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written on the title page of the answer-book by the candidate.

e Please check that this question paper contains 36+32+11 questions.

e Please write down the Serial Number of the question before
attempting it. :

e 15 minutes time has been allotted to read this question paper. The question
paper will be distributed at 10.15 a.m. From 10.15 a.m. to 10.30 a.m., the
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Gl R

() =T & T fffid 997 : 3 992 3f¥waT 3% : s0
Elements of Business Time allowed : 3 hours Maximum Marks : 80
ElE] (i) SEREmET 991 @ & T freffa o7 - 3 g2 SifEaT 3% - 80
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1. [ %3 3 o G99 f7ar o1 g%ar & :

() T % o
(i)  FEE T AGFT F T |
(iii) F0T (RagT=T) - 374 et 7= |

9. ZEV (frgm)- B wwm ) ¥ fw (T @ 2 8 @
AfEFTH 3% : 20) |

Note :

1 Any one of the following areas can be offered :
(1) Elements of Business.
(it)  Elements of Book-Keeping and Accountancy.
(iit) Typewriting (Theory) English or Hindi.

2, For Typewriting (Theory) English or Hindi (Max. Time : 2 Hours
and Max. Marks : 20).

() o & a
Elements of Business
amr=r 339 :
()  §F 9T % o1 36 597 & |
Gi) gt gv7 syfard &
(iii) %7 &7 1 G 16 7% Tglawcdig o7 & ol 9% TF 3% F & | 378 &
TEl fawey F I Yier 4 forar € 1

(iv) 597 &M 17 T 32 TF 59% Y99 3 3iH F1 & | 39 ¥541 & I 10 9!
: T s & 7@ &7 TRY |

(v) ¥97 G&I 88 @ 86 T%F ¥AF VT4 3HH & 8 | 7 ¥V & IK 150 V=)
T 3 F 7T &7 TRY

(u.i) @W%WW@W@?W?;

General Instructions : |
(i) This part has 36 questions in all.

(it)  All questions are compulsory.
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(iii) Questions from serial no. 1 to 16 are Multiple Choice Questions
carrying one mark each. These are to be answered by writing the

correct option in your answer-book.

(iv) Questions from serial no. 17 to 32 carry 3 marks each. Answers to

such questions should not exceed 10 words.

(v)  Questions from serial no. 33 to 36 carry. 4 muarks each. Answers to

such questions should not exceed 150 words.

(vi) Attempt all parts of a question together.

frefafaa & ¥ 9q Qfae FAw @ ?
(A)  FomE e

(B) Eify=r 3i &1 fime

(C) M fayu

(D) % sifufasds

Which of the following is a current liability ?
(A) Issue of Debentures

(B) Issue of Preference Shares

(C) Public Deposit

(D) Bank Overdraft

frafafea & | S99 dig QW &9 787 8 2
(A) 999 3w

(B) 3y frf=
(C) oy =
(D) wfauafEa g

Which of the following is not an Owned Fund ?
(A) Bonus Shares

(B) Issue of Shares

(C) Issue of Debentures )

(D) Retained Earnings

PACE



39l 1 frfa fom &g @ 2

(A) WERd v % fau

(B) Hg® Sl FwHAl & fog

(C) &g 3UsH & fou

(D) U HUR (The @) & g
Issue of shares is a source of finance for
(A) Partnership Firms

(B) Joint Stock Company

(C) State Enterprises |

(D)  Sole Proprietorship

frfafaa & ¥ fom 1 ar=afts & @ 7@ € 2

(A) wiaaiRa sm

B) EfysR 3f & fmA

(C) =% %=

D) Y&t gEfEtEsE

Which is not the internal source of finance among the following ?
(A) Retained Earning

(B) Issue of Preference Shares

(C) Loan on Mortgage

(D) Ploughing back to Capital

frefafaa & ¥ el & &1 Si9 SFa 8 2

(A) SUR SH

(B) d% atfufawd

(C) el (Ff=rhd)

(D) fowm S & 3=

Which of the following is a source of long term finance ?
(A) Trade Credit

(B) Bank Overdraft

(C) Factoring

(D) Loan from Development Bank
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g7 aIFR SEF o9 Ud UGSl & F9-faska g &, Fea @ i

