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B.A./B.Com./B.B.A. DEGREE EXAMINATION, JUNE/JULY 2025. 

First Semester 

English I – A COURSE IN COMMUNICATION AND SOFT SKILLS 

Time : Three hours Maximum : 70 marks 

SECTION – A  

1. Answer any TWO in about 50 words.  (2  4 = 8) 

(a) What is discriminative listening? 

 (b) Explain any three stages of listening process. 

 (c) What are the different types of listening? 

 (d) What are the barriers of listening? 

SECTION – B 

2. Answer ALL questions. 

 (a) Write the transcriptions in ordinary spellings :          
(5  1 = 5) 

(i)   

  (ii)  

  (iii)  

  (iv)  

  (v)  

 (b) Mark stress on the words :                        
(5  1 = 5) 

  (i) Design 

  (ii) Independent 

  (iii) Again 

  (iv) Reception 

  (v) Develop 

 (c) Mark and name the tone :               (5  1 = 5) 

  (i) Shut the door. 

  (ii) Where do you live? 

  (iii) I’ll buy you a dress. 
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  (iv) How beautiful! 

  (v) Don’t  move from your place. 

SECTION – C  

3. Answer ALL questions. 

 (a) Fill in the blanks with verbs that agree with the subject.  (3  1 = 3) 

 (i) He ___________ as a teacher in High school. 

  (ii) Each of the students ___________ regular to the class. 

  (iii) There ___________ two apples on the table. 

 (b) Fill in the blanks with modals :  (2  1 = 2) 

  (i) She ___________ have to leave for Solapur tonight (possibility).  

  (ii) How cloudy it is! There will be rain tonight (certainty) 

 (c) Fill in the blanks with suitable verb forms. (5  1 = 5) 

  (i) The teacher  ___________ (teach) the lesson yesterday. 

  (ii) Radha ___________ (wash) the cloths now. 

  (iii) Hindi ___________ (speak) in India. 

  (iv) Rahul ___________ (drink) milk everyday. 

  (v) Ravi rushed to the station but the train ___________ (leave). 

 (d) Fill in the blanks with suitable prepositions.            
(3  1 = 3) 

  (i) The boy looked at his mother ___________ guidance. 

  (ii) She poured the juice ___________ a tall glass. 

  (iii) We  stayed in Ooty ___________ the summer. 

 (e) Fill in the blanks with suitable articles.  (3  1 = 3) 

  (i) He wants to be ___________ engineer. 

  (ii) Sunita is the taller of ___________ two girls. 

  (iii) Banana’s sell at twenty rupees ___________ dozen. 

 (f) Complete the sentences using question tags : (2  1 = 2) 

  (i) Mr. Rajeesh Kumar knows four languages, ___________? 

  (ii) He saw me at the station ___________? 

 (g) Change into passive voice.  (2  1 = 2) 

  (i) Sheela saw the accident. 

  (ii) The Grand Wok serve great Chinese food. 
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 (h) Re-write in indirect speech.  (2  1 = 2) 

  (i) He said, ‘Let us wait for an hour’. 

  (ii) ‘Are you the manager’? I said. 

 (i) Change the degree of comparison without changing the meaning.  (2  1 = 2) 

  (i) Sangeeta is the tallest girl in the class. 

  (ii) The sword is not so mighty as the pen. 

 (j) Correct the underlined part of the sentences.                                                       (5  1 = 5) 

  (i) Ravi is second son of Mr. and Mrs. Rao.  

  (ii) He entered into my room.  

  (iii) Hardly had I reached the station than the train steamed off. 

  (iv) Sunita is very careful of her appearance. 

  (v) What an unique idea? 

SECTION – D 

4. Answer ALL the questions.  (3  1 = 3) 

 (a) Correct the spellings : 

  (i) Libeerty 

  (ii) Priceous 

  (iii) atended 

 (b) Use Punctuation marks.  (3) 

  run as fast as you can he shouted. 

