BUSINESS STUDIES -1

B New Syllabus L :
Full Marks: 100 : < Teaching Hrs: 150
Course Contents
Unit I: Introduction of Business : " LH 10

= Concept of Business e Characteristics of Business ¢ Components of Business
» Functions and objectives of Business ¢ Importance of Business = Social Responsibilities of
Business (investors, Consumers, Employees, Community & Government)

Unit II: Evolution and Foundation of Business ) LH 10

* Evolution of Business ¢ Considerations before starting a new business = Requisites of
business success ¢ Business environment: Concept and Components (Intemnal and External)

Unit III: Forms and Business Organizations

A. Sole Trading concern LH 8

« Concept of Sole Trading Concem e Characteristics of Sole Trading Concern * Merits and
Demerits of Sole Trading Concem = Registration and Renewal of Sole Trading Concemn in
Nepal

B. Partnership Firm LH 17

e Concept of Partnership Firm and Partners ¢ Characteristics of Partnership Firm
« Difference between Sole Trading and Partnership = Merits and Demerits of Partnership Firm
* Types of Partners  Rights and Duties of Partners * Parnership Deed: Meaning and
Contents * Registration and Renewal of Partnership firm in Nepal = Dissolution of Partnership
firm in Nepal ] :

C. Joint Stock Company LH 25

« Concept of Joint Stock Company e Characteristics of Joints Stock Company * Merits-and
Demerits of Joint Stock Company © Types of Company e Difference between Private and
Public Limited Company ¢ Main Documents for the incorporation of Joint Stock Company:
Memorandum of Association, Articles of Association and Prospectus e Incorporation of Joint
Stock Company in Nepal ¢« Company meeting; Preliminary General Meeting. Annual General
Meeting and Extra- Ordinary General Meeting ¢ Agenda and resolution ® Winding-up of Joint
Stock Company =3

D. Co-operative Organizations .. LH10
* Concept of Co-operative Organization * Features of Co-operative Organization = Types of
Co-operatives ¢ Role of Co-operatives in Developing Countries  Registration of Co-operatives
in Nepal « National Co-operative Development Board: Formation and its Functions

E. Public Enterprises LH 10

» Concept of Public Enterprises  Characteristics of Public Enterprises = Importance of Public
Enterprises = Types of Public Enterprises: Deparimental Undertaking, Public Corporations and
Government Company

F. Multinational Company LHS5

e Concept of Multinational Company e Characteristics of Multinational Company
* Importance of Multinational Company © Defects of Multinational Company
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G. Business Support Agencies in Nepal LH5

« Nepal Chamber of Commerce: Formation and functions * Federation of Nepalese Chamber
of Commerce and Industries (FNCCI): Formation and functions * Export and Trade Promotion
Center (ETPC): Introduction and functions

Unit IV: Office Management LH5

« Concept of an Office » Functions of an Office * Importance of Office = Concept of Office
Management = Importance of Office Management « Office accommodation and layout

Unit V: Filing and Indexing : LH 15
« Concept and Purpose of Filing * Importance of Filing * Types of Filing: Traditional and
Modern » Methods of Filing: Alphabetical, Numerical, Geographical, Chronological and Subject
wise. » Qualities of Good Filing System e« Concept and Purpose of Indexing
» Types of Indexing * Qualities of Good Indexing

Unit VI: Records Management LHS

« Concept of Records Management = Importance of Records Management © Types of Records
» Principles of Records Management « Retention and Disposal of Records .

Unit VII: Office Machines and Furniture LH5

« Office Machines: Meaning and Importance = Office Fumiture: Meaning and Importance
« Factors to be considered for selecting Offices Machines and Furniture

Unit VIII: Business Communication LH 20

« Concept of Business Communication * Importance of Communication = Sources of Office
Information: Internal and Extemal ¢ Types and Means of Communication ¢ Meaning of
Business Letter » Structure of Business Letter o Qualiies of Good Business Letter
« Drafting of Business Letters in English: Enquiry, Order, Complaint and Application letters.

Evaluation Scheme

Student’s performance will be evaluated on the basis of following structure of Questions to be
administered in the examination.

Nature of Total Questions to be Required number of :
Questions asked Queseta)ns to be attempted Weightage | Total
Group
A. Short Answer : 10 (Ten) 8 (Eight) 8foreach | 64
B. Long Answer 3 (Three) 2 (Two) - | 18foreach| 36
Total Marks | 100

Note: Question relating to drafting of business letter should be asked under Group ‘A’ Short
Answer Question.
Reference books:

K.C., Fatta Bahadur (2008), Introduction to Business Studies, Kathmandu: Vidhyarthi Pustak
Bhandar.

Shrestha, Bishaswor Man (2007), Business Organization and Office Management, Kathmandu:
Global Education Bhotahity.

Pant, Prem R., etal. (2007), Business Organization and Office Management, Kathmandu:
Buddha Academic Publishers and Distributors Pvt. Ltd.

Poudyal, Santosh R., et.a!. (2008), Business Organization and Office Management, Kathmandu:
Asmita Publication. :

Agrawal, GR (2007), Business Organization and Office Management, Kathmandu: M.K.
Publishers and Distributors. :

Pokhare!, Bihari and Gautam, Dhruba (2004), Business Organization and Office Management,
Kathmandu: Atharai Publication. 3
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: . _ Model Questions - S
Time: 3 hrs. Full Marks: 100
Pass Marks: 35
Attempt any TEN questions, EIGHT from Group "A" and TWO from Group "B".

Group "A": Short Answer Questions 8x8=64

1. What is business environment? Explain the components of intemal environment. (3+5)

2. What is company meeting? Describe the annual general meeting of a public limited company.(3+5)

3. Examine the role of cooperatives in developing countries. (8)

4, Elaborate the concept of multlnatlona| company. Explain the importance of multinational
company. (3+5)

5. What are business support agencies? Explain the functions of Nepal Chamber of Commerce. (3+5)

6. What s office layout? Describe the principles of good office layout. : (3+5)

7. State and explain the various types of traditional filing systems. « (2+6)

8. Whatis indexing? What are the qualities of good indexing? (3+5)

9. What factors should you consider for selecting furniture for your office? Explaln (8)

10. Draft an order letter in English to M/S Ananda Brothers, New Delhi for the supply of 20 dozen

Popular Linen Office Shirts Size No. 40, 10 dozen Smart Drill Trousers (white) waist size 30"

and 20 dozen Quick Linen Shirts Size No. 25. 8
Group "B": Long Answer Questions 2x18=36
11. What is business? Discuss the social responsibilities of busmess towards different

stakeholders. ~ (5+13)
12. What are the characteristics of parinership firm? Discuss the procedure of registration of

partnership firm in Nepal. - (8+10)
13. ‘What is record management? What are the types of records? Discuss the principles of records

‘management. (4+4+10)
-'1._ 'In't'mductioiz_ of Business |
-

Define busmess and explain its functlons [2+6]

FAUTFE! TRATH fGHE T T9ST Fhes el THard |

Define business and show its importance. . [2+8]

SHAHIFT YR G e T a9 Herd qUTSTRId | '

What is business? Describe the responsibilities of business towards community. [8]

Define business. Why is business important in this modem age? Explain. ' [2+6]
: WM&WIW@WWWWWEWWI

