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1. Anyone of the following areas can be offered :
() Elements of Business.
(i)  Elements of Book-Keeping and Accountancy,
(i)  Typewriting- Englishor Hindi.

2. For Typewriting - Englislor Hindi (Max. Time : 2 Hours and Max. Marks : 25).
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(i) Elements of Business

v & O

ol

Describe the routine to be followed for handling outward mail in an office.
State the main advantages of card Index over book-Index. 5
Which system of Filing is suitable for a small trader who receives not more than
ten letters per month ? And why ?

Name different methods of duplicating and explain any one briefly.
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What are the different parts into which a business letter can be divided ?

o1 o1

Explain. 8
Write a complaint letter to M/s. Singhania and Sons of Bikaner (Rajasthan)
regarding the short supply of cement bags purchased last week. 12
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What is a Bank ? Enumerate the important functions of a Commercial Bank. 5
What are the advantages of opening a current accountin a Bank ? 5
In how many ways can money be placed in a Bank and how can it be withdrawn
breach case ? Explain. 5
Differentiate between Central Bank and Commercial Bank. 5
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What is meant by a Negotiable Instrument ? What are its characteristics ? Explabn.

Give any five reasons for dishonour of a cheque. 5
What is meant by ‘crossed cheque’ ? Explain in brief, the different types of crossing.5
Differentiate between crossing and endorsement of a cheque. (any five) 5
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(b)

(©
(d)

Distinguish between’Hundi'and’Promissory Note’. 5

Explain any two of the following :

() Partiestoabill,

(@)  Noting ahill,

(i) Renewal of abill. 5
Define Bill of Exchange. Give any three differences between Bill of Exchange and
Promissory Note. 5
What is meant by Hundi ? How does it differ from Bill of Exchange ? 5
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(i) Elements of Book-Keeping and Accountancy

TEGTET 99T AQihT & A

1. From the following Trial Balance of Lai Sons & Co., off Blarch 2006, prepare Trading
and Profit & Loss Account for the year endeé Btarch, 2006 and the Batancie Sheet as
at that date, taking into account the adjustments given below :

Trial Balance
Debit Balances Amount | Credit Balances Amount
Rs. Rs.

Computers 37,000 Sales 5,20,870
Plant & Machinery 3,80,000 Creditors 20,600
Cashin hand 4,500 10% Loan (taken on 1-4-05) 2,00,000
Cash at Bank’ 51,830Returns outwards 1,100
Stock (as on 1-4-2005) 8,108ills Payable 6,900
Debtors 65,300 Capital 2,10,000
Purchases 2,73,685
Carriage outwards 3,100
Rent 41,700
General Expenses 24,000
Returns Inwards 1,300
Repairs 1,400
Wages 54,755
Interest 10,000
Electricity Charges 2,800

9,59,47( 9,59,47(
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Adjustments:
() Closing stock was valued at Rs. 15,600.
@M  Create a Provision for doubtful debts @ 5%.

(i)  Depreciationis to be charged as follows :
Plant & machinery 10% per annum, and Computers @ 20% p.a.

(v) Rs. 2,000 paid for wages were included in General Expenses.
(v) Sixmonth’s interest is due on 10% loan. 20
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(37)

() Give any four reasons causing differences between Cash-Book Balance

(Bank Column) and Pass Book Balance. 4
(i) State how the Cash-Book is both Journal and a Ledger. 4
From the following particulars, ascertain the Bank balance as per Pass-Book of

Mr. Hashu as at 3'March, 2006.
()  Credit balance as per Cash Book ofi Bthrch, 2006 was Rs. 15,000.

@M Interest charged by Bank uptos8March, 2006 Rs. 500 is recorded in
Pass-Book only.

()  Bank charges Rs. 125 were not recorded in the Cash Book.

(v) Cheques paid into Bank Rs. 6,250 on 28-3-2006 have not yet been credited
by the Bank.

(v) Chequesissued for Rs. 15,000 have not yet been presented for payment.

(viy Dividend collected directly by Bank Rs. 4,500, has not been recorded in
the Cash Book. 12
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Explain briefly the following :

() Days of Grace

()  Date of Maturity

(i)  Notiag of a Bill

(v) Renewal ofaBilland

(v) Endorsement of a Bill. 10

On T Jan, 2006, Rakhi accepted a bill drawn by Preeti for two months for
Rs. 10,000 in payment of debt. On due date the bill is dishonoured and Preeti
had to pay Rs. 500 as noting charges. ®rviarch, 2006, Rakhi requested
Preeti to draw a new bill for the amount due. Preeti agreed to draw a new bill
for 73 days but she charged 18% p.a. interest in cash. This bill is duly met on its
maturity. Pass journal entries in the books of both the parties. 10
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4. (a) Explain the meaning of errors of commission and errors of principles and give at
least two examples of each type of the errors. 8

(b) Rectify the following errors found in the books of Brijwasi & Sons :

() Purchase of computer for personal use costing Rs. 30,000 has been posted
to Computer Account.

() Total of Purchase book has been cast short by Rs. 4,500.

(i) Depreciation on furniture Rs. 1,200 has not been posted to Depreciation
Account.

(v) Wage of Rs. 2,000 paid for installation of new machinery has been charged
to Wages Account.

(v)  Amount of Rs. 2,500 paid to Hari Nath was wrongly debited to Shri Nath
as Rs. 5,200.

() Goods purchased for Rs. 2,380 were posted as Rs. 2,830 to Purchases Act@unt.
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5. (a) Explain briefly any four reasons for charging depreciation of Fixed Assets. 8

(b) Pathik Transport Company purchased a Trucksbduly, 2003 for Rs. 3,20,000
and spent Rs. 10,000 towards carriage and inward charges. The estimated life of
the Truck is 10 years, and its scrap value is estimated to be Rs. 30,000. Prepare
Truck Account for first three years. The company charged depreciation on fixed
instalment method and closed the books 6iC&cember every year. 12
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(ii)) Typewriting (Theory) English/Hindi

g (Rrgma) stash/fe=r
1. Explain the functions of anfive of the following parts of a Typewriter : 5
() Tabular SetKey
() Back Space Key
(i)  Paper Balil
(v) Carriage Return Lever
(v) Variable Line Spacer
() FeedRolls
(vi) Tabular Clear Key

TRER & fefafad 9t & & 5 gig & Fd awEE
() 2geX &

(i) U geT g

(i) IS ST B

(v) SRS amdr @R

(v) dfR S &

(V) g Al B3

(Vi) 2T FfR el
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How many spaces will you leave before and after while typing the following Punctuation
marks ? 5

() Colon

(@)  Sign of exclamation
(i)  Hyphen

(v) Sign of Interrogation
(v) Dash

MY <Y Hd aog ffaiaa e fagdt & ed iR e § fohaw T 812 ¢
0 et

@ foem @ew fore

(i) F®

(v) 99 arEew e

(v) s foes

Give proof correction signs for the following : 5
() Letitstandasitis.

@) Insertfull stop,

(i) Do not begin a new paragraph,

(v) Omit.

(v) Insert space here.

fefafaa & o g deed freT s
() & J=F P T A S

() ot femmmr @i |

(i) T WEME G T P

(V) freTam

(v) T =N BE |

Write step by step procedure of cutting stencil on a typewriter and making correction
thereon. 5

ALTWER W LA Hed q01 39 W Al Bl g @i fafer @r spArgan oy |

Explain the method of fixing left, right, top and bottom margins on a typewriter. 5

OR
How would you increase your speed in Typewriting ? Explain.
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