 (c) Write a paragraph of about 50 words on any One :                                
(1  4 = 4) 

  (i) Importance of Education 

  (ii) Memorable Day 

  (iii) Favourite Festival. 

SECTION – E 

5. Answer any TWO questions.  (2  4 = 8) 

 (a) Explain SWOT/C analysis and its importance. 

 (b) What are the two types of attitudes? 

 (c) Explain the elements of emotional intelligence. 

 (d) How can you develop interpersonal skills?  

————————— 

 



   

  

 (102HIN21) 
B.A./B.Com./B.B.A. DEGREE EXAMINATION,  

JUNE/JULY 2025. 
First Semester 

SECOND LANGUAGE – HINDI I – PROSE 
Time : Three hours   Maximum : 70 marks 
1. {ZåZ{b{IV JÚm§em| _| go {H$Ýht Xmo H$s g§X ©̂ g{hV ì`m»`m H$s{OE&   (2 × 5 = 10) 
 (a) “gm{hË` H$s godm Am¡a A{^d¥{Õ Zht H$aVm AWdm Cggo AZwamJ Zht aIVm dh g_mO Ðmohr h¡&” - 

ñnï> H$s{OE& 
 (b) {_ÌVm H$m H$Îm©ì` “Cƒ Am¡a _hmZ H$m`m] _| Bg àH$ma ghm`Vm XoZm, _Z ~‹T>mZm Am¡a gmhg {XbmZm {H$ 

Vw_ AnZr {ZO H$s gm_mÏ`© go H$m_ H$a OmAmo&”  
 (c) “^mB`m| `h Vmo ZmQ>H$ h¡ nVm h¡ AmnH$mo {H$ H$m{bXmg H$m {bIm hþAm ZmQ>H$ h¡” - ì`m»`m H$s{OE& 
 (d) ‘H$maH$’ H$s n[a^mfm XoH$a CZHo$ ^oXm| H$mo g_PmE& 
2. {H$gr EH$ nmR> H$m gmam§e {b{IE& (1 × 10 = 10) 
 (a) gm{hË` H$m _hÎmm 
 (b) {_ÌVm 
3. (a) {H$gr EH$ H$hmZr H$m gmam§e {b{IE& (1 × 10 = 10) 
  (i) CgZo H$hm Wm 
  (ii) _w{º$YZ 
 (b) {ZåZ{b{IV _| go {H$gr EH$ àíZ H$m CÎma {b{IE&  

 (1 × 8 = 8) 
  (i) ‘bhZm-qgh’ H$m M[aÌ {MÌU H$s{OE& 
  (ii) ‘ah_mZ’ H$m M[aÌ {MÌU H$s{OE& 
4. (a) {ZåZ{b{IV nm±M eãXm| Ho$ g_mZmW©H$ {hÝXr eãX {b{IE& 

(5 × 2 = 10) 
  (i) Circular 
  (ii) Memorandum 
  (iii) Grant 
  (iv) Director 
  (v) Education Officer 
  (vi) Confidential 
  (vii) Translator 
  (viii) Forest Officer 
  (ix) Governor 
  (x) Chief Secretary 
 (b) gyMZm Ho$ AZwgma dmŠ`m| H$mo ~XbH$a nwZ… {b{IE& 

 (5 × 1 = 5) 
  (i) eoa Xm¡‹S>Vm h¡& (qbJ ~X{bE) 
  (ii) `h gaH$ma H$s gyMZm h¡& (dMZ ~X{bE) 
  (iii) _¢Zo {_R>mB© Im`r& (^{dî`V²H$mb _| {b{IE) 
  (iv) Hw$_ma {hÝXr grIoJm& (dmÀ` ~XbH$a {b{IE) 
  (v) _oO ––––– nwñVH$ h¡& (H$maH$ {MÝh {b{IE) 
 (c) {H$Ýht nm±M eãXm| Ho$ {dbmo_ eãX {b{IE& (5 × 1 = 5) 
  (i) A{YH$ 
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  (ii) AnZm 
  (iii) A_¥V 
  (iv) Ja_ 
  (v) nmn 
  (vi) CVma 
   (vii) h±gZm 
  (viii) hma 
   (ix) OÝ_ 
  (x) amV 
   
