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B.A./B.Com./B.B.A. DEGREE EXAMINATION, OCTOBER / NOVEMBER 2024 

First Semester 

English – 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) Describe active listening. 

 (b) What is listening and its importance? 

 (c) What are the barriers to listening? 

 (d) How can one become an effective listener? 

SECTION — B 

2. Answer ALL questions              

 (a) Write the transcriptions in ordinary spelling.           (5 × 1 = 5) 

  (i)    (ii)  

  (iii)    (iv)  

  (v)  

 (b) Mark stress on the words.             (5 × 1 = 5) 

  (i) design   (ii) produce 

  (iii) smile    (iv) absent 

  (v) vicious 

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

  (i) Shut the door.  (ii) This is a good product. 

  (iii) What is your name? (iv) Can you tell me about it? 

  (v) He is here, isn’t he? 

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. 
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 (b) Fill in the blanks with modals.           (2 × 1 = 2) 

  (i) We –––––––––– go to Goa next month. (possibility) 

  (ii) He –––––––––– play the guitar. (ability) 

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

  (i) Health –––––––––– wealth.(be) 

  (ii) The train –––––––––– (leave), when we reached the station. 

  (iii) The men –––––––––– their work now. (do) 

  (iv) I –––––––––––– my room yesterday. (clean) 

  (v) While Prateek ––––––––––, John came. (sleep) 

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

  (i) Rema apologized –––––––––– her behaviour. 

  (ii) His parents are proud –––––––––– Ravi. 

  (iii) Tina is curious –––––––––– many things. 

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

  (i) He wants to be –––––––––– engineer. 

  (ii) She is –––––––––– tallest girl in her class. 

  (iii) They are going to enact –––––––––– one-act play. 

 (f) Complete the sentences with question tags.            (2 × 1 = 2) 

  (i) They are playing, ––––––––––? 

  (ii) She is your sister, ––––––––––? 

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

  (i) She cooked biriyani. 

  (ii) He repaired the bike. 

 (h) Rewrite in indirect speech.           (2 × 1 = 2) 

  (i) He asked, ‘Can I borrow your pen?’. 

  (ii) The lady said, ‘I will come tomorrow’. 

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

  (i) Few cities are bigger than Mumbai. (use big) 

  (ii) Sheela is as clever as Reena. (use cleverer). 
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 (j) Correct the underlined part of the sentences.           (5 × 1 = 5) 

  (i) Kiran is resembling his father. 

  (ii) One should keep his luggage in the room. 

  (iii) The trees were fallen due to the rain. 

  (iv) Each of the books written by him are very good. 

  (v) One of the boys were badly hurt. 

SECTION — D  

4. Answer ALL the questions. 

 (a) Correct the spelling.            (3 × 1 = 3) 

  (i) Continously   (ii) Gramer 

  (iii) Occasion  

 (b) Use punctuation marks.                     (3) 

  the king said i will go to hunt 

 (c) Write a paragraph of about 50 words on any ONE.          (1 × 4 = 4) 

  (i) Fitness   (ii) Equality 

  (iii) Pride has a fall 

SECTION — E   

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

 (a) What are the qualities of a positive thinker? 

 (b) How can we develop emotional intelligence? 

 (c) What is the importance of interpersonal skills? 

 (d) Write a note on SWOC analysis. 

—————— 
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B.A./B.Com./B.B.A. DEGREE EXAMINATION, OCTOBER/NOVEMBER 2024. 

First Semester 

SECOND LANGUAGE  – TELUGU – 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)  

 (f )  
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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)  

  (v)  

 (vi)
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 (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, OCTOBER/NOVEMBER 2024. 

First Semester 

Sanskrit 

SECOND LANGUAGE – SANSKRIT – PROSE, POETRY AND GRAMMAR 

Time : Three hours  Maximum : 70 marks 

gyMZm … {ÛVr`, V¥Vr`, MVwWu, n#m_, Zd_ àíZm…  
g§ñH¥$V ^mfm`m_² Ed§ g_mYo`m…& 

àW_mo ^mJ… 

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

 (a) (i) XÎm{_ï>§ ...... ^doV²&&   

  (ii) gË`_odmZ¥e§g§ ...... à{V{ð>V…&& 

 (b) (i) _mVm ....... V¥UmV²&&     

  (ii) _mZ§ {hËdm ..... gwIr ^doV²&& 

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

 (a) H${d  (b) {nV¥ 

 (c) Jmo  (d) a_m 

3. Û`mo… VV² bH$ma`mo… ê$nm{U {bIV&  (2 × 2 = 4) 

