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ELEMENTS OF COMMERCE AND MANAGEMENT
(Hindi & English Versions)
Time : 3 Hours
Maximum Marks : 100
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Instructions :
(1) All questions are compulsory.
(2) Answers must he to the point and in within given word limit.
(3) Answer Question Nos. 1 to 10 in about 30 words each.

(4) Answer Question Nos. 11 to 18 in about 50 words each.
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(5) Answer Question Nos. 19 to 24 in about 75 words each.
(6) Answer Question Nos. 25 to 28 in about 120 words each.
(7} Answer Question Nos. 29 and 30 in about 150 words each.

(8) Internal options are given in Question Nos. 17, 18, 23, 24, 27, 28. 29

- W A T ooy 30 2

What is meant by Management 2

ﬁmwmméum: 2

“Control is a continuous Process.” Explain.

P

What de you mean by ‘Minutes' of a Company Meeting ?

.aﬁm%ﬁﬁmnﬁﬁfﬁimﬁﬁmr 2

Write the various types of Insurance.

_ﬁmﬁwaqﬁﬁmmﬁﬁfm%aﬁﬁmm | 2

Explain any two differences hetween Marketing Management and Sales

Management,

.mﬁq&mﬁf@awwu 2

Mention any two differences between Shares and Stocks.
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10.

17

1Z.

13

14.

(3)
SAAF-T31 F F13 91 F4 faEw |

Write any two functions of Business letters.

. FrEd-1e wa foa e m 7

When Complaint letters are written ?

. wEfaE-m = 2 § 2 9EEnEn)

What are Term Loans ? Explain,

Write the name of any four Specific Financial Institutions.

friem & =12 i weor fafam)

Write any three characteristics of Planning.
Hifgw sifsa’ § =0 a2

What is meant by ‘Monetary motivation’ ?

quifis Twr 7o aiffs @eww 39 § o WE S (S8 8

| %]

ol

f_hl

-
2
-

Differentiate between Statutory Meeting and Annual General Meeting.

(Any three)

IR giHe TR F i 999 B Wy wieu

Explain the Capital structure of the Unit Trust of India.
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16.

18,

e

20.

{4)
. SEHEH-TA F wE G fAevan fafa 3
Write any three characteristics of a Demi-official letter.
wfgg= A7 yafaah ¥ #0327 (FE 99) 3
What is the difference between Notification and Press Notification ? (Any three)

[

Compare Industrial Finance Corporation and State Finance Corporation.

(Any three points)

34t (Or)

aEM srEfTE famm 4w F % am s fareE

W

Write any three functions of the Industrial Development Bank of India.

[ Y]

wriviE 5 w1 g wtE (FE 9

Classify the Working Capital. (Any three)
Hgdr (Or)

woeh S A w3 e dm A (FE )

Write the various Financial Sources for Fixed Capital. (Any three)

Write any four characteristies of Organisation.
T-77 ol § 9% 501 9 %S = 94 0@ 56 6 7 4

Under what ecircumstances letters are written by a bank to its Customers 7
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21, dfaeria w9 F T2 96 Sumaes (Faes) =9 T8 Fifan) 4
Explain any four Operative (Functional) functions of Personnel Management.
22. Vet g woE # oE, w9 9 w9 £ gEEEn) 4
“Company Secretary is an eve, ear and hand of a Company.” Explain.
23, wEANE Fo9E @1 fH= 9r ugfadl w1 @49 § g st 4
Deseribe brieflv any four methods of recruitment of Employees.
Heaar (Or)
““famram 51 T T =m fafREm 70 e witen)
“Money spent on advertisement is an investment.” Explain.
24, U =2 FIwMA AR F O F AU FAEC (FE AGE) 3
Describe the essentials of a good Official Letter. (Any four)
Hgd1 (Or)
Hfga, wrafys e qvew, 99 ye9, W9E F SF § 99 T8 & g9 3=
g fauwd & weEl =1 UF Uity Taiae, e gl g0 T #1799
w4 ¥ fau dJevEs 529 320 5 fou =W f5u oo )
Write a circular letter to all the Principals, Higher Secondary Schools, of Madhya
Pradesh from Secretary, Board of Secondary Education, Madhya Pradesh, Bhopal
instructing them to take strict measures for discouraging unfair practices in
the examination.
25, HIEl FHA ¥ $HON F B W U WEmEa = e 4
Write a complaint letter about goods sent, not according.to sample.
7—12—M—156A1 P.T.0.
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26.

27,

28.

25,

(6)
Gl o=, =2 4% A1F 30sd], FoY Wide Wil THR T 75,000 %, =] sA(gfa=
UMW wE 24 AEeA-TF TafEn , 5

Write an application to Branch Manager, State Bank of India, Cloth Market
Branch, Indore to take Overdraft of Rs. 75,000.