 (d) {H$Ýht nm±M eãXm| H$m AnZo dmŠ`m| _| à`moJ H$s{OE&   

 (5 × 1 = 5) 
  (i) g§gma 
  (ii) AmMaU 
  (iii) OrdZ 
  (iv) YmoIm 
  (v) nwañH$ma 
  (vi) {_ÌVm 
  (vii) CÔoí` 
  (viii) CÞ{V 
  (ix) Iy~gyaV 
  (x) em§{V 
5. {H$gr EH$ {df` na nÌ {b{IE&  (1 × 7 = 7) 
 (a) nwñVH$m| Ho$ {bE VWm narjm ewëH$ Ho$ {bE n¡go _m±JVo hþE AnZo {nVmOr H$mo nÌ {b{IE& 
 (b) {hÝXr grIZo H$s Amdí`H$Vm ~VmVo hþE AnZo {_Ì H$mo nÌ {b{IE& 

—————— 
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B.A./B.Com./B.B.A. DEGREE EXAMINATION, JUNE/JULY 2025. 

First Semester 
SECOND LANGUAGE – SANSKRIT I – PROSE, POETRY AND GRAMMAR 

Time : Three hours   Maximum : 70 marks 
gyMZm … {ÛVr`, V¥Vr`, MVwW©, n#m_, Zd_ àíZm…  

g§ñH¥$V^mfm`m_² Ed§ g_mYò m…& 
àW_mo ^mJ… 

1. íbmoH§$ nya{`Ëdm ^md§ M {bIV&  (2 × 2 = 4) 

 (a) (i) gmpÝËdVm –––––– amÁ`_H$ÊR>H$_²&& 

  (ii) gË`_odoídamo –––––– na§ nX_²&& 

 (b) (i) gm`©… –––––– _[aî`V…& 

  (ii) Vn… –––––– H$m`©{ZdV©Z_²&& 

2. Û`mo… eãX`mo… gånyU©V`m ê$nm{U {bIV&  (2 × 2 = 4) 

 (a) Xod  (b) ^mZw 

 (c) {nV¥  (d) _{V 

3. Û`mo… VÎmV² bH$ma>`mo… ê$nm{U {bIV&  (2 × 2 = 4) 
 (a) ^d{V  (b) A{Vð>V² 
 (c) _mo{Xî`Vo (d) b^oV 
4. n#m Zm_{ZX}eZ nyd©H§$ gÝYÎm&    (5 × 1 = 5) 
 (a) H${n + B©e… (b) nm¡ + AH$… 
 (c) Vd + Bd (d) VWm + Ed 
 (e) B{V + AÌ (f) VV² + M 
 (g) VV² + Q>rH$m (h) dmH²$ + _W_² 
5. n#mmZm§ Zm_{ZX}enyd©H§$ {dJ«hdmŠ`m{Z {bIV&  (5 × 1 = 5) 
 (a) CÎmaH$m`… (b) XÜ`moXZ… 
 (c) XH$VbVm (d) MÝÐ_wI_² 
 (e) ZdamÌ_² (f) {dÚmYZ_² 
 (g) n#mdQ>r  (h) erVmoîU_² 

{ÛVr`mo ^mJ… 
gd} àíZm… g_mYo`m…& 

6. (a) Am`©nmXþH$m{^foH$ nmR²>`^mJmZwgma§ gË`ñ` _{h_m{Z {dd¥UV& (1 × 9 = 9) 
 AWdm 

