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General Instructions :
(i) This part has 40 questions in all.
(ii)  All questions are compulsory.

(iii)  Questions from serial no. I to 18 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. 19 to 34 carry 3 marks each. Answers to R

such questions should not exceed 10 words.

(v)  Questions from serial no. 35 to 40 carry 4 marks each. Answers to

such questions should not exceed 150 words.

(vi)  Attempt all parts of a question together.

1.  fraffea § @ ot o g, TR @@ Y 1
(=1) FfTaa wam a0 (7)) de 3 = iR A
(@) <relenTef =or o6 YO (3) uRadHE

" ‘Which one of the following is not a feature of debentures ?
(a) Specified maturity period (b) No voting right
(c) Longterm debt instrument (d) Variable return

2. T2 s off gfoe, St g Al 7 e @ ? 1
(=1) fafsre s (%) =nforfsemes o
(@) wEadw (3) wEHR Sh
In which category of banks, does State Bank of India fall ?
(a) Specialised banks (b) Commercial banks
(©) " Central banks (d) Cooperative banks
35/1 3 [P.T.O.
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frffa A e AR FA &

(a7) o o (s) iR s s e
(@) W e () o it

Which of the following is a current liability ?

(a) Issue of debentures (b) Issue of preference shares
(c) Public deposits (d) Bank overdrafts

Creferfae § & o 1 T S A A 7
(37) sroTe FTE

(=) et s w2 =

(@) e 3T

(3) ok & eI F

Which of the following is owned fund as a source of finance ?
(a) Issue of debentures

(b) Loan from L.IC.

(c) Retained earning

(d) - Long term loan from bank

gt ot Pt o A A
(a1) e v 3 g (=) g i e 3 g
(@) TR I % o1 (3) R =R
Issue of share is a source of finance for :
(a) Partnership firms (b) Joint stock companies
(c) State enterprises (d) Sole proprietorship

4
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6. Frefien @ fre o areien S A d ? I
(31) o = et (7) =g
(@) . oh. fom o @ wm (3) wiaeria I
Which of the following is an internal source of finance ?
(a) Issue of debentures
(b) Public deposits
(¢) Loan from LF. Corporation of India
(d) Retained earning

7. Tafafen § @ ddeef fr s dm s we? 1
(37) 3URNFH
(F) e erfufeed
(|) Hri=riRt
(x) . forra S 9 =W
Which of the following is a source of long term finance ?
(a) Credit purchases
(b) Bank overdraft
(¢) Factoring

(d) Loan from Development Bank of India

8. Ty Ul (Wi o) U SISTR § 5Ia - 1
() TEw -y
(@) W - fse g R
(@) fngfert = sa-Tosea dar e
(3) wrewwRl = wa-Towa g

35/1 5 [P.T.O.
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Stock Exchange is a market where

(a) Goods are sold and purchased

(b) Building are bought and sold

() Securities are bought and sold

(d) Motor cars are sold and purchased

oo e ol SR T Yl T e ® 1

(a7) aifereRm 37Eit o e 3R
(@) oA el g

(@) o ST o B g
(3) W% IURHA G

A joint stock company receives debts capital through :

(a) Issue of preference shares

(b) Issue of debentures

(c) Issue of equity shares

(d) Purchase of goods on credit
e ¥ R w T AR R 1
CIRSCIEIRE (@) Tt
(@) Tohg TSl Y AT TR (7)) gE ofisR
Which of the following is a negotiable instrument ?

(a) Payinslip

(b) Bills of exchange

(c) Cash memo of goods purchased

(d) Proforma invoice
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TF MeF BT A et an dEn s aur e S g A Feeres

gﬁmﬁaﬁz{maﬁw%:
(a7) v=aSE T § (@) Fehwmd
(W) <@ (z) Torfor s e &

A banking facility enabling customers to deposit or withdraw cash during a

day at any time, any number of times is possible in :

(a) Savings bank A/c (b) Fixed deposit A/c

(¢) Current A/c (d) Recurring deposit A/c

% 1 W 2013 i FRiTEE T man, e w19 2011 SRR R, 98

AT
(=) Topa (=) g feren-frer 9
(®) om 6 aiE F 9 (2) e $ ai@ s 9%

A cheque issued on Ist March, 2013 and bearing the date of 1st March,

2011 is called :

