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1. Any one of the following areas can be offered :
(i) Elements of Business.
(it)  Elements of Book-Keeping and Accountancy.
(iii) Typewriting (Theory) English or Hindi.

2. For Typewriting (Theory) English or Hindi (Max. Time : 2 Hours and
Max. Marks : 30)

(i) aTUTS o <

(i) Elements of Business
HTHTT (7597 :
G) BT YT FT40 FHE |
(i) @ I AR & |
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faweyl § @ & fasey &) FTr-gieas 4 forgar & |

(iv) Yo7-G&I119 @ 34 TF % Y97 3 37Hl #71 8 | 37 I & IR 70 Vsl @
37ferw 781 817 =fRT |

(v) YIH-GEIT 35 T 40 TF JIF J97 4 37H] T 3 | 37 971 & I 150 Y5l @
37ferw 781 817 =feT |

(vi) TH JoT & YT 977 vhary 5 HA &/
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General Instructions :

(i)

(it)

(iii)

(iv)

(v)

(vi)

1.

35

This part has 40 questions in all.
All questions are compulsory.

Questions from serial no. 1 to 18 are Multiple Choice Questions carrying
one mark each. These are to be answered by writing the correct option in
your answer-book.

Questions from serial no. 19 to 34 carry 3 marks each. Answers to such
questions should not exceed 70 words.

Questions from serial no. 35 to 40 carry 4 marks each. Answers to such
questions should not exceed 150 words.

Attempt all parts of a question together.

o 0

frfefaa ° @ o o1 1=afies @ia -4 757 8 2 1
Q) Afauria sm

(B) YAIfYUeR m o1 fima

(C)  SHHR

(D) IS 1 QA

Which is not the internal source of finance among the following ?

(A) Retained Earning
(B)  Issue of Preference Shares
(C)  Loan on Mortgage
(D)  Ploughing back of Capital

frfafea # @ o o1 wanfima Y | Sk g 2 1
(A) RO T e

(B) Sitea s fm @ o

(C) =73 &1 frfm

(D) % T eehreda Fo

Which of the following is an owned fund as a source of finance ?

(A)  Issue of Debentures

(B) Loan from L.I.C.

(C)  Issue of Shares

(D) Long term Loan from Bank

3 P.T.O.



Tt qon wraf=ern 9 forn m=n swor fo <1 |1d gian @

(A) TShIT 3UshH I

(B)  EIw Lot -t b

(C) Hehil giufaal =

(D)  TehThl AR

Borrowing loan from friends and relatives is a source of finance for
(A) State enterprise

(B)  Joint stock companies

(C)  Co-operative societies
(D) Sole trader

(A) A 1 HI-fahT g B
(B) SR H HI-IHT BT B
(C)  yfasgferri w1 sha-fasha grar B
(D) WAl o Ha-foshd BT @

Stock Exchange is a market where

(A)  Goods are sold and purchased

(B)  Cars are sold and purchased

(C)  Securities are sold and purchased

(D)  Buildings are sold and purchased

A | S A e 1 tfer w7

(A)  Tgd S AP 3fugan wi

(B) T2 S 3% 3fugar i

() Fiord S 31T 3fosan =

D) I Tt

The authority to issue currency notes in India rests with
(A) Central Bank of India

(B)  State Bank of India

(C)  Reserve Bank of India

(D)  All of the above



35

o

fARgd | ¥ Sigehieie {0 <1 @i hi9-81 3 ? 1

(A) &% § ©: qEH H R

(B) I3 o1 fofme
(C) s Affaed
(D)  Fohg SH

Which of the following is a source of long term finance ?
(A) Loan from Bank for six months

(B)  Issue of shares

(C) Bank overdraft

(D) Cash credit

HAAT S e e et @ 1
(A) AT E

(B) AT & HETeTehl O

(C) o] o Ul |

(D) 39g® | F frelt @ &

Companies receive public deposits from

(A)  the public

(B)  the directors of the company

(C)  the shareholders of the company

(D)  None of the above

Fr=fafaa @ @ ddeereli fom 1 @q sa-aT R 2 1
(A) AR SHT
(B) S iy

(C) IR (SHERI-<iET-33)
(D) YR e fom fFm @ o

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

(B) Bank overdraft

(C)  Factoring

(D) Loan from Industrial Finance Corporation of India

5 P.T.O.
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11.

35

el g UTEhl Bl Uk TR wwa % fow ushgwd W ST i qn gitgear
i fafyr W s Ffga amw Feprer 6t glaem yee i At 8

