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Note :

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.

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

ﬁwﬁ@aﬁ#@ﬁwmwmé:
i) g & T |

(ii)  FEIEEaT 997 dEieT & aed |
(iii) 2T (fGgr=) — 3731 rgar o<l |

ZFgr  (fggra) - i3S srgar o<l & faw (3ifasaq geg : 2 5§92 fer
3frEaq 37E : 20) |

(i) Eléments of Business

TifoeT &% a

General Instructions :

This part has 36 questions in all.

(i)

(it)  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) 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. 83 to 36 carry 4 marks each. Answers to
such questions should not exceed 150 words.

(vi) Attempt all parts of a question together.

qrar=y (89 :
i)  §F 9T FT 36 T E |
i) gt go7 s & 1
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Gii) 597 gew 1 9 16 7% Tgfameity 399 & 5 5% T ofF #1 8 | 390 @
Tl fagey # IW Yfegar & faaar 8

(v) 97 G&T 17 & 32 7% IOF 5T 3 SF B § | 7T FA F IR 10 Wa??r

d oife® & T g TeT |

(v) 5§99 G 33 © 86 % A% FIT 4 3H F 8 | 57 ¥ & IFHW 150 =)
- Ay & & g TR

(vi) TF 539 & G 977 U G & &

Which of the following is a source of long term finance ? 1
(A) Cash credit

(B) Bank overdraft

(C) Issue of shares

(D) Loan from friends for one year

frrffee # ¥ Sl fom @ @a s g ?

(A) 6 SHI
(B) % sffufasy
(C) 39 & faeima

(D) fm& 9w 98 &1 =0

‘Which of the following is the source of finance of Owned Fund ? 1

(A) Long term loan from Bank
(B) Retained earnings
(C) Loan from LIC

(D) Issue of Debentures
frafafad § 8 @ S & /7 @ S g ?

(A) &% T s =
(B) wiqaia

(C) o= s fm @ =W
(D) = & e

3 P.T.O.
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Issue of Debentures is a source of finance for
(A) - Cooperative Societies

(B) Private Limited Companies

(C) Joint Stock Companies

(D) Partnership Firms .

RO @ fnfee R da @

(A) HRSR 9 &

(B) it @fim (fafide) safw =

(C) wg® GSt wwfr &

(D) IRREA wH

Which of the following is an external source of finance ?

(A) Issue of Shares

(B) Loan from State Finance Corporation
(C) Ploughing back of profit

(D) Issue of Bonus Shares

frafofaa # & fom & s &9 i 8 2

(A) iy ftas
(B) ¥ fau i (VT TR0 SRURYA) T |0
(C) o F qAfAHESH

(D) =g 3 & e

Which of the following is a source of shorﬁ term finance ?
(A)  Bank overdraft

(B) Loan from Development Bank of India

(C) Public deposits

(D)' Issue of Debentures

frfafaa § Q@ s B & &id S99 2 7

(A) o afulbey
(B) ard™ oM §% ¥ =0
(C) < fEy

(D) Tl & fre



Stock Exchange is a market where
(A) Buildings are bought and sold
(B) Goodwill is bought and sold

(C)  Securities are bbught and sold
(D)  Furniture is bought and sold
Ty Ut (Wi EEe) 06 R @ ol
(A) zARE F HI-faRT B @

(B) I &1 s9-fka & 2

(C)  wieoffadi 1 swa-feesa B 2

(D) iR & wa-fRg g @

A Sole Trader arranges 10ng term finance through
(A) Issue of Shares

(B) Issue of Debentures

(C) Own Capital Investment

(D) Credit purchase of goods

T S A o W e &% @

(A) 3w frfma g

(B) wres frfme g/

(C) =@ & get faf@m sm

(D) W % 38R FF FA

Which of the following is a negotiable instrument ?
(A) Cash Memo of goods purchase |
(B) Bills of Exchange

(C)  Proforma Invoice

(D) Pay in Slip

frafafed ¥ @ vor foad st 8 2

(A T HT @ TERE WIS

(B) fafrmg @

(C) g=d e
(D) v S
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Banking facility enabling customers to deposit or withdraw cash
several times during a day is provided in