Ln

wEitywn #iv & fafu= w=n = wnwmwEn ($9% 9r)

Describe the various types of Preference Shares. (Any five)
a4t (Or)

T e w1 fadmend fafaw) (FE i)

Write the characteristics of Equity Shares. (Any five)

a4 T &0 @R | J99 @97 F A ) UF Sen-vd e, g a1 e

fast & af =1 F=d & FE0 TEa 29 w1 EwIE € 5

Write an Official letter on behalf of your Collector to your Divisional Commissioner,

wherein he should be recommended to provide relief in your district due to

insufficient rain-fall.
Hg4r (Or)
wie Ha1 I, B TeW Fi SR § U 9095 e, feey 4 SEEs m E |t
AT 92 Tq SR F fag S9Eg 1 = foan a8
Write a Memo letter from Public Service Commission, M.adh}'a Pradesh to Shri

Jagdish Chandra Gupta to attend the interview for the post of lecturer in

Commerce.
IRd ¥ YEIs] AEvgEal U8 S %1 §EEEil (S 5:) . 6

Explain the need and importance of Management in India. (Any six)
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9T (Or)
TE=Eg, T % wE fag @1 €AW § 5vE Fmieel (R 90
Explain briefly F.W. Taylor's principles of Management. (Any six)
30. AwifEw w1 N A § Ud 4w A sRvd F fow gem a2 6

What is Statutory meeting and for what purposes is it held ?

Hg=t (Or)

Faer ¥ 4@ 7 yvm Fer afes F 9 fotan (R 9:)

Write the duties of a Company Secretary before Incorporation and after
Incorporation. {Any six)
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M—156B1

ELEMENTS OF COMMERCE AND MANAGEMENT
(Hindi & English Versions)
Time : 3 Hours

Maximum Marks : 100
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Instructions :
(1) All gquestions are compulsory.
{2) Answers must be to the point and within the given word limit,
(3) Answer Question Nos. 1 to 10 in about 30 words each.

(4) Answer Question Nos. 11 to 18 in about 50 words each.
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(2)
(5) Answer Question Nos. 19 to 24 in about 75 words each.
(6) Answer Question Nos. 25 to 28 in about 120 words each.
(7) Answer Question Nos. 29 and 30 in about 150 words each.
(8) Internal options are given in Question Nos, 17, 18, 23, 24. 27 28, 29 ¢
and 30.
1. WA F AMENE d 1 § E 7 2

What are the fundamental facts of Management ?

Fed

2. " fr=n = wifavier wheen 21" geEmw

“Control is a dynamic process.” Explain,

3. "9 g’ | oy g whEs €2 2

What do vou mean by ‘Proxy’ ?

4. =it 99 A % W1 S9va feran :

Write two aims of writting Commercial letter.

5. ariesw wfggTo =1 gaeEn) 2

Explain Non-monetary Motivation.

6. WHW T & fwwl o o4l =1 SHIE0I 2
Describe any two advantages of Equity Shares,

7. @ % T 7EE & Am feteu 2
Write the name of various types of Insurance.
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11.

12,

13

14,

. APEEE F ST 1 uhEs £ 7 H9v § e st 2

What do you mean by ‘Salutation’ ? Explain briefly.

39 UE =g W A s fafan 3

Mention any two differences between Shares and Stocks.
T a9 & &= 2 a9 fafao 2

Write the name of any six sources of Business Finance.

H1a & W W uw wfum fromi fafan El

Write a short note E:n the importance of Organisation.
”fﬁﬂﬁ?ﬁ?ﬁﬁfﬂﬂﬂﬁﬁﬂﬁ?l"ﬂ!qﬂﬁlﬂ;l[ﬁﬁhm) 3
“Money spent on advertisement is wasteful.” Explain. (Any three reasons)
e §ea w9 w6 W wEE (F ) 3

Explain the duties of the Company Secretary towards Directors. (Any three)

aﬂ%ﬁﬁwﬁaﬁm-aﬁiwﬁaﬁwiwaﬁﬁm(ﬁﬁﬁﬁ?ﬁfmﬂ 3

Compare between Industrial Finance Corporation and State Fmance Corporation.
[Any three points)

SHEE (T fafe) =7 favwa fafgg) (51 909) 3

State the characteristics of a Notification. (Any three)
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16.

17.

18,

19,

20, UF TS ANNGE 93 % =R @& Fand | 4

21

Z—12—M—156B1

(4) *
HE-FFA 9A @ A9 H wE A9 A farEn 3
Explain any three differences between Demi-official letter and Memorandum.

WS FEifTE fawm i F w1 b = e 3

Write any three functions of the Industrial Development Bank of India.
Haar (Or)

WA Afre e F IS S e i

Clarify the capital structure of Unit Trust of India.

T S F fadmand fafew) (F7¢ A 3
Write down tl';e characteristics of Equity Shares. (Any three)
ST (Or)
waifumn v & faiw= worl # gweEn (F7F 99)
Deseribe the various tvpes of Preference Shares. (Any three)
dwifE wa & fEE =R femrl w9 A e Hi 4

Discuss briefly any four principles of Scientific Management.

Write four characteristies of a good Commerecial letter.
qwed = 51 dE =) 4

Mention the limitations of Budgetary control.