(A) ¥9q S @ral 6l g3 |

(B)  ATad (LHIGT) @t <hi gm o

(C) TS W1 @raT hl &M |

(D) e @Tal i g H

A Banking facility enabling customers to deposit the money once for a
fixed time and withdraw only on maturity with interest is provided in the
case of

(A) Savings Bank Account

(B)  Recurring Account

(C)  Fixed Deposit Account

(D)  Current Account

o 0

fafafaa o @ arfurfsaes d &1 fgdias w™ a2 2

(A) T WHR T

(B) Al (Tort) wRt

(C) Tl ot 9 W g

(D) W &

Which of the following is a secondary function of a Commercial Bank ?
(A)  Accepting deposits

(B) Agency work

(C)  Discounting Bills of Exchange
(D)  Granting loans

T SATITED sioh 3794 UTEehI hl STHT T T AT &l od
(A) TS ST @A H

(B) =i @ |

(C) o9d @d |

(D) 3Tadt (i) @ o

Generally Commercial Banks do not allow interest on deposits of its
customers in

(A)  Fixed Deposit Account

(B)  Current Account

(C) Savings Account

(D)  Recurring Account



12.

13.

35

Teh ek TSTEeh! A ook hl Rageh! T 38 TEd S dTel Sk i ITH &1 SIral

&, el ST 3 1
(A) e =

(B) fopd ==

(C) e =

(D) Tdifehd 9

A cheque which is payable to a person who presents it at the counter of
the Bank for payment, is called

(A)  Bearer cheque
(B)  Mutilated cheque
(C)  Order cheque

(D)  Crossed cheque

Teh =k S 1 HE, 2014 1 for@n mn o foa w afg 19, 2013 fored) 8

8, 98 < BT 1
(&) fopd =

(B) IO %

(©) ga-femifera ==

(D) -feifera 9

A cheque issued on 15t March, 2014 and bears a date of 15* March, 2013 is
called

(A)  Mutilated cheque
(B)  Stale cheque
(C)  Ante-dated cheque

(D)  Post-dated cheque

7 P.T.O.
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15.

16.

35

freafafea o @ fafrg @er g (st forea) sh-ar g 2

(A) 1 R =

B) fafmaax

(C) ohe HTA 3 I Tig
D) g fie®

Which of the following is a negotiable instrument ?
(A) Pay-in slip

(B)  Bill of Exchange

(C)  Cash memo of goods purchased

(D) Proforma invoice

fafeas & o @ 98 va 9 oAUl yam s @ ey fou S R,

HEATAT B

(A) WEH

(B) 3@l (4T SITe)
(C) TRl

(D) 3UIH T Y BIE -l

In the case of Bills of Exchange, the party which is ordered to pay the
amount is known as

(A) Drawer

(B) Payee

(C) Drawee

(D) None of the above

o ST AR S e g 2
(A)  RUIQAl

(B) FOfl

(C)  S=ehdl

D)

A Promissory Note is made by
(A)  Creditor

(B) Debtor
(C) Endorser
(D) Bank



17. U guel frmem grae fruifd w92 < Suued foran San &, et @
@) o gl
(B)  Hedt gudl
(C) E&SAM g
(D) e e
A Hundi which is payable after a specified time is known as
(A) Darshani Hundi
(B) Muddati Hundi
(C) Sahajog Hundi
(D) Dhanjog Hundi
18. U fafma ared yum (=t fored) o X wiepfa ume st gl 7, aand! @
(A) Sl
B) =&
(C) Tt
D) T
A negotiable instrument on which acceptance has to be taken is called
(A)  Promissory Note
(B) Cheque
(C)  Bill of Exchange
(D) Hundi
19. T IOl gHI TE=R qAiEehR 378N i FifHd st T 99 g4 It fohedl =
T4} <! SATST |
State any three advantages of issuing Non-cumulative Preference Shares
by a company.
20. T o™ hi rf St @l fuifd wE ara feel @9 gl H 98 ¥
ST hITTT, |
Explain in brief any three factors determining the floating capital of a
business.
35 9 P.T.O.




21.

22,

23.

24.

25.

26.

217.

28.

29.

30.

31.