Define busmess and explain its functions. [2+6]
RERIREI qmmr feErE T g9a FEEEH ava ﬂ?@w |
Define busmess and explain its objectives. [3+5]

Wmmzwwmm|

What is business? Explain in brief about its objectives. [2+6=8]
B 2070 SetC Q.Nc. 1] _
Define business and explain its characteristics. : [3+5]

STHTAF] TRATT @9 T I9% F9mass aud T |
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What is business? Describe its functions. : [2+6]
IATT TAET B B 7 ATEH FTUSH FET SATEAT TR |

[0 20690 No. 1
Define business and explain its functions. [2+6=8]
What is busmess’? Explam the lmportance of business. [2+6=8]
GERIR eﬁm‘r % &1 ? HAAEE Hecda? qUA Terd, |

:
Deflne busnness and explain its objectlves ' (8]
SEYTIEH! TICATI fﬂﬂ’Tﬂ T THF SeYUETH A0 m |

What is soclal responsibility of a business? Explain the social respensibility of business towards

consumers. (8]
HHINE awﬁa TIF F & 7 FAETEE! JURRAT S AAIGE Sacandeds
GG 1

What do you mean by business? What are its functions? [8]

Wm?aﬁm’a’ TR FhET F F L7

Deﬂne busmess Explain the characteristics of business. (8]
SERIRE] qurm Fer | ST faauameesl a9 THerd |
Gnve the meamng of business and explain its scope in brief. ; [8]

S 74 AR, T SIERaH JHP AAd a9 TR |

What is business? What are its functions? [8]
ZEATT A & & ¢ AFH FheT & & L7

What is business? What are its objectives? [8]
What is business? What are its characteristics? 81
AT, AIH & & 7 JGH [q9de & g

What is busmess” Explain the objecnves of business? [8l
EERIE] wFrr@r & g 7 ATAH ILYTGEHN AU Tl |

What are economlc activities? Make a distinction between economic and non-economic

activities. [8l

; mWfTWT‘TEFZFFT a1 T irantds Prarea 9= faear EeTey |
Explaln the funcnons of business. : [8]
EiEnipral WEWT ATEAT TR, |

What is socnal responsibility of business? Explain the social responsibilities of business towards
employees and consumers. [8]
meﬁwmmmr FEATIET FHATEE ¢ STARDIES Tl
JraTtaE "ﬂvmfaa’&ﬂ TN TR |

What is busmess" Explam the objects of business. [8]
QAT THE F 27 7 ATATAH JETAGTH] AU Tl |
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25. 2056 Q. No. 1

What is business? Explain the economic’objectives of business. [8]
FTHE TAF F B ! A AMGF ILAesar a9 TR |

| 2. Bvolution and Foundation of Business

¥Short Answer Questions|
. 2072 Set C Q.No. 2|

Explain the requisites of business success. [8]
HAHTI B GIFT ATq9gehdles TRl Tl |

2. 2072 Set D Q.No. 2| »

Describe the considerations required before starting a business. [8].
FIHTE FE AGA=T FME AIIqF T Fedeehl a9 TR |

|
State and explain the components of exteral environment of business. [3+5]

;
Explain the factors that you would consider before starting a new business. [8]

What do you mean by business environment? Explain its interal components. [2+6]
TR |

6. 2070 Supp Q.No. 2|

What is Business Environment? Explain the components of intemal environment. [3+5=8]
SEHITF AAERT TAH F & 7 ATARE AAERT GeEsE e e
AR |

Explain the considerations required before starting a new business. [8]
Explain in brief the factors to be considered before starting a business. [8]
SHFHT Y& AT A1 A (o AMavqs Geaeee! aIET SIed it au T |

What are the requisites of business success? Explain. [8]

YR ATTYAF TAe® & & g ¢ a0 TR |

'
What are the requisites of business success? Explain. [8]
USCT Hho ATHEEF AT9TF TAee & & g ¢ aUd THeld |

.
In your view, what are the requisites of business success? Explain. [8]
Explain the requisites of business success. : [8]
AT FHEAATH ATAREEH] AT THEA | :

Describe in brief, the factors to be considered before starting a business. [8]
SATHA 9T T dfeer AT Faqaet Fxreesl GATHT 790 THE |
- Point out the requisites of business success and explain any five of them. {8]

AT FHAAH THAEs Feoi@ THerd, ¥ A F =l 0 TR |

2|
Point out the factors to be considered before starting a new business and explain any five of them. [8]
USeT Al A8y 9% T AT A oI qoeeal SeE A T AT W &
Q=TT FU TR |
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Explam in bnef the factors to be considered before starting a business. 8]

Wmm’mwﬁgwmwwﬁaﬁﬁmmml

[i7- 2071 Supp Q.No. 11| ;
What is business environment? Discuss the components of business environment. [4+1 4]
SAEETE AR AAH F E ¢ AAANE AR TAEEA BEE TR

s
Dlscuss the requusnes of business success. : : [18]
FEATT AHEATHE ATAREEH GAEH el |

Dlscuss the factors that you would consider before starting a business. A [18]
Wmmﬁimﬁﬁﬁmﬂmmwm|
Dnscuss the various considerations that need to be taken into account before starling a
business. [18] .
ot A 9% T A o feue qeaEea gAhe TR,

e

73. Forms and Busm

ess Orgamzanons.’ S
‘A. Sole TradmgCo ¢ eril e

: »
Describe the charactenstIcs of a sold trading concem. [8]
qzra*té‘r FraaTEE feudaTeE au e | :

.
Explain ments and demerits of a sole tradlng concem. [8
TS AT O qAT ATEE AT TR |

S
Describe the ments of sole trading concem. [8]
e AR FIGAF BIEEE T TR
Explain the merits and demerits of sole tradmg concem. [4+4]
TFATE AATEE FSAH Biedl T TRTEEEEH qUA T |

E. 2071 SetC Q.No@]
Define sole trading concem and explain its characteristics. [2+6]
TETET AT GUGAF! Gl ST T T fasiodTa® a0 Tl |
Explam the process of regsstratlon and renewal of sole trading coricern in Nepal [8]
STEHT TEATE FAETAE Gt T AH GRATA a0 TR |
Explain the advantages and disadvantages of soie ttadmg concerm. [4+4]
TFETE AT WIEal qd THIEAEe 0T e, | A
What is sole tradmg concem? Explain its, characteristics. [2+6]
THFATE ATAENE ST A g ¢ aFE fa9aes U TR, |

B_2069Q.No. 3
What is sole trading concem? Explain the characteristics of sole trading concemn. [246]

mﬁmmmwﬁrqmﬁmmmm
TR
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0. 2068 Q.No.

What is sole trading concern? Explam its dxsadvamages - [2+8]
| UFEE] AAANEE QST TAH & 21 ¢ GEH TREEEEH a0 A |

l11 2067 Q. No. fj

Explain the advantages of sole trading concemn. [8]

What is sole trading concern? What are the characteristics of sole frading concem? . [8]
FATHE AH % 7 L] A faates # % g !