(A) Fixed Deposit A/c

(B) Savings Bank A/c

(C) Recurring Deposit Alc

(D)  Current A/c

@Wﬁﬁﬂﬁmmﬁmmmammm&mmaﬁwﬁﬁgﬁm

B g & S @
(A) gEfy s @a o

(B) w=d &% @ #
(C) ayad s @ #
(D) =n @ #

A cheque is issued on 1% March 2011 and it bears the date 20" August
2010. It will be called

(A) Ante-dated cheque

(B) Post-dated cheque

(C) Mutilated cheque

(D)  Stale cheque

@é@1Wzo1lﬁﬁvﬁamwaﬁrwwzomzomﬁmﬁ@?
2138 Fen

(A)  yd-femifea
(B) Fw-ferifra 4%
©€) foga 4=

(D) YO AER A%

Which of the folloWing is a primary function of a Bank ?
(A) .Accepting deposits

(B) Providing locker facility

(C) Giving references to the customers

(D)  Agency work

frfafee § @ % =1 e & st § 2

(A) S SEER & |

(B) @Rt &I gfam y&H &

(C) s @ wd

(D) T wE
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Banking facility enabling customers to deposit or withdraw cash
several times during a day is provided in

(A) Fixed Deposit Alc

(B) Savings Bank A/c

(C) Recurring Deposit Alc

(D) Current A/c

@mﬁﬁ?nmmﬁwmmwmwﬁmwﬁaﬁmﬁm'

S g & Sl 2
(A) gEfg s we §

(B) wud d% @d A
(C) 3Edl s @rd
(D) =g @ |

A cheque is issued on 15® March 2011 and it bears the date 20 August
2010. 1t will be called

(A) Ante-dated cheque

(B) Post-dated cheque

(C)  Mutilated cheque

(D) Stale cheque

Qaﬁﬁ?ﬁ1ma°2011aﬁﬁvfﬁamwaﬁ(mmzowzomaﬁam@m
2138w

(A) gE-fAifeg 3=
(B) I-ferifra =
C) fowa 9=

(D) = T AFR I

Which of the folloWing is a primary function of a Bank ?
(A) . Accepting deposits

(B) Providing locker facility

(C) Giving references to the customers

(D) Agency work

frefafaa § © S & qo7 & S § 2

(A) v EER & |

(B) e @ g Y FE

(C©) TS A wRH &

(D) wordt &
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A cheque which is not payable on presentation to the Bank but
credited in the account of the payee is called 1
(A)  Order cheque

(B) Bearer cheque

(C) Crossed cheque

(D) Mutilated cheque

w S s o% ¥ g S R I a8 fiea s e Tasd & @
¥ S faREr STr 2, eer @

A) IR = |

(B) wiw ¥%

C) Yw@ifFa 9%

(D) foga d%

The account on which Banks allow interest on deposits at highest rate

is called : 1

(A) Current Deposit A/c
(B) Fixed Deposit Alc
(C) Recurring A/c

(D) Savings Bank Alc

S W dE g0 fuean = g @ i fear e 2, 39e 9 @
(A) W S @

(B) gafg s/ @

(C) ofEal @l

(D) oud % @

A leaf by which the customers deposit their money in Bank is called 1
A ATM

(B) Withdrawal form

(C) | Cheque

(D) Pay in slip
ﬁ@m%ﬁmﬁﬁmﬁ%ﬁNWﬁaﬁaﬁﬁﬁwwm%
(A) wdLwm.

(B) & frprel wid
C) =%
(D) 9 H T

7 P.T.O.
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Which of the following is a Private Sector Bank ?
(A) Punjab National Bank

(B) Central Bank of India

(C) Sarswat Bank Ltd.

(D) Reserve Bank of India.

frefafag ¥ 9 foll &9 & d% Sw g ?
(A) U9E JIEe 9

(B) ¥=d d% % shsa

(C) UEd 4% fafes

(D) fizd d% 3% gfrem

The instrument through which a customer orders to his/her Bank to
pay the amount written in the instrument to the bearer is

(A) Bill of Exchange
(B) Cheque
(C) Bank Draft

(D) Promissory Note

IE 98 YOF @ TEE WeA ¥ TS Aew I 9F & o § fafgd ey & 6
H PEE A H ARY 7@ 2

(A) fafmg o3
B) &
C) % g
(D) g =

Explaih in brief any three factors determining the Fixed Capital.