35

Thee foufor (IR 919N o fohegi <9 Il st TmeEse |

Explain any three functions of a Stock Exchange.
39N ol RN KT qon guar s K el @ fmiwasn il saen
I |

Define shares and explain any two characteristics of Equity Shares.

(i) ATHT T GATIRISH a2 (i) 59 &t 1 989 § q93mse |
Explain in brief (i) Ploughing back of Profit and (ii) Public deposits.

gAFLI e SfohTT &RIT B ? $Eeh Gl AWl ol SdTd §Y HHATIY |

What is Electronic Banking ? Explain with its two advantages.

ITe] WA <1 T A BT & ? 39 @A o JATa | 9 3T Tt gedenl ag
i<l o AT q«1 S qEsy |

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

(i) fafom= S qen (i) &t areior St @ @ qredd 8 2
What is meant by (i) Exchange Bank and (ii) Regional Rural Banks ?

TR sehi o fohedl I SATUT Sl THATIY |
Explain any three features of Commercial Banks.
WA e S o foregl o9 /It <hl THETsT |

Explain any three functions of Reserve Bank of India.

Shise IS AT Sfee 1S & Y @ ITA FaTsy |
State the meaning and uses of Credit Card and Debit Card.

SATETIIh TG i =eh o IUANT & 1 ATH I BId & ?

What are the advantages of using cheques to business community ?

fafma oy 9 == 9 gran § 2 fafmeas 6 fordl =R fomiwarst =i s4qmsu |

What is meant by Bill of Exchange ? State any four characteristics of a
Bill of Exchange.

10



32.

33.

34.

35.

36.

37.

38.

39.

40.

35

TR for@d (ST 9s) oRIT BT & ? $Heh! g faRivaTd sy |

What is a Negotiable Instrument ? State its main characteristics.

SS9 1 §USt H IS I 3 &Sy |

Give any three differences between Hundi and Promissory Note.

Seh ST qAT = § 3Tq¥g HIfTT | (I3 )

Differentiate between a Bank draft and a Cheque. (any three)
THAT 3790 < HI3 TR Y THAST |

Explain any four demerits of Equity Shares.

qaieehR ST < fafiE YRl 1 gHemsy |

Explain different kinds of Preference Shares.

fopelt < ol T@Ifehd T & AT AT 8 ? b T TGhA b (19" LRI ol
TS |

What is meant by crossing of a cheque ? State various methods of
crossing a cheque.

Teh Soh fob TRIETal § Tk <ok T 3MHTET L Hehdl 8 ?

Under what circumstances can a Bank dishonour a cheque ?

S o g9 S @A ¥ F91 qeqd BT 8 ? U Sh W s=d Seh @Il 99T U
SIHEL H S S W1 hH Th-gaL & 14 2Id & ? I3 i 3T amsy |
What is meant by a Savings Bank Account in a Bank ? How do the

Savings Bank Account in a Bank and a Savings Bank Account in a
Post-office differ from one another ? Give any three differences.

(i) AfEIed, (ii) TR, (iii) TShATehetTd AT (iv) TTEehI o STMUR W Teh s qel
T HIgshR H 3T=a¥g hIfT |

Distinguish between a Bank and a money-lender on the basis of
(1) Entity, (i1) Security, (iii) Activity and (iv) Clients.

11 P.T.O.



(ii) TEGTAT AAT AGThRA o a7
(ii) Elements of Book-Keeping and Accountancy

T (4397 :
(i) 3T YTH FT36 I E |
(i) @I AT & |
(i) ¥o7-GEq 1 & 18 7% Fglawcdiy Jv7 & 5 Jd% Uk 37F & & | 17U T

faweyl & @ g8l fasbey &1 IR-Yiashr 4 forgr 8 |
(iv) TF Yo7 & g 9777 Th-gr &1 #7 3 /

General Instructions :
(1) This part has 36 questions in all.
(it)  All questions are compulsory.

(iii)) Questions from serial no. 1 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) Attempt all parts of a question together.

