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e Please check that this question paper contains 4 printed pages.

e (Code number given on the right hand side of the question paper should be written on the
title page of the answer-book by the candidate.

e Please check that this question paper contains 18 questions.
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® 15 minute 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 students will read the
question paper only and will not write any answer on the answer-book during this period.
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General Instructions :

(i)
(ii)

All questions are compulsory.
Marks for each question are indicated against it.

(iti)  Questions No. 1 to 10 are very short answer type questions carrying 2-3 marks
each. Answer to them should not normally exceed 30 words each.

(iv)  Questions No. 11 to 16 are short answer questions, carrying 4 marks each. Answer
to them should not normally exceed 70 words each.

(v) Questions No. 17 and 18 are long answer questions, carrying 6 marks each.
Answer to them should not normally exceed 150 words each.

(vi)  Answers should be brief and to the point.

1. AgUBS FE (AP GH) IR AL S ? 2

What is meant by a Petty Cash Book ?

2. Tordll O % qEw w1 31 T | 2

Give the meaning of ‘Minutes of a Meeting’.

3. R wT AT AT | 2

Give the meaning of a ‘Cheque’.

4. 39 9 1AM GINT ST Sk H Uhg STHT i o ToT¢ ITAF Fohall ST & | 31 7 ot
TR I | 2
Name the document that is used for depositing cash into bank. Also, prepare its
specimen.

5. orgfd (SRE)’ ST AL B ? 2
What is meant by ‘Quorum’ ?
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6. @I AT 1 37 G | 2
Give the meaning of ‘notice’ of a meeting.

7. e TS wie@’ & Amaisti Sl 3o i | 3
State the qualifications of a ‘Private Secretary’.

8. e peaict ao1d o1 Gfud fopdl Frgera fomam < wehan 8 2 G&iw o wwmsy | 3
Who can be appointed as the secretary of a football club ? Explain briefly.

9. AW ‘FRGH FRTFLE ? 3
What is meant by an ‘Agenda’ of a meeting ?

10.  ‘shfee e’ w1 31 T | 3
Give the meaning of ‘Credit Note’.

11. e it afaa & el 6 wepla = awemsu | 4
Explain the nature of a private secretary’s job.

12. W foener yee afirfa % afea % el @ H8y § THems | 4

Briefly explain the duties of the secretary of a school management committee.

13. U ToaeTTetl  H&7 BRI SRR 1 TSt @ BiH & H1d 319 ST  H1eF 3Tht
AT <l el TR T ? Y § THEATIT | 4
As the private secretary to the chief executive of an Art gallery, how will you organize
his meetings with the visitors ? Explain briefly.

14. T GIId oo1d o Aiad shi ATIarati sl Gard § TS’ | 4
Briefly explain the qualifications of the secretary of a music club.

15. U fsft wfra o e foramshanmdl o1 warw & ol <hifsw | 4
Describe briefly the daily routine of a private secretary.

16. e YT STEUATS % A o ITETRICA] bl Had H HHAST | 4
Briefly explain the responsibilities of the secretary of a Charitable Hospital.

17.  Toreft ufteg 1 31 Ty W 1] EF aTel T fagr=at o1 | 5 9ol shife | 6

OE]

T 3T [T RN foht S & g Uk A % el bl Ha H THEATR |

Describe briefly the general rules governing general body meeting of an association.
OR

Briefly explain the secretary’s duties before the organization of a general body meeting.
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2016

10

11

12

12

13

Ueh o 1Y SHIUT ITRT fema
Soh W1 @1 a1 S § ST feham

O
2,00,000

1,60,000

AT BT <hT 33 TR o s =6 gra foeam 15,000

TTeT 1 33 TohaT a2 Teh g A fekam
HTS S AT A <o d I fehaa
e forsha

<4 G HSIg{l o1 WA o

S | Thg T 3T fohan

12,000
6,000
11,000
7,000

9,000

State any six causes of difference between the cash book balance and the pass book
balance.

OR

Enter the following transactions in the bank column cash book of Sohan :

2016

Feb. 1

L3

3

6

10
11
12
12
13

Started business with cash

Opened bank account and deposit into bank
Purchased office furniture and paid by cheque
Purchased goods and paid by cheque

Sold goods and received payment by cheque
Cash Sales

Paid wages by cheque

Withdrew cash from bank

O

2,00,000
1,60,000
15,000
12,000
6,000
11,000
7,000

9,000