(A) e TEN
(B) 9% 9K
(C) @y faufur
(D) a& R

A market where Shares and Debentures are bought and sold, is called
(A) Retail Market

(B) Wholesale Market

(C) Stock Exchange

(D) Commodity Market

TEE AN el o # e e @ _ 1
(A) W& 3R T B

B) o wd F e FrEeE

(C) =l & e g/

(D) = H IR ok wh

A Sole Trader arranges long term finance through

(A) Credit Purchase of goods

(B) Own Capital Investment

(C) Issue of Debentures
(D) Credit Sale of goods

ﬁmﬁf&awuﬁ@aﬂwﬁﬁﬂﬁﬁmﬁﬁ% oy
(A) =% & T A

‘(B) fafma w st e o

(C) wfosm o = <o &

(D) st & <@ H

Acceptance is required in case of the following Negotiable Instrument :
(A) Cheque

(B)  Bills of Exchange

(C) Promissory Notel

(D) Hundi

5 P.T.0.
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10.
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TR & T G99 & U UF aR &H S A 99T Fad 9RgeEdr & 9 ®
g e # SfUFR YeH F Al §% @ gl @i FEd @

(A)
(B)
(&)
(D)

CECIECIR|
el (fafan) @
WAl (YEdt) S @
EIGHREIn

A Banking facility enabling customers to deposit the money once for
a long time and ‘withdrawal only on maturity is called

(A)
(B)
(®)
(D)

Savings Bank Alc
Recurring A/c
Fixed Deposit A/c

Current A/c

TF 9% S 1 96, 2012 & fifad fear mar sk 9 w20 SHEd, 2018 & fafy

forelt € 2, T ®A

A) T (fEn-fren) 9=
(B) Ya-feAifera 9

©) faga 3%

(D) SH-feAifed ==

A cheque issued on 1% March, 2012 and bearing the date 20t January,
2013, is called

(A)
(B)
©
(D)

Stale Cheque
Ante-dated Cheque
Mutilated Cheque

Post-dated Cheque



11, frfafan § & ¥ &1 o7 34 S § 2 1
(A TES F TEET AW '
(B) T @™
(C) el &1 F=d <
(D) I WHR AT

Which of the following is a primary function of a Bank ?
(A) Giving security of the customer

(B) Agency work

(C) Giving references. of the customers

(D)  Accepting deposits

12. TF 9% W A% & faew W KT F a9 A & PAE F AU 2 Fa g, [

T S 2 1
(A) TEE oF

(B) foFa 4=

(C) R o%

(D) WifHd 9%

A cheque which is payable to a person who presents it at the counter
of the Bank for payment, is called

(A) Bearer cheque
(B) Mutilated cheque
(C) Order cheque
(D) Crossed cheque
13. 93 g afedan R | &4 fean s 8 1
(A) F9d @Ml W
(B)  emEdl (f&R) @l ®
(€)@ (qedh) s @E W
(D) = @@l W/

35 ¥4 P. Q.



Banks allow interest at highest rate on
(A) Savings Alc

(B) Recurring Alc

(C) Fixed deposit A/c

(D)  Current A/c

14. 9% 5 24 9= I e @ & g gfew & Fed ¢ |

(A) TITH.

(B) < SfET
(C) Y= Sf
(D) w4 St

A Banking facility enabling customers to withdraw cash 24 hours a
. day is called

(A) ATM

(B) Credit Banking
(C) Net Banking
(D) Phone Banking

15. fyefafea ¥ gEsfs &9 1 8% S92 2
A) 1 FH F% fafmes
(B) ¥R@d d% fafes
(C) ¥% 3% gk
(D) & 9% fafies
Which of the following is a Public Sector Bank ?

(A) ING Vysya Bank Ltd.
(B) Saraswat Bank Ltd.
(C) Bank of Baroda

(D) Vaishya Bank Ltd.
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17.

18.

19.

20.