1. 23 oo o o gt R
(A) @ a8

(B) de9e T
(C)  USHHR =T
(D) Uehs F&I

Bills Payable Book is a part of
(A) Ledger

(B) Trial Balance

(C)  Journal

(D) Cash Book

35 12
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T Tafma-93 1 gsaeh TR STl 8

A)
B)
©)
D)

SR g
R g
graifehd GT
JSSTehhd! GRT

A Bill of Exchange is endorsed by

(A)
(B)
(®)
(D)

Debtor
Creditor
Endorsee

Endorser

IE HA W YA FY oA I Rl ioptor & ST 8, 1 9@k bl T&hi |

QT ST el 8
(A)  ThIEHRAl H
(B) % &I
©) = fo @
(D) <3 fo @

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

books of drawer is

(A)
(B)
(®)
(D)

Drawee

Bank

Bills Receivable
Bills Payable

13

P.T.O.
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HTHTIG: 38k g 3ATded o R fafFma-a =1 Fdi-ientor fomam Sirar 3

A)
B)
©)
D)

YA ITHehdT g

A Bill of Exchange is renewed generally at the request of the

(A)
(B)
(&)
(D)

Drawer
Drawee
Bank

Payee

T fod W wiepia Hi fafy 1 sHed, 2014 7 | foa 3 w@A1 1 srafy & foaw
2 | g (aftderaan) fafar gif

(A)
(B)
©)
D)

1 3199, 2014
2 3194, 2014
3 379, 2014
4 39, 2014

The date of acceptance on a bill is 15t January, 2014. The bill is for a

period of 3 months. The date of maturity will be

(A)
(B)
()

(D)

15t April, 2014
2nd April, 2014
3™ April, 2014

4% April, 2014

14
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T T mEas # wm=E: 91T S 9 98 B 8
@

B) dH

(C) =R

(D) 39 T Y BIS T8I

A Bill of Exchange generally has

(A) Two parties

(B)  Three parties

(C)  Four parties

(D) None of the above

gfcrsm-ust &1 fofor e St 2
&) foshar g

(B)  hdl g

(C) s gm

(D) geSTehrishell g
Promissory Note is made by the
(A)  Seller

(B)  Purchaser

(C) Bank

(D) Endorser

T GO T % SfviigR = b @ # forar s =nfae
(A) TG @d |

(B) WA @ H
(C) wfte & =afwrd @ |
(D) S9gh ° § IS TE

Overhauling charges of an old machine should be debited to
(A)  Repairs Account

(B)  Machinery Account

(C)  Personal Account of the labourer

(D) None of the above

15

P.T.O.
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35

AT fosha amaet 98 ® T 2,000 Y S T | J-gunes Afafse # fasha arEh
©rd o a8 ¥ forg S

(A) T 4,000
B) T 2,000
(C) 6,000
M) T 1,000

Sales Return Book was undercast by I 2,000. In the rectifying entry the
Sales Return Account would be debited by

(A) T 4,000
B) T 2,000
(C) ¥ 6,000
D) T 1,000

qeue § Iafd @TaT St STHT Y Tehe L BT =, foran e
(A Teufa foero 6 afEeaker 9

B) Teuf foewo 61 serfat §

(C) HEH @ o

(D) YR @4 |

Suspense Account in the Trial Balance showing as credit balance will be
entered in the

(A)  Assets side of the Balance Sheet
(B) Liabilities side of the Balance Sheet
(C)  Profit and Loss Account

(D) Trading Account

16



11.

12.

35

T fashashal sl HHITHE & €9 H T 1,000 1 YTAH IHh FwTd @Id H AW

H forar m | Ffe-guwes yfafy # S fen Smam

(&) Tk G

(B) HIRE @rdr

(C) Tashaehdt <1 saftRiTd @ra

(D) 39 4§ HIE T

Commission paid to a salesman ¥ 1,000 was debited to Salesman’s
Personal Account. Rectifying entry should be credited to
(A) Cash Account

(B) Commission Account

(C) Salesman’s Personal Account

(D)  None of the above

Y o SE M O ¥ HTA 5 81 ™1 | @i SHT 8T SM8Y
(A) AT @t

(B) I @rdl

(C)  Tomhl @

(D) 3T W I @rar

Goods are destroyed by fire during the year. Account that should be
credited is

(A)
(B)
(®)
(D)

Profit and Loss Account
Purchases Account
Sales Account

Loss by Fire Account

17 P.T.O.



13.

14.