 (a) A^dV²   (b) {Vð>oV² 

 (c) Ðú`{V   (d) b^oV² 

4. n#m Zm_{ZX}enyd©H§$ gÝYÎm&   (5 × 1 = 5) 

 (a) YmV¥ + F$U_² 

 (b) Zd + CX`… 

 (c) YZ + AmoXZ_² 

 (d) gmYw + B{V 
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 (e) ^mo + A{V 

 (f) H${dg² + M 

 (g) nof² + Vm 

 (h) fQ²> + _wI… 

5. n#mmZm§ Zm_{ZX}enyd©H§$ {dJ«hdmŠ`m{Z {bIV& (5 × 1 = 5) 

 (a) nyd©H$m`…  (b) J«m_JV… 

 (c) h[aÌmV…  (d) JwéX{jUm… 

 (e) H¥$îUgn©…  (f) _wIMÝÐ… 

 (g) {Ì^wdZ_²  (h) {nVam¡ 

{ÛVr`mo ^mJ…  

gd} àíZm… g_mYo`m…& 

6. (a) Am`©nmXþH$m{^foH$ nmR>`^mJñ` gmam§e§ {bIV&  
 (1 × 9 = 9) 

 AWdm 

 (b) `jàíZofw d{U©VmZ² bm¡{H$H$ Y_m©Z² {Zê$n`V& 

7. (a) _odmS> amÁ` ñWmnZ§ dU©`V& (1 × 8 = 8) 

 AWdm 

 (b) {ddoH$mZÝXgyº$`… B{V nmR>mV² H$m… ZrV`… kmVì`…& 

8. (a) l¥Jmb… H$W§ bJwS>oZ _m[aV… {dd¥UwV& (1 × 9 = 9) 

 AWdm 

 (b) drada H$Wm§ {deX`V&

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

 (a) lram_… H$sÑe§ ^aV§ XXe©? 

 (b) ^aV… lram_§ {H$_² Aä`{W©VdmZ²? 

 (c) qH$pñdXoH$nX§ Yå`©_²? qH$pñdXoH$nX§ `e…? 
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 (d) qH$ ñW¡̀ ©_¥{f{^… àmoº$_² qH$ Y¡`©_wÐmöV_²? 

 (e) MånH$dVr Zm_ AaÊ`m{Z Hw$Ì ApñV? 

 (f) _¥J… Ho$Z d{#mV…? 

 (g) dradañ` dV©Z§ {H$`V²? 

 (h)  drada… H$ñ` amÁ`o AmgrV²? 

 (i) lram_… ^aV§ qH$ ànÀN>? 

 (j)  qH$pñdV² àdgVmo {_Ì_²? qH$pñdh²XoH$nX§ `e…? 

 (k) Ho$fm§ dgwYm Ed Hw$Qw>å~H$_² ^d{V? 

10. MËdma… ggÝX ª̂ ì`m»`mV?  (4 × 3 = 12) 

 (a) Xþ…I emoH$m{^ ŷVñVw amOm {Ì{Xd_ä`JmV²& 

 (b) gË`_ybm{Z gdm©{U gË`mÞmpñV na§ nX_²& 

 (c) Aí_Zmo öX`§ ZmpñV& ZXr doJoZ dY©Vo& 

 (d) ~hþ{_ÌH$a… gwI§ dgVo `íM Y_©aV… gm JqV b^Vo& 

 (e) AH$ñ_mXmJÝVwZm gh _¡Ìr Z `wº$m& 

 (f) gwöÕ_©… EH$… Ed {ZYZo@{n AZẁ m{V& 

 (g) Xod& `{X _`m godHo$Z à`moOZ_pñV& 

 (h)  EVÝ_hmnwéf bjU_oVpñ_Z² gd©_pñV& 

—————— 
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B.A./B.Com./B.B.A. DEGREE EXAMINATION, OCTOBER/NOVEMBER 2024. 