Rl G @ feifa &9 o e O uesl @ e § 9T |

State the main functions of Industrial Finance Corporation of India
Ltd. .
A sl fag fam (sefeae wrAw s o sfer fafee) & 1=
4 TRy |

Define Shares and explain any two characteristics of Preference
Shares.

ol W o T Tw et afvi W R Q@ fawiwarit  osmen
FIfST | | |
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Explain any three disadvantages of the Debenture issue to the
company.

B=0qy frfag @ s & 29 Ot e IR el @ oy |

Explain any three essential features of Stock Exchange.

ey fauitr & fERl O e ool & e Sifsm

Explain in brief (i) Commerical Banks and (ii) Agricultural Banks.

(i) Tforfsass S qan (i) FH 99w 9 F g |

Explain any three functions of Exchange Bank.

fatmg o5 & &= &9 w3t = gagme |

What is meant by Current Account ? Explain the names and uses of
the books and slips used in operation of this Account.

I @ H FT SE Ol ¢ 7 9 WK % Jaed § S A S arelt TRkl a9l
ol & AW A gC 3T GaRy |

-Mrinal, a student of class XII, has attained the age of 18 years, and

wants to open a Savings Bank Account. Explain the procedure he will
have to adopt in opening this Account.

qune, St 1291 w0 o 2, Fre 18 9 1 o Wi WX o 2, oF § "wa oF
T G H TeEs ¢ | 39 Td R Wied ¥ AU 39% N S W are
FEfafy # qHHRET |

Explain any three main functions of Reserve Bank of India.

Tdg fied 9% % R 9 T I # aren $

What is Electronic Banking ? Explain any two advantages of ATM
(Automated Teller Machine) to an Account holder.

setee i T 1 2 7 WS WRER @ TELTH. (MY ok uyie) ¥ Wi &e
g 5 o o W geERy |

What is a Bank Draft ? Why is the payment made by a Bank Draft

considered better than the payment made by a cheque ? Explain.

% TR T B § 7 U uH W ST d9% SR N FU FL PEH B oW
o g S g 7 Wy |

9 P.T.O.
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Give the meaning of a Bill of Exchange and state its any four
characteristics.

ﬁﬁwqﬂﬂaﬁmﬁmmmaﬂﬁﬁwﬁmm@ml

State any three differences between Darshani Hundi and Muddati
Hundi. |

@ﬁgwﬁamaﬁgwﬁﬁ@ﬁmwarm:

Explain any six advantages of using cheques by business community.-

mmm%%m@@ﬁmﬁﬁﬁ?mwﬁaﬁw@|

What is meant by “Crossed Cheque” ? Explam in brief the different

types of crossing a cheque.

%@m%”mwaﬁ@mé7@%mﬁi@mmﬁﬁfwﬁfwﬁ

HHFRY |

In how many ways can money be placed in a Bank and how can it be

withdrawn in each case ? Explain.

%ﬁmmﬁw%mmmméwmﬁaﬁm%ﬁm
Gnm%7m!€ql

What is the meaning of retiring a Bill of Exchahge on rebate before

~ due date ? How does it differ from discounting a Bill of Exchange ?

Explain any three points.

_@ﬁﬁwwﬁwmwﬁ@@fﬁﬁmﬁ@waﬁ%7%®ﬁﬁm

wﬁa@wwﬁ@%ﬁﬁm%7ﬁ§?ﬂ?ﬁgwl

Differe_ntiate between Ownership capital and Borrowed capital. Give

. any four points of difference.

WA YSt a9 ®OPTA gt H e #INT | AR % i IR fag AR

Explain clearly aﬁ-y four demerits of Public Deposits as a source of

ﬁnance

%%W%mﬁmﬁ@ﬁ%%mwﬁaﬁmml
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General Instructions :

(ii) Elements of Book-Keeping and Accountancy

TG a9 NGt ¥ o

(i) This part has 32 questions in all.