Id
(W21

{d)

Ay |/ A9 9ifds SIUET 99 § 3= SE S0l (FE ) 4

Differenciate between Statutory Meeting and Annual General Meeting. (Any

four)
Deseribe the objeclives of Financial Management.
HgET (Or)
vt vd =a A #E 9w S fEhE
Write any four differences between Recruitment and Selection.
s faendio &1 20 9 o0 \59m F JE F TF aeen) 7 e, e g
foet § gui =1 HA F FE0 TR T w1 Tawia @ 4
Write an Official letter on behalf of your Collector to your Divisiona! Commissioner,

wherein he should be recommended to provide relief in your district due fo

insufficient rainfall.
AGET (Or)
AR 95 9 T 9y § 7 TET AEvEEd §i [au9al hifag |

What is meant by Official letter ? Discuss its needs.

. HEd afTe FUE By FUR, SRmve], a9l 920 9% 3% 30241, B2 1€ I

miferar € A9 9w B Sed 964 2 9% % 36 9= 8 9F ey :

M/s Anil Kumar Rishabh Kumar, Lohamandi, Gwalior want to open Current
Account with Central Bank of India, Fort Road Branch, Gwalior. Write a letter
to Bank in this regard.
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(6}

26. A9 F T AWER # U wwaEa-vs Hiay F e F st gm a1
Wi w1 92 2371 THet ) sa. s wifE 5,000 & OF afey w1 - 5
Write a letter of complaint to Railway Authorities that you have received n
damage box sent by a supplier from Delhi and asking for compensation of about
Rs. 5,000 for the loss incurred.

27. fam & =0 sy %7 ==EE 9 99 H AEyEES H 9gd § 7 5
What is meant by Finance ? Why capital is needed in business 7

Hg4ar (Or)
wRiviE g5 | N A ¥ 7 sy ISt F [uiE el F1 auiE #w i
What is meant by Working Capital ? Describe the factors determining the
Working Capital.
28, frqa & g1 o7 HYM T sgs ® 6W F a9 F muy faemde w7 g #wien

T 9 o= & @2d gl W Fa=m @, 39 S5 9 92, THE gia e
T | 5
Write a Circular letter from the Commissioner of vour division to all the Collectors

of the division, informing them to control the rising prices of the commodities

and make proper arrangements so that Public dissatisfaction may not increase.
HIET (Or)

I Tar @0, B9 YoV, I=0 % 9399 & 7 § U 999 (o, o g ey

=iud] 1 5= = 95 £ ¥R F e 10 5, 2007 &7 11 99 SufEeE B F

Ta g |

Write a Memorandum on behalf of Secretary, Public Service Commission, Madhya

Pradesh, Indere to Shri Divyansh Chaudhary to appear for an interview for the
post of Hindi Lecturer on 10th May, 2007 at 11 A.M.
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29.

30.

171
mm:m%ﬁm:ﬁ'ﬁamﬁ%,mmmuﬁﬁﬂ &

E‘x}_aiain the similarities in the principles as prupuunﬂ'ad by Taylor and
Fayol. (Any six)

sgar (Or)

Forfrer @1 AETAFA UH WE F fadE Fiag

Discuss the need and importance of Planning.

R F MR HEEE O e £ 7 7 %4 i f g ge i e 6

What is meant by Extra-ordinary General Meeting of a Company ? When and
by whom an Extra-ordinary General Meeting of a Company is called ?

u=r (Or)
Ty wiEE AT 1 e, w9 Y § ) R

“Company Scerétary is an eye, ear and hand of a Company.” Explain.
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Total No. of Questions=—30] [Total No. of Printed Pages—7
M—156C1

ELEMENTS OF COMMERCE AND MANAGEMENT
(Hindi & English Versions)
Time : 3 Hours
Maximum Marks : 100
fdor -
(1) A9 uys swfEd €
(2) 3w 2 wd §t T w=-Tw o @ ¥ afeg)
(3) Wi w®i% 1 # 10 7% F ThF WA F1 T GO 30 V=l § Eifwn
(4) 994 &Hi= 11 § 18 % F Tod® Y F SO o0 50 =Rl | A
(5) W9 F9F 19 | 24 7% & Te4F U &1 I9 SO 75 Y= H gireu |
(6) 999 FHIF 25 4 28 7% = T&F U9 =1 =of oW 120 §=81 & =ifam|
(7) 991 ®HIF 29 T4 30 § s WEH &1 307 o090 150 Iee] § Sie|
(8) w¥A sv=EH 17, 18, 23, 24, 27, 28, 29 WS 30 ¥ F=i# foweg feu mo &
Instruetions :
(1} All questions are compulsory.
(2) Answers must be to the peint and within the given word limit.
(8) Answer Question Nos. 1 to 10 in about 30 words each.

(4) Answer Question Nos. 11 to 18 in about 50 words each.
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(2)
(5) Answer Question Nos. 19 to 24 in about 75 words each.
(6) Answer Question Nos. 25 to 28 in about 120 words each.

(7) Answer Question Nos. 29 and 30 in about 150 words each. -
(8) Internal options are given in Question Nos. 17, 18, 23, 24, 27, 28, 29
and 30.
1. WA w2 e et 2

Write any two characteristics of Management.

2. V'Trgem F I HAwEA w EgiA gt g0 e i) 2
“Discipline is established by Control.” Explain.

3. W H AW E 2 2
What is the meaning of a Meeting ?

o s A e frad AR A )
Mention the methods of writing Date’ in business letters.