First Semester 

Hindi 

SECOND LANGUAGE – HINDI – 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` _| Omo e{º$ {N>nr ahVr h¡ dh Vmon, Vbdma Am¡a ~_ Ho$ Jmobm| _| ^r Zht nmB© OmVr& 

 (b) g§gma _| AZoH$ _hmZ nwéf {_Ìm| H$s ~Xm¡bV ~‹S>o-~‹S>o H$m`© H$aZo _| g_W© hþE h¢& 

 (c) Zrbr ~{Z`mZ Am¡a nÅ>o Ho$ nm`Om_mdmbo nhbdmZ nmÌ H$m M[aÌ {MÌU H$s{OE& 

 (d) “qbJ” H$s n[a^mfm XoH$a Hw$N> CXmhaU Xr{OE& 

2. {H$gr EH$ nmR> H$m gmam§e {b{IE& (1 × 10 = 10) 

 (a) {_ÌVm& 

 (b) dhr H$s dhr ~mV& 

3. (a) {H$gr EH$ H$hmZr H$m gmam§e {b{IE& (1 × 10 = 10) 

  (i) _w{º$YZ& 

  (ii) nwañH$ma& 

 (b) {ZåZ{b{IV _| go {H$gr EH$ àíZ H$m CÎma {b{IE&  
 (1 × 8 = 8) 

  (i) ‘ah_mZ’ H$m M[aÌ {MÌU H$s{OE& 

  (ii) “_Yy{bH$m” H$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) Post office  (ii) Chief Secretary 
  (iii) Head office (iv) Translator  
  (v) Minister (vi) Governor 
  (vii) Forward (viii) Grant 
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  (ix) Circular (x) Order 

 (b) gyMZm Ho$ AZwgma dmŠ`m| H$mo ~XbH$a nwZ… {b{IE& 
 (5 × 1 = 5) 

  (i) AÜ`mnH$ nmR> n‹T>mVm h¢& (qbJ ~X{bE) 

  (ii) Kmo‹S>m _¡XmZ _| Xm¡S> ahm h¢& (dMZ ~X{bE) 

  (iii) JrVm JrV JmVr h¡& (^yVH$mb _| {b{IE) 

  (iv) Cfm {H«$Ho$Q> IobVr h¢& (dmÀ` ~XbH$a {b{IE) 

  (v) _mohZ amHo$e ––––––––– {_R>mB© bm`m& (H$maH$ {MÝh {b{IE&) 

 (c) {H$Ýht nm±M eãXm| Ho$ {dbmo_ eãX {b{IE&  (5 × 1 = 5) 

  (i) CVma (ii) JwU 

  (iii) Am{X (iv) Z`m 

  (v) gab (vi) Jar~ 

  (vii) Zm_  (viii) AmMma 

  (ix) D±$M  (x) OrV& 

 (d) {H$Ýht nm±M eãXm| H$m AnZo dmŠ`m| _| à`moJ H$s{OE&  
(5 × 1 = 5) 

  (i) g_¥Õ& (ii) CWb-nwWb& 

  (iii) pñWa& (iv) H$mof& 

  (v) àmMrZ& (vi) g§dmX& 

  (vii) M§MbVm& (viii) {Zambr& 

  (ix) d\$mXma& (x) KmofUm& 

5. {H$gr EH$ {df` na nÌ {b{IE&  (1 × 7 = 7) 

 (a) narjm ewëH$ Am¡a Oo~ IM© Ho$ {bE n¡go _m±JVo hþE {nVm H$mo EH$ nÌ {b{IE& 

 AWdm 

 (b) {hÝXr grIZo Ho$ {df` _| {_Ì H$mo nÌ {b{IE& 

—————— 
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B.A./B.Com./B.B.A. DEGREE EXAMINATION, OCTOBER/NOVEMBER 2024. 

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. Value education. 

3. Spiritual value 

4. Human interaction. 

 

5. Respect. 

 

6. Samridhi. 

 

7. Professional integrity. 

 

8. Co–operation. 
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SECTION B — (3  10 = 30 marks) 

Answer any THREE questions. 

9. Explain the basic guidelines for value educations. 

  

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

 

11. Explain in detail about Harmony in the family. 

 

12. What are the comprehensive human goals explain in detail. 

 

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

  

 

———————––– 
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B.Com./B.B.A. DEGREE EXAMINATION, OCTOBER/NOVEMBER 2024. 

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. Types of insurance. 

 

2. Counselling. 

 

3. Sales promotion. 

 

4. General Insurance. 

 

5. Transportation. 

 

6. Customer Loyalty. 

 

7. Insurance forms. 

 

8. Development officer. 
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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. Explain the growth of insurance sector in India. 