35

T GRT T 5,000 He o AT ohl SRR I9AN H o T @Td o A T

(A)
B)
©)
D)

Goods worth ¥ 5,000 taken by the proprietor for his personal use should

Torspa

T
S EAL

%

be debited to the Account of

(A)
(B)
©)
(D)

Sales
Drawings
Debtors

Purchases

Torft gt # TS @r BT ©

(A)
B)
©)
D)

Wifieh 2252 &

TR e | HHT 3T &
TE TRkl 3T T

39 § | HIE TR

Obsolescence arises in Fixed Assets due to

(A)
(B)
(®)
(D)

Physical wear and tear
Fall in market value
Introduction of new technology

None of the above

18



15.

16.

17.

35

T TR 1 SHEdl, 2012 1 T 20,000 § I hH TS | IHHT @Y T
T 2,000 qAT ITA SHoAeRTA 5 9¥ 8 | A @Td T AY 01-01-2014 <

B 1
(A) 16,400
(B) 16,000
(C) 20,000
D) 12,800

A Machinery was purchased on 15t J anuary, 2012 for ¥ 20,000. Its scrap

value is ° 2,000, and useful life is 5 years. The balance in Machinery
Account on 01-01-2014 will be

(A) 16,400

(B) 16,000

(C) 20,000

D) 12,800

TR % foshd | BT AW 1 W S 8 1
(A)  ARTA Y

(B)  Ysima @y

(C) IRFTd Y

(D) 394 ° § I T

Profit on sale of Machinery is treated as
(A)  Revenue gain

(B) Capital gain

(C)  Personal gain

(D)  None of the above

T QG 1 SITa-ehic THTH i T 38%h Y TFATHT foshl qod ol had & 1
(A)  IWEE e

(B) @R YT
(O CREEIR
(D) & Hed

Estimated Sale Value of an Asset after its working life is called
(A)  Original value

(B)  Scrap value

(C)  Resale value

(D)  Book value

19 P.T.O.



18.

19.

20.

21.

35

FHETAT o 6l TG W T 14,000 T =T W1 @Td & A 4 forar m= | 98
forH SRR AT TG T3 2

@A) 9 gy ()
(B) Hgr= afs
© <@ gig (Y9)
(D) @t 3rgfg

An amount of ¥ 14,000 spent on the repair of office building was debited
to Building Account. What type of error is committed ?

(A)  Error of omission
(B)  Error of principle
(C)  Error of commission

(D) Compensating Error

frafafaa @ fow g 6 geaent § UsHm=n gfafsar Hifv

W 9 FY " A9 Wiid T 20,000 HT TH HEH < forw e i A=
H 1 g8 T T 1,000 THe T b ¥ H YIAH HH T TR0 A wgafa ¢
& |

Journalise the following in the books of Harsh :

Shyam requests Harsh to renew his acceptance for ¥ 20,000 for three
months. Harsh agrees to it on cash payment of ¥ 1,000 as interest.

T faffmegs 4 fordd 9et 819 & 2 39 AW odEY 99T Uk IS8 IRl
U |

How many parties are involved in a Bill of Exchange ? Name them and
explain with an example.

g qen famr-as & fergl o9 sT=a¥el =1 Iarsy |

State any three differences between Bills of Exchange and Promissory
Notes.

20



22.

23.

24.

25.

26.

217.

28.

29.

35

Ut fopedl @ STIfgAi i Sarsy ek dth &1 9§ T9-gIH @rar yitad
BT g |

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

et gl & R Al g 2 2 U el a1 stgfgdl % serew AR |

What is meant by compensating errors ? Give any two examples of such
errors.

IREFaftEl T BT *ed & fohegl di9 SRull sl 989 § gHEsU |

Explain in brief any three reasons for charging depreciation on Assets.

Tt fopva (TR @) ugfa grr ufmrafai @ g sied & @ig b oy
AT |

Give any three advantages of charging depreciation on Assets by original
cost method.

Hedt g% fohvd Ugld & 318 e <l gl i foiwanati w1 sy |

State any three characteristics of charging depreciation by diminishing
balance method.

Ry @ = sfyum 2 2 fafmaas 6 foegl 9 fomiwarsti =t gwemsu |

What is meant by a Bill of Exchange ? Explain any three characteristics
of a Bill of Exchange.

Ut fohrgl 9 TGl 1 TUATST 1 deAUe o AT i JHTfad Ll 3 |

Explain any four such errors which affect the agreement of a Trial
Balance.

Jafd @TaT F1 BAT g ? I§ Hd IR TRAT A 7 ? IUTH IaTE ol
HAATRY |

What is a Suspense Account ? When is it prepared ? Explain with
suitable examples.

