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Note :
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
TR B T

Why is an office divided into sections ? Explain.
State the main advantages of ‘Card Index’.
What are the main objectives of an office ? Explain in brief.
Whatis ‘Vertical Filing’ ? Explain. 5
T HETd BT ATUET H 9 il A Sar @ 2 @Heey |
‘PTS FTRAVTRT & &I ATH TarEy |
TF BT & T 63T FT & ? G&q § Gy |
@I WET THE T L 7 qESE

What are the different parts into which a good business letter can be divided ?
Explain in brief. 8

Draft a letter to M/s Ram Bharose Lal and Sons of Faridabad (Haryana) in reply
to their enquiry about the prices of certain goods, giving the prices and terms on

which you are willing to supply the goods. 12
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Define Bank and explain any three functions of a Commercial Bank.

You want to open a ‘Savings Bank Account’ in a Bank. Explain the procedure to
open the Account.

What is a ‘Bank Draft’ ? How does it differ from a ‘Pay Order’ ?

Differentiate between ‘Pass Book’ and ‘Cheque Book'.
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What do you mean by ‘endorsement’ ? Give any three examples of endorsement of
a cheque. 5
Explain the method and advantages of remitting money by cheque.

State the circumstances under which a Bank can dishonour a cheque.

What is meant by ‘crossed cheque’ ? Explain in brief the different types of crossing.
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What is meant by notice of dishonour of a Bill ? When is it necessary to give this
notice and to whom is it to be given ? 5

Define Bill of Exchange and give its specimen.
What is Hundi ? Explain the different kinds of Hundies.

Differentiate between Tromissory Note’and Hundi.
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OR / t&ar
(i) Elements of Book-Keeping and Accountancy

TG 99T AGiRT @ a

The Trial Balance of Dhruv & Sons on*3#larch, 2006 is as follows :

20

Trial Balance

Debit Balances Rs. Credit Balances Rs.
Machinery 1,23,00Q Capital 5,90,000
Building 3,80,00Q Creditors 1,870
Motor Vehicles 1,76,00Q Sales 4,78,760
Sundry Debtors 80,000 Purchase Returns 2,200
Opening Stock 8,400/ Bank Overdraft 25,000
Purchases 2,90,00Q Loan (long term) 8,700
Sales Returns 800
Drawings 3,500
Wages 2,800
Carriage Inwards 890
Carriage Outwards 300
General Expenses 12,390
Audit Fees 2,900
Insurance & Taxes 31,200
Printing Expenses 1,350
Cashin hand 3,000

11,16,530 11,16,53C

Additional information is given below :

() The Stock on 31-3-2006 was valued at Rs. 15,270.
()  Printing Expenses due Rs. 58,650.

()  Audit Fees due Rs. 12,100.

(v) Depreciation to be written off @ 10% p.a. on Machinery and Motor Vehicles.
Prepare Trading and Profit & Loss Account for the year end&dvizitch 2006 and

Balance Sheet of Dhruv & Sons as &t Bthrch, 2006.
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()  Give any four features of Bank Column Cash Book. 4
()  State how Cash Book is a subsidiary book as well as principal book.
From the following particulars, prepare a Bank Reconciliation Statement in the
books of Rakesh as on*8lanuary, 2007 : 12
() Balance as per Pass Book as ofiBnuary, 2007 was Rs. 31,250.
(i) Cheque of Rs. 8,900 issued by Mr. Rakesh dhJ2®wuary, 2007 was not
presented for payment, whereas this was recorded twice in the Cash Book.
@iy A cheque of Rs. 2,000 issued off 3@nuary, was entered in the Cash column.
(v) A cheque of Rs. 7,500 received by Rakesh was paid into Bank, but was omitted
to be entered in the Cash Book.
(v) Acheque of Rs. 3,400 paid by him into Bank is not yet credited in Pass Book.
() The Bank has charged Rs. 55 as its commission for collecting outstation
cheques and has allowed interest Rs. 25 on the trader’s balance. These are not
entered in the Cash Book.
(T 22 1 | | B A e e - e 21 e e
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g & g
Explain in brief any five points of distinction between Bill of Exchange and
Promissory Note. 10
On 3F'August, 2006, Raja sold goods to Rani of the value of Rs. 50,000 and drew
upon him a bill at two months for the amount. Rani accepted the draft. On due
date, she expressed her inability to meet the bill and offered to pay the full amount
within fifteen days with interest Rs. 500. The offer was accepted and the amount
was paid on 15November, 2006.
Pass entries in the books of Raja and Rani. 10
fafma-ur ud gfas-ur & &= =R & fheel dfe favgetl &l @eT 9 quees |
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Explain the meaning and utility of Suspense Account.