What is sale trading concem? What are the advantages of sole trading concem? [8]

What is sole trading concem? Explain its characteristics. [8]
What is sole trading concem? Explain its advantages [8]
TFAE] AT T F &1 7 JAB[ BIEAETH o€ THerq |

Defme sole tradlng concern and explam its main dtsadvantages [8]
TFEL ATIIIATE wﬁwﬁﬁ TR T AGE THE TETEAeoH I TR |

What is sole trading concem? Explain its advantages [8]
TEAE] SATATT TAH] F & 7 TGH] BIEEH ATEAT THE |

Explam the procedures of reglstratlon and renewal of sole tradmg concern in Nepal. [8]
FUTHT THATE] ATATTEH Gail T TATHLTERT TR ATATE amﬁ' e |

9. 2058 Q. No.

EXpIam the characteristics of sole trading concem. - - [8]

QWT?{WFJ“WWWWI

What is sole trading concem? Descn’be the procedure of registration and renewal of sole

trading concem in Nepal. [8]
Wﬁwﬁfr%ﬁ?ﬁwm@rmmammm
T TR |

1. 2056Q.No 3
What is sole trading concern? Explain the disadvantages of sole trading concern. [8]

ECZMWWEF?J mwmmml

| B. Partnership Firm

hort Answer Questions
,
Explain the rights and duties of partners. : [4+4]
AIHAREEF] AFR T Feeaes AT TRl | '
Define partnership and explain its demerits. [4+4]
Explain the types of pariner. : © (8]
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2071 Supp Q.No.

* What is partnership business? Explain the characteristics of partnership. - [246]
ATEHET HEATT ARl F B ¢ ARSI [AeaeEs 9 T |
Define. pannershlp and explain the merits of a parlnersnlp firm. i8]

BT G A 7 AhErT HHE [UEESl a0 TR |
Make a distinction between sole trading concern and parinership firm. {8]
Explaln in bnef about the rights and duties of a partner. [4+4]
 ARATETE ATUFR T FAAF! AICAT BICHAT SATEAT TR |
2070 Set € Q.No. 4
What is parinership deed? Point out its contents. [3+5]
: arwrfrwf‘mmqazﬁa:m ? AHET AAITE aTee SooA@ R |
What do you mean by partnership busnness’? Explain any six types of partners. [2+6]
zmmﬁm T & qeg T G IFIH AIERESHT 0 el |
Explam about the provisions of dissoluticn of partnership firm in Nepal. [2+6]
WWWWWW&WWWWI

I
What is par'nershlp deed9 State the contents of partnership deed. [2+6]

. Wﬂﬁﬁaﬁmﬁqﬁafr?m TIHAT, FAAITHT THTAY F2168 od TRl |

Explam the provisions of dissolution of partnershlp firmin Nepal. {8
AYTHT ATHART FHS! (92T Taama au Taard |

Defme pannershlp Explain its characteristics. [8]
AreaTE! IR fE e | g9 fadiuareest au T |

State and explam the contents of parlnershlp deed. {8l
TqraETdl T JAEEH JeE S JU THA, !

Explaln the procedures of reglstratlon of pannershlp firms in Nepal. [8]
 FYTErHT WIS HHPT TqT IRATE qUA e, | )

Defme partnershup and explain its dlsadvantages [8]
wmﬁm TRATIT feTe] T THF TR0 U TR |

Make a dlstmctlon between sole trading and partnership forms of business organizations. [8]
quﬁﬁwammwmmmmx

'
Descnbe the conditions of dissolution of partnership forms in Nepal. [8]

FTErHT ATRETT AAATEE] IE g9 AGEATETE ATl TR |

Make a dls'mctlon between sole trading and partnership form cf business organization. [8]
TFATEl T AIHGTT ATAEIEF §6e draa] Jw F9Serd, |

[0. 2056 Q. No. 4] v
State and explain different types of panrershp [8]

ﬁmmmmﬁ?ﬂ*—a‘m TAT AU TR |
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1. 2071 Set C Q.No. 11 :
What is partnership firm? Discuss the rights and duties of partners. [4+7+7]
MWW?W!WMH&TWW

THE |

22. 2068 Q.No. 11

Define partnership firm and discuss its merits and demerits. . [4+7+7]
FIHRT FSAH! IR e T T9=T T q47 AaEeH FA6d Tl |

| C. Joint Stock Company =~

Short Answer Qutions
. 2071 Set D Q.No.

Write short notes on prospectus of a company. > [8]
:
Write short notes on articles of association of a company. [&]
FEATE [AATEEER [l TR |
:

State and explain the advantages of Joint Stock Company. {8]

sttlnguzsh between partnership firm and joint stock company [8]
mwammqﬁmﬁwﬁmmr

Defme Jomt stock company. What are the advantages of Joint Stock Company? - . [§]

ISl FEAATATS URATS TRrg | g Ui FEIAIE BISaee & & g7
& :

Distinguish between partnership firm and joint stock company. . [8]
HHANT BH TAT FIH I FEATETR BYF FEATSTRlL ¢

What is 3omt stock company’f‘ Explam its advan*ages [8]
BRI ?Fm'r'ﬁ TS & 1 2 TEH BISIROH a0 Tl |

8. 2063 Q. No.

Make a dlfference between partnershlp firm and Joint Stock Company. [8]
FIHEE BH T W YO FEAEErE AT Sere e |
Make a difference between joint stock company and partnership firm. - [8]
TOTH IS FEAAN T ATHEATT HH drEe! faear seTeerd |

0. 2061Q.No.3
State and explain the main clauses of memorandum of association of a joint stock company. [8]
Wmmwmmwmﬁwmn

1. 2061 Q. No. 11

What is company meeting? What are the types of general meeting of a company? 18]

FeAr g (fafeg) awer & & ¢ mmﬁmwmwwmzszir
[i2.2060 Q. No. 5

Explain the contents of memorandum of association. : {8]

What is p'ehmmary ger'eral meetmg'? Explain the procedure of preliminary genera! meeting. [8]
GIRETE FIART WA AR & 2l ¢ Wmmﬂ”mqf‘ﬂmm T |

14. 2058 Q. No. g

Make a distinction between a partnership firm and joint stock company. [8]
TIET ARAT FAAE T Seh O éﬁr*r farTar S THEE |




196,

' . Questions Bank {Management) - Grade Xi

5. 2057 Q. No. 5

Describe the contents of me'norandum of association. {8l
JAITAF] GaTeeF] AT TR |

fLong Answer Questions

[i6. 2072 Set C Q.No. 11
What is Joint Stock Company? Differentiate betwee'\ private and public limited company. [6+12]
[Ih T FFAT AAF & 2 ¢ frrly o et FerETT P TR |

[i7_2072 Set D Q.No. 11]
Discuss the merits and demerits of a joint stock company. : [9+9]
Hoh, I FAE] 0 9T FAEE AR TR |

[i8. 2072 SetE Q.No. 11]
Define joint steck company and discuss the procedures of incorporation of joint stock company
in Nepal. [3+15]
T dr FEAE qieare &Y e #aw O Fw e T A
AR TRl |

[19. 2071 Supp Q.No. 12|
Define joint stock company. Discuss the modes of winding up of joint stock company.  [5+13]
TOH TSIl FEAAER G (Gl | FaTH Gl FHIFIhl (qHeAH aiFlerdl Gahed
ﬂ’rﬁH |