11. Explain the functions of Regulatory mechanism. 

 

12. What are the sales promotion methods? 

  

13. Explain the life insurance plans in detail. 

 

14. Explain in detail about general insurance. 

  

—————— 
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B.Com. (Gen./CA) DEGREE EXAMINATION, OCTOBER/NOVEMBER 2024. 

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. Accounting concepts 

 

2. Explain accounting cycle 

 

3. Cash discount and trade discount 

 

4. Define cash book and explain its types 

 

5. Compensating errors 

 

6. Methods of preparing trial balance  

 

7. What is bank reconciliation statement? Explain its features.  

 

8. Prepaid expenses and out standing expenses. 

 

SECTION B — (5  10 = 50 marks)  

Answer the following questions.  

9. (a) Explain the principles of accounting.  

Or 
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(b) Journalise the following transactions in the books of Ramesh.  

2022  Rs. 

November 1 Started business with cash 50,000 

2 Paid in to bank 20,000 

5 Purchased furniture and payment made by cheque 5,000 

8 Sold goods for cash 9,000 

10 Sold goods to Anil 4,000 

12 Goods returned by Anil 1,000 

15 Cash received from Anil 3,000 

21 Withdrew from bank for private use 2,000 

25 Paid for stationary 500 

30 Paid telephone charges 1,200 

   

2022  . 

10. (a) What are subsidiary books? Explain their advantages.  

 

Or 



     

 (105BCO21) 3

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

2020  
May 1 Balance of cash Rs. 20,000 and bank Rs. 27,000 

2 Received cash Rs. 4,000 and cheque Rs. 4,800 from  
Bindu and discount allowed Rs. 200 

4 Cash deposited into bank Rs. 4,000 
6 Paid cash Rs. 2,000 and cheque Rs. 2,400  

and discount received Rs. 100 
14 Paid by cheque to Divya Rs. 4,500 
20 Withdrew from bank for office use Rs. 3,000 
26 Wages paid Rs. 4,000 
28 Rent paid through cheque Rs. 2,000 

  

2020  

. 20,000 . 27,000 

. 4,000 . 4,800 . 200 

. 4,000 

. 2,000 . 2,400 

. 100 

. 4,500 

. 3,000 

. 4,000 

. 2,000 

11. (a) What is trial balance? Explain the methods of preparing trial balance.  

 

Or 

(b) Prepare trial balance from the following balances.  

 Rs. 
Capital 1,00,000 
Plant and Machinery 78,000 
Furniture 2,000 
Purchases 60,000 
Sales 1,27,000 
Purchase returns  750 
Sales Returns 1,000 
Opening stock 30,000 
Discount received  800 
Discount allowed 425 
Sundry debtors 45,000 
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 Rs. 
Sundry creditors 25,000 
Salaries 7,550 
Manufacturing wages 10,000 
Carriage outwards 1,200 
Provision for debenture debts 525 
Rent, rates and taxes 10,000 
Advertisements 2,000 
Cash in hand 6,900 

  

 . 

1,00,000 

78,000 

2,000 

60,000 

1,27,000 

750 

1,000 

30,000 

800 

425 

45,000 

25,000 

7,550 

10,000 

1,200 

525 

10,000 

2,000 

6,900 
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12. (a) Distinguish between cash book and pass book.  

 

Or 

(b) Prepare a bank reconciliation statement of Ramesh from the following details. 

 (i) Overdraft balance as per passbook as on 31.3.2010 Rs. 12,000 

 (ii) Cheques issued but not presented Rs. 1,100 

 (iii) Cheques deposited in bank, but not credited until 31.3.2010 Rs. 3,100 

 (iv) Interest on overdraft recorded in passbook only 170, but not in cash book.  

 (v) Interest on investment credited in passbook only Rs. 750, but not entered in 
cashbook.  

 (vi) Cheque dishonoured for Rs. 940 appears in the pass book only, but not in cash 
book.  

 

 (i) 31.3.2010  . 12,000 

 (ii) . 1,100 

 (iii) 31.3.2010  . 3,100 

 (iv)   170 

 (v) . 750 

 (vi)  940 

 

13. (a) What are outstanding and prepaid expenses and explain how they are considered in 
final accounts with illustrations? 

 

Or 
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(b) From the following trial balance of Vimala prepare final accounts as on 31.3.2020.  

Particulars Debit Balance  Credit Balance 

 Rs.  Rs. 

