SIRAAUS IIf&IPD 3ofzitlTol Ud Ufdrgiur ufewe, il
dIfticd AreRAdD Ui
(2023- 2024)
uferc 9t Ut Ul (aR<forss)
Model Question Paper (Objective)

[d

DEII-10 froRI- R AHI-03:00 TCT qurics-80
3IERRIoT

AL [01G9T:-

o U3tetreff rerisna 3uol orsai 9 IR Sl

Candidates should answer in their own words as much as possible.

o 19ft uat siforart 2l

All questions are compulsory.

0 el Uil bl A1 52 3l

Total number of questions is 52.

0 U%1 1 3 30 (D IBIADICTRI U%T & | U Ul & dR [dpey f&u o1u &

13! fdrbey ol TrIol HISRY| Ul Usst b fe1e 01 3idb forerifea 3

Question No. 01 to 30 are multiple choice questions, each question has four options. Select the correct
option. Each question carries 01 mark.

0 U1 3T 31 A 38 AP 3Ael o1 I3RI Usel 31 forid A fdboal 6 sl 1

3R Soll Siforart 31 UId UssT ol Alal 2 3 forelifye 3l

Question numbers 31 to 38 are very short answer questions. Out of which it is mandatory to answer any
6 questions. Each question carries 02 marks.

0 U1 JRCAT 39 A 46 AD ol IR U6l 31 F3R1 A fbodl 6 ussll o1

3R Soll SMTArR! 31 U UsST DI Alel 3 3D foreifyd 3l

Question numbers 39 to 46 are short answer questions. Out of which it is mandatory to answer any 6
questions. Each question carries 03 marks.

0 U1 AR 47 A 52 Sl 37131 U1 3l fdbodl 4 Uil B 3R Soll Siferare

31 U U%51 I Hlol 5 3(cb forerifeed 3

Question numbers 47 to 52 are long answer questions. It is mandatory to answer any 4 questions. Each

question carries 05Smarks.

1. U B BRI a8 eI 8l, 33D 18 IURTD 3 ( Suitable filing method for a firm which has
more customers, is) -
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(a) TSI WISEI (Vertical file)
(b) AR WIScI (Wire file)

(c) SloTol BISET (Shannon file)
(d) 3o1e1 A Asfl (All of these)

2. oAruIf¥eD Uil &I YR ........38.99 3 g ittt &
(Business letters are used for ........ purpose)
(a) IUIf¥D (Business)
(b) ATdSIfoID (Public)
(c) IfRPSIA (Personal)

(d) o131 3 DIS oI31 (All of these)

3. uferferfraszut 5 & (Copying is called) -
(a) U>I cIxdol bl @l DI (Art of letter writing)
(b) UI &bl UfeIfeit ciol bl abell bl (Art of copying of letter)
(c) Umll bl WIsfeTor bl el I (Art of letter filing)
(d) 30191 A AsfY (All of these)
4. ¥didol AFIA & (Crossing is possible ) -
(a) AD DI (of Cheque)
(b) fAfoT91T faU>T I (of Bills of exchange)
(c) UfeI=II U5T I (of Promissory note)
(d) 30191 A st BT (All of these)

5. Urd Uil UR PRI bl Hls2 oI & difep
(Stamp of office is put on received letters for ) -
(a) U3l DI {l}f&lﬁ 331 SIT 3AD (To keep letter safe)
(b) UT I 3712 ofiE fS=IT ST 3D (Answer of letter quickly)
(c) UL I fA9TIeT e uIfel bl fe1fdr <i1e 21 3rcd
(Find the receiving date and department of letters)

(d) o191 A DIS oI8] (None of these)

6. S IJAGDI DI RATST oISk gﬂﬂ?ﬂ% (Bank does not paid interest to customers on ) -
(a) T A U2 (Saving Account)
(b) EII(_V;\EI& 3 (Current Account)
(c) ATafer ST A1l 3 (Fixed Deposit Account)
(d) 3Idel STt ATl U2 (Recurring Deposit Account)

7. Al Aret b gifer Ie1d ifErp1f¥=il bl crrurardt & drRu1 g3 & dl siferafd bl siresht ? (if goods is
destroyed by negligence of railway authority, compensation will be paid by)
(a) faBAT A (Seller )
(b) BOIUT A (Agent)
(c) 3T A (Railway)
(d) SoIdi A DIS oI3I (None of these)

8. oAIUIf¥d DRI ABcAUVi 8, a=AITD (Business office is important because)-
(a) $3M9 3[0I fASTIET 1A 3] (There are many departments in its)
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10.

11.

12.

13.

14.

15.

