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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. * Qualites 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 LHS

« 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 ¢ Qualities 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) |18 foreach| 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: Vidnyarthi 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



Business Studies- | 189

: . _ 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. Whatis 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'roduction_ ofBusiness: = > o int i o o
:

Define busmess and explain its functlons [2+6]

FAUTGE! TRATH fGHE 7 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 eFﬁo'r % &1 ? HAAEE Hecda? qUA Terd, |

:
Deflne busmess and explain its objectlves ' (8]
EETIET AT (SRR T AGH SevAETH AU TR |

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

consumers. (8]
HHINE am?rrfzrr‘vr TIF F & 7 FAETEE! JURRAT S AAIGE Sacandeds
GG 1

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

ammrm?a*m FH FEE F F T

Deﬂne busmess Explain the characteristics of business. (8]
SERIRE] qurm Fer | SaaTae faauamees! a9 e |
Gnve the meamng of business and explain its scope in brief. ; [8]

S A4 AR, T SIeRan qHe AFa a9 TRl |

What is business? What are its functions? [8]

QT AAH & 21 7 TqH FAeT & & &1 7

What is business? What are its objectives? [8]

T TAF & Bl ¢ AT SEvdeT F F g !

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 ATHIH ILYTGTHN AU el |

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 |

P, 2072SetDQNo. 2 :

Describe the considerations required before starting a business. [8].
FIHTA FE AT FAMS 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 internal components. [2+6]
TR |

6. 2070 Supp Q.No. 2|

What is Business Environment? Explain the components of intemal environment. [3+5=8]
SEEITF AAERT TAH F & ¢ ATARE AERT GeEsE a e
TR |
Explain the considerations required before starting a new business. [8]
Explain in brief the factors to be considered before starting a business. [8]
Wsmmmzmwmmmmmmmn
What are the requisites of business success? Explain. [8]
AEAAE ATTYIF TACE & & 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 TACT IeA@ e, T AHEH & Jr=rehT F0 TTHET |

2|
Point out the factors to be considered before starting a new business and explain any five of them. [8]
TSl A1 Hq8Y 9% T AT A (9] qoeval SeE A T AT Wer &
Q=TT FU TR |
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Explam in bnef the factors to be considered before starting a business. 8]
memmmvmwwmammmml

ﬁ7 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

8. 2064 Q. No. 14 : -
Discuss the requisites of business success. : : [18]

WWWWWWI

Dlscuss the factors that you would consider before starting a business. A [18]
Wmn@mm@aﬁmam@rmwn@m
Discuss the various considerations that need to be taken into account before starting a
business. [18] .
=t A 9% T A e feue qeaEea gAhe TR,

,3. Forms and Busmess Orgamzanons' :
Al Sole Tradmg Concern

: »
Describe the charactenstncs of a sold trading concern. [8]
. UEerEr SEETE FevdeE AU TR | :

:
Explain merits and demerits of a sole trading concern. [8
TS AT O qAT AAEE AT TR |

:
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 AN AEAF B TF TRTEREEH qUA TR |

E. 2071 SetC Q.No.:_?]
Define sole trading concem and explain its characteristics. [2+6]
TETET AT GUGAF! Gl ST T T fasioare® AU Tl |
Explam the process of regsstratlon and renewal of sole trading coricern in Nepal [8]
AT wﬁr STEETEET AT AT ATl WA au TR |
Explain the advantages and disadvantages of sole trading concerm. [4+4]
T AT WIgal qdT THIEAET AT 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]

m@mﬁ?mmwﬂr@@ﬁmmmﬂmm
T
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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 TAH F &1 7 TGH[ BIEAETH o€ THer |

Defme sole tradlng concern and explam its main dtsadvantages [8]
TFATET HAGIIATE wﬁwﬁﬁ TR T THE THE TEIEAeoH! I TR |

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

Explam the procedures of reglstratlon and renewal of sole tradmg concern in Nepal. [8]
TATTHT THWTET SHITATIR] 3T T TATEHTITERT qfwrrem 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]
WWW%#?WWWWHWWW
T TR |