21 P.T.O.
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31.

35

freferiaa srypfgat 1 gum i :

() W T %1 A WAW (||F) T 2,000 FGH WA % A foran
T |

(i) 3 & BT AN T 5,200 & LIF W T 2,500 for@r m |

(i) AR & @M & FARETE =39 T 3,200 i f&fgg == & 9 foman
RID I

Gv) Tospa amget o€ 61 I T 3,000 AT TR T |

Rectify the following errors :

1) Building construction expenses ¥ 2,000 were debited to Wages
Account.

(i1)  Total of Purchase Book was written as ¥ 2,500 instead of ¥ 5,200.

(iii) Personal expenses of the proprietor ¥ 3,200 were written as
miscellaneous expenses.

(iv)  Total of Sales Returns Book was overcast by ¥ 3,000.

ffarfaa sl o gur Hife S qerde TR w0 & 9@ & 7 8 s o
() TR T 12,000 I 3UR Tkt @rar w€ ¥ & fodht T8 |

(i) e T 8,200 I IUR foshl @rar w& ° T 2,800 for@dt TE |

(i) T T 4,200 T 3UR fosh 9@ 7 forft M T 2,400 |

(iv) WMl &I T 1,500 1 IUR Tersh! 5M1 # T 5,100 fo&t 71 |

Rectify the following errors which were detected before preparing the
Trial Balance :

1) Credit sale to Gyani ¥ 12,000 omitted to be posted.
(i1)  Credit sale to Dani ¥ 8,200 posted as ¥ 2,800.

(i11) Credit sale to Rani ¥ 4,200 debited as ¥ 2,400.

(iv)  Credit sale to Bhutani ¥ 1,500 credited as ¥ 5,100.
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32.

33.

34.

35.

36.

35

Al 4 WA W A7 A8 & oW T 10,000 =1 foar foran 9 wam 9 =fier
w T | 319 o1t 39 foaa 9 graf=a -~ heH 337 TohdT & ?

Ali drew a Bill of ¥ 10,000 on Rehman for 3 months which was accepted

by Rehman. What steps with regard to this Bill may now be taken by
Ali?

T I foaa T 5,000 ITH BH o &G s & T 4,800 TehL shetd! T AT forn
| 98 faa g fafy @ s & W | () ek, (i) YTdehal e
(iii) S T JEahl § foret aM, Hldl T YA TAT IHhT I BH o TGl
! T&hie ot & fog UsHm=n wfafsear Hifg |

A Bill Receivable for ¥ 5,000 was received and discounted at ¥ 4,800

from the Bank. On maturity, it was dishonoured. Give Journal entries to

record the transactions for receiving, discounting and dishonouring of the
Bill in the books of (i) Drawer (ii) Drawee and (iii) Bank.

Tfas-ut @ o U B 2 Ueh UTAS-93 o i 4ie @Iafvl Sarsy |

What is meant by Promissory Note ? State any five features of a
Promissory Note.

TG TG T TaT T o AT 33T T fohedl ©: SHewl ol THST |

Explain any six steps to locate the accounting errors.

A< e 94 1 e, 2010 i Tk T T 1,50,000 T K3 hl q2T 3Teh!
EE # T 10,000 @ fhu | ®H I GEdeh Ufd a9 31 feumer i 9 Bt §
qAT B 10% aATieh ht ¥ & TARft fohya (IRfY @MTd) ugld & h1er Srar 8 |
@ a1 wefiv @ AR Hise |

Ramanand Brothers purchased a Machinery on 15% January, 2010 for
T 1,50,000 and spent T 10,000 on its erection. The books of the Firm are

closed on 31 December every year and depreciation is charged @ 10%

p-a. on original cost method. Show Machinery Account for three years.
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(iii) Zwh0T (Rrgrea) Sursfi/fE=st

(iii) Typewriting (Theory) English/Hindi

HTAT=T 3397 :

(i) SEYTHTFTI5 T8 |

(i)  @ut geT A & |

(iii) ;7‘%’-37@771 q 6 7% & Yo7 dgd B IR Al & 3N I Jo7 Tk b Bl

/

(iv) Io7-T&I17 @12 7% 9% Y97 2 37H] T 8 | 379 I DI 5§17 FNRET 3N
60 ¥z Jia 997 & 37fees & 781 57 =T |

(v) FT-G&IT 13 T 15 T JA% Jo7 4 3P &1 & | §7 T & I 100 3551 G

37fer 757 17 =R |

General Instructions :

(i)
(it)
(ii1)

(iv)

(v)

35

This part has 15 questions in all.
All questions are compulsopry.