0. 2071 SetC Q.No. 12
What is Joint Stock Company? Discuss its merits and demerits. : [4+7+7]
TR U AT GAH B &1 7 TAE BIEAT (d TRIEEEEH Gaher THaT |

1. 2071 Set D Q.No. 11]
What is winding up of a 10|nt stock company? Discuss how a joint stock company is wound up.[5+13]
FAH YO FEIAIE] GIESAT THH B ol + UF AL Goil BFIAH] s gahe
T |

[22. 2070 Supp Q.No. 11]
. What do you mean by Joint Stock Company? Dlscuss the methods of winding-up Joint Stock
company in Nepal [5+13]

| SferEEE A faega &e Gee Tr?rs?r%r [
3. 2070SetCQNo. 11] .
~ Define Joint Stock Company and differentiate between public limited company and private

limited company. : [6+12]
mqﬁrmﬁmﬁwhwzq&msh FEOHAT T GIEHE [0, FEOIS P
m |

[24. 2070 Set D Q.No. 11

Define Joint Stock Company.’ DISCUSS the procedure of incorporation of & public limited
company in Nepal. [5+13]
WWWMW;WWWWW‘ = fafaeasn

SARAT Feihel e |

25. 2063 Q. No. 11

What are the main documents of Joint Stock Company? Discuss the clauses of Memorandum
of Association. [4+7+7)
FUh G FAIHT HeeaqUl Jo€ee & & & 7 Ja=I-T9& J&60H gaHd Tad |

26. 2068 Q.No. 12

What do you mean by memorandum of association? Discuss its main contents. [5+13]
TIITH G & TS ¢ TAHIAA GATSHYT THE AIETET WWI

S N S5

27. 2067 Q. No. 14

Define joint stock company. Discuss the procedure of incorporation of joint stock company in
Nepal. [18]
Wﬁmﬁmm&ﬁmlmmwmﬁmm
TR | ;
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Defme Partnershp Distinguish between partnership firm and Joint Stock Company. [18]

YIEATTS GOATTTe THETR | AThaTd BH ¥ G9th SFE=El el aars el |
' Defme Jomt stock company. stcuss the procedure of incorporation of joint stock ‘Company
according to Company's Act of Nepal. [18]
Wq@rmﬁwwwfﬁﬂ’W|mmﬁmmﬁmmﬁmﬁm
TEIIAT T [HTIa) Sehe Terd |
;

Defme prospectus Discuss the important contents of prospectus S [18]
fa"«'mrm gfeTaT faar | faawma-eﬂ HEAqUl HETETH AT TR | '

What is memorandum of association? Discuss the main clauses of memorandum  of
association. ; [18]
Dnscuss the advantages and d.sadvantages of Joint Stock Company : [18]
FIxh U] FEIETE BIZaEt T ARIEAeeHl Sahd Wm | .

133. 2060 Q. No. 14

Define Joint Stock Company Explain the differences between a joint stock company and a
partnership. [18]
mﬁ?ﬂﬁmwﬁmf&ﬂm:mmmﬁvwvﬂﬁm
FWW =TEAT IR |

Defme Jomt Stock Company. Discuss the procedure of incorporation of a public limited

company in Nepal. [18]
mmﬁmﬁmqﬁm&a’mxmmmﬁwmm
WW: : =

~What are the main documents of Joint Stock Company’7 Discuss the important clauses of
memorandum of association. [18]
Waﬁrmﬁwmm?mﬁ JIRITAHT HEA JEeed Sand
TR |

Discuss the charactensncs and advantage of Joint Stock Company. [18]
g g mﬁm fasmoames T wieaeedl BT T |

~Deiine Joint Stock Company. Discuss the main contents of Articles of Association. [18]
ook ISiT FEOTET TR fae | e qer dReed AU TR |

= =~

| D. Co-operative Organizations

fi._20725etc QNo. 5
Describe the procedures of reglstratlon of co—operatnves in Nepa! [8]
FUTAHT TEFRIE! ZAT FHAT a0 T |

What are the functions of national co-operative development board? Explain. [8]
Tftea el e dea FeE & % g ATl TR |
e
Explain the various types of co-operative organizations. R [8]
{4 2071 SetD Q.No. §|
- Define cooperative organization and explain its importance. [2+6]
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5. 2070 SetC Q.No. §

Explain the functions of National Co-operative Development Board. [8]

Highhght the |mponance of co-operative orgamzahons in developing countries like Nepal.  [8]

FUTASTEl faeTaeiid I9THT FEdrie] Hecadl AICHT T THEl |

Explam the roles of cooperatwe organizations in developmg countries like Nepal. [2+6]
AIASE [AFTEE IITH T HUSTEN GHETER FUA TR |

Deﬁne cooperative organization and explain its characteristics. [2+6]

FEFE WSS gieATr [GE T A9E fAeuaEed ave THEE |

E. 2067 Q. No. §

Why is cooperative important in Nepal? Explain. : [8]

JUTAHT WEFIOE AecA (5 & ¢ FATSTaIE |

Explam the procedure of reglstratlon of cooperatlve socxety in Nepal. ; [8]

JYTETHT EEIT FRAT TAT T JHATAN U TR, |

1. 2065Q. No. § -

Highlight the importance of cooperative orgamzatlon ina deve!opmg country like Nepal. 8]
TSI fAIEHE I Tl AEaa Heed TR |

=
Explam the dlfferent types of cooperative organizations. [8]

ﬁmwmmmml

What is cooperative organization? Explain its characteristics. [8]
TEFE GUST qHT & 1 7 TS0 [A89arese aue TR | :
-What is cooperative society? Explain the process of registration of cooperatives of Nepal. ~ [8]

Explain the characteristics of cooperative organization. [8]
What are the functions of National Corporative Deve!opment Board? Explain. : [8]

aftea el fGaTg deal F1hee & % .89 7 FUA T |

7. 2057 Q. No. 6

Define co-operative organization. Explain the procedures of registration of co-operatives in
Nepal. (8]
aﬁrﬁmmmlwmﬁmmmm
TR |

8. 2056 Q. No.

Explain the features of cooperative organization. - : [8]

3 2061QNo 15

Define co-operatlve orgamzatlon and discuss its characteristics. [18]
FEETET FEHHT AT fae ¥ a9E faeiuaesa gued e |
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[E Public Enterprises e J
__2072Set C Q.No. 6

Give the clear concept of public enterprises and show its importance. [4+4]
TTTE FETE FFIRIT T IR, T IHE Hed SISTerd |
fo. 2072 SetD Q.No.§
Explain the characteristics of public enterpnses [4+4]
FESAE wn'rﬁrr faaiudTes e e |
Explain the types of public enterpnse [8].
HAEAE Imn?m YERE! FUA TR |
What is pubhc enterpnse” Explain the importance of public enterpnses [2+6]
qﬁﬁﬁiﬁwqﬁﬁzsmrwmwmwmml
Explain |mportance of public enterprises in the country like Nepal [8]
AT ST TR AT AESTE ST HEeadie v Tar | :
Give the clear meanmg of public enterprise and explain its characteristics. [2+6]
Wﬁ?mmwmtmﬁﬁwmmml
Define pubhc enterpnses Explain its characteristics. [3+5]
mmrrﬁm qfeaT @ | e fadaaEERl A0 TR, |