Rectify the following errors : 12

() Paid wages for the repair of furniture debited to Furniture account Rs. 1,800.

() Goods of Rs. 800 were sold to Mahesh, but it was recorded in Purchase Book.

(i) Total of Sales Return Book was overcast by Rs. 1,000.

(v) Goods of Rs. 4,000 purchased from Ram, have been posted to his account as
Rs. 5,000.

(v) Rs.5,300 received from Paraswas wrongly credited to Saras account
as Rs. 3,500.

(vi) Total of Bills Payable Book Rs. 1,800 left unposted.

(31) AT @ @ 31 UF SUMREr S GHEsy |
(@) fr=faiEa aigfedl @ gar yfaftedr Hifvg
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(b)

() TR IO d AR A 1,800 B EAEX @A & A fad T

(i) 800 . T HEY BT A [aeRd fohaT T, fobw] SHeRT T HI-gEr | fopar T |

(i) TIehT-ama™r S€r &1 ART 1,000 &. AR for@r @)

(V) | F 4,000 . & HIA & T B @@l 39b @ H 5,000 & F fhar M)

(v) URE ¥ 5,300 &. It &1 I F @@ R & @I H 3,500 &. T &% & H
feRar |

(Vi) < fqu=r <& %1 I 1,800 B. N @@T Fel H wq@ihT Tel g3 |

Define the term ‘Depreciation’. State four main causes of providing depreciation.

On F'October, 2002, the Jaipur Transport Company purchased a truck for Rs. 80,000.
On T April, 2004, this truck was involved in an accident and was completely destroyed
and Rs. 60,000 were received from the Insurance company in full settlement. On the
same date, another truck was purchased by the company for Rs. 1,00,000.

The company writes off 20 per cent per annum depreciation on written down value
method.

Give the Truck A/c from 2002 to 2004. Books are closed &atember every year. 12

BE U= B URAMYG HINT| BE @M & [0 IR & HROT IqE |
TAYY TEUE R T 1 STRER, 2002 HI TR ZH 80,000 E. B HA fRATI
1 ST@, 2004 H % TH FaAT H YOiqdr A B TN AR A FEAl q
o Fftc & ®T H 60,000 & U BU| SH AA@ H HOA A TEA I
1,00,000 5. & @I

FAT 20% AMNEH T O BE Fed ZC I TS W T S|

T 2002 § 2004 TH & AUT HI H @l SARU| @I U a9 31 fIER
w < fEw o ¥
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(ii)) Typewriting (Theory) English/Hindi
20 (Rraa) stas =

Time allowed : 2 hours Maximum Marks : 25
freiRa a7 : 2 g9 SfermaT 5® ;25
Note: Answer all the questions.
qie : YT g9l & G 3
1. Explain the functions of anfive of the following parts of a Typewriter : 5

() Space Gauge

(i) Space bar

@iy Margin release key

(iv) Shiftkey

(v) Backspacer

(vi) Paper ball

(viiy Carriage return lever

TEIER & fiad 9r 4 & i g7q & & q9sey

() =& I

(i) wWHAFR B2

(i) =TT "rEw FHa

(v) & d&d FHoI

(v) U® seE Ted

(V) IS 29 B

(vi)) BRT AT AR
2.  How many spaces will you leave before and after while typing the following punctuation
marks ? 5

()  Sign of exclamation

@M  Hyphen
(i)  Colon
(v) Comma

(v) Signof Plus (+)

frefaRad form frgel & 9ed 3R 918 § 2T wd 99T I fhae T B ?
() foreeags fed

@) arH

(i) et

(v) TR

(v) drg @ fae (+)
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Give proof correction signs for the following :
() Insertquestion mark

() Letitstandasitis

(i) Remove the space and close up

(v) Do notbegin anew paragraph

(v) Centralise the heading

fr=fafaa & foo g denes foeT a9y -
) gErEs Fore @

@) =& A E A g

(i) W BT R U W

(v) T WEME YRR TR

(v) <ofids &r weg # 239 |

What precautions should be taken while cutting a stencil on the Typewriter ? Explain,
giving the uses of stylus pen and correcting fluid.

IEWER R Sad Fed 9T FT-HT FE=ar & § @A 9l ? @Eag 9 adr
FAFRT RS P JART T §T AT HIIT |

How would you increase your speed in Typewriting ?
OR

Explain the process of centering Headings and Sub-headings in Typewriting.

T TEUUERET | 39T wfd A gerdd ?
JFgar
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