Questions from serial no. 1 to 6 are very short answer questions and each
question carries one mark.

Questions from serial no. 7 to 12 carry 2 marks each. Answers to such
questions should not exceed 60 words.

Questions from serial no. 13 to 15 carry 4 marks each. Answers to such
questions should not exceed 100 words.

THehi ol T T GeAAFEd i o fofw, aft Wresfiel =t wmfed fokan Srar 8
(A) A

(B) weai H

(C) hari 3R HicHl §

(D) @USi (sAr) H

S # & T fren frfam |
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35

To handle the data easily, all spreadsheets are organised into
(A) Lines

(B)  Words

(C)  Rows and Columns

(D) Blocks

Write the correct option from the above.

forelt it (B) 6 fowaaeg # e ®H & U Feflued gease =0
3? 1

What is the keyboard shortcut to paste the contents of a cell ?

T foeragEe g 25 S & 3T IT: fohad T @Telt B ITd & 2 1
A) T

(B) @

(C) dm

(D) 39w H 9 HIE T

How many spaces are ideally left after typing an exclamation sign ?
(A)  One

(B) Two

(C) Three

(D)  None of the above

i Tfd & <89 L T9 g anelt Fefiad oeIfgat o 31 awEsT 1
(A) HUIR Ui fa=ama (at)

(B) ST 3ree 2139 Toham 1T T&T & 39E 3T UeT

Explain the meaning of the following errors committed while typing
speedily :

(A)  Poor spelling
(B) Reading ahead of the word being typed
25 P.T.O.



35

frfafgd I gar fosl 5 & sH-a1 g See/aee ol oo™ | fese i
ehe LT & ?

—_

A -

® A

Cc H

(D) <=2

Which of the following proof correction signs indicates — ‘close up the

word/words’ ?

—_

A —

(B) A

c) H

D) <<

frefafaad o foe q% gan fog e -
JyaTEeh g @ |

Give the proof correction sign for the following :

Insert sign of interrogation.

ARE = (C1 + D1)/E1 &1 9Romy =11 g, Afg Jhiss () C1, D1, E1
1 wehr few gu 2 2
C1=50,D1=100,E1=2

What will be the result of the expression = (C1 + D1)/E1, if the contents
of the cells C1, D1, E1 are as given below ?

C1=50,D1=100,E1=2
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10.

11.

12.

35

fou gu yerss (&) w1 ey s :
(A 2+5
B =2+5

Tell the output of the given cell :
(A 2+5
B) =2+5

‘g T’ T AT ATCH BIT B ? SEh! VAT S <hl ST B ?

What is meant by ‘Net Speed’ ? How is it calculated ?

i sIgT % foTu Igar s I & BT G =G |’ R AT ERT FHH HLd
3?1 ? H&Y | FHesy |

‘Accuracy should not be sacrificed for the sake of increasing the speed.’

Do you support this ? Why ? Explain in brief.

frafafaa <t 989 4 gwemsT
(A) U3 Y%
(B) =¥ %

Explain the following in brief :
(A)  Page proof
(B)  Final proof

% G o 39T ¥ 37 aret Frefaifad fagt @ o1ef samv

(A)  trs.
(B) stet

Give the meaning of the following signs used in proof correction :

(A)  trs.
(B) stet
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13.

35

Tt & 31t o1 e W & T © Wesfic dam il T8 § | TH e

wesfte 1 feean = fear mn 2
. 9. e U fuTa = |+fa | TEm
1 | stmaesT 90 88 77 56 78
9 |9 A 88 77 56 90 90
3 |= 66 90 88 77 56
4 | 56 77 77 56 90
5 |3= 90 88 77 56 78
6 S 88 77 56 90 90
BEJR
7 | ftem 66 90 88 77 56
g8 |fash 56 77 77 56 90
9 |dagem 90 88 77 56 78
10 | Tt 88 77 56 90 90

Ad

g TEER H Feared foid Gam et 3 | 35 f9e 3 w4 8 St 9 9ok Al

githteAd BT 3 | 30 e W MG FHfaiRad I3 o 3T df

(A)
(B)
(®)
(D)

gfier I 1 = (W) W F oI Foflued gewepre 2 8 2
ITh I T fohat iR (8a) & ?