: Explain the lmportance of pubhc enterpnse ; [8]
BIEEIGED wrvm HeoTaY qU el | :
Explaln the importance of pubhc enterprises. : [2+6]
TrawTTE FRATTEH FeAdR avm TR |
Explam dlfferent types of public enterpnses : [8]
fafr= YRS FESE GLATHEl qUA THerd | :
What is pubhc enterpnse'7 Explain its features. : [8]
zrrq':ﬁ‘?ra: T & & 7 T9H (A9TargeH T e | :

£

State the types of public enterprise and explain about the public corporanon [8]
RIESIGES wma?r YERET Ieo TS WEANHE (IR qU THerd |

Deflne pubhc enterpnse and explain its characteristics. [8]
%Tlﬁ":!’i“-ﬂﬁ W?m afearer fé% @ fafvaesa U TR |
What is pubhc enterprise? Explain any two types of public enterprise. [8]

mwm?wrﬂﬁmmwmml
Explaln the different types of publlc enterpnses 3 [8]
rEAHE wra‘esr JHRETH AU THa | - :

Defme pubhc enterpnses and explain its characteristics. s (8
QS g qreaTr R ¥ a9 favaareesdt ave TR |

Explam the various types of pubhc enterpnses [8,
; GEATHE THRETH U Uﬂ’lﬂ |
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8. 2060 Q. No. 130

Explain the various types of public enterpnses {8]
fatqg goraT aewiE SeEeEl aUT TR |
State and explam the features of any two types of public enterprises. [8]
T T3 TFRF AEATE GAMEEH S TS AEeE ATer T |
;
What are pubhc enterpnses” Explaln the characteristics of public corporations. 18]
AT T GHH & & 7 qmﬁmmmfaﬂwmmx
What isa pubhc enterprise? Explain the main features of public enterprises. (8]
WWW?H ! WSS FATEeH TE faeoamees! U e |
Defme pubhc enterprise. Explain any two types of public enterprises. 8]
Wmm|ﬁ§3wmwmml
LF Multmahonal Company e
:
.
Explain the merits and demerits of multinational company. [4+4]
FENET FHAIH] TIEaT T AHIEAEE ATl THard | :
What do you mean by multinational company? Show its importance. [4+4]
TGN FAT A1 & (eS¢ T9F] Heed SySRid |
B._20725etEQNo.§
Give the meaning of muitinational company and exp'aln its disadvantages. [3+5]
FERIed w99 §T 799 TmEgS! au THE |
l4. 2071 Set C Q.No. 61]
What is multinational company? Explain its characteristics. [2+6]
Explain the !mpc'tance of multinational compaiy. i8]
FEAZT FHAMRI Agcaa auA TR |
What is multinational company? Explain its characteristics. [2+6]
RN FEAT TAF] & &1 ¢ TS (NGATEeH AT TR |
Explain the demerits of multinational company. i8]
FEUNEY FFAIE] HAIET qUA TRl |
What is multinational company? Explain its advantages. [2+6]
' :
What is multinational company” Explain its demerits. [2+6]
FEMLT FFAT AAH @ 8l 7 THH] FGETH U THE |
Explam the advantages and disadvantages of multinational company. [8]
:
Define multinational companies and explain its features. [8]

AN FEATF! GRAToT {5 gert fasiuameesr 9o e |
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2. 2065 Q. No.

Explain the advantages and disadvantages of multinational company. [8]
FEANET FHAEIE g7 BISal U3 ARISAEeH a0+ rrrr’rzcr i :

3. 2064 Q. No. 8

What is multi-national company’7 Explam its dlsadvantages [8]
TEIT FHIAl GF & 2l 7 TR ARISIEEH! U m‘a‘m r

4. 2063 Q. No. 6

Define multinational company and explain its advantages. : [8]
ARG FFIATE] FUA TRl T THF FIGIETH qUH Tmm |

5. 2062 Q. No. 12

Define multinational company and explain its characteristics. : [8]
FEXIEd FFAE! S faqerg ¥ 799 fadvaress v e |

Define multinational company and explain its disadvantages. ; ’ - [8]
Wmﬁﬁ‘wﬁwﬁm‘ T IHF ABISAEH] U TR |
What is multlnahona! company” Explam the dlsadvan.ages of multinational company. [8]

FTEINET FFIHAT ARl & &l 7 THHT ABIGEREH a0 TR |
Defme mulunatlona{ company. Explain the characteristics of multinational company. [8]
amﬁmmﬁmqﬁwm&mlwﬁwmﬁmmmaﬁmmmu

lee the meamng of multinational company and explain its advantages [8]
a%?rﬁzwmﬁmmﬁm B9 T JEET HIEaEe a0 TR |

What is multlnatlonal company? Explain itsimportant features. : [8]
Wmﬁrwﬁ?ﬁr%a Wmﬁwmmwmml

What is multmatlonal company? Explain the advantages of multinational company. 8]
TEANEE FHAT TS F &l 7 AZANLE FFIATH BIEaeeH a9 THR |

l G. Busmess SupportAgenaes in Nepal +

2072 Se1CQNo 8

Describe the functions of trade and export promotion centre (TEPC).+ : 8]
R q47 (447d 5987 &% (TEPC) #1 Fdes qu+ T |

B 2072SetDQNo.§ : :
Explam the functions of Nepal Chamber of Commerce [8]
BRIC ?zmzr( AF FUGH FUEE AT TG |
Explain the functlons of Trade and Expon Promotion Center (TEPC). - [8]
SR TAT MEET T6ET Fwa Fheedl amr vm?cq l ;
Describe the functxons of Trade and Export Promotion Centre, [8]
AR 497 [Tl 999 F=E FHEse! AT TR | :

'
Describe the functlons of Federation of Nepal Chambers of Commerce and Industry. [8]
T a‘eﬁw R anﬁrm: HETHHE FAeed ATl el | ST

6. 2072 Set E Q.No. 12
Introduce Export and Trade Promotion Centre and discuss its functions. [3+15]
fala a1 AR Y94T F5al 9wy 57 T9E Fheedl gahe e |
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-7 2071 Set D Q.No. 12|

Discuss the functions of Federation of Nepal Chamber of Commerce and Industries (FNCCI).[18]
AT =T AR FHGE FAETE fEF‘HFI' AR nﬁm |

:
What are the functions of Federation of Nepalese Chamber of Commerce and Industries?
Discuss the importance of muitinational company for Nepal. [8+10]

I U AT EEHE! FhEE F F g | NESH @I Fganed wRqErn!
el ATEAT e |

| 4. Office Management _ e o |
:
What do you mean by office? Why it is so important? [4+4]
FAEE G RS 7 A1 A Wy g ¢ 2
Explam the otfvce accomodation and layout. : [8]
FATY AT T GAEEAN ATl Tard |

3. 2072 Set E Q.No.

Define office and explain its functions. [3+5]
. FrEtergE giarar e TFE FEFET FUA TR |
What is office management” Why is it important?. [2+6]

FATTT ELATIR THEN F af 7 A7 Tl el oo
Give the meaning of office management and explain its importance. [2+6]
BT STARAIAH! 44 GATITA, 1 TAH HEeqa a0 T80 |

Explain the functions of an office. . [8]
What is office? Explain its importance. : [2+6=8]

8. 2067 Q. No. 10

Explain the functions of an office. [8]

T3 ?«‘TGTF[WT FUEEEH T 7FF"RT | .
: :

Defme oﬁlce and explain its functlons [8]

WWMW?WWWW:

What is an ofﬂce" Explam the importance of office. [8]
FATAT AT & & ¢ FTATGIE] Heea &l a0 TRl |

fi1. 2062Q. No. 7
Define an office and explain its functions. [8]-.