(a) Mutilated cheque (b) Stale cheque

(¢) Antedated cheque (d) Post dated cheque
et i A dm T e FA A 7

(37) TTEEh! Sl SHRG ST @) wEwE

(W) TTEhT ! T T (z)  THT SRR T

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

(b) Agency work

(¢) Giving references of the customers

(d) Accepting deposits

[P.T.O.
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@%mﬁﬂmﬁmﬁﬂ%@ﬁ%ﬂﬁéﬁ%,w%: 1
() oW =% (3) oMW TH

(@) iifehd =1 () o=

A cheque which bears two parallel lines on its face is called :

(2) bearer cheque (b)  order cheque

(c) crossed cheque (d) mutilated cheque

e <) R e Een W i st (ST 1 g ¥EH R €,

T FBAE 1
(31) T8 = @I (F) T SHT G

(€) e ST @ (g) frmicr@Emm

The customers can avail the facility of overdraft in case of opening the :

(a) Home safe A/c (b) Fixed deposit A/c

(c) Current deposit A/c (d) Recurring A/c
ﬁﬁmzwﬁﬁmwa@awﬁmﬁmﬁ@aﬁnﬁgﬁmﬁmﬁ%: 1
(1) T (=) SR

(@) Fe e (8) I SR

A banking facility enabling customers to deposit or withdraw cash 24 hours

a day is called :

(a) ATM.

(b) Credit banking
(c) Net banking
(d) Phone banking
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19.

20.

35/1

frafafed § adwiee sx F s B A e? 1

(e1) e o= ffice (@) oREEd S ffiee

(®) e AT w2 (@) s fafies

Which of the following is a Public Sector Bank ? »
(a) Ing Vysya Bank Ltd. (b) Sarswat Bank Ltd.

(c) Bank of Baroda (d) Vaishya Bank Ltd.

TG UGS % T HEd & (S HIE9H ¥ Tsh UTesh 310 sieh ohl 0t | fetfaa emat

1 YTCh / AT AT ST <Rl ST ST o1 STTeT ST & - 1
(31) SRR (@) =%
(w) o (2) T

The instrument through which a customer orders his‘her bank to pay the

amount written in the instrument to the bearer/order is called :

(a) Bank draft (b) Cheque
(¢) Promissory note (d) Bills of exchange
Torré sft = oo e et Rt off Tt = wa | e | 3

Explain in brief any three factors determining the fixed capital.

(i) ATt % QTSRS o (if) S f&d w6 daa | awensd | 3

Explain in brief (i) ploughing back of profit and (ii) public deposits.

9 [P.T.O.
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TG 1 TG L T, T 1 & 2 =Tt &t erit o1 wwesd | 3

Defining debentures, explain any two drawbacks of their issue.

Fe=RIT qaifErr 37T o1 Teh ROt g it s W e 8 arer fobed ol
T Y T Hifs | 3

Explain any three advantages of issuing non-commulative preference shares

by a company.

ey Taufur o et e e1framed wepn < =men Shife | 3

Explain any three essential features of Stock Exchange.

(i) Torfmrer e e (if) &af omion S % @1 auemed ) 3

Explain the meaning of (i) Exchange Bank and (ii) Regional Rural Banks.

ST ST oh ShIS oI hTd GHSTE | 3

Explain any three functions of Agricultural Banks.

TERIGT ST @I 1 7 A Biel &7 59 W0 & UEed § I9A § o1 sreft
YR ok ATH TT SR STaTEY | 3

What is meant by Recurring deposit A/c? Explain the names and uses of the

books used in the operation of this account.

10
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T eh S TeRTT oo & TSI T STk Gl SIS <hl ARG shitsTa | 3

What is electronic banking ? Explain with its two advantages.

AT FsTe sieh & fonea] i ol bl s Shifs | 3

Explain any three functions of Reserve Bank of India.

2o w1 o 1o v 3w ! wHEsT | 3

Explain the meaning and use of debit card.

e g 1 TR HITSTT T ek ST02 T YT S 3 SIS &1 AT SielTed | 3

Define bank draft and explain any two advantages of making payment
through a bank draft.