 (b) `jàíZofw d{U©VmZ² bm¡{H$H$ Y_m©Z² dU©̀ V& 
7. (a) `emodY©Z {dîUwdY©Z`mo… gS²>eºo$…, Xoe^ºo$íM àMma§ {deX`V?   (1 × 8 = 8) 

 AWdm 

 (b) {ddoH$mZÝXgyº$W… B{V nmR²>`^mJ gmam§e§ {bIV& 

8. (a) AË`wËH$Q>¡… nmnnwÊ`¡… Bh¡d \$b_aZwVo - {deX`V& 

 (1 × 9 = 9) 
 AWdm 
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 (b) dradañ` amÁ`^{º$, Ë`mJ~wqÕ {dd¥UV&

9. n#mmZm§ bKw g_mYmZm{Z {bIV& (5 × 2 = 10) 

 (a) lram_… ^aV§ drú` {H$_H$amoV²? 

 (b) lram_… ^aV§ qH$ nàÀN>? 

 (c) qH$pñdV² JwéV§a ŷ_o…? qH$pñdXþÀN>Va§ M ImV²? 

 (d) qH$pñdV² EH$nX§ Yå`©_²? {H$§pñdXoH$nX§ `am…? 

 (e) {hVmonXoamñ` H$Vm© H$…? 

 (f) _¥J… Ho$Z d{#mV…? 

 (g) Ho$fm§ dgwYm Ed Hw$Qw>Ê~H§$ ^d{V? 

 (h)  dradañ` nwÌ… H$…? 

 (i) dradañ` dV©Z§§ {H$`V²? 
 (j) XþO©Zñ` hw{X {H$_² ApñV? 
 (k) amOm dradam` {H$_² XXm¡? 
10. MËdma… ggÝX ©̂ ì`m»`mV& (4 × 3 = 12) 
 (a) Z {h Îd§ Or{dVñVñ` dZ_mJV_h©{g& 
 (b) gË`o bmoH$… à{V{ð>V…& 
 (c) ~w{Õ_mZ² d¥Õgod`m& 
 (d) bmô § {hËdm gwIr ^doV²& 
 (e) Aqhgm na>_mo Y_©…& 
 (f) AkmV Hw$berbñ` dmgmo ZXo`…& 
 (g) Ûm¡ ~mhþ, V¥Vr`íM I“…& 
 (h)  AZoZ gÑemo bmoHo$ Z ŷVmo Z ^{dî`{V& 

—————— 
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B.A./B.Com./B.B.A. DEGREE EXAMINATION, JUNE/JULY 2025. 

First Semester 

SECOND LANGUAGE  – TELUGU – I – PRACHEENA TELUGU KAVITHVAM 

Time : Three hours Maximum : 70 marks 

1. (1  7= 7)

 (a)  

  

  

  

 (b)  

  

  

  

2. (3)

 (a)  

 (b)  

3. (4  2 = 8)

 (a)  

 (b)  

 (c)  

 (d)  

 (e)  
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 (f )  

4. (4  3 = 12)

 (a)  

 (b)  

 (c)  

 (d)  

 (e)  

 (f )  

5. (3  8 = 24)

 (a)  

 (b)  

 (c)  

 (d)  

 (e)  

 (f) ‘‘ ’’  

6. (a) (4  1 = 4)

  (i)  

  (ii)  

  (iii)  

  (iv)  

  (v)  

  (vi)  

 (b) (4  1 = 4) 

  (i)  

  (ii)  

  (iii)  

  (iv)  
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  (v)  

 (vi)

 (c) (1  4 = 4)

  (i)  

   

  

  

    

  (ii)  

   

   

 (d) (1  4 = 4)

  (i)  

  (ii)  

  

———————— 
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B.A./B.Com./B.B.A. DEGREE EXAMINATION, JUNE/JULY 2025. 