HI3E T I9ANT A T A0 T4 : S 9 1 g9 (Feiere) & grm 2
Y Teh Yol | Wesfie o1 & fova g afeifera i 2
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14.

35

A spreadsheet has been created to keep the record of marks of students.
A portion of such a spreadsheet is given below :

I\SI:).. Name ENG | MATHS | HINDI SSC SCI
1 Aradhana 90 88 77 56 78
2 | Babu Lal 88 77 56 90 90
3 Chander 66 90 88 77 56
4 | Dhyey 56 77 77 56 90
5 | Yaksha 90 88 77 56 78
6 | Om Prakash 88 77 56 90 90
7 | Sheela 66 90 88 77 56
8 | Vidhi 56 77 77 56 90
9 | Tanuja 90 88 77 56 78
10 | Gopi 88 77 56 90 90

Now a performance report has to be created in a word processor. In that
report, the range A-4 to G 9 has to be included. Based on this information
answer the following :

(A)  What is the keyboard shortcut to paste the selected range ?
(B) How many cells are there in the above mentioned range ?
(C)  How will the range A-4 : G 9 be selected using mouse ?

(D)  How will you include a portion of a spreadsheet into a document ?

gy | gaense fob ergusfan ¥ yg nfa s o s wue fefafed oett w5
fore wehR Ffeat A BT gfea foram ST 2

N CEIEE]
(B) ==
(C) A Hed

(D) YRR

Explain in brief how the following errors treated as mistakes are
penalized for calculating net speed in typewriting :

(A) Crowding

(B)  Omission

(C)  Piercing the paper
(D) Repetition
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15. ffefad geie s Y& AEd & e gur fey g el # ee o @d ge
( 0) G fafe -

Ame
Trs.A

d.A

7

Stet A
(A

35

O~ nhbr <ma 20-gyir H$M ©H«$
H$%s KmofUm H$s JBO Wr V-~
_¢Zo AmnH$mo gy{MV H$a
{X’'mWm {H$ Amn {H$gr aH$ma
go M_EH$ma HS$s Ca rX Z H$al
& Jar~r Xya H$a29 Ho$ {bE ~g
TEFE b Amia dh hj H$S>r
_ohZV & I«S>r M«IT>mBO dmbr
g«S>H$ na éH$Zo Ho$ {bE Z Vmo
g_ hr hji Amja d Z hr HSmoB©®©
AWMZ & h_maprami™>r dmS' hj
AgE" _od O'Vor "'m{Z Ho$db gE
H3$s hr {dO" hmoVr hj & h_| AnZo
OrdZ | EH$ Amja AmXe© dmS'
AnZmZm Mm{hE- “l od O Vo” &
gAMmBO Amija H$S>r ohZV
Ho$ a{V {Zd>m hr ga_mZ, al{V
Amia lwehmbr H$m _yb {gOmYV
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35

hi & h HIMOH«$ nyao
"maVdf© H$m hj {OgH$s godmA
{dH$mg Amja {Z mO©U H$aZm
h_mam na_ H$Im®Oi" hj &

HYAT

OR
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Rewrite the following document incorporating the correction marked
against each line :

%] Qv-dhs‘rﬁ(@?'*b*v? 4 2 williny ¢/
pieces o Comns  Aame beor. placel
br 1495 aud (984 . "N AdeyS Con-
&/A’L&lvf 4 I dlion prleces 4 Bl Gotng
from L Roged Mo & M g UK.
el {Sove pieces 4 'zf;/@ cotns H\
w//ffww\. Comada [/ Tle coty 4 ~llese
tfhwr covet fa alend & 117 o0
U f i enmcharge. . Nobog hgie
alep boew placed B¢ 3, rodl o
spel becs 4 £ofl Loirs , Lty rilieen
shf IPrices 102“% M?mmm_{mj
Prees 4 [of cotias Jf Ty Aottt
Tlege ¢"“§ “he L pe cfed &y
“‘a‘ recewadfunig (93 and qaglly )
"’f"‘u e represectibiveg 4 V- k. Rovet
6/ |Mitf W%-HK'%WL*HHM okt b,
Wov «bov Lawtog dudly ik )
Ul el Conscda. Voose Ul
nlag } A ebunl hatu, |
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