ¥ g IR Tl

I"|

State the main objects of establishment of Industrial Development Bank of

India.

s Toms BuE fEe-fa 9mi =1 = 78 el

LFY)

What peints should bear in mind, when writing a Memo ?

T fas we e faaf W o= e Fiey |

Ly

Distinguish between a Press note and Notification.

= fam B & FRE a9 S @ avE wiag | 3
Describe any three functions of State Finance Corporation.

gt (Or)
samtrE 99 F Tl o WA w1 A0 wm0e0

Describe aaov three sources of a Business Finance,
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18. #Hos 3 WO ¥ o garw) ($E 99 fAw)

[WN]

Differentiate between Share and Debenture. (Any three points)
HFGT (Or)
TEE g2 252 F = 9F =t 51 995 S

Deseribe any three functions of Unit Trust of India.

FE9 - v W 19§ 24 T F uE W W S AU 75 vieel § Aifem | o T
7T 4 o Truifa
Answer Question Nos. 19 to 24 in about 75 words each. Each question is

allotted 4 marks.

19. Zo wH WEE % TRl § #= st §2 (FE =n fas) 4

What are the dissimilarities between the concepts of Taylor and Fayol 7

(Any four points)
20. TF = =MIE 99 F 9R AFEE 0 H1 FHSmn 4
Explain any four inner merits of a good Commercial letter.

21, ¥E A M W o AR £ 7 99 e (F5 96) 4

What is the importance of Control in Management ? Describe. (Any four)

22. FEET Ti=Eg &1 ATgAn fefa ) 4

Write the gualifications of a Company Secretary.
23. T UE f9%9 ¥ o1 =@ ®ifau) (F1F 971) 4
Distinguish between Marketing and Sales. (Any four)

K—1—T—8059C1
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HAgam (Or)
et vas F7 H9Ead 99EET |
Explain the characteristics of Personnel Management.
Distinguish between Official letter and Commercial letter.
Hgar (Or)
HER] 99 F UH IEY FAE0

Prepare a proforma of an Official letter.

fAS9r : 999 =% 25 9 28 OF F ToOE U991 IO¢ oW 120 YeE] § ofen | v=E 1

(]
1

[t
%

27.

39 5 3% it ¥
Answer Question Nos. 25 to 28 in about 120 words each. Each question 1=
allotted 5 marks.

. EnE RTINS aFE TH I s @ T S I dE sl s m == =

TAE F4 % fen uw 9F fefan) 5

A cheque of Rs. 10,000 issued to Koshal Mishra has been lost in transit. Write
a letter to the bank for stopping the payment of that cheque.

. FFRE T 99 H 9\ 5 ¥ 7 39 fHae gng He-T amt = s T =9 s

What is meant by Dunning letter ? What points should be kept in mind, while

writing a Dunning letter ?
aEara #@Eins 5w fafgm T F stvw o T gl 9w ¥ fatau s

Write about the objects and financial sources of the Industrial Credit and
Investment Corporation of India.
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T sy S qEER s § e T wife (w9 )
Distinguish botween Equity and Preference shares. (Any five points!

S T F AT T S99 F A w1 wE e e faten, e 5w A

v

Write an Official letter from Collector to your District to the Commissioner of

vour division, recommending relief due to insufficient rain.
Hg=r (Or)
T U9 fE ure SAEvEE [ w5 9uE HiEd |

Describe any five essential qualities of good Official letter.

20T : W FHIH 39 UA 30 ¥ WeIH YT W ST OOINE 150 Vel § aher | weE W

249

34 o #= fawifm €|
Answer Question Nos. 29 and 30 in about 150 words each. Each question

is allotted 6 marks.
e 0 g9eg ] & HET B 7 HHEEdd 6
What is the importance of Management in India ? Iixplain.
Fgar (Or)

Distinguish between Management, Administration and Organisation.
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0. FUHET F Ud Ud 9yEn S 998 F waed mien) é

Write the duties of a Company Secretary before and after incorporation of a

Company.

LT (Or)

U5 A9 9 T916F HEEW @9l 7 == 99 Hiag]

Distinguish between Statutory Meeting and Annual General Meeting,
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