21.
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9% N gIH G @ET @ _ 1
(A) UNE 9% - '
(B) o Wwhdl & @id H

(C) IEEENET Faa Mawd & @ A

(D) EifEa 9%

Safest form of a cheque is

(A) Bearer checjue

(B) A/c Payee only

(C) Not negotiable A/c Payee only
(D) Crossed cheque

TF a9 & e (vefem) @St @ fuifa 0 9 el 3 ses ot gaw §
e &I | 3

Explain in brief any three factors determining the floating capital of
a business.

frfafad & 989 § T93my | | : 3
(i) FoT g
(i) @ get

Explain briefly the following :
(1) Loan capital

(ii) Owned capital

HUGT H IRfa FIET | B & i @ 89 ol 6l S efeal B ememe 0 3

Define debenture. Explain any two disadvantages of issuing
debentures. '

TS & N iR 3i @ frifie w W e dn A R dim et @
A HT | L o8

Explain any three advantages of issuing preference shares by a
company.

T (et oie @ Frifm 1 ¥ T B9 Al fR A e B qwenET | 3

Explain any three advantages of issuing Equity Shares.

9 P.T:O.
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26.

27.

28.

29.

30.
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ﬁﬁéﬁﬁmaﬁmﬁﬁwaﬁ%mmﬁql-

Explain the meaning of Indigenous Banks and Industrial
Development Banks.

Ty fod a5 & gl diF s @ wmemsE |

Explain any three functions of Reserve Bank of India.

SUd d% @ar 4 Bar 8 ? 39 @ % yEed ¥ v W At (s o
ofedi & A 99T YN S THEEY |

What is meant by Savings Bank A/c ? Explain names and uses of
books and slips used in the operation of this account.

gelagii afhT 1 8 7 TWh o Ol @ aad e wHesy |

What is Electronic Banking ? Explain with its two advantages.

T i afea rgar fafg forarell &1 gwgee fSae fsaes e o9 3w sfrean
TE R el |

Explain any three prohibited or forbidden activities which cannot be
performed by the Reserve Bank of India.

aifoifsass St % foba YR 8 § 2 THeREy |

What are the types of Commercial Banks ? Explain.

TF 9% 9U UF 9% ST ¥ FE 9 e $ G |

Give any three differences between a Cheque and a Bank Dratft.

TR O 9 BT 2 7 U ufosm @ O efer e # e s |

What is Promissory Note ? Explain the parties involved in a
Promissory Note.

s fafmg o & foega 89 & 0 o B € ? UE o & foud @9 W dER
Fell G M FTH I S T § 7 GHAEC |

What is meant by dishonouring of a Bill of Exchange ? What are the
steps which can be taken by a drawer in case of a dishonoured bill ?
Explain.

10
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32.

33.

34.

35.

36.
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SO F IR ST | TF O9% F A9 T F B 3 ISR AT | 3

Define endorsement. Give any two examples of endorsement of a
Cheque.

SfoqT 99 991 gl ¥ 3R SaRY | (FF d@7) 3

Differentiate between Promissory Note and Hundi. (any three)

slmu{frwd%@cu“qﬁrwa?ﬁf@mé7Wﬁaﬂﬁ§$@mﬁm@%ﬁ -
T 9% @A F B dH TR TasEY | 4

What is meant by Savings Bank Account in the Post Office ? State
any three differences between the Savings Bank Account in the Post
Office and Savings Bank Account in a Bank.

Friferd 1 THEET 4
() =mfE |

(i) arfas ¥R

(iii)  faeT &1 A&

(iv) HifeT ==

Explain the following :

(1) Trade Bill

(ii) Holder in due course

(iii) Renewal of Bills of Exchange

(iv) Noting charges
mwﬁm%%ﬁ%%aﬂﬁ@aﬁﬁwaﬁml 4
Explain any four points of the importance of Finance in modern
business.

I § S it & 6 9R ge sE & fawR 9 amen SN | e

Explain in detail any four main functions of Stock Exchange in India.

11 P.T:0.



AE= [T :

(ii) FEr@EET q9T TG & =

Elements of Book-Keeping and Accountancy

G) F99TH $732 F9T & |

(i) & 59T a8

(iii) ¥99 G& 1 T 16 7% Tglaachiy J99 & 5l 9% TF 3% F & | 370
T fawey @ -y § foer & |

(iv) UF 97 & 5 977 T 99 & & & |

General Instructions :

35

(1) This part has 32 questions in all.
(ii)  All questions are compulsory.

(iii)) Questions from serial no. 1 to 16 are Multiple Choice Questions
carrying one mark each. These are to be answered by writing the
correct option in your answer-book.