(b) PRITCRI A RIUIR DI fd=iuot &I SIIAr 81 (Advertisement of business is given from
office)

(c) 31 TGl 3 ABDI A AGRIdeR BIAI 3l (Good behaviour to customers from this place)

(d) 98T =IUIR U3 foRI51u1 ©d IFdIcTal 81T 31 (Controlling and operation of business)

U>1 oI Adiferm MEC_CIC‘[_\Uf 81101 fersnfSra fep=ar St 215 dr & (Main important part of letter can be
divided into )

(a) O HIGI 3 Bl (One part)

(b) ST HTIBIL 31 (Two parts )

(c) cAIGT 811811 3 (Three parts)

(d) ® 81191l 3 (Six parts)

A DI 3I6IIGVT 31 SIIAT 3 (Cheque is dishonoured ) -

(a) SId CIAD D B3AISR A 3loci2 3l (When difference in signature of drawer)
(b) SId AD 31reTeHt fe1fer T 81 (When cheque is of next date)

(c) SId &IGIRIISI 3 316c1= Bl (When difference in amount )

(d) 30191 A AsfY (All of these)

23l GIPHATOTDI URITD Blcil 8 (Cross indexing is used in ) -
(a) IS Al 3 (Card list)

(b) U1 G3AD 3 (Letter book)

(c) fSice delt g el 31 (Hard binding book)

(d) 3o1at A Al 31 (All of these)

SIdl U SIDER G2 SIDER DI bl cAfth @I 61T Sol I MG Sl 3, Al 3 DEd & (When
a post office orders another post office to pay amount to any person, is called)-

(a) AGIBITST (Money order)

(b) Gl¥cdd 3ifS2 (Postal order)

(c) I (Insurance)

(d) $o1di A DIS o131 (None of these)

AFYUT AGATRID FHel B Bog-fdeg & (The central point of whole business concern)-
(a) fAUUTGl Udoel (Marketing managements)

(b) ATATSIIRT Usloer (Personal management)

(c) 3cUIGol Udot (Production management)

(d) PRITCRI Udodl (Office management)

ggufcIferitra2ur w1 A1 Urcdlol G3T 3 (The oldest method of duplicating is)—
(a) foTCIfeor UuIetl (Gelatin method)

(b) citellerp uvuietl (Lithograph method)

(c) oAt UuTIett (Stencil method)

(d) 3iftere uuIrett (Offset method)

{531 U1 O 3R UR s a<ail bl ufef 3 3G9I SAT 37 (Customers give orders on the basis of
which letter ?)
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16.

17.

18.

19.

20.

21.

22.

(a) fo1xd BT (Quotation letter)

(b) IUBAIS DI U (Enquire letter)
(c) C([hl%{l U531 (Supply letter)

(d) 3IISG9L UST (Order letter)

Ao AFgoeht ust ford SIId 3 (Reference letters are written by)-
(a) 9D GRI (By Bank)

(b) A2 3iP DRI gRI (Chamber of commerce)

(c) RIUIf¥aD AFE GIRT (Trade unions)

(d) 30191 A Asft B GIRT (All of these)

ufeiferforaszor &b a1 AZ51 fafer 2 (The most expensive method of copying is)-
(a) BICI I¢T GIRI (by Photo state)

(b) DIl GIRI (by carbon)

(c) A3t A9MIGI G (by Rotary machine)

(d) $o131 A DIS o181 (None of these)

SIARIFD DI Dlol-2H1 dfdber {{DI%IEII 3ucteeI a2 (Which banking facility is available to miner)
(a) S I DI (Saving Alc )

(b) areL A1 bl (Current A/c)

(c) cdfad2 BT (Locker)

(d) 30191 A AsfY (All of these)

diSTab 31 191 31feIas o191 SiTol UR fAdhdl GIRT Shdl &b UTA Dlol-AT TSI dolldb2 ISIT SITAT 5?2
(Which document is sent to the buyer in case of more price charged in invoice by seller?)

(a) SfeIe allc (Debit note)

(b) bfSc &Il (Credit note)

(c) dISIP (Invoice)

(d) $o1di A DIS o131 (None of these)

IS HolPATOTDI DI fASDIR fobT ( Card indexing was invented by)-
(a) Od AfSRIT of (Abbe Rozier)

(b) A of (Grace)

(¢) 36131 WIS ol (Henry Ford )

(d) 3I1&T deT of (Graham Well )

BIcS3 DI URIIST fabRIT SITAT 3 (Folder is used in)-
(a) TSI WBISCT A (Vertical file)

(b) CoT arcft WISeT 3 (Tag file)

(c) SloTol BISET 3 (Shannan file)

(d) Aogaparctl BIScT (Box file)

faforarr faret fdbads GIRT fe1ar SITAT 3 (A bill of exchange is drawn by ) -
(a) GOIGIE (Debtor)

(b) TIGIGI (Creditor)

(c) $o1di Glali (Both of them)
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(d) 30191 A DIS SI8] (None of these)

23. Acdl arofior A uferferftr su=iel 32 (Copying by rotary machine is useful for ) -
(a) PR cAIUIIAL & fe18 (Retailers)
(b) BIC RAMUITRII &P 18 (Small traders)
(c) IS AR & 10 (Big traders)
(d) B8P D fA1U (Customers)

24. SIPER AT SIHT AlSToll Bd UIRFH Dl 51?2
(When did the post office savings scheme start ?)
(a) AL 1979 3 (in 1979)
(b) A6L 1971 & (in 1971)
(c) Aol 1937 3 (in 1937)
(d) AoL 1982 3 (in 1982)