First Semester 

Life Skill Course 

HUMAN VALUES AND PROFESSIONAL ETHICS 

Time : One and half hours  Maximum : 50 marks 

SECTION A — (4  5 = 20 marks) 

Answer any FOUR questions. 

1. Harmony. 

 

2. Samadhan. 

 

3. Spiritual value. 

 

4. Undivided Society. 

 

5. Respect. 

 

6. Samridhi. 

 

7. Professional integrity. 

 

8. Universal Order. 
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SECTION B — (3  10 = 30 marks) 

Answer any THREE questions. 

9. Explain Classifications of Value Education. 

 

10. What is the definition and importance of value education? 

 

11. Explain in detail about Harmony in the family. 

 

12. What is meant by professional Integrity? It is possible in actual practice? 

 

13. What do you mean by professional Ethics in education? 

 

________________ 
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B.Com./B.B.A. DEGREE EXAMINATION, JUNE/JULY 2025. 

First Semester 

Skill Development Courses 

INSURANCE PROMOTION 

Time : One and half hours   Maximum : 50 marks 

SECTION A — (4  5 = 20 marks) 

Answer any FOUR questions. 

1. Concept of Insurance. 

 

2. Types of Insurances. 

 

3. Need for Health Insurance. 

 

4. Accidental Insurance. 

 

5. Fire Insurance and its types. 

 

6. General Insurance. 

 

7. L.I.C. Agent. 

 L.I.C.  

8. Customer Loyalty. 
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SECTION B — (3  10 = 30 marks) 

Answer any THREE questions. 

9. Explain the introduction of insurance and types of insurance. 

 

10. Examine the role of IRDA in regulating Insurance business in India. 

 IRDA 

11. Explain the functions of Regulatory mechanism. 

 

12. What are the objectives of Fire Insurance? 

 

13. Briefly write about various Life Insurance Plans. 

 

14. Discuss the need and importance of post insurance services to customers. 

 

________________ 
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B.Com. (Gen.) & B.Com. (Comp) DEGREE EXAMINATION, JUNE/JULY 2025. 

First Semester 

FUNDAMENTALS OF ACCOUNTING 

Time : Three hours Maximum : 70 marks 

SECTION A — (5  4 = 20 marks) 

Answer any FIVE of the following questions. 

1. What are the stages in Accounting Cycle? 

 

2. Contra Entry. 

 

3. Debit note and Credit note. 

 

4. Subsidiary Books. 

 

5. Trial Balance. 

 

6. Errors of principle. 

 

7. Trading Account. 

 

8. Closing Stock. 
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SECTION B — (5  10 = 50 marks) 

Answer the following questions. 

9. (a) Define Accounting. Explain the advantages and limitations of Accounting. 

 

Or 

 (b) Journalise the following transactions in the books of Nikhil. 

2020   

March 1 Nikhil commenced business with  cash Rs. 14,000 

3 Purchased goods from Rajesh Rs. 3,000 

6 Purchased goods for cash Rs. 4,000 

10 Sold goods for cash Rs. 8,000 

16 Sold goods to Ratan Rs. 12,000 

18 Cash paid to Rajesh Rs. 3,000 

26 Received cash from Ratan Rs. 12,000 

29 Wages paid Rs. 3,500 

   

2020   

1  14,000 

3  3,000 

6  4,000 

10  8,000 

16  12,000 

18  3,000 

26  12,000 
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29  3,500 

10. (a) Record the following transactions in the three column cash book. 