(iv) Attempt all parts of a question together.

facll &1 g8 fohar ST 2

(A) TRR gN

(B) UBiddsdl g
(C) Y=BiFdl g
(D) <R M

Bills are endorsed by
(A) Creditors

(B) . Endorsers

(C) Endorsee

(D) Debtors

Sa 9% gRI YA Ued & WA & ®Y F IGF g G qYA F F g 5@
fFr gu facll # st () o a9 oRar § o S S T 8

(A) Ushs @
(B) 99 foa @ren
(C) <7 faa @
(D) =it @

12
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While retiring a Bill under rebate by the Bank on- behalf of his
customer, who had deposited the Bill for collection in the Bank, the
Bank will credit the Account

(A) Cash Ale

(B)  Bills Receivable A/c
(C) Bills Payable A/c
(D) Rebate Alc

S 2 W AN g e & R 8 S, o oEs e § @ s
BT 8 |

(A) iRl

(B) d®

(C) 9 forer @
(D) <7 fo= @@

When a discounted Bill is dishonoured, the account to be credited in
the books of drawer is

(A) Drawee

(B) Bank

(C) Bills Receivable A/c
(D) Bills Payable A/c

& faq W wiEd # aie 31 sl 20122 | faa @ AR & sty & 2 | e
fafa g

(A) 130
(B) 2 30
(C) 33
(D) 4 30

The date of acceptance on the Bill is 315 January 2012. The Bill is
for a period of two months. The date of maturity will be '

(A) 1% April
B) 2™ April
(©) 3™ April
(D) 4™ April

13 : _ P.T.O.
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(A) T
(B) o w™
(C) =R T

(D) 3w ¥ ¥ *E T

A Promissory Note generally has
(A) Two Parties

(B) Three Parties

(C) Four Parties

(D) None of the above

¥ 3,000 9¢9 & WAl N9 ITM @Rt & W & 3T & o 598 T uw e
¥ g7, Am 7 fo@n s =R

(A) Hwid @
(B)  yfireral @ran
(C) =g @

(D) 3R Gl

Goods worth ¥ 3,000 used in making an asset for domestic use of the
Proprietor, should be debited to

(A) Asset Alc

(B) Suppliers A/c

(C) Purchases Alc

(D) Drawings Alc

U< @l S de9e & 9 & 3R yef¥ 2, forar smom
(A) fofq fEwr #it HfE &t iR

(B) feafq faawor &t gwfaal & =1

(C) &MUR @d & AF & 3R

(D) @M-TH @4 F AW F IR

Suspense A/c in the Trial Balance shown as debit balance, will be
entered in the

(A) Balance Sheet’s Liabilities side

(B) Balance Sheet’s Assets side

(C) Trading A/c Debit side

(D) Profit and Loss A/c Debit side

14
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TF [ A H QU 9O (FEEeY) =A@ & AW H faer S A 1
(A) wd @«

(B) WY @ H

(C) «fs & = @ §

(D) 3w ¥ ¥ IR T

Overhauling charges of an old machine should be debited to

(A) Repairs Alc

(B) Machinery Alc

(C) Personal A/c of the labourer

(D) None of the above

5 & IHE AWM TN F A T T, ql QA TS =R 1
(A) B9 @ '

(B) =g @

(C) foshl @rman

(D) & F A @

Goods destroyed during the year due to fire, should be credited to
(A) Depreciation Alc

(B)  Purchases Alc

(C) Sales Alc

(D) Loss by fire A/c

% fowasdl & FHYE & §7 F T 5,000 F PIAE, 36 ARG @A F AW

ferar mar | sryfs % GUR @ wfafe § s R S e -1
A) U5 @@ F
(B) v @ #

(C) fawasdt & =AfdHTa @@ A
(D) IWE F | FE AW
Commission to a salesman paid ¥ 5,000, was debited to Salesman’s

Personal A/c. In rectifying entry, the account which should be
credited will be .