5. TIEEH WAl 1 FEEEL) 2
Explain the Gate recruitment.

6. WEH F0 ¥ 9 § 2 wEE i 2
What are Term Loans ? Explain. |

7. 'gvE: E oA 72 2
What do you mean by ‘Postseript’ 7
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§. &m & fafys g=r ¥ 99 faEe) 2

=,

Write the name of various types of Insurance.

9. #y W =y H F¢ A A= Fan 2
Mention any two differences between Shares and Stocks.

10. Teel =m fafme fada dwnsdi & 9w fafan) 2

Write the name of any four specific Financial Institutions.

1. fsm = wgwE dm fags § = it 3
Explain the impcfrtance of Planning by three points.

12. faamm & = 4 =il =1 fafan) 3
Write any three merits of an At.’;vertisemem;.

13, doifas @w 3w afds mamw B § s fefan (28 @) 3

Differenciate between Statutory Meeting and Annual General Meeting.
(Any three)
4. YREE St w9 5 w5 99 519 = 3

Write any three functions of the Industrial Development Bank of India.

5. 5 fagfie 71 foramd fofem) (=7 o) 3
Write the characteristics of a Press Communique. (Any three)
£Z—12—M—156C1 B.T. 0.




(4)

16, TOEM 3R AZ-TOEE UA § ®1E 19 oL T Hiw) 3

Explain any three differences between Official letter and Demi-officiat letter.
17. W iz TR QS T W W R 3
Clarify the Capital structure of Unit Trust of India.
HA&ar (Or)
et ST faw w3 oo faw fom § e wife) (T A6 fagail 01)

Compare between Industrial Finance Corporation and State Finance Corporation.
(Any three points)

18, yafywr sivi F fafvs wwrl F1 T (F13 T4) 3

Describe the varidus types of Preference Shares. (Any three)
Sgat (Or)

Hoa 9 F1 favmand TR (FE )
Discuss the characteristics of Equity Shares. (Any three)

19. e F Tl 91 IEvEl T Sendl 4
State any four objectives of Organisation.

20, =MRE T F A & aweel (R4 fERE 4
Explain the importance of Commercial letter. (Any four points)

21, it & = ww wE-E @ €7 940 § feEl S fagEl w1 9 i 4
What are the external sources of B.ecmrt:lnmt ? Stnie briefly any four points.

Z—12—-M—156C1



({5)
7 e i w91 S, &E 3 T £ FEEEl 4

“Company Secretary is an eye, ear and hand of a Company.” Explain.

zB.ﬁFamﬁ‘ﬂWH%aﬁéaTrWﬁ’hmmﬁw_l A
Explain any four managerial functions of Personnel Management.
eEr (Or)
FHy=ifrar Hi A 1 Fa = ughEl w1 @g # auiE FifE
Deseribe brieflly any four methods of Recruitment of Employees.

z4.wmﬁwﬂwafwmﬁ?mm¥maﬁfahmﬁm: 4
What is meant by an Official letter ? Discuss its needs.

g4t (Or)

afes, WAt foen quesE, mﬁﬁﬁnﬁmm%mmwﬁwmw
Euﬁﬁﬂmﬁﬁﬁfﬁﬁa&fﬂﬁqwﬁ&mﬁ?ﬁmmmﬁﬁm ¥ fau smavrs
F20 391 ¥ fo fadw fam e &)

Write a circular letter to all the Principals, Higher Secondary Schools of Madhya
Pradesh from Secretary, Board of Secondary Education, Madhya Pradesh, Bhopal
instructing them to take strict measures for discouraging unfair practices in

the examinations.
5. Wﬁﬁﬂﬁﬁ%ﬁ@ﬂfﬁfﬁaﬁaﬁmm sfifasd 1 99 92 F 00
smre = = 5

Write a letter to the Bank from the customer requesting to increase the Overdraft
limit.

Z—12—M—156C1 P. 1.0



260

27,

28.

{6)
wiw=, 5= fwen foum, gwgsy wed, diae =1 52 g’ § yeifee fasmm F w=d
4 aifor=a =reEl F | W i fq e =) 5

Write an application to submit to the Secretary, Higher Education, Madhva
Pradesh, Bhopal for appointment to the post of Commerce Lecturer in response
to the advertisement in ‘Nai Dunia’.

uaifgeT vl & 2l H Gew F A

i

Mention briefly the disadvantages of Preference Shares.

Hegat (Or)
2t ) i At R e T G w0 A A e A
Define Fixed Capital. Describe three factors determining the Fixed Capital.
AT He AW, W 42w, =R % ufds =1 @ 9 us g@ve fefan, faed g afes

FAR AEYHE], 9] 99E, T4 F AGT9E ATAW 9 ¥4 FeeER & fau 10 =g
2007 = 11 F9 I9fFg €14 T FEA dfaa 5
Write a Memorandum en behalf of Secretary, Public Service Commission, Madhya

Pradesh, Indore to Shri Sachin Kumar Maheswari,Bada Bazar, Ujjain to appear
for an interview for the post of Biology Lecturer on 10th May, 2007 at 11 A M.