FREIE! A GE T a9E errzr—'wr U TEE |

Deflne o‘flce and explain its functions. [8]
FATATH qfwm faere T a9a FEEH AU T |

What is ofﬂce layout? Explain any five principles of office layout. [8]
FAEAF TGN AT F B 7 FEEE TEEEEl F 9 fgreedl 3

TR |

>3
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What is ofﬂce layout? Exp!am the pnncxples of office Iayout [8]
WQWWF’T'WHWWWWI

:
Explaln the |mportance of an office in an orgamzahon. (8]
Tgdr m FAEIF Heeadr? FUe THard |

What isan offuce” Explam the importance of an office. - 8]

WWEFH'WWWWI

Long Answer Questions
7. 2070 Supp Q.No. 12|

Give the meamng of office? Discuss the importance of office for busmess [18]
Eapicpragery ?’l‘l!Gﬂle\l FIATAT FTATIATS Eqﬂ_rf S EH LT IR FARA
TF{’R{ |

[i8. 2070 Set D Q.No. 12| :
What is office management” DISCUSS the functions of an office in details. [5+13]
FAET FEEH T & g ¢ FAAIH FEAESARHAT [q&d T GAE
TEH |

;
Discuss the lmponance and functions of a business office. [18]

ana'mﬁnﬁ FATAAFE] Hed qAT FAEH GARH WR{ |
What isan offlce" Discuss the functions of a modern office. [18]
WW%M WWMWWWW|
What is offlce management? Discuss the functions of an office. [18]
W@Wﬁ?ﬁrma TS FEEIF FHEEEAN FART Tl |

DISCUSS the 1mportant functions of an office. : [18]
Tger FTITATET W‘WT FIETH TATH TF-T’W |

5. Flhng and Indexmg
',A. lemg :

What is numerical filing? State its merits and demerits. o [2+3+3]
FEATHF WIEAF ATF & 81 7 THF B2 TdT TREAEE dATITerd |

Explain the essential qualities of good filing system. z 8
Why is fllmg important in an office? Explain. - [8]
TS FEAAIFT AT HTefere [ Heeaqul Afaea, ¢ 79 Terd |

What are the qualities of a good fllmg system? Explain [8]
T3e IqA FIETAEH TEE & & g ¢ a9 Tl |

Explain any three methads of filing. [8]
T GUEH FA AT [adeedl qUH TR |
What is filing? Explain any four methods of filing. {8]

T WUE AH F B ¢ UF GUSH F AR ARFEEH U TR |
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?. 2060 Q. No. 1@

What is filing? What are the purposes of fllmg? . . (8]
FISiAy dF & Bl ¢ BIeasd 9e9d & & g |
:
Explain the importance of filing in-modern office. : {8l
AIE ?r.'zrmmT 97 GUEH Heddl Are Tard |
Explam any seven important qualmes ofa good filing system. 8]
memmwﬁmmmmn
[io. 2072 Set D Q.No. 12| :
Discuss the qualities of a good filing system. 43 [18]
f1. 2072 Set E Q.No. 13
Why is filing important in a modern business office? Discuss the qualmes of good filing. [6+12]
wdfiE FEaaE FE@EE (@ HE9UE AATIE G L AEA TAHUEHE [UEEH
FART Tl | |
H2.. 2070 Set C Q.No. 12 2 ;
What is fmng" Discuss the characteristics of a good filing system. . [6+12]
FEfAE 99T % 8 7 U9 d8T BIEAS JOmTE! ﬁmamw AR TR
Why is fmng important for modem business offices? Discuss the qualities of good indexing. [5+13]
adFF ATEEaE FAEAR A FEEe [ deeql g ¢ agd 9
@iﬂ i
Why is filing important? Discuss the different types of good filing system. [8+10]
mmg“ﬂmfaram m%gmmhfmwmwml

What is mhng? Discuss the different methods of classification of files. [8+10]
£

Why is fmng necessary in modem oﬁlce’? How can the filing system be made effective in

business organization? [8+10] -

TdfE FEAMAAT 9T W2 [ qraviE g faxmqu‘oﬁmwwwmﬁ

FEE TAEFE TS WEE ¢

Discuss the importance and qualities of a good filing system. [18]
TSl ¥6d TF T IS #eed 3 e AR Terd | :

”
What is fi lmg? Discuss the different types of filing. [8+10]
TH-TUE I F @l ! mew—mmm’ml :

{B. Indexmg : S e |
;
e z'ovjszezEQNoQ

Explain the qualities of good mdexmg ' - [8]
PR ﬁr—mﬁwm Heal a’U"f e | ;

What is mdexnng" Expiain the purpose of mdexmg 3 [2+8]
FHHITE] T % Bl ¢ T9FE SEIGeEdl U TR |

E__ZrisetbaNo :
What is mdexmg" Explam its types. [2+6]
rﬂmwm Sl F AT ¢ TEE TEREES] aue WR‘T |

E
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4. 2070 Supp Q.No. 8

What is indexing? Explain its purposes. [2+6]
What is card index? Mention its merits. : . : [2+8]
FS ATHAE T % 81 | TUF FIZAEE TATITE |-
b._2065Q.No. 11]

What is indexing? What purpose does it serve? [2+8]
Explain the different types of indexing. [8]
Explain the qualities of goods indexing. : [8]
BRI FTHAMTHIE EEH FUF TR |

What is mdexmg” Explam the purpose of mdexmg : [8]

ATHATE THH & &l ¢ AAHAES FL9qIR 0 TR |

[io. 2061 Q. No. § :
What is indexing’7 What are the gualities of good indexing? (8]
ﬂ—s:rfvm AFT % BT ¢ TIET F9E ATHENETF UEs & & g 7
Denne mdexmg and explain any five qualities of good indexing. [8]
umwmmwﬁ'wfﬁzmmm Wﬁmﬁmmmml
What is lndexmg? What are the qualities of good indexing? [8l
ATHHIE TR & &7 7 AT AHHTEIE] TEE F F g 7

:
What is mdexmg" Describe the features of any two types.of indexing. [8]
ﬂﬁ&mmmmrﬁﬁmmhﬂwmmwx

j ,

What is mdexmg” Describe the qualities of good indexing. [8]
AHANTET %ﬁm F B 7 qH ITHAOTEF EH 70T TR |

[15. 2072 Set C Q.No. 12|
Define indexing and discuss the qualities of a good indexing. - [6+12]

FTHANEIE! AT AR 7 0 ATHANTHTE TES FAEA Tr«lzm I

[16. 2071 Set C Q.No. 13]
What is indexing? Discuss the types of indexing system. [4+6+8]
mfvm TAHl F BT ¢ ATHANTHE TFREEH THT Gl TR, |
Whai do you mean by indexing? What are the qualities of good indexing? Explain its
importance in an office. : [18]
Jmfvmmma?a'm U3l AR FHAMEE s & & &
TSl FATAIAT THH Heed A TR |

| 6. Records Management

—_ 2072 SotE QNo.