(A) Cash A/c

(B) Commission A/c

(C) Salesman’s Personal Alc
(D) None of the above

15 R.T.O.
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12.

13.
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TH SYfasal & T 900 F T AYH FAT | IHH AfEIG @ T 400 § S
fFal T | WG U 9 & SAETT @ A 8T =i

(A) X 900
(B) < 400
(C) < 1,300
(D) < 3,100

Goods returned to X a supplier ¥ 900. His Personal A/c was credited
by ¥ 400. The Personal A/c of the receiver should be debited

(A) 900

(B) T 400
© T 1,300
(D) ¥ 3,100
B e §

(A) wHfed & sifds STEM a1 22-Fe & FWO
(B) vrfudl & aeR §ed # fiEe & SroT
(C) W&1 & 79 § &l & FWO

(D) =IgEE S99 & HRO

Depreciation arises due to
(A) Physical wear and tear of the Assets

(B) Fall in the market value of the Assets

(C) Fall in the value of money
(D) Sale of Business

TF ‘Tgd gHf W Aefdafed § ¥ g #ed & SH9 GRO7 8 g6 @ 2
(A)  faspeoT

(B) 9HY &1 §HMEA

(C) ZZ-he

(D) 9w & 99K Jed %9 84 9

Which of the following is the cause of depreciation in case of a
‘Leasehold property’ ?

(A) Extraction

(B) Lapse of time

(C) Wear and Tear

(D) Fall in market price of the property

16
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W frva vsfa § goRt WO @ U S o e & e e €
(A) UG =g

(B) T UH

(C) w3 W faan ™ FHIvA

(D) 39 d ¥ HE T

Under Fixed Instalment method, depreciation is calculated on the
Asset after deducting the

(A) Installation charges

(B) = Scrap value

(C) Commission paid on purchases

(D) None of the above

TH 73 1 e, 2010 F T 50,000 ¥ %7 F T, g Stase 10 a9 7 3R
IGH IEEY qoF T 2,000 € | e W@ vSfd F oER diR ¥ & g am
(A) % 5,000

(B) X 4,900
(C) T 4,800
(D) X 4,700

A machine was purchased on 1% April, 2010 for ¥ 50,000. Its life is
10 years and its residual value is ¥ 2,000. Amount of Depreciation

according to Straight Line Method in the 3™ year will be
(A) T 5,000

B) T 4,900

(C) T 4,800

(D) - 4,700

i % fosha | gT A @ WERa fFE s @

(A) TEi @ o

(B) wm-EIH @ #

(C) 7w @d #d

(D) w99 @ ®

Profit on Sale of Machinery is transferred to
(A) Machinery Alc

(B) Profit and Loss A/c

(C) Depreciation A/c

(D)  Reserve Alc

17 P.T;0.
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T O F 8 ? Fieule feRvil # weEdr ¥ ufaw W ey daR i |

What is Promissory Note ? Give the format of a Promissory Note
with imaginary details.

TEF T A g ¥ frafated el § @ UsAmen sfafgdt & s

(A) ufggem fafy 0% foe = 3 U@ W@ S 2 SR ¥ W OYTE I
& forn < # |

(B) & 9% ¥ Ferdl wa rad W faar S @ |

(C) @ w9 ¥ gd werdt (o) W gmam fafy § @ & Jam o foan s
g1 |

What Journal entries will be passed by the drawer in his books for the
following :

(A) A bill is retained till due date and encashed on maturity.
(B) A bill is discounted with his Bank.

(C) A bill is retired under rebate before due date._

1 Sad, 2012 H FEw 4 W H T 5,000 A H oA =0 | 6 e wfw A
I FW TAHY FW fo@ gL 3 AW & fad W wWifd ¢ & | gm fify | faa
F TEAA & T | AGF H TS § UsHmE SfaEdr S | 5

Oon'1% January, 2012 Satish sold goods to Shashi worth ¥ 5,000. On
that date Shashi accepted a bill drawn upon him by Satish at 3
months. for the amount. On due date, Shashi honoured the Bill. Pass
the Journal entries in the books of the drawer.

‘W’Ww@ﬁ%?ﬁ@m@ﬁf%aﬁamﬁmi

What is meant by the errors of ‘principle’ ? Give any two examples of
such errors.

A e ¥ FE 99 IR ST S dee AR & ¥ o 9| A A o

State any three examples of errors which cannot be located by the
preparation of Trial Balance.

18
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23.

24,

25.

26.
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T FEA F T HYd TS F FE A9 o FaqEs |

State any three advantages of charging depreciation by Reducing
Balance Method. -

Wwﬁwmﬁaﬁmﬁmaﬁ@ﬁmaﬂﬁwmaﬁmﬁmm
ST 8 3% GHEET |

Explain the factors to be considered while calculating the amount to
be charged as depreciation on an Asset.