AT (Or)
THTA & W AT HUM F A4S &1 A0 H 5YM % §ug A &1 gfge witen
= 9 993 & 92d 3¢ 509l | 90 1@, -39y | 92, 399 giEn e
TE |
Write a Circular letter from the Commissioner of vour division to all the collectors

of the division informing them to control the rising prices of the commodities

and make proper arrangements so that public dissatisfaction may not increase.

Z—12—M—156C1



(7)
20. T WA T UhOtEn W ¥ e 3 fagr =1 99w

Describe any six principles of Management advocated by Henri Fayol.
' HgaT (Or)
YEY F OWHE WE w H4u F fgEsm e 6
Discuss in brief the Primary functions of Management.
30. AtH AHEEW W F E 7 U W A el F o e e £ e

What is Annual General Meeting ? What business is transacted at such a
Meeting ?

34941 (Or)
gt wfafm, 1956 F IER wEAt wiea & aivwn o wten )
Explain the rights of Company Secretary under Company Act, 1956,

Z—12—M—156C1 26,667
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Total No. of Questions : 30]
[Total No. of Printed Pages : 8

M-175/A2

Elements of Commerce and Management
(Hindi & English Version)
Time : 3 Hours Maximum Marks : 100
T . (i) =+ wom stfmad
(i) 39 772 uA &1 2 v= - § # E =fen

(i) 797 F=F 1V 10 75 THF W F T AT 30 v 5

wifed |
(Iv) 9% FH= 11 F 18 % T0F W99 F1 39 97 50 W= 4
aTfed |
T (V) W EEE 19 # 24 TF TR W T I T 75 v E
(Vi) 997 FHF 25 | 28 7% YT Wy F I 0N 120 v A
ﬁniﬁ*-‘:ql
(Vi) 999 FHF 29 T3 30 & y=w YR T w6 e 150 e §
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™ E
(i) wor 99 % fomd seten o 309 wegg oitea §)
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( 2 )

Note : (i) All questions are compulsory.
(i) Answer must be to the point and within given word limit.
(i) Answer Question Nos. 1 to 10 in about 30 words each.
(iv) Answer Question Nos. 11 to 18 in about 50 words each.

(v) Answer Question Nos. 19 to 24 in about 75 words
each.

(vi) Answer Question Nos. 25 to 28 in about 120 words
each.

(vii) Answer Question Nos. 29 and 30 in about 150 words
each.

(viii) Internal options are given in Question Nos. 17, 18, 23,
24, 27, 28, 29 and 30.

(ix) Marks of each question are indicated against it.
1. yEgFIFN A9 2 ?
What is the meaning of Management ? 2
2. wHIGE FRT T =y aeed § 7

What do you mean by Non-monetary Motivation ? 2

3. Il SAETEET 1956 UMW 2(30) ® AR HHAT 999 Hi THEE S |
Define ‘Company Secretary’ according to Companies Act 1956
Sec. 2(30). 2

M-175/A-2
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( 3)

4. =NE U3 H AfEea F=E 7

What is salutation in business letter ? 2
5. @sted! a1 uiarfug Fiten )

Define Budgetary Control. 2
6. T gt F F o § 7

What do you mean by Fixed Capital ? 2
7. T o3 & @79 70 AnEa § 7

What do you mean by Letter of Quotations ? 2
8. TAFE(P.S.) Fa=ed 7 7

What is meant by Post Script (P. S.) ? 2

State any two main objectives of Unit Trust of India. 2
10. 9 1 f+=1 9w fafyre fasm Sw=eh % 9@ fatan)

Write any four names of Special Financial Institution of India. 2
11, THasF 1 =15 94 fagmead fatag)

Write any three characteristics of Planning. 3
12. 9df @8 999 § 3= o9 S 98 (FE 761) |

Clarify the differences between Recruitment and Selection (any

three). 3

M—175/A-2 Turn Over
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( 3 )
4, =ARE IF Y FaRT s E 7

What is salutation in business letter ? 2
5. @t fasm w1 givafes witag
Define Budgetary Control. 2

6. wrdl Ou | Fm A § 7

What do you mean by Fixed Capital ? 2
7. T3 d s gama E 2

What do you mean by Letter of Quotations ? 2
8. v (P.S)FHa=Feas 7

What is meant by Post Script (P. S.) ? 2
9. Affe T= @F e % F1 o1 Y@ Tevd =02 |

State any two main objectives of Unit Trust of India. 2
10. 9 =1 =i ar fafvne f5e1g swsi & == faran

Write any four names of Special Financial Institution of India. 2
1. FaisF 71 #5 94 favmad f=tEn)

Write any three characteristics of Planning. 3
12, 9l w8 =99 § 3= T F090 (1 @) |

Clarify the differences between Recruitment and Selection (any

three). 3

M—175/A-2 Turn Over
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13. AT 9w w5 s wm wa § 12 AT A= =y )

Differentiate between Statutory Meeting and Annual General
Meeting (any three point). 3