Describe the rmponance of record management. [8]
AfTerE FAATIS] Heed aue Terd |
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E. 2071 Set C Q.No. g

Explain the types of records. . [8]

FTeEF TFEREEH aUT T | :
B._2070SetDQNo.§

What do you mean by record management? Explain the importance of record management for

an office. [2+6]

=Tt n@m |

What is records management? Explain the principles of records management. [8]

arﬁqaawmmqr*wn 7 ﬁmmﬁmmmmr

Explarn the principles of records management. . (8l

EIGEE] amamm fagr=esar auiA mm [

Show the lmportance of retention and dlsposal of ofﬂce records. [8]

FRITET dfieE T T TS 9eed QS Terd, |
Give the concepts of retention and disposal of records. [8]
3{&1@@ TR AT GATSHT ATIRIT JKLA TR | '

B. 2072 Set C Q.No. 3| :
Discuss the principles of records management L [18]
Ffierg FAETTE e gaEd TR |

[o._ 2071 Supp Q.No. 13|
What is records management? What are the-types of records? Describe the principles of

records management. 2  [4+747]
WWW%H(WW?%W FeE FIATIAHT
fazraeE®! S TR |

[i0. 2070 Supp Q.No. 13
What do you mean by record management” stcuss tne pnncrples of record managment [1 8]
TARA ﬂﬁﬁ!{ I
State and explam the various principles of record management. B [18]
Jfierg AR [T [GgIwiee gwig e 79 Terd |
What is records management'7 Explam the importance of records management. [18]
Jferg AT T & 2 ¢ J9F AEcaa au TR |

3. 2065Q. No. 8

State and explam the various principles of record management. [18]
azaquﬂw fafae fagrage Se@ T% FUA THad |
“Whatis records management? Show the importance of records management. [18]

FferE AT d9H & Bl 7 mqﬁmr

5. 2063 Q. No. 8

Explain the principles of record management [18]
«rﬁm@ AT fagT=z e AU e |
What lS records management? Discuss the principles of records management. [18]

ﬁmmm?mlmmmmmr
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7. 2061 Q. No. 8 oi

What is records management? What are its purposes? ; [18]
MWWTTW' arﬁmazawmﬁm?zrﬁ«
What are offlce records? Describe the importance of office records to the organization. [18]
FAEY ARG AR F BT ¢ AEAS FEE afqawmmrgavmﬂ’ml

Explam the principles of records management. 3 [18]
e FFenTTE fagrmesan U THEd |

0. 2057 Q.No. g '
What is records management') Explam the purposes of record management. [18]

ufmazawm WAE F &1 ¢ AT AARITIAHE SEYTEE TA TR |
Defme records management. Explain the purposes of records management.’ [18]
ﬁmmwwqﬁwﬁwnafmmmmwmwmn

P2 2060 QNo. 15 4

Accounting records (FraTgwwT Ffirera) 8]
,
Retention and disposal of records (#f¥era®! Tarz Ta1 4 T3) : 18]

Retention of records (#firera Jam) - [8]

iz O.ﬂi'ceMachznesandFurmture-f A e

[Short Answer Questions|
2071.Supp Q.No. 8

Elaborate the meaning and importance of office machines. : 7 [2+6]
FATTE FAF 44 TIT Hewd T TR |

:
What is office machine? Mention its importance. [2+6]
FATT T ﬂﬁ?ér & &l ¢ TgH Hecda® aargerd |
Mention and descnbe the factors to be considered while selectlng the machines for the offrce [8]
FAT T GAIS T RS T TEEEH I T JUH TR

Explam the factors to be considered for selection of office machines. [2+6]
FAT AAEE GRS TaT AT (G0 qeageebl F0rT TR |

Give the meanlng of office fumiture and explain its :mponance [2+6=8]
T BIoRE 94 AR ¥ AGH WEeTar T THE |

What factors would you consider for selecting office fumiture? Explain. [8]
Wwﬁwaﬁﬁzwmfaﬂwmm?w avmﬂ?ﬁﬁm

Explam the importance of office machines and equrpment [8]
FATAT T TF SUHLIE HEeqay Tue THerd |

Explam the lmportance of office machines and equxpment inan orgamzaﬂon 8]
JueTif m FTAET T77 TAT IUFEL Heeq 90 THRI |

Gwe the meaning of office mach.nes and explain their importance in office. 8]

FATAYG T AL unrl‘“ T FTATATAT TG Heed 3 ‘IH’IG |
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What is offrce fumiture? Explam its importance. [8]
FATT BT THE F & 7 qEE HeeAdY aud e | ;
Explam the factors to be consider for selectrng office fumniture. i8]
FAET FEET FAIE TaT (497 I qegedl J9 TR |
)
What are offrce machines and equrpments’? Explain their rmponance in an office. - [8]
WWWWW?W WWWWW
What are ofﬁce machines? Give a description of any five-office machines. . {8
Explam the importance of office machines and equrpment for an office. 8]
mm%mwammmmmr
State and explain the advantages of office fumiture. 8]
hs 2070 Set D Q.No. 13
Why are office machines important for an drganization? Discuss the factors to be consrdered
for selecting office machines. [6+12]
Wmfnmwmmmaﬂrmmaﬁemomm
TeAEsEl ANH FAGE Tp |

| 8. Business Communication

fi. 2071 Set D Q.No. 13
Define communication and discuss its various fypes. [8+10]
Foee]- qieTaT f R 7 T9E f‘aﬁr#r TFTEEAN. SAGT THAE |

. 2070 Set D Q.No. 10|
Explain clearly about the structure of a good business letter. - I8}
SO ATAANAE TAE! GIEAE] T AT Wi |
Give a general outline of the structure of a business letter. 7
T3S FARMGE THE G FFA 29 feE

'
Explam the structure of a business letter. : [8]
TSI ATEHNGE T FATAEEE AUA TR | ;

/5. 2066 Supp Q.No. 13 OR| 3
What are the essential qualmes of correspondence” Explain. : 8]

. TATERE ATAYIE UEE F g 7 ATl TR, | ’

Descnbe the structure of a business letter. : [8]

Explarn in bnef the essential qualmes of correspondence [8]
| T HEERH JTAYEE EE GEFH a0 TR | :
'
* Givea genera outline of the structure of a business letter. : [8]

Q"ZTWTWTTWF‘TWI
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Explam the structure of a good business letter. [8]
Q_'ET TH aumwﬁw U] TEIH AU T | N

fo. 2072 SetCQ No. 101
Draft a letter in English to the human resources manager of XYZ telephone company,
Kathmandu, applying for the post of I.T. officer giving your full biodata. 8]
XYZ 3frere Foae], FTSHISIFT HITd €U AFeIIHarg grmEa T A g
afea faawn e T4 wTE. A vﬁmwaﬁwﬁmhﬁwwﬁa
Tl |

F 2072 Set D Q.No. 10|
Draft a letter in English to the managing director of Buddha Electronics Company, Kathmandu,

applying for the post of supervisor. [8]
@ TR, FEAFE AFTHY (LA e T qURAEE TaF A
FHATT O aET A weT TR |