(i1)  All questions are compulsory,

(1it) Questions from serial no. I 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 pdrts of a question together.
wrary [Adr

i) TTIT A FAT32 T E |

Gi) & 5o sifard &

(i) 597 G&m 1 @ 16 7% Tglaecyy 797 8 & 79% 0% 3% F 8 | 399 @
Tg fawer @ I Ylawr & forar §

(iv) U% J99 & T 97 0% 9T & T &

35

Bills are accepted by

(A)
(B)
(C)
(D)

Creditors
Debtors
Endorsers

Endorsee

foell W wigl & s @

(A)
(B)
(®)
(D)

KRR
SRR EW
EEIECT ALY
EEIERRISE T LY

11

P.T.C



While retiring a bill under rebate, the account/accounts to be credited
in the books of drawee are

(A) Cash A/c and Rebate A/c
(B) Bills Payable Account
(C) Discount Alc

(D) Only Rebate Alc

& fra @ W (RAT) e 9w fe W 3, ?ﬁwﬁaﬂta:afﬁgmaﬁﬁsﬁ/sq |
TSR % S (credit) SN forar wmr @
(A) 5T TE qq T @ H

(B) <7 four @ #

(C) g/ @ #

(D) ¥aa w2 @ §

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

(A) Drawee

(B) Bank

(C) . Bills Receivable
(D) Bills Payable

WA B2 W YAC gY fw @ fgdem @ S 7, O oww W qeeE § g
TR % AW (debit) ¥ forar s 2, 5% 2

(A) iR
B) o=
(C) W fam

(D) 2o fau

12
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The date of acceptance on a bill is 1% January 2011. The Bill is for a
period of 3 months. The date of maturity will be 1

(A) 1% April 2011
@®) 2™ April 2011
©) 3¢ April 2011
() 4™ April 2011

@ﬁammaﬁﬁﬁxlaﬂaﬁzonésﬁﬂswﬁﬁmélwaﬁ
fafa git

(A) 138 2011

(B) 2 38« 2011

(C) 331 2011

(D) 4 308 2011

A Bill of Exchange generally has 1

(A) - Two Parties

(B) Three Parties

(C) Four Parties

(D) None of the above

w fafme-w § g ue W @

A) T
(B) 9
(C) IR

(D) W& § ¥ F5 T

Goods worth ¥ 5,000 taken by the proprietor for personal use will be
credited to 1
(A) Purchases Alc

(B) . Sales A/c

(C) Drawings Alc

(D) Creditors Alc

W ¥ T 5,000 O F AR SARRTT ITAM & fAT SR § R | @ s
Hm _

(A) T G

(B) fa%a @

(C) AR Grdl

(D) WER & @

13 P.T.O.
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Suspense A/c given in Trial Balance will be entered in the
(A) Trading A/c
(B) Profit & Loss A/c

- (Cy Balance Sheet
" (D) None of the above

39 @ o deve § G gen @, fawn smom

(&) YR @ H
B v E o
(@ feafg foewor #

(D) S & & 8

Govinda, a mechanic, installed a machine in your factdry. The wages
paid to him should be debited to

(&) Wages Alc

(B) Machinery A/c

(C) Govinda’s A/c

(D) Cash A/c

My st ww el 2, 3 ave Sl ¥ ws avie e @ 1 S Aeigh 39 @
T oag AW A Ol

(A wwgh @n A
(B) T W A
(C) Tfa=r &% @« A
(D) U= @ A

Goods destroyed by fire, should be debited to
(A)  Purchases Alc '

(B)Y Sales A/c

(C; Loss by fire A/c

(D) Drawings A/c

TE S A W ¥ A @ M, Tm (Ef) @ =iy
(A) g @

(By  fosnr @

() 3 ¥ 'fF mmE

(D) T @ra

14
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Rent paid amounting to ¥ 500 was credited to Rent A/c with ¥ 500. In

rectifying entry Rent A/c should be debited by 1
(A) T 500

(B) T 1,000

(C) % 1,500

(D) None of the above

fare & farg faT 71T T 500 & s, BT @ & S 8§ T 500 R T | e gER

e # R @m & W § g 9= fee
(A) R 500

B) T 1,000

(C) T 1500

(D) IWF A § FE T

Sales Return Book was overcasting ¥ 100. In the rectifying entry Sales
Return A/c would be 1

(A) Debited by T 100
(B) Credited by T 100 |
(C)  Debited by ¥ 200

(D) None of the above

fesha aToell = F T 100 o1 fr@ T 1 e gum vl F feea Ao TR &

(A) %100 & 99 (Debit) fwar smem
(B) T 100 § S (Credit) foram smom
(C) T 200 ¥ 9% (Debit) far smom
(D) 3SR & T ¥ @

16 P.T.O.



12. Depreciation on Assets arises due to 1
(A) Physical wear & tear of the Assets

(B) Fall in market value of Assets

(C) Fall in the value of Money

13.