2020   

May 1 Balance of cash Rs. 2,00,000 and Bank Rs. 2,70,000 

2 Received cash Rs. 40,000 and cheque Rs. 48,000 from Bindu and 
discount allowed Rs. 2,000 

4 Cash deposited into bank Rs. 40,000 

6 Paid cash Rs. 20,000 and cheque Rs. 24,000 and discount received 
Rs. 1,000 

14 Paid by cheque to Divya Rs. 45,000 

20 Withdraw from bank for office use Rs.30,000 

26 Salaries paid by cheque Rs. 40,000 

28 Rent paid Rs. 20,000 

   

2020   

 1  2,00,000  2,70,000 

2  40,000  48,000 

 2,000 

4  40,000 

6  20,000  24,000 

1,000 

14  45,000 

20  30,000 

26 40,000

28  20,000 

Or 

 (b) Prepare a petty cash book from the information given below : 

2020   

January 1 Cash given to the petty cashier Rs. 5,000 
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2 Paid  transport Rs. 500 and printing Rs. 100 

3 Paid coolie charges Rs. 200 

 Travelling expenses Rs. 150 

4 Paid expenses in relation to refreshments Rs. 500 

5 Paid postage Rs. 180 and sundry expenses Rs. 300 

   

2020   

1  5,000 

2  500  100 

3  200, 

150 

4  500 

5 180 300 

11. (a) What is Error? Explain the various types of errors. 

 

Or 

 (b) Prepare Trial Balance from the following balances for the year ending 
31.12.2023. 

 Rs.  Rs. 

Cash 85,600 Bank 57,800 

Capital 2,00,000 Creditors 16,000 

Purchases 90,000 Discount received 500 

Sales 85,000 Discount allowed 800 

Salaries 5,000 Advertisements 1,700 

Furniture 50,300 Interest received 1,500 

Stationery 800 Drawings 11,000 

  31, 2023

    

85,600 57,800 

2,00,000 16,000 
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90,000 500 

85,000 800 

5,000 1,700 

50,300 1,500 

800 11,000 

12. (a) Define Bank Reconciliation Statement and explain the reasons for cash book 
and pass book. 

 

Or 

 (b) From the following particulars, prepare Bank Reconciliation Statement as on 
31.3.2023. 

  (i) Bank balance as per Pass book Rs. 16,500 

  (ii) Interest on overdraft debited only in pass book Rs. 250. 

  (iii) Bank charges debited only in pass book Rs. 250. 

  (iv) Cheques issued but not presented for payment Rs. 3,000 

  (v) Cheques deposited but not collected Rs. 4,000 

  (vi) Interest on investment collected by banker, recorded only in pass book 
Rs. 2,000. 

  31.3.2023

 

  (i)  16,500 

  (ii)  250. 

  (iii)  250. 
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  (iv)  3,000 

  (v)  4,000 

  (vi) 

 2,000. 

13. (a) What is adjustment entries? How they are treated while preparing final 
accounts? 

 

Or 

 (b) From the following Trial Balance of Krishna, Prepare final accounts as on 

31.3.2023. 

Particulars Debit Balance  Credit Balance 

 Rs.  Rs. 

Opening stock 85,000  - 

Purchases, sales 1,95,000  2,50,000 

Wages 50,000  - 

Discount -  5,000 

Vehicle 17,000  - 

Salaries 7,500  - 

Rent 4,950  - 

Sundry expenses 7,050  - 

Creditors -  25,000 

Dividend paid 9,000  - 

Capital -  1,50,000 

Debtors 37,500  - 

Bank overdraft -  17,500 
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Plant and machinery 29,000  - 

Cash at bank 16,200  - 

General Reserve -  15,500 

Goodwill 4,800  - 

 4,63,000  4,63,000 

  Adjustments : 

  (i) Closing stock Rs. 75,000 

  (ii) Depreciation on vehicle - 10%, plant - 10%. 

  (iii) Outstanding salaries Rs. 2,500 

  (iv) Prepaid Rent Rs. 950. 

  (v) Provide 5% reserve for bad debts as debtors. 

  31.3.2023  

   

85,000  - 

1,95,000  2,50,000 

50,000  - 

-  5,000 

17,000  - 

7,500  - 

4,950  - 

7,050  - 

-  25,000 

9,000  - 

-  1,50,000 

37,500  - 

-  17,500 
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29,000  - 

16,200  - 

-  15,500 

4,800  - 

4,63,000  4,63,000 

   

 (i)  75,000 

  (ii) 10%  - 10%. 