[12. 2072 Set E Q.No. 10|
Draft a complaint letter in English to the sales manager of Butwal Store for the supply of 20
defective fans and 10 damaged bulbs. [8]
mwwm?ommwzqommw
TSTETSr ATUSTHT T (FFTaa TF qar THerd, |

[13. 2071 Supp Q.No. 10|
Draft a complaint letter in English to Birat stores, Dhangadi for supplying poor quality rice. - [8]
mmﬁmwmmmﬁwwmmm
T3 farsraa T e TR |

[14. 2071 Set C Q.No. 10|
Draft a letter in English to the personnel manager-of Nepal Bank Ltd. New Road, applying for
the post of ‘Account Assistant' giving your qualification, age and experience. [8]
qrer T fataee Tt GSHH FHA AAATEDH ASHT A@T FEAE TR AT
ST AT, THY 7 AN GTUE AUSTHT e Toehl JRIaT e |

[15. 2071 Set D Q.No. 10|
Draft a letter in English to the personnel manager of Nepal Airlines Corporation, New Road,
applying for the post of ‘Account Assistant' giving your qualification, age and experience.  [8]
FTWHT’IWF"ITW WWWWWWWW
mﬁrmwmm?n mzmwmﬁaﬂmmml

[16. 2070 Supp Q.No. 10|
Write an enquiry letter in English to ABC company Balaju for purchasing 100.units transformer. [8]
wfafa. T TS 400 I IFERHY @4E WA SevdAdl I HEHEl 17
ST AT AR A |

[7. 2070 Set C Q.No. 10|
Write an application letterin English for the post of accounts officer in Nepal Bank Ltd. 8]
W%‘f?ffrvr | oF@T ATHAET TEH AT FSHT T A5 T3 HEewd |

Draft an applrcatlon letter in English for the post of office assnstant in response to advertisement

of Ashoka College, Butwal in Republica daily of January 20, 2012. [8]
AITHT oo, AadA AAAL R0, ?ohafrﬁvfe—um?r%ﬁmwmwhw
mwmwmﬁwﬁrmwmﬁmmt

*  Note: According 1o New Syllabus, drafting of business letter would be asked under Group “A’ Short Answer Question.
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Write a letter in English to M/S Aaditya Pustak Bhandar placing an order for 500 copies of

Business Studies and 400 copies of Economics books. [8]
A &I HUSRATE 400 I HAANGSF ALAAH T Y00 IH HAIEHS! [Farazs
afeeT it Eer ke S AETR |
In response to the advertisement published in “The Rising Nepal* on April 5, 2010, draft an
application letter in English to National Energy Co. Ltd., Kathmandu for the post of Computer
Assistant. [8]
&7 Ty A AT AU ¥, 2090 W THRT FANGAET AURAT FeTAA SAAT FEAT
fafaees FEHER ACHT FEHE GEAF TRE! AT FYSHT ATIET GAE] T
TR |
Draft an order letter in English on behalf of Rashtriya Management Higher Secondary School to
the Jamuna Book Distributors of Chandani Chowk, New Delhi for the followmg books: [8]
1. Business Studies= Ramchandra Malhotra - 20 copies
2. Fundamentals of Marketing- Abhay Shukla - 20 copies
3. ABC of Business Correspondence - N.S. Grewal - 20 copies
=feAr =, m&mmmmﬁmﬁ@amwmﬁ
T e g et R aRATe S e TR
q. fafsor =d=r- == geer- 20 fa
. TRHTEE AF AIHiCy- FAT IFA- 30 I
3 Ui & 9w fafaer #@de- a9.99. J9e- R0 i

2. 2066 Supp Q.No. 16|
Write an application letter in English to the personnel manager, Yeti Airlines, Kathmandu for the
post of accounts office. [8]
T FIRATTH FISHISIF TEAA HIIGaTs Harae T F@l Afada THenT s
HIYTHT U A4S T A&Tard |
Draft a complaint letter in English to M/s Hamro Computers Ltd. stating a complete damage of
10 computers against 50 computers sent on January 01, 2008. [8]
fAfq ST q, X005 AT TEH YO FYIET Hed (0 FFAEEE TUa: TL AU
FERT IE T AFH 851 FFer (@.a15 FISH FFaa gaa HEiar THerd

:
Based on the Quotation received on March 30, 2007, draft and order letter in English on behalf
of M/s Link Ltd. of Birainagar to M/s Connect Ltd. of Kathmandu for 10 each, latest model of
computers and printers of Epson brand. [8]
e 30, 2008 HT TG HICITAH ATITTHAT TIHT FUSHl Wm HeAH 90/90
I FFge ¥ faew @l e fow fa FeRTeTE awaTe FEE o, HEAEIE
ST SN WITHT T AR T HEET TR |

' Write an application letter in English to the personnel manager, NIDC, Kathmandu for the post
of a computer officer advertised in the Kathmandu Post. [8]
ARIET TEHT AN AYSAT T ATIZAIT AeqRrd |

:
Draft a letter of complaint in English on behalf of M/s Makalu Trade Concem, Kathmandu to its
supplier M/s Annapurna trade Link regarding the damaged goods received as against the order
dated 30" January 2004. (8
30 a8 ¥ 00¥ F ARVEAIGA HEG AU SfAsaATe U AMIUE
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Write an application letter in English to the Personnel Manager, Nepal Airlines Corporation
(NAC), for the post of Computer Assistant. 8]
S g T (A1), SIS FHAT WA GAEEeE qEE W 0E

e¥ GETdF TS AT AYSTH ATAeT 95 Feerd |
|
Draft a complaint letter in English on behalf of M/s Sagarmatha Concem, Kathmandu,

regarding the receipt of one damaged box containing 15 electric fans vide invoice No. 009 from
your supplier M/s Delhi Electronics, New Delhi, India. [8]
Fod faeell o, Ol feeiier faos 7. 00% =i 4 AW [ JgEes
G I TF TR TR SR S ST F, Pl qEATE
RSkl QE‘ET THEN HETET TR |
Draﬁ a letter of apphcatlon in English to the Personnel Manager of Nepal Bangladesh Bank Ltd. '
for the post of an ‘Office Assistant’ quoting the advertisement published in The Rising Nepal,
dally, dated March 15, 2001. [8]
AT 9¥, 2009 ﬁmmwmmmﬁﬁwm
¥ fafreesr FHATH YITET Ya=AF AHAT FAET GEaE GaET AT ATAH
TIET ATARH TAHT HETET TR |
Draft an order letter in English for the supply of 10 units of IBM compatible personal computer
and 10 units of LX600 Epson printer as per the price quoted in the previous letter to M/s
Everest Computer House, Kathmandu. [8]
UF OTHT Io@ HUF! HAFT ATARAT I97 414 A18.F9.00. Frarfeasr i FFger
T T A TR, ioowmmwmmmm
m@m FEHT FUSTHT TaT THF HAE TR el |

[31. 2072 Set D Q.No. 13]
What is business communication? What are the sources of information? Discuss. [6+12]
HEAIF G5 AHF F &1 7 G GIa6E & & G ! JA6d Terd |

[B2. 2070 Set C Q.No. 13| '
Discuss the internal and external sources of information in busmess [18]
FAGTIHT TIAATEH ATRE TAT A6 GAeeaR FAwd THerd |
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