25. MuIf¥s CB[E\E?!]_)WI 3191 BId & (Main parts of business letters are)-
(a) I (Two)
(b) AR (Four)
(c) 8: (Six)
(d) 313G (Eight)

26. Tere1 @ 3161 B feru fbetol fSot ReRIrRIcdl fSot b 20U 3 161 SIIA 32 (How many days are allowed
as days of grace for payment of a bill?)
(a)2
(b)3
(c)4
(d1

27. IS eIPHIVIDI &b 3§51 3 (Part of card indexing are)-
(a) 3> DIS Bd HIoIGR ACTARY (Guide card and Almirah having draws )
(b) oI DTS Bd WIOIGI ICTART (Name card and Almirah having draws )
(©) 3@0132[[?[ IS Ud JIoIGR 3ICTARI (Absent card and Almirah having draws )
(d) ol BIS, Ibd PIS Ud AI6IGIR ICTHRT
(Name card, guide card and Almirah having draws)

28. "DRIICRI RATUR 3 a8l Ascd I & Sil UD TS 3 A RUsT DI Il 31" As DA6T 3? (" Office
is as important to a business what the main spring to a watch." This statement is given by)-
(a) IS DI (Dixy)
(b) 30131 WIS DI (Henry Ford )
(c) o131 eIl I (Henry Fayol)
(d) Soldi A DIS oI3I (None of these)

29. SIDER §Id WIAAT fdbciol AR i A FTAI Aol fOTRAT SIIAT 8 ? (In what time a post office savings
account is considered incorporate account ?)

(a) cftol ad (Three year)
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(b) ufa ad (Five year)
(c) AT ad (Seven year)
(d) 30191 A DIS GI8] (None of these)

30. 50,000 UferIt clol & fere Aatas 3
(covrossensens is suitable for 50,000 copies) -
(a) fTelISI® (Lithograph)
(b) cIsu E\ﬁ%ﬂﬁm (Type setting duplicator)
(© ﬁEﬁ\@FﬁﬁT@ (Rotary duplicator)
(d) ACSIBD (Multigraph)

3ﬂrﬁﬁg IAIRT U%T (Very Short Answer Type Questions)
31.31G9I UST TR=IT & 2
What is an order letter?
32 Dol AL AlSToll U2 fopoll RAGI 62 3 ?
What rate of interest is allowed on Sukanya Samridhi Yojana ?
33.¢I¢ ®Iscl O ol 9pul fe1lRaul
Write two merits of flat file.
34.dp bt ufssm SIS
Define Bank.
35 RIUIT¥D DRI DI i3It Hifse |
Define a business office.
36.fafoIIRIAERT U aRIT 3 2
What is a negotiable instrument?
37.3¢ & fe1e 3ugep sguleiiciitiap2ut uIrett oI ol1et aersel |
State the name of suitable duplicating method for Urdu language.
38 IR 31 IACCRIDA Al DI AT fpetoll 8?2

What is number of nationalised banks in India ?

og 39T ged (Short Answer Type Questions):-

39.AIb IR S1GICDATUICDI TR & ?

What is wheel indexing?

40.dDi DI Hacd felRae

Write the importance of banks.

41 IUIf¥D DRITCRI i TRII TAADAI 57
What is the need of a business office?

42 IUI¥D U5 b fdboal 4 3061l &b o fe1fRau)

Write any four parts of a business letter.
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43 3ol b UDR feilRae

Write the types of crossing.

44051 dI8D AP & o9l ferlae

Write the advantages of peon book.

45.1OTDRIA UAT 1ol O IRIT DRI &2

What are the causes of writing the complaint letter ?

46 IIc1 ZId P s[ul ferlRau
Write the advantages of a current account.

S Ia3T usst (Long Answer Type Questions):- 4*5=20
g yp

N OO N ~N AU N N e Y

47 81peR d fdforilsiol Asdotdt [dffioot Alstond fetlRav
Write the various schemes of investment in the post office.

48 SATAIRID b D YR DI I quiol HIfSTel

Describe the main functions of commercial banks.

49 DRIICRI IoIcal b Brglodl bl IR HhifSIu]

Explain the principles of office organisation.

50.dD P 3HoIIGUI D DRUII Dl RIRRIT HISIE |

Explain the causes of dishonour of cheque.

51. faforert fdet a=u &? 18 ufersin ust A fdb31 UDR f#ieot 37

What is a Bill of Exchange ? How does it differ from a Promissory Note ?

52 RIUII® Ul b DRI D AdASIS|

Explain the functions of a business letter.
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SIRIAVS IfSID 3rolzieinel Ud ufdrgrur ufvg, i

dIfticd AreRAdD Ui
(2023-2024)
3R PiSInT
ufcrgel usst usI (axdferss)
Answer Key of Model Question Paper (Objective)
HeTT-10 fawr- BST
Q.NO. | ANSWER | Q.NO. | ANSWER
1 A 16 D
2 A 17 A
3 B 18 C
4 A 19 D
5 C 20 A
6 B 21 C
7 C 22 B
8 D 23 C
9 C 24 A
10 D 25 D
11 B 26 B
12 B 27 D
13 D 28 A
14 A 29 B
15 A 30 C
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