2w sfrear fafee 4 1 8@, 2008 H & #YiA0 ¥ 3,00,000 ¥ %4 & foga
AT FEE 10 99 o1 | 10 7% ¥ Sw 9 SR T T 30,000 BT
s of amv-grf @ ¥ foged o g g @ ufe @ e i g s ad
59 R T g™ FeT W W f JW AT | g G W@ vefa F o S
2 | _
Tarex India Ltd. purchased a machinery on 1% April, 2008 for ¥ 3,00,000
whose life was expected to be 10 years. Its estimated scrap value at the
end of 10 years was ¥ 30,000. Find out the amount of depreciation to be
charged to Profit and Loss A/c every year and also calculate the rate on
which depreciation is to be charged every year. Depreciation is charged by
Straight Line Method.

fafrma v 3 g1 @ 2 fatma o @ e o fauarstt @ g |

What is a Bill of Exchange ? Give any three characteristics of a Bill
of Exchange.

Usmen sfafedi & wegm ¥ fafafed swfedl & @enes S

i) ¥ 3,000 959 & Wi W IGENM W 4 379 fe Iwwm H feRan, @R
IHH IR FE Ael fRA TN |

(i) - @EeE % ST ¥ W Al EHER oS e #® Asgd & T 10,000 &
&g weigd @d # fom@r |

Rectify the following errors through passing Journal entries :

(i) Goods worth ¥ 3,000 used by the owner for his personal use have
not been recorded anywhere.

(ii) Wages paid ¥ 10,000 for makmg funiture for office was debited to
Wages Alc.

19 P.T.O:
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28.

29.

30.
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N0 Gigd aqrRe f5 w1 fafafed 99 & o1 39

() ofc fFElt 7S | TG g °% SIGT @ SN @ O T8 §F & @ H o
i

(i) 0 F N F TIAOW Hed & Afed @ § AW fagr S |

(i) 3= @@ §3T S AW @ § |

(v) A F T & &9 qE famer G @n § S e | |

State the following with reason whether they are correct or incorrect :

@{) If a cheque received from a customer is dishonoured, it will be
credited to Bank A/c.

(ii) Interest paid to Kalpana will be debited to Kalpana’s Personal
Alc.

(iii) Suspense A/c always shows Credit Balance.

(iv)  Goods distributed as free samples should be credited to Sales Alc.

of BA W T A A 8 7 TE FA Wiem Sl 2 ITH SR FN
HHEARY |

What is meant by Suspense A/c ? When is it opened ? Explain with
a suitable example.

e el @ e qeTd g 8 2 I R aF i @ e S |
What is meant by Accommodation Bills ? Explain any three
advantages of such Bills.

s et ¥ Frefas QR % forg A SRR AR

AR Wi @, S HifeE & T 5,000 & ¢ 4, F€EEOT T 2,000 T 39

9 ¥ 250 SIS §fed 9 & fou AU faw & 2 "R & fov SR & fHar
™|

Pass the Journal entries for the following transactions in your own
books :

Renewed our acceptance in favour of Kalia ¥ 5,000 paying ¥ 2,000 in
cash and a new bill for the balance at two months with ¥ 250 as
interest.
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32.

35

fraffaa e @ 3% HC

(i) s g ® H T 1,800 F TN WS A @l fordl T |

(i) =& & T 16,000 #mﬁméﬁaﬁm%%wmnaﬁ%w
i fadt ™ # |

(iii) TN AEE /R EW T 10,000 F A 3Tk s W ¥ A A
mar |

(iv) ‘oF q A gell & SARETE ITEM & faw @ wFgel T 20,000 H %A
fFanr wifF 38 FRleE TR @M & W foa fean mar |

Rectify the following errors :
(i) Bad debts recovered ¥ 1,800 not yet recorded in the books.

(i1) An amount of ¥ 16,000 received on account of interest was
credited in the personal A/c of the person who paid interest.

(ii1)) Received a sum of ¥ 10,000 from Gwala, a debtor, was debited to

his personal A/c.

(iv) ‘A’ purchased a computer for ¥ 20,000 for his wife’s personal use
but was debited to Office Equipment A/c.