14. =9 a5 Fm % fo=i 9= =@t 71 9 Fitew
Describe any three functions of State Finance Corporation. 3
15, 513y wa e wftfefadi | foran s & 2
Under what circumstances a Demi-official Letter is written ? 3
16. HFTT 73 F H wam fafem
Write three characteristics of an Official Letter. 3
17. 3ffe 7 =i sfoem W uw wfes fromh fofem
Write a short note on Unit Trust of India.
Hgar
(0n)
vroa T Tl &1 st Tt (36 )
Write about the problems of the State Finance Corporations. (any
threg) _ 3

18. woa =¥l & # ensi = 9y
Describe the three advantages of Equity Shares.
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g
(O1)
ET R #97 F1 oy fE@fee ) (F18 96)
Write the characteristics of Preference Share (any three). 3
19. T%. By, 2o = wad fagr=i =1 99ged | (F1E 97)
Explain the principles of Management of FW. Taylor. (any four) 4
20. IR F wEE fovEa 994 - adi =1 oam 8 e =3 o

What things should be considered while writing an application for
employment ? 4

21. ' fasrs W e o =g sveEg © W fafam ) g

‘Money spent on Advertisement is a wasteful expense or an
Investment.” Explain. 4

22. Frr! Bfed =1 13 9N 3099 SRR |
Explain any four qualifications of a Company Secretary. 4
23. 793 % ma= = Tosi oW fa=30 =1 fad== sitau)

Discuss any four points of the importance of Control.

HALGT
(Or)
AU F T2 A 3299 Taten |
Write any four objectives of Motivation. 4
M—175/A-2 Turn Over
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24, st s, TEET, S faw HEEd GE 1§ FEed e 9, W w1

Shri R.S. Khandekar who was working as a Office Superintendent
in the Ministry of Finance has been promoted Assistant Secretary.
Prepare a notification in this regard.

9qar
(Or)
gfraz =1 faveaed =1 903 Hifs0 )
Write the characteristics of a circular letter.
25, =Mt T3 W1 Hee gHwEd |
Explain the importance of Commercial letter.

26. 1ia TF9, TER F1 AR T T WeArerT T, A FH CHH 7 2q TF
ferran |

Write a letter for Agency to Gupta Publishing House, Agra from
Gourav Books, Indore.

57, rdrg ST faw o % w7 ®1 guEsd (FE 9) |
Explain the functions of Industrial Finance Corporation of India
(any five).
HIET
(Or)
Explain five conditions fixed by the Industrial Finance Corporation
of India on the basis of which loan is provided by them.

M—175/A-2
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( 7))

28. Tgiferay & foensiy 1 3w 9 599, 9= vonss =59 5.9, 919 S &

29.

oo 4 g2 =1 790 3 o9 50 @@ us 9i=nt 9 fafan

On behalf of the Collector, Gwalior write an official letter to the
Secretary General Administration Government of M.P. Bhopal
informing about the drought position in the District.

Hadar

(Or)

A meats foren aves 0w, 9T9e F1 37 9 991 F519E] F TR 9
fofes foad = =1 wgfs W = o = v 23 4

Write a circular letter on behalf of Secretary Board of Secondary
Education M.P., Bhopal to all the Examination Superintendents in
which direction should be given to check the unfair practices in the
Examination. 5

YR H WEY =1 791 95 & 7 969 (FEB:) |

What is the importance of Management in India ? Explain (any
Six).

Haar
(On)

T HEY 9764 & mA-HEA (aemad 24 9 (FEB:) |

What should be the characteristics of an Ideal Organisation ? (any

Six) 6
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(8 )
30. wUHl AfEE FEAT 71 9@, F9 5 719 59U

Company Secretary is the eye, ear and hand of a Company.
Explain.

T
(On)

AU A Tty TEEE w5 A F e

State the rules regarding Statutory Meeting.
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Total No. of Questions : 30]
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M-175/B2

Elements of Commerce and Management
(Hindi & English Version)
Time : 3 Hours Maximum Marks : 100
Frdwr: (i) =+ wom safard 3
(ii) = == ud €1 7 yr=-5r {9 8F =)

(i) w95 =97% 1 ¥ 10 9% WIS W95 ] I97 =047 30 v=1 A

&1 |

(iv) 993 %81 11 9 18 7% YoiF W99 ¥ 307 o097 50 U=
HiERE

(V) 999 F9F 19 4 24 7% 9% Y95 F I @O 75 W= H
s

(Vi) W99 FHMF 25 ¥ 28 7% Woaw 9IS T I AT 120 I= A

(Vi) 997 91 29 U= 30 § T 4T F =9 S99 150 TE

(viil) W === 17,18, 23,24, 27, 28, 29 T8 30 T saiE Hs=u =g
THE

(ix) voI= w9a % o s79iza ofF vus oo ofEa &
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Note : (i)
(i)

(vil)

(viii)

(ix)

(2)

All questions are compulsory.

Answer must be to the point and within the given word
limit.

Answer Question Nos. 1 to 10 in about 30 words each.
Answer Question Nos. 11 to 18 in about 50 words each.

Answer Question Nos. 19 to 24 in about 75 words
each.

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

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

Internal options are given in Question Nos. 17, 18, 23,
24, 27, 28, 29 and 30.