14.

35

(D) None of the above

Tl W BY HEA H HROT B &
(A) TERE @ AfE IUET 9 E-5E

B) wufdl % 9K T § A

(©) X A
D) R § T K 4@

Under originél cost method of charging depreciation the amount of

depreciation 1
(A) Increases every year ’
(B) Decreases every year

(C)  Remains constant every year

(D) None of the above

TR AT qod W B oA & fafy § g @ oy

(A) ¥ o e @

(B) ¥ of wed @

(©) i af wrh w2

(D) W% F T 7K 94

Discarding the old machinery due to new invention is called 1

(A) Depfeciation
(B) Amortisation
(C)  Obsolescence
(D) Depletion

T A ¥ efmR W R Wi W wRem Feen @

Ay @™

(B)  uftnem
(C)  smEeH
(D) fpie

16
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15. A machine was purchased on 15 Jan., 2008 for ¥ 50,000. Its life is |
10 years and scrap value ¥ 3,000. Total Amount of Depreciation upto
" the end of 3™ year ie. 31.12.2010 according to original cost method

will be 1
(A) - T 15,000

(B) ¥ 14,100

(C) R 4,700

(D) T 5,000

Te WY & A 1 SWad 2008 H T 50,000 ¥ fRE o | SEe Sed
10 3 8 @ 3@y go@ T 3,000 8 | @ auf & 3w # srafq 31.12.2010 ®
RS AT TS0 ¥ B9 9N W g Fa U anl

(A) R 15,000
(B) % 14,100
(C) T 4,700
(D) ¥ 5,000
16. Loss on Sale of Machinery is transferred to 1

(A)  Reserve Alc

(B) Machinery Alc

(C) Profit & Loss Alc

(D) Depreciation Fund A/c |
wi % e ¥ g et @ sl S g
(A) ¥ =[ @

B) =i @[ H

(C) wm™-a @ &

D) BE FW @A B

17 P.T.O.




15. A machine was purchased on 15t Jan., 2008 for ¥ 50,000. Its life is
10 years and scrap value ¥ 3,000. Total Amount of Depreciation upto
the end of 3™ year i.e. 31.12.2010 according to original cost method

will be 1
(A) ¥ 15,000

(B) T 14,100

(C) T 4,700

(D) T 5,000

& WIA & HF 1 SHEd 2008 ® T 50,000 H fEE UET | IWe  SEA @S
10 af @ 9 S&fE ge@ T 3,000 ® | A Tl % o ¥ awiq 31.12.2010 &
T AT TS ¥ BN @I W BN & gd Uiy gl

(A) 15,000
(B) % 14,100
(C) T 4,700
(D) ¥ 5,000
16. Los s on Sale of Machinery is transferred to 1

(A)  Reserve A/c

(B) Machinery A/c

(C) Profit & Loss Alc

(D) Depreciation Fund A/c

Wi % o & g A @ s B s 8

(A R W
B) W @
(C) w-gf @d &

(D) B9 HY T &

17 P.T.O.




17.

18.

19.

20.

35

What is meant by Bill of Exchange ? Give the format of a Bill of
Exchange with imaginary figures.

fafrgg o3 @1 31 8 ? wedte e de fafre o @ e & |

What Journal entries will be made by a Drawer in his books when
(1) a Bill is drawn and accepted by the drawee

(i1) a Bill is discounted

(iii) a Bill is dishonoured
Em(ﬁamm)mﬁgﬁaﬁﬁwmwﬁ@ﬁmmﬁ
() foo foar or @ o Wiens gu @ier & faar s @

(i) fa=m = T W EE - 2

(iii) foor favepa & < @

From the following transactions pass the necessary journal entries in
the books of Amar :

Babu owed ¥ 5,100 to Amar. On 15 January, 2011 Babu accepted a
Bill for ¥ 5,000 for two months drawn by Amar in full settlement of
his debt. On 18 January, 2011 Amar endorsed the Bill to his
creditor Chatur. The Bill was dishonoured on the date of maturity.

frfafgd el § 9 & JEddl H oTavas JsrTr fafyat Fifee
I T 5,100 T 3R F RN 41 1 15 FHU 2011 F R g fAfad 2 7w Hw

T 5,000 F & 9 T OF @€Y 919 7 @R A | 18 sHed 2011 F
M A 39 faa F 19 TSR TR A o9W W e | e fofy | fae fered

g T

Explain the meaning of errors of commission. Give any two examples

of such errors.