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

JEZﬁIWW??ﬁ 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]
Explaxn in bnef about the rights and duties of a partner. [4+4]
 AIRETEEE ATUFER T FAAF! AT BICHAT SATEAT TR |
[B__ 2070 Set C Q.No. 4
What is parinership deed? Point out its contents. [3+5]
: WWWHW?%T ? AHET AAITE aTee SooA@ R |
What do you mean by partnership busnness’? Explain any six types of partners. [2+6]
zmmﬁm T & Ao 7 T G IFIH AIRERESHT 0 e, |
Explam about the provisions of dissolution 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 IR FAAITHT THTAY F216% od TR, |

Explam the provisions of dissolution of partnershlp firm'in Nepal. {8
AYTHT ATHART FHS! (92 Taama F9 THard |

Defme pannershlp Explain its characteristics. [8]
AreETE! IR A e | ggH fasiuareedt 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 Questions|
. 2071 SetD Q.No.

Write short notes on prospectus of a company. > [8]
FHEHIBT anwqw? Bl feouil deferd |

:
Write short notes on articles of association of a company. [&]
FEAE faAmEaEr feofl TR |

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

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

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

IS FEAATEATS URATS TRrg | g IS FEIAIE BISaEe & & g7
& :

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

What is 3omt stock company’f‘ Explam its advan*ages [8]
BRI ?Fm'r'ﬁ S & 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 |
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5. 2057 Q. No. 5

Describe the contents of me'norandum of association. i8]
FAATTF] GATEF] 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 |

[18. 2072 Set E Q.No. 11]
Define joint steck company and discuss the procedures of incorporation of joint stock company
in Nepal. [3+15]
T o e afearer T e @aw O &l 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]
T il FEAART GCATAT Gl | FaTh Gl FHIrIhl (qHeAH aiFerdl Guhed
vrrﬁm |

0. 2071 SetC Q.No. 12
What is Joint Stock Company? Discuss its men‘s and demerits. : [4+7+7]
TR IS AT GAHN B &1 7 TAH 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]
[ IS BB @A TAH B &l 7 Uk Gqeh ol B @IReian gasd
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]
TAH OO FEAT AT B qOReE 7 TOSH] WAH U FHEATRl faued T

 AR#EER aRAT fa a U BAR TR |
3. 2070SetCQNo. 11] .
~ Define Joint Stock Company and differentiate between public limited company and private

limited company. : [6+12]
mﬁmﬁwﬁwﬁwzq&a&:h FIOHAT T 9TgHe T, FEqEE P
m |

[24. 2070 Set D Q.No. 11

Define Joint Stock Company.’ DISCUSS the procedure of incorporation of a public limited
company in Nepal. [5+13]
WWWM&W;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 WW|

S N S5

27. 2067 Q. No. 14

Define joint stock company. Discuss the procedure of incorporation of joint stock company in
Nepal. [18]
Wﬁrmﬁﬁﬁwﬁwhﬁmlmmwmﬁfﬂwm
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]
Wqﬁmﬁwwwﬁnﬂ|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]
 HUeh T FEIEH FIEAES ¥ AWIEAeeH FAHA A | :

133. 2060 Q. No. 14

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

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

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

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

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

~Deiine Joint Stock Company. Discuss the main contents of Articles of Association. [18]
e Ioi FEATET URATT G | fAamEEE 5o qEeedt AU e |

= =~

| 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 fGE T A9E fA9aEed ave TR |

5. 2067 Q.No.5

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

HUTAHT WEFIOF AeeA (54 & ¢ FATSTaIE |

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

JYTETHT EFETT WA TAT T JHATEAN U THRr. |

1. 2065Q. No. § -

Highlight the importance of cooperative orgamzatlon ina deve!opmg country like Nepal. 8]
?T‘TWWT i‘*mm’ma TETHT Eﬁ?ﬂ'& FNSAE! Haed ‘«rsmm |

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

ﬁmwmmmml

What is cooperative organization? Explain its characteristics. [8]
FEFE GUST qHT & a1 7 TG0 (89 arese aue Tard | '
-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]

ftes gl fFae aEa F1dee & #.§9. 7 T TR |

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 |










