Marks of each question are indicated against it.

1. WO = FE ek 9w S

Give any one definition of Management.

fearita w73 = 21 @sw =950

Write two characteristics of Personnel Management.

i fidd 51 2 7

What is Statutory Report ?

M-175/B-2
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4. FivE o3 § e s 3 2
What is salutation in business letter ?
5. @ fFm =1 v vy @ mmEmey
Explain clearly the meaning of cost control.
What is meant by Share ?
7. [ (PS) fsa=ead 2
What is meant by Post Script (P.S.).
8. Ty wx = ¥ 2
What is Complaint Letter ?
What is working capital ?
10. w1 fau f978 % &t =1 fafay
Write two functions of State Finance Corporation.
1. TR % 79 =58vd 51 50oe =50
State any three objects of Planning.
12. it = 7 s gl #1999 § gumed
Explain in short three internal sources of Recruitment.
M—-175/B-2
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(4) !

13. ot #feag w1 9 graas f&@hEn)

Write three qualifications of Company Secretary. 3
14, qaifusm =390 % = a9 79 51 999 |

Discuss any three merits of Preference Shares. 3
15, TET T 5 A Aum fetEn

Write three characteristics of an official letter. 3
16. s17A =1 &= fagmand fafaa

Write three nl’:aracteristics of Memorandum (memo). 3
17. 5791 w& 70 95 H a1 = (FE 9 |

Differentiate between shares and debentures. (any three).

(o
AT ST fFETE 9% = w0 F Revd farad |

Write the objects of establishment of Industrial Development Bank
of India. 3

18, 772 7 % 3fveT ™ T Hiww feoi fered |
Write a short note on Unit Trust of India.

M-175/B-2
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HAgar
(On)

Write the problems of the State Finance Corporation.

19. &1 Fam % 1 9w wa= fogr= 51 gases |

Explain any four principles of Management of Henry Fay

ol. 4

20. TR UV TR wited) T, 9o 1 4R & i At q9e adifea i, e

Write a letter from Rajnan & Company Hameediya Road
to Bank of Baroda Hameediya Road, Bhopal requesting
send pass book soon after completion.

21. HAfaITo % F12 9N vy fafaa
Write any four objectives of Motivation.
22. FV] WiEE F FE 9N F058 SaaEd |
Explain any four duties of a Company Secretary.
23. o949 F =12 98 =19 993 |
Explain any four advantages of Advertisement.
HAgar
(On)
T3 w8 fauom 3 = 9 99 fafed |

Write any four differences between Sales and Marketing.

M-175/B-2
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24. ' fasis w9 9wn foaiE § = aqsg | (F72 91)

Differentiate between Press Communique (Note) and Notification.
(any four)

Aerar
(Or)

T e 9 8 7 (FE 90

% -FETTE 99 (4 giifs

In which circumstances Demi-official (D.O.) letters are
written ? (any foun)

25. TAEIE TVAN FIH!, 321 7 A 3 22 w3 =1 sfagfd & =8 = e
YA F44 2q U v fafad

Write a letter to United Insurance Company, Indore for
compensation of amount of claim due to loss of fire.

26. SN TH 1 ¥ W £ 7
Explain the importance of a Commercial letter.
27. qaEilu®r 3191 Ud §Ha 591 § F5 U™ 330 oEy |
Write any five differences between Preference share and Equity
share.
Hgar
(Or)
RGIE SETF O uE fatEm e § =ty wE e el # oan |
fafaa |
Write about the objects and financial sources of the Industrial
Credit and Investment Corporation of India.

M-175/B-2
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28. ATHN U Ta Sg-TFH T § Fw waqwd | (FE Ui faw)

Differentiate between Official letters and Demi-official letters (any

five).
Hg4ar
(Or)

WHE WTHE G I=Ia AeAfas Iien, @vEe) 5 3N F Afag meafas fran
ATEA H.Y., YI9E &) |orsg fawg 51 wmar g 5 sHE i R B U
THES U3 feafes |

Write an official letter from Principal Gouvt. Higher Secondary

School, Khandwa to the Secretary Board of Education M.P., Bhopal
requesting him to allow to open commerce classes. 5

29. YHH % = w141 FI TS (FEB:) |
Explain the primary functions of management (any six),
Agar
(On)
2 8 BT % e T § g9ueee et (FEB:) |
Write similarties in the principles of management as given by Fayol

and Taylor (any six). 6
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( 8)

Describe the duties of Company Secretary in respect of Secretary
before the Annual General Meeting.

(0n
Yot A FeE w5 otE, FE A wa ®) e
“Company Secretary is the eye, ear and hand of a company.”
Explain. 6
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Elements of Commerce and Management
(Hindi & English Version)
Time : 3 Hours Maximum Marks : 100
fder: (i) @« wva sif=me #
(i) =9 == us 21 7 y=-Hm 6 f i =ifEn
(i) wes w9 4 B 10 9F T 993 F1 I97 @097 30 W= o
w1 |
(iv) 993 =51% 11 9 18 9% Wed® W99 &1 300 &9 50 =i §
(v) 993 9% 19 4 24 7F YOIF U F1 39 @4 75 W=l

(Vi) 999 FH1F 25 § 28 7F T&F WY F1 T9T w9 120 v= °

(Vi) 997 FH% 29 TS 30 # 7S WA %S9 AU 150 V=i §
ISl
(viii) ¥¥ FH1= 17,18, 23, 24, 27, 28, 29 T4 30 T =% (9559 =9

e

RIE2 A

(ix) 7= 99 = o anafzn ofF =u ooy oifFe &
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(vi)

(vii)

(viil)

(ix)

(2 )

All questions are compulsory.