TE SRIEd (qE) & e @ A T | 39 TR & SnfEd ¥ wR @
SIS L |

18
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22,

23.

24.

25.

26.
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State any three examples of errors which will affect the profit or loss

of the business.

A el dF A & s AT RRR oo @ Ay s gt wwilE @ o

What is meant by ‘Diminishing Balance Method’ of charging
depreciation on Assets ? Explain with a suitable example.

TiE WA (ST U 0T ¥ B wed ¥ SYH F47 add § 2 I
TR S THART |

Explain any three objects of charging depreciation on Assets.

Tfgdl W g @ed & Rl o Sevdl S gweie fafaw |

A Ltd. purchased Machinery on 1% April, 2010 for ¥ 50,000. Its life
was expected to be 10 years. Its estimated scrap value at the end of
10 years was ¥ 5,000. Find the amount of depreciation to be charged
to Profit & Loss A/c every year under the original cost method. Also
calculate the rate on which depreciation is to be charged every year.

1 3, 2010 ® U fafie 4 s w99 T 50,000 § HF H | IH AT
Sted e 10 a9 o7 | ITH ST SERY Pod 10 9§ & o # T 5,000 A1 |
TR ara fafy & 9t ad am-art we § faet 9 ot g @ e @t o
FC | 3G 9 B T F; W F {0 Ffew |

What are the different options available to the receiver of a Bill of
Exchange ? Explain. ' ,

T fafr o & wawdl @ wA-e 8 e faees stes § 2 gmemy

Rectify the following errors through passing Journal entries :

) Motor car purchased for the son of the owner
T 3,00,000 has been debited to Motor Car Alc.

(ii)) Travelling expenses paid to a travel agent
% 3,000 have been debited in his personal name.

frfafea sryfedl & Usaman sfafsdl g gale

() T & 9@ & fau T 3,00,000 § MeX IR & HT F oW AR FX BN
% 99 ¥ e &

) T 3,000 I FT H AW IH T & AR A9 § efee fEr
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27. State giving reasons whether the following statements are correct or

28.

29.

35

incorrect :

1) Suspense A/c always shows debit balance.

(i1))  Goods given as charity should be credited to Purchases Alc.

(iii) It is incorrect to debit Repairs account for amount spent on the
repairs of plant purchased second hand.

(iv)  Goods taken by the proprietor for domestic use will be credited to

Drawings Alc.

FHNUT Gigd say & e f=fafag $99 98 € @1 ol

1)
(ii)

(iii)

(iv)

SEf= @il Hed AW AW fewgern @ |

TF Al 9 WO Wi S R s @

A WY & e W 3@ AONd W G H ACHT @ & AW § faes
F @ IYE B

e 50 @I & ST & fou e T W # ok SR @i & S
¥ forar s |

Rectify the following errors :

@)
(ii)

Goods sold to Mohan ¥ 5,000, entered in Purchases Book.

'Goods returned by Kalia ¥ 300 entered in Returns Outwards |
Book. :

Frfafaa srfgdl & 9@ Hf

@)
(i)

e A T 5,000 TF & W Fr fasw & ot w7 9@ H fFar m
FfeFar 50 T 300 F WA F aE & 9l w auE 96 ¥ #

Explain the following :

(1)
(i1)

(iii)

Parties to a Bill of Exchange
Noting charges
Renewal of a Bill

fafafeg o = ST .

@)
(ii)

(iii)

s fafma @ F

fraas =3
fae &1 &M
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30. On 1 July, 2010 Rahi sold goods to Brij worth ¥ 6,000. On the same

31.

32.

35

day Rahi drew a Bill of Exchange on Brij for the amount payable after
three months. Brij accepted this and returned to Rahi. The Bill was
duly paid on maturity. Record these transactions in the books (Journal)
of Rahi and Brij.

1 9o 2010 & T 3 B & T 6,000 F A a9 | W T W A W ¥y
3 HEN AT 3, foe fam S B9 7 @R W | e faa fofg @
T | T A B @ e (ASEEe) § S oAl @ AwiEd S |

Rectify the following errors :

(i) The cost of a Typewriter ¥ 800 was debited to Office Expenses
Alc.