“fersTT o 0 B &7 o Wi o # afore wedl <l s iy | 3
What is promissory note ? Explain the parties involved in a promissory

note,

T FUET T T 95 | 1S A ST srarss | 3

Give any three differences between hundi and a promissory note.

11 [P.T.O.
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33. Wwﬁ%m%WﬁWmeﬁﬁ?%@:m| 3

What are the advantages of using cheques to business community ? State

any six.

34. @ﬁa%ﬁr@mﬁwwwmﬁﬁmé?wﬁwaﬁtﬁmﬁ%ﬂ
STEY Brell &7 3

What is meant by the notice of dishonour of a bill ? When is its necessary
to give and to whom ?

35. &% 7 9uq 8% W & T e A 27 T & W s @1 997 SR N e
TF U R RSy 4

What is meant by savings bank A/c in a bank ? How do the savings bank
Alc in a Bank and a savings bank A/c in a Post Office differ from one
another ?

36. ffcifd =i g8 & wngmey 4
(31) =i fam
(%) et yrew
(|) foret o1 Teffraptor
(3) A=

35/1 12




Explain the followings in brief :

~CAREERINDIA

(a) Trade Bill

(b) Holders in due course

(¢) Renewal of bills

(d) Noting charges .
37.  angRe eEgE # o % wew & frdl =R fargedl =l wweed) 4

Explain any four points of importance of finance in modern business.

38. R H Wy Tafn 3 fhedl <R e T ot e i | 4

Explain any main four functions of Stock Exchange in India.

39, ST T o hYE = Y THeEsy | 4

Explain any four benefits of inter company/corporate deposits.

40. S arfirfrens qen Tone W@ % 319 GHSEY qUT SFT B g IS | 4

Explain the meaning of bank overdraft and cash credit and differentiate
between them.

35/1

13 [P.T.O.




1aHlIIEEIIINIlIl-\

(i) STEETAT AT HE TR & AT
(i) ELEMENTS OF BOOK-KEEPING & ACCOUNTANCY
i aue : 3 52 ] [ Sfeeam 37% - 90
Time allowed : 3 hours ] [ Maximum marks : 90
T & : :

(i)  FEYFTH FeT 36 T

() @ T A § 1

(iii) T g g ¥ 18 7% Fglawcdiy I & & Yo UF 3% = & B
Pl 7 & i freew 91 SR-gf 7 R 21

(v) T T & T IO @y g w1 E)

General Instructions :

(i) This part has 36 questions in all.

(ii)  All questions are compulsory.

(iii)  Questions from serial no. I to 18 are Multiple Choice Questions
carrying one mark each. These are to be answered by writing the
correct option in your answer-bool.

(tv)  Attempt all parts of a question together.

1. 31ﬁzo1zﬁ@mﬁm%mmﬁﬁﬁmwﬁwﬁ@

Bf 1
(31) 3gems 2012 (&) 298 2012
() 492012 (3) 1382012
A bill drawn for one month on 31% May 2012 will mature for payment
on:
(2) 3" July2012 (®) 2" July 2012
() 4" uly2012 (d T July 2012
35/1 14
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yfersn = =t Fwfor R s 7
(%) wEREM

() STRREA

(@) sS®Em

(2) SRl AT gl g
Promissory note is made by the :
(a) Creditor

(b) Debtor

(¢) Bank

(d) Endorser

~

ferferer ot o1 ST TR ST § ¢

(31 (&)
@) W (Y (@)
Bills of exchange can be endorsed by :

(@) Creditors (b)
(c) Endorsee (d)
e T o & wail 1 g gl |

(31) & C))
(@) =W ()

A bills of exchange has the parties :
(a) Two (b)
(¢) Four (d)

15
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PRI Ca AR
LR

Endorsers

Debtors

&=
T W RIS TR

Three

None of these

[P.T.O.
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Tl T2 R A feret o Terepeltenen 2 e 2 o S o e & e s
BTg