. o8, de. fafies I ts ovie T 40,000 ¥ 1 S, 2006 H FF I | T
fofa fomr mn f6 Aeiel W 20% wfed wArE wedt vsfd @ @ oA Sw |
30 §F 2007 & ¥ 20,000 ¥ UH R WA HF & T q¥ 1 FHEd, 2008 H
dwd 7 & %3 T 10,000 ¥ fFm w1 4 a0 & faw, 31 RwwR, 2009
T g 9 I a% & o, Wi @ daR #ifSe 98 A ge fF E wfad
31 fegmm @ & a=< A 7 |

XYZ Ltd. purchased a machine on 1% January, 2006 for ¥ 40,000. It
was decided to depreciate the machine at the rate of 20% per
annum at diminishing balance method. On 30" June, 2007 another
machine was purchased for ¥ 20,000 and on g January, 2008 one
more machine was purchased for ¥ 10,000. Show the Machinery Alc
for 4 years upto the year ending on 31%° December, 2009 if the books
are closed on 31°° December every year.
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(iii) Z=ww (fagr) sl fe<d
Typewriting (Theory) English/Hindi

g [eT :

G)  §F 9 g 11 y97 & | g 397 AT §

(i) ¥A%F & % F97 F G T MW &

(iii) J¥T G&F-1 5 0% & J9F 599 1 3% & & | 57 J9l & FH & I<
g 0% JF 7% & GFd & |

(iv) 599 §&T 6 T 10 7% F39% 5972 3% & & 1 379 5991 # § 9% & TH
60 V=l @ s 78 g1 =RT |

(v)  §99 G 11 &= IR & 599 8 | §9 99 7 IW 120 V= G AoF

g =R | -

General Instructions :

1.

35

(1)
(i)
(iii)
(iv)

(v)

This part has 11 questions in all. All questions are compulsory.
Marks are indicated against each question.

Questions from serial no. 1 to 5 are of 1 mark each. Answer of these
questions may be from one word to one sentence.

Questions from serial no. 6 to 10 are of 2 marks each. Answer of
these questions should not exceed 60 words each.

Question serial no. 11 is a long answer question. Answer of this
question should not exceed 120 words.

R TR | el F gud & fau W & wa Fé R S | w49 2

The eraser is not used for carrying out corréctions on a Stencil
Paper. Why ?

TEIE W R FEAT a1 9 YR/ W IET ST ol T & YRR 3 SEarear
I F| AT TR § ? 399 UF 999 § 9UER |

Cutting a stencil on a typewriter or typing some matter on a plain
paper, both are the same thing. Do you agree ? State in one sentence

only.

TAT g VR FI BT & fC W& § o9 ard Y §uiEd Hod $ Jaq5T |

Give the proof correction symbol used to ‘omit the word indicated’.
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o fam e & AT 33 § o Sl g% HenYA Hhd S aaRy |

Give the proof correction symbol used for inserting full stop.

fen. &1 gof &9 ST |
Give the full form of K.G.

Bfger Fred w9, oAl F @7 W IE I gUW I 8 2 98y § 9T |

While cutting the stencil, how can the mistakes committed be
removed ? Explain in brief. '

RSN R LfHd Fed 999 9 § @ a6l S o gedfadl & 9dq5e |

State any two precautions which you will take while cutting a stencil on
a typewriter.

TRY Fd gF frfafaa fom ol & @ ¥ 1@ qo @ & a1 oY fRaa
WH BEN ?

i) 31y fom

(i) gof fomm

How many spaces will you leave before and after the following
punctuation marks while typing ?

(1) Comma

(i'i) Full stop

Frfefan ¥ foe sefer s A -

(i)  offteg Hm
(i) wEQ

(iii) wfq a9
(v) ¥g-Ar

Give the standard abbreviations for the following :
(1) Office Memo

(i)  February

(iii) Per annum

(iv) Press-Note
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10. ﬁfﬂaﬁzﬁwaﬂﬁ@m%?@mﬁmwml

11.

What is meant by stencil plate ? State its uses in an office.
eruuEfen § 7fa sem & framl i fawr § wHeET |

' HIA1 ;
el faaor it 2T &9 & fau efymn fulfe =@ = 9fF § g9 |

Explain in detail the rules of increasing speed in typewriting.

OR

Explain the procedure of setting margins while typing the matter.