(ii) Bad-debts recovered ¥ 550, but not entered in the books of
accounts.

(iii) Goods purchased T 7,500 from Savi was debited to his account.

(iv) Discount allowed ¥ 750 was credited to Discount Receivable A/c.

frffian srgfedl & gaRy -

(i) UF TRWER & A §ed T 800 FRfe™ =49 @d & AW ¥ fa@r i |
(i) ¥ g HON S GG T 550 F WGl @EE § AG fRA W |

(i) T 7,500 F AIA & GE ¥ FHF FH @ I4$ @d § 9 fawr ww |
(iv) T 750 & g &, dfed e B WA B S (Hfee) foram v |

On 1% July, 2007 Sharbati Ltd. purchased machinery worth ¥ 40,000.
On 1% July, 2009 they bought additional machinery for ¥ 12,000. On
30t June, 2010 half of 'the machinery purchased on 1.7.2007 was sold
for ¥ 10,500. The company writes off 10% on original cost annually.
The A/cs are closed every year on 31" December. Show Machinery A/c
for the years from 2007 to 2010.

1 SeE, 2007 & YREAr fafits 7 & WRiW ¥ 40,000 § FF H 1 1R, 2009
H RN TH SR WA T %A T 12,000 § fFAT | 30 S, 2010 H SET 9N
39 AYE # S 1.7.2007 ® ®F # T A, T 10,500 F 9 fem W | FEA
yfq o yfve e & 10% B9 % ®Y ¥ FRed 8 | @ ufa av 31 fggeR
H g B9 € | 99 2007 ¥ 2010 9% F WY WA dAR ST |
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(iii) Typewriting (Theory) English/Hindi
g (fagr) st/ fe<dt

General Instructions :

(1) This part has 11 questions in all. All questions are compulsory.
(ii)  Marks are indicated against each question.
(iii)) Questions from serial no. 1 to 5 are of 1 mark each. Answer of these
~ questions may be from one word to one sentence.
(iv)  Questions from serial no. 6 to 10 are of 2 marks each. Answer of
these questions should not exceed 60 words each.
(v) Question serial no. 11 is a long answer question. Answer of this
question should not exceed 120 words.
amr=r B9 :
G) 5@ A g 11 97 & 1 w9 37 fErd §
i) Y% & 3% 9T & §H T &
Gii) YT el 95 % & 5% 5997 1 W%é/svyw?%m@m
g UF 9T 7% & 9d & [
(iv) 997 §&7 6 T 10 7% T9% 597 2 3% & & | 57 991 ¥ T 59%F I IN
60 Vil G SfFE T& @ AT |
(v) 597 GEA 11 T I T J97 § | §9 FT F IW 120 VG G F T
giT =feq |
1. What is a stencil paper ?
Cfge Y 7= g @ 2
2. What for is a Stylus Pen used ?
WETH FoW & ¥ 59 e 5 s @ 2
Which Proof Correction symbol is used to say ‘insert comma’ ?
Eicte sy ﬂ%mﬁ%mmmwﬁmmwmm% ?
4. Give the symbol used for indicating ‘do not begin a new paragraph’.

35

T T SR 7 & W v ¥ fou fww wam feaw W €, 9 g

dST |
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Give the fuil form of %.

T @ oof &9 T |

Give the meaning of the following Proof Correction symbols :
(1) trs.

(i) stet

frfafed J& doe gddl & o1 saRe

(1) trs.

(11)  stet

How are corrections made on a stencil ?
Cigd W dee 9 feT 99 § 2
Give full forms of the following abbreviations :

(1) M.L.A.

(i) U.P.C.
frfafea dharil & o 9 I -
i) M.LA.
i) U.PC.

Give the standard abbreviations for the following :
(1) Errors and omissions excepted

(i1)  Office order

(iii) October

(iv)  Value Payable Parcel

frafafes & foaw oms S%arr 4T

() g -
(i) e TR
(iii) R

(iv) ¥ Thdl EH

23

P.T.O.




10.

11.
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What is Stencil Plate ? State its uses.
Lird wie & g @ 7 9% SN §aRy |

Explain the process of cutting Stencil on a Typewriter.
OR

What steps should be taken for the development of speed
accuracy in typewriting ? '

Wym@ﬁaﬁaﬁﬁﬁxm:
argan

TRWERET § T W YA aen & fAU o seW I3 S ARy 2
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