(21) wleremat @) =

(®) e foret e (3) WlmEm

When a discounted bill is dishonoured, the account to be credited in the

books of drawer is :
(a) Drawee (b) Bank
(¢)  Bills receivable A/c (d) Bills payable A/c

fafima v % fowepa 89 6 e & fooft (AifE) =@t @ ww ore: gemE
q?:?ﬂ%

(37) dEHH (d) crETRal =

(|) T STk i () o 9 foreft ot oft

In case of dishonouring of a bills of exchange, noting charges are ultimately
borne by :

(a) Drawer (b) Drawee

(c) Payee (d) None of these

Torforerr ot o1 aam &, v R e = = s e e 3, 98 wRenAn d |
(1) T UTHeht (&)  S=H wTEEs
(@) et (3) E=H

In the case of bills of exchange the party which is ordered to pay the

amount is known as :

(a) Payee (b) Endorsee
(¢) Drawee (d) Drawer
16
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T B T 5,000 Hed o WISl 1 SATRAT S92 H o1 0 @1 % AT 8 1
(31) fomrm (/) e
(@) IWR (®) ==

Goods worth X 5,000 taken by the proprietor for his personal use should be
debited to the A/c of :

(a) Sales (b) Drawings

(c) Debtors (d) Purchases

If-a @raT A e 1
(1) Tm¥m (@) wmidw

(®) eEiHE S (8) T of

Suspense A/c shows :

(a) Debit balance (b) Credit balance

(c) Either of the two (d) None of the above

Teh T8 TR o TATO =, 9 8 forg 9 =R 1
(31) #=glis (@) UwsH

() wefirs (3)  Tufte ) Aot Atk

Installation charges of a new machine should be debited to :
(a) Wages Alc

(b) CashA/c

(¢) Machinery A/c

(d) Labourer’s Personal A/c

17 [P.T.O.
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7T 3 AR ST T & W St T, ST ST ST e 1
(31) -7 (&) wE @

(@) feshramn (3) =TT Y T Wi

Goods destroyed by fire during the year, should be credited to :

(a) Profit & loss A/c (b) Purchases Alc 2
(c) Sales Alc (d) Loss by fire Alc

ﬁmﬁfﬁmﬁwww?woowﬁmaﬁ%wﬁaﬂi

?4000%@@|a§@gwq@%ﬁm@%éswﬁ%@mﬁﬁ: 1
(31) ¥ 3000 (=) T 4000
(®) 7000 (3) T 1000

Commission paid to salesman amounting to T 3000, was credited to

commission A/c with ¥ 4000. In rectifying entry commission A/c will be

debited by :
(2) 3000 (b) 4000
(c) 7000 (d) T 1000

T IMYfeisha! i T 800 T TIet aaE T, WA Ea wd § 36k Sl
art & 5, 1800 ST S R T | e R & syt % @ § A | o

SR 1
(31) ¥ 1000 (@) T 2600
(@) %3600 (8) T 1600

Goods worth T 800 were returned to the supplier. His personal A/c was
credited by ¥ 1800 in ledger. In rectifying entry supplier’s A/c will be
debited by :

(a) 1000 (b) T 2600
(c) T3600 (d T 1600
18
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15.

16.

3541

TITS et o1 STSre B R

(1) shfeep zz-ge @

(F) TSR g d et e @

(|) % I s o

(@) wHa = off v

Obsolescence arises in Fixed Assets due to :
(a) Physical wear and tear

(b)  Fall in market value

(c) Introduction of new technology
(d) None of these

@‘qygﬁmﬁf’wﬁnﬁrﬁgaﬁﬁmaﬁ@maﬁqmwéw%?
(31) Trsspefor

(F) | = B

(@) w-w

(3) wHfdH IR e

Q}AIIEEIIINIIIA

Which of the following may be the cause of charging depreciation in case

of ‘Leasehold property” ?
(a) Extraction

(b) Lapse of time

(¢) Tear and wear

(d) Fall in market price of the property

@mmﬁmmﬁmmmaﬁwﬁm@aﬁm%:

(1) SIRfEE goo (F) SrERE g
(®) T Tkt e (8) ==
19
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Estimated sale value of an asset after its working life, is called :
(a) Original value (b) Scrap value
(¢) Resale value (d) Book value