  (iii)  2,500 

  (iv)  950. 

  (v) 5   

–––––––––––––––– 
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B.Com. (Gen.)/B.Com (Comp.) DEGREE EXAMINATION, JUNE/JULY 2025. 

First Semester 

BUSINESS ORGANIZATION AND MANAGEMENT 

Time : Three hours             Maximum : 70 marks 

SECTION A – (5 × 4 = 20 marks) 

Answer any FIVE of the following questions. 

1. Explain the importance of commerce in business. 
 

2. What factors influence the choice of a suitable form of organization? 
 

3. Differentiate between a private limited company and a public limited company. 
 

4. Define a multinational corporation (MNC) and explain its importance. 
(MNC) 

5. Define a prospectus and explain its importance. 
 

6. What are Henry Fayol’s 14 principles of management? 
 

7. What are the advantages of planning in business? 
 

8. Explain the demerits of planning in an organization. 
 

SECTION B – (5 × 10 = 50 marks) 

Answer ONE from Each unit the following questions. 

9. (a) Discuss the functions of business and its significance in economic 
development. 

 

Or 
 (b) Discuss the role of trade and aids to trade in business. 

 

10. (a) Discuss the merits and demerits of a joint stock company. 
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Or 
 (b) What are the key differences between a partnership business and a joint 

stock company? 

 

11. (a) Explain the procedure for the incorporation of a company in India. 
 

Or 
 (b) What are the legal requirements for obtaining a Certificate of 

Commencement of Business? 
 

12. (a) Explain the nature and importance of management in business. 
 

Or 
 (b) What are the key differences between administration and management? 

 

13. (a) Discuss the different functions of management in detail. 
 

Or 
 (b) Describe the planning process and its significance in business success. 

 

—————— 
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B.Com.  DEGREE EXAMINATION, JUNE/JULY 2025. 

First Semester 

INFORMATION TECHNOLOGY  

(B.A./B.Com. (Comp.–App. I)) 

Time : Three hours  Maximum : 70 marks 

SECTION A — (5  4 = 20 marks) 

Answer any FIVE questions. 

1. Define a computer and explain its characteristics.  

  

2. Explain the classification of computers. 

 

3. What is cache memory? How does it improve system performance?  

 

4. Explain the difference between system software and application software. 

 

5. What are the features of MS Word? 
 MS Word  

6. Explain the steps to create and use Mail Merge in MS Word. 
 MS Word  (Mail Merge)

 

7. What are the different types of charts available in MS Excel? 
 MS Excel  

8. Explain the importance of formulas and functions in MS Excel. 
  MS Excel  

9. What are slide transitions and animations in  
MS PowerPoint? 

 MS PowerPoint  

10. Explain the process of inserting music or sound into a PowerPoint slide.  
 PowerPoint  
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SECTION B — (5  10 = 50 marks) 

Answer any FIVE questions. 

11. Explain the generations of computers with their characteristics. 
  (Generations)  

12. Describe the basic organization of a computer with a neat diagram. 

 

13. Explain the different types of memory in a computer. 
 

14. What are programming languages? Explain their generations. 
 

15. Explain the process of creating, saving and formatting a document in MS Word.  
 MS Word  

16. What are tables in MS Word? Explain how to create, insert and delete rows and 
columns.  

 MS Word 

 

17. Explain the different types of functions used in MS Excel. 
 MS Excel  

18. Describe how to create and format charts in  
MS Excel. 

 MS Excel ,  

19. Explain the steps involved in creating and formatting a presentation in MS 
PowerPoint. 

 MS PowerPoint  

20. Discuss the importance of slide transitions and animations in PowerPoint 
presentations. 

 MS PowerPoint 

 

————————— 