Opening stock 85,000  - 

Purchases, sales 1,45,000  2,50,000 

Wages 50,000  - 

Discount -  5,000 

Furniture  17,000  - 

Salaries 7,500  - 

Rent 4,950  - 

Sundry expenses 7,050  - 

Creditors -  25,030 

Dividend paid 9,000  - 

Capital -  1,00,000 

Debtors 37,500  - 

Bank overdraft -  17,500 

Plant, machinery 29,000  - 

Cash at bank 16,200  - 

General reserve -  15,500 

Goodwill 4,830  - 

 4,13,030  4,13,030 

 Adjustment : 

 (i) Closing stock Rs. 62,000 

 (ii) Depreciation on furniture - 10% machinery 10% 

 (iii) Outstanding salaries Rs. 1,500 

 (iv) Prepaid rent Rs. 550 
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 31.3.2020 

 

    

85,000  - 

1,45,000  2,50,000 

50,000  - 

-  5,000 

17,000  - 

7,500  - 

4,950  - 

7,050  - 

-  25,030 

9,000  - 

-  1,00,000 

37,500  - 

-  17,500 

29,000  - 

16,200  - 

-  15,500 

4,830  - 

 4,13,030  4,13,030 

  : 

 (i) . 62,000 

 (ii) 10%  10% 

 (iii) . 1,500 

 (iv) . 550

—————— 
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B.Com. (GEN/CA) DEGREE EXAMINATION, OCTOBER/NOVEMBER 2024 

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. Classification of trade 

 

2. Statement-in-lieu of prospectus 

 

3. Joint Stock Company 

 

4. Objectives of Management 

 

5. Dis-advantages of Joint Hindu Family Business  

 

6. Types of Plans 

 

7. Partnership Deed 

 

8. Features of Business  

 

SECTION B — (5  10 = 50 marks) 

Answer the following questions. 

9. (a) Define Commerce. State various functions of Commerce.  

 

Or 



 (b) What are the factors which are influencing the choice of suitable form of 
organisation? 

   

10. (a) Distinguish between public limited company and private limited company. 

 

Or 

 (b) What do you mean by a Multinational Company? What are the causes for the 
growth of Multinational Companies? 

  

 

11. (a) Discuss various steps for incorporation stages of a company. 

 

Or 

 (b) Distinguish between Memorandum of Association and Articles of association. 

   

12. (a) What do you mean by Management? Describe the main characteristics of 
Management. 

 

Or 

 (b) Explain Henry Fayols 14 principles of Management. 

   

13. (a) Explain the steps followed in a planning process. 

 

Or 

 (b) What is line organisation? State its advantages and disadvantages. 

  ‘ ’ 

  

––––––––––– 
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B.A./B.Com. (CA) DEGREE EXAMINATION, OCTOBER/NOVEMBER 2024 

First Semester 

INFORMATION TECHNOLOGY  

Time : Three hours  Maximum : 70 marks 

SECTION A — (5  4 = 20 marks) 

Answer any FIVE questions.  

1. What is RAM? State its characteristics. 

 RAM

2. Meaning of OMR and OCR. 

 OMR  OCR 

3. How do you Inser tex in MS–word? 

 MS–word tex 

4. Write a note on pie chart. 

‘ ’ 

5. How to create a good power point presentation? 

‘ ’  

6. What are the different number field types in  
MS – Access? 

‘MS – ’ number field types 

7. What are the advantages of word processor? 

‘ ’  

8. Write about high level language. 

 ‘ ’ 



SECTION B — (5  10 = 50 marks) 

Answer any FIVE questions. 

9. Write about different generations of computers. 

10. Explain features and applications of MS–Word. 

 MS–Word 

11. What is a spread sheet? Explain the features of spread sheet. 

 ‘ ’ 

12. Illustrate the process of creating a presentation in power point. 

 ‘ ’ ‘ ’ 

13. What is operating system? Explain functions of operating system. 

 ‘ ’ ‘ ’ 

14. Explain page formatting options in MS–Word. 

 MS–word 

15. What is computer memory? Explain different types of computer memories. 

 ‘ ’ 

16. What is Macro? Explain the steps to record and use a Macro. 

 ‘ ’ 

17. What is chart? Explain the process of inserting chart on power point slide. 

 ‘ ’ 

18. Define software. Explain different types of software with examples. 

 ‘ ’ 

        