17. us mafa 1 3 2012 1 T 50,000 F A A T e st 10 99 @
T TEHT SN e T 2000 ¥ | Tl e v i faftr & A wd B g -

EIRUERSUIR 1
(31) ¥ 5000 (&) T 4900
(@) T4800 (® 4700

A machine was purchased on Ist April 2012 for ¥ 50,000. Its life is 10
years and its residual value is T 2000. Amount of depreciation according to

straight line method in the third year will be :
(a) <5000 (b) 4900
(c) 4800 (d) 4700

18, TwfRRi sl A A ae @ =R SRR S g 1
(31) ww-gHEa
(@) wwfaEad
(@) T=EEed
(37) AUREEH
Gain on sale of an asset is credited to :
(2) Profit and loss A/c
(b) Asset Ac
(c) Reserve Alc
(d) Trading A/c

35/1 20
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19.  AfST = 1 i ¥7 Freufien Sfast s wETan & Th Sl o= 6 T
iy 3

What is a promissory note ? Give specimen of a promissory note with

imaginary figures. **

20. FfaRea & forg we S graest ¥ dsmE sfafat SRk ;
VT 3 AT | ST SAFE T 15,000 1 2 TE % v Tefiefieer S amEr
HIET 10% ATMeR hI AT Hl Tohe YA F T AR 3 0 Tame 2
TR fret Bt AetieRtr 8 | 3

Journalise the following in the books of Mohan :
Shyam requests Mohan to renew his acceptance for ¥ 15,000 for 2 months.
Mohan agrees to it provided interest is paid @ 10% p.a. in cash. The bill

was renewed.

21. s fofiwa w3 forer vy aftifer €1 87 3% 90 samee ok e afa
T | 3

How many partiés are involved in a bills of exchange ? Name them and

explain with examples.

22. g srpfeat s B 7 U R <) eyl 3 sere difvy 3
What is meant by errors of principle ? Give any two examples of such
€rTorS.

35/1 21 : [P.T.0.
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25.

26.

27,

28.

3571
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RCIRETJIGIE] W@Wﬁﬁaﬁ%éwﬁ%wmgﬁ@%mum
e g

State any three errors which affect the Profit and Loss Account after their

rectification.

wmaﬁm%@m%ﬁé?ﬁ?mmﬁl

State any three advantages of charging depreciation by reducing balance
method.

mﬁﬁmmmﬁ%wmaﬁzﬁmﬁﬁl

Explain any three factors of charging depreciation on assets.

qm%ﬁmgmwzﬁ%ﬁ%zﬁqmumﬁl

Explain any three causes of charging depreciation on assets.

@é@%mﬁa@a%@ﬁwmﬁwﬁﬁmwaﬁ%mﬁm
Fera FaH} S IS ST Ul 17 EHeE |

What possible steps may be taken by a drawer after drawing a bill and

getting acceptance of the drawee. Explain.

ﬁﬁ%@ﬁ@%ﬁmﬁmuﬁﬁﬁmgﬁﬁﬁm
@) ?30,0003%%@%@@%@3?@%@\
Gi) Tosmmamad R 1000 1 SET 5 AT SEl H Teha |

22
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29.

35/1

Rectify the following errors through passing journal entries :
(i) Credit purchase of goods ¥ 30,000 recorded in sales book.

(i)  Sales Return ¥ 1000 entered in purchase returns book.

WWW@WWWWWW%@%@@W

TR : 4

() T A T 8755 T IUR IS 1 HI 3% AT @A | T 5578 T
™3I

(i)  TSL ! IUR W 1 f55a T 6580 Ik AfeeTa @ | T 8560 ford
™E

(iii) ¥ 10,000 1 Fehe WA TR =1 oraTeR T @a @ € 1000 | 6
TS

(iv) T 500 e HeiT= 553 o1 TG BeiT=r @I A T 5000 ¥ foram mam 3|
Rectify the following errors which have been detected before preparation of
trial balance :

1) Credit purchase of goods ¥ 8755 from Gyani was recorded in his
personal A/c as ¥ 5578.

(i)  Credit sale of goods T 6580 to Raju was recorded in his personal A/c
as T 8560.