Answer must be to the point and within the given word
limit.

Answer Question Nos. 1 to 10 in about 30 words each.

Answer Question Nos. 11 to 18 in about 50 words each.

Answer Question Nos. 19 to 24 in about 75 words
each.

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

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

Internal options are given in Question Nos. 17, 18, 23,
24, 27, 28, 29 and 30.

Marks of each question are indicated against it.

1. “'vay s AEma 1 waeEa

*Management is a process.” Explain.

A % =W S wh w9 et

Give four name of Internal sources of recruitment.

Y F G ?

What is minutes of meeting ?

M-175/C-2

C-9



Write the definition of Motivation.
6. I fore v =1 Al ® 2

How many kinds of Capital ?
7. =AMIGE T3 H Siyaea | 8 7

What is salutatioh in business letters ?
B. W # YT JF T dqyrm T ?

What is meant by Dunning Letters ?
. FAm VI fFaFq 2 2

What is Equity Share ?
10. H9-99 | &9 59 5930 £ 7

What do you mean by Debentures ?
1. TR & w2 & 99 fag 5923

Explain three points of importance of Planning.
M-175/C-2

(3 )

Tyv=E (P.S) Fawea 8 2

What is meant by Post Script (P. S.) ?

C-9
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{4 )

12. Frgfer 1 i fardomrd ferfim

Write three characteristics of staffing. 3
13, 991 = WwEE FOH A= T FE a9 Heed fera |

Write any three duties of Company Secretary after the meeting. 3
14. T faw fm =71 & *faeat fafeu

Write three problems of State Finance Corporation. 3
15, TEehT 03 % HiA e fefan

Write three characteristics of an Official Letter. 3
16. e Frt 2o 3 o T E 2

When is a circular letter drafted ? 3
17. FO-9H1 F T e TS |

Describe three advantages of Debentures.

(On

Write, why is capital need in Business ? 3

M-175/C-2



18.

19.

20.

21.

22.

23.

M-175/C-2

State the sources of working capital.
Hgar
(Or)

Describe three functions of Unit Trust of India.

T a9 TF 1 F m F1 "7 AFHEAA fFff@Ql

Write four dissimilarity of principles as given by Fayol and Taylor.

AT T TH e FE EaT 7 7
When Insurance Correspondence is necessary 7
ek WITET faAE % S19vaT g T SHaEd (S 9) |

Explain the essentials of an effective advertisement (any four).

Fr1 wias =1 gl =1 &y @) (1 91)

Write the procedures of appointment of a Secretary (any four).

Write any four objectives of Motivation.
Fear
(On)

fo9uE e = 9 5d TTEun )

Write four functions of Marketing Management.

C-9
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24. F9H w1 AT TE9mEE HEeEd |

25.

26.

27,

Describe four characteristics of Memorandum.
FHeran
(Or)
-G TF TS 9§ Sl adsd (FE 9) |

What are differences between Demi-official letter and
Memorandum ? (any four) 4

e} Fame == 31 fedl 791 5.000 ®. F 9F TH § FeEl @) T T FH F
<IF 1 PEE UFA & (6 TF 99 ey |

A Cheque of Rs. 5,000 issued to M/s Vimal Chand have been lost
in transit. Write a letter to the Bank stopping the payment of that
Cheque. : 5

SafeE TH % A o feren | (FE e @)

Write internal merits of the Commercial Letters. (any five points) 5
EaleGIERH

Mention the five conditions fixed by the Industrial Finance

Corporation of India on the basis of which loan is provided by
them.

HAgar
(Or)
TSR 219 T8 T4 #H 9 =2 Ui 3= foran |
Write any five differences between Preference Share and Equity
Share. D

M—175/C-2
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(7))
o8 WETd Y SO I, TN T #K § "9eE o (90 5.9, ST &
IO AT T V9 (g £q (ae Fid g0 UF A5 -WHH19 93 o |

Write a D.O. letter from Principal Adarsh Higher Secondary School,
Indore to Director of Public Instructions M.P., Bhopal requesting
him to appoint a Commerce Lecturer soon.

39ar
(On
T TS AT S 9% s 9uEned | (FE O )

Explain the differences between an Official letter and a Commercial
letter. (any five) 5

29, e =1 fafy (wiwan) =1 fag== Fifw
Discuss the process of Planning.
E PG
(On)
A 1 ge SHEEA | (FE Urd 55
Discuss the importance of Oganisation. (any five points) 6
30. Suifas 9u1 § == TEgHE F1 991 R0 |
State the rules regarding statutory meeting.
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(8)

—
(On
Discuss the legal status of a Company Secretary. .6