(ili)  Cash sale of goods T 10,000 was credited to sales A/c as T 1000,

(iv)  Cash purchase of Furniture ¥ 500 was entered in Furniture A/c as
% 5000.

23 [P.T.O.
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30. Wﬁtﬁmw@ﬁ%mﬂﬁqﬁmwﬁﬁmﬁm%l 4
Give examples of any such four errors which are disclosed by preparation
of trial balance.

31, o EREd sard B wn Refifan wa e § 9 e 4
) mﬁﬁ'ﬁﬁﬂ%ﬂg@nm,ﬁmw&wmm%l
(i) T T Gea A I S ¢ |
(i) St gra ST I o ferg frepre T AT TR @I § ST TRl

ST g

(iv) %@m@m%mmﬁméﬁmw%mﬁ%@m%l

State with reasons that whether the following statements are true ot false :

(1)
(i)
(iif)

(iv)

Goods distributed as charity should be credited to sales Alc.
Suspence A/c always shows debit balance.

Goods taken by proprietor for personal use is credited to

drawings A/c .

When a cheque received from a customer is dishonoured it is

credited to the customer’s A/c.

32. mﬁmmmmwmﬁ%?msﬁﬁrﬁeﬁ?ﬁﬁwﬁﬁw@l 4

What is meant by charging depreciation on assets ? Explain any three

characteristics of depreciation.

35/1
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33. mwam%ﬁnawﬁwmaw@%ﬁmwwmﬁml 6

Explain differences between a promissory note and a bill of exchange and
give specimen of a bill of exchange.

34 TH T 1000 1 T foIT ST0 G % a1 Son B et 0 o e of F 050 Wy
aﬂ%magﬁawﬁr&xmmawm)éwm)wmw
(iﬁ)ém?ﬁgwaﬁﬁﬁawﬁammwﬁﬁmwmmqﬁw
LRUEA S 6

A bill receivable for ¥ 1000, which was discounted at & 950 after receiving
is dishonoured. Give journal entries to record the transaction from receiving
the bill onward in the books of (i) Drawer (ii) Drawee and
(iii) Bank.

35, omgRarit o e 3 o T T P v R 6

State any six steps to locate the errors.

36. TF WH A U W 1 7§ 2010 ® 2 60,000 F 3 | 1 ST 2011 G
R 73 T 20,000 F 37 F| 31 BT 2012 %I TEeh 79 S 1 WE 2010 Y
maﬁrnéaﬁ?38,5001?%%13‘7@19%3@?@1?20%%@31%9?&?@
T T AT ST qAT @ 31 fogrem =1 5 99 €1 9 o % fore mfi
T I I | 6

A firm purchased a machinery on 1st May 2010 for ¥ 60,000. On 1st July
2011 it purchased another machine for 20,000. On 31% March, 2012, it
sold the first machine purchased on 1st May 2010 for ¥ 38,500.
Depreciation is provided at 20% p.a. on the original cost each year.
Accounts are closed on 31% December every year. Prepare machinery

account for three years.
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(iii) Feo (Rrgrea) eirsft sreran fo=dt
(iii) Typewriting (Theory) English or Hindi
fyffaaag : 2 w92 ] [ 3T 379 : 30
Time allowed : 2 hours | [ Maximum marks : 30
a5

35/1

(i) 5 997~ 7 T 15 59 & | et 5 ST €

(i) 5 HEAT 1 @ 6 T % N qga D2 IR AL & AR I 7 1 37 FT
gl

(iii) v G 7 & 12 3% TN T 2 3 H1 81 59 S BI2 61 A6y I
60 3=z T 797 & 3iferes & 72 g g

(iv) T EE 13 ¥ 15 T Gedh I 4 o7 #1 &1 T8 @ Jedh @I I 120
Weal & 3118 7 78 &7 F11e

General Instructions :

(i) This question paper has 15 questions in all. All questions are

compulsory.

(i)  Question no. I to 6 are very short answer questions and each

question is of one mark.

(iii)  Questions from serial numbers 7 to 12 are of two marks each.
Answer of these questions should be short answer type and should

not exceed 60 words each.

(iv)  Questions from serial numbers 13 to 15 are of 4 marks each. Answer

of these questions should not exceed 120 words each.
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35/1

ST -JEeToh (Sh-Teh ) AT 1 -Usfeh (I Ti12) F o ST 27 1

What is the difference between a work-book and work-sheet ?

T ES M H Al : D4 I 7 ot dfirat () g 1

How many rows will be there in the range Al : D4 in a spread sheet ?

e form gt ot o o @ weet s e # a7 el Fw BT 1
i) sewiE

(i) ot forrm)

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

(1) inverted comma

(i) full-stop.

|t g1 foha s 2re fom T T ST A sue erswEte e AR we
2050 i u 7 1

How many words will be deemed to have been typed by Sarita if the
strokes in her typewriting test paper are counted as 2050 ?

T Y[ ST 1 1 1 BT 27 1

What is the job of a proof reader ?

27 [P.T.O.
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Frefeiiaa mﬁamﬁ%mmsﬁsﬁm%ﬁwwmw?
@) o T e

(i) weAA TEARL?

Which proof cotrection signs will be used for indicating the following :
(1) Insert question mark

(ii) Centralise

wTE (¥et) Al, B2 I B3 Hog g g

Al=20,B2=40,B3=10
it (TERTE) = Al + B2 * B2 3pr 7 rioTH ferm?

The contents of the cells Al, B2 and B3 are as follows :
A1=20,B2=40,B3= 10

What will be the result of the expression = Al + B2*B2?

Fﬂﬁ@%@!ﬁ?ﬁﬁﬂ%@ﬁa%ﬁmﬁqﬁ-@ésﬁémmmﬁ?
@) Tt g A,

i) < g () T

(iif) gﬁa@aaﬁﬁﬁm%,

(iv) o T e Gl 8
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10.

11.

12,

35/1

lailllliillllllllﬂ

What keyboard shortcuts will you apply for the following in a spread-

sheet?

6] Copy the selected range,

(i1))  Save the document,

(iii)  Print the document,

(iv)  Open a new file.
fepeeff =R zrgwrrsion it =t e s |

List any four typewriting errors.

1Y RIS § Y[ 7Ifet <l IO 8 Rt B 7

How do you calculate net speed in typewriting ?

T S o T STfEdl 1 R TR war TR ST § a9 st feen

ST e?

How are mistakes detected and corrections made at the time of proof

reading ?
forerferRad 7 weite farg wm awia 7
Qa #
i Y
(i) v/
iy T

29
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13.

14.

35/1

1aHlIIEEIIINIlIl-\

What do the following proof correction signs indicate ?
@ #
@ Y
@)

@iv) C

@mmé&wﬁﬁwﬁiﬁmmaﬁmé@r@ﬁammwmm ST B
ﬁwmmamm%mmﬁwl 4

Write the steps for creating 2 spread-sheet to record the marks obtained by
all the students of a class and to find out the average of the marks obtained

by the class.

What steps should be taken for the development of speed and accuracy in

typewriting ?
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15 R ge e i e g i 2 frfn 4

@ TRZ ety aggzws?h
P} ST s e
O I A G gy
@c/») Ty &2 eI 4 L ey &
Tt A
By o @ﬁa\rz/{\fm@fjﬁ__ g

35/1
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OR

Write the following incorporating the corrections as indicate :

M.

A,&%L@Wu_ o e W

%WMO(M)&LWWQ}_&

W (M,gw ,L‘V\ meuoaz&&\ ﬂ-n MT/’““’CZ

*0-—-

25

WMEE Mm%a‘o?w{”ﬁca__

W %«%Mﬁmmwmm%—

2

,W//on/umw adogut Runtlc

Umm,@&r 3 Sy [E,};/Mw_ 4'

g

Ay
U

WLL,!MW and A frrnllant Kot

d

2 poger Mo pufpomcs bosgheds M»M}m{
Cane gf w%@gwwwamw—w}aw

M’ = %M;-ﬁ

7
Lotk el b6 W iacaw“,t;% e

ab a dnuck febliv ol frme Ire gounal h T of

Mé{@ , Lrnch. A W Covern A)MLA—M‘ZM,QJ
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