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| <9 (General Instruction) —

T geT dfaard &/ (It is mandatory to answer all the questions.)

g B FoT T 40 8/ (The total number of question is 40)

g&E g9 & forv 1 3% [RERa &1 (Each question carries 1 mark.)

g&E go7 & T @y v 77 &, o4 @ ve GE Ay &7 g7 PIorv | (Each question is provided with 4 options,
Choose the correct oprtion.)

> Teld OV @ oy ®IF 3@ 78T BIS it/ (There will be no negative marking for any wrong answer.)

AR A — @ve 3 s/ ‘T F @ el v @vs @ G gel & GV § /
Special Instruction .- Answer all the questions of either Part ‘A’ or Part ‘B’.
GUS I (AT B <)

YV V V

Part A (Elements of Business)

1. 9ed o B A1 faRT 9491ar © 2 (Which department prepares price list ?)

(a) godre faurT (Enquiry Dept) (b) fasma fa9mT (Sales Dept)

(c) <@t fawrT (Record Dept) (d) IroHT favrT (Planning Department)
2. T3 U9oT ITex H 7 Fal grar @ ? (What is not mentioned in Letter Dispatch Register ?)

(a) aXE (Date) (b) faw  (Subject)

(c) woTHaTer T A9 (Name of sender) (d) 9r=drer a1 A (Name of receiver)

3. B A1 fIqET fasios & |l &1 gaE wxar @ 2 (Which department selects the mode of
Advertisement ?)

(a) g faWRT (Purchase Dept) (b) faspa fa\mT (Sales Dept)
(c) Ire T faMIT (Planning Dept) (d) fasira= fawrT (Advertisement Dept)
4. M ARIHROT BT 3MA¥TPH dd dai & — (NOT an element of Ideal Filing is -)
(a) w30 (Costly) (b) gRefr (Safety)
(c) IR (Simple) (d) gt (Secrecy)
5. I9 |l Ple AIHHOBT BT 0T 8l & 2 (Which is not a characteristic of Card Indexing ?)
(a) =3 3R e (Neat & Clean) (b) FH el (Less Costly)

(c) ey (Elasticity) (d) =T (Simple)




6. fhe I H 1 IR BRI BT dlg WHAT A21 81l ? (In which account there is no limit for
deposit and withdrawal ?)
(a) =Tl W@rar (current account) (b) s=r@ @rar (Saving Account)
(c) =i ST |@Ta (Fixed Deposit Account) (d) amaxit T @rar (Recurring Deposit)
7. TPl BT FAT FOT HIF AT §F <1 & ? (Which bank provides loan on low rate to the
farmers ?)

(a) TRE d& (Commercial Bank) (b) <=1 §& (Indegenous Bank)

(c) 3itenfire §& (Industrial Bank) (d) FE&RT §& (Co- operative Bank)
8. Ty fafer &1 foTeifest fafr ¥ wgd € ? (Which method is also called Gelatin method ?)

(a) eFeH (Hectograph) (b) Je (Rotary)

(c) =ef~Ta1 (Stencil) (d) ShmIT% (Lithograph)

9. gfaferf® o= &1 fohw fafSr &1 =marerg A=aar F8f <ot & ? (Which method of copying is NOT
accepted by the court ?)

(a) Jet 7T o1 ufafefd (Copy by Rotary Machine)  (b) @rd= ufaferfd (Carbon Copy)

(c) ®eRee (Photostat) (d) grer ¥ wfafer™ (Copy by Hand)
10. 3Teel gfaferfUeRor &1 707 /&1 8 ? (What is quality of an Ideal Copying ?)

(a) fraeafyar (Economical) (b) \=eIdr (Simple)

(c) ¥ ufa (True Copy) (d) 395 =1 (All of these)
11. U 38 93 &I T[0T & ? (Which one is a characteristic of an Ideal letter ?)

(a) w=ear (Clarity) (b) a=odr (Neatness)

(c) dfer< (Short) (d) 375 1 (All of these)

12. I§ AT & oIy Iugad Fguiieriuaner Jormell &b AT g 2 (Which is suitable duplicating

method for Urdu language ?)
(a) zaeuT® (Hectograph) (b) =il (Lithograph)
(c) =ef~Ta1 (Stencil) (d) I (Rotary)
13. DI AT 9% FEHIRAT & IGFdl W SR Hal & 2 (Which bank functions on the theory of
co-operation ?

(a) @UTRE d& (Commercial Bank) (b) s=ra §& (Saving Bank)

(c) e & (Industrial Bank) (d) WE&RT §& (Co- operative Bank)
14. SMHER god WId BT YA Hd g ° (When was Post Office Saving Accounts started ?)

(@) 1988 (b) 1882

(c) 2001 (d) 1900



15. STHER WY STAT WAl <LATH fha™ w0 | @iell ST |ebal & 2 (What is the minimum
amount to open a Post Office Fixed Deposit Accounts)

(a) 100 w0 (Rs. 100) (b) 50 w0 (Rs 50)

(c) 200 w0 (Rs. 200) (d) 20 w0 (Rs 20)
16. SMUTRG BTl BT fART T8l & — (Not a The departments of business office -)

(a) <@ favrT (Record dept) (b) rdwe fa9TT (Cash Dept)

(c) o =ggeR fd9rT (Correspondence) (d) FRSE faWRT (Entertainment Dept)
17. 99 AT B3l 9Tl HIF A1 & ? (Which is the cheapest file system ?)

(a) T9IT w18 (Cardboard file) (b) ®icsR Wwrsal (Folder File)

(C) T aTell wIse (Arch file) (d) 397 ®wIge (Shannon file)

18. Ugell gR fohasr ST If3 aret Sl &1 IrstraaRor fohar 31 ? (In first nationalization of
Banks , what was minimum deposit amount ?)
(a) 50 drs ®T (Rs 50 Crore) (b) 50 BRIE WO ¥ 31ferd (More than Rs 50 Crore)
(c) 30 ®=rs w0 (Rs 30 Crore) (d) 100 ®=re w0 (Rs 100 Crore)
19. 519 TP T[HER SR SHER I fhedl Afdd o1 ga=Ifr <71 &7 3Mew <ar &, 5 9 $Had 28—

(When a post office order to another post office to pay amount to any person , is called ) -

(a) FRTSR (Money Order) (b) UR<Ta 3msx (Postal Order)
(c) ¥ (Insurance) (d) =it (Parcel)
20. IR g9 AToTAT He URT BT T8 2T ? (When was National saving scheme started?)
(@) 1979 (b) 1971
(c) 1987 (d) 1982

21. ARG AT BT B el & ° (Which is not a function of business office ?)
() =11 <= ®eAT (Providing Information) (b) == =@afkerd AT (Arranging Information)
(c) 3rf¥erd IR &1 (Preparing Record)  (d) ™™ =1 (Selling goods)

22. MRS d®bf & Hrd # A & — (Functions of commercial bank includes ) -

(a) STHT bR HR-T1 (Accepting deposites) (b) =v1 <=1 (Providing loans)
(c) it gfdem (Locker Facility) (d) 375 41 (All of these)
23. AUIRAT & Ty I AT Wrar Iugad = ¢ (Which account is suitable for traders ?)
(a) =1L @rar (current account) (b) s=ra @rar (Saving Account)
(c) = ST @Td (Fixed Deposit Account) (d) it T @rar (Recurring Deposit)

24. {91 BOEM © 1500 Ul o9 &1 S fAfer &9 A € ? (Which is the best method for 1500
copies without printing press ? )
(a) TI3T AT (Type Setting) (b) foraIRm% (Lithograph)
(c) ”IeX gweildex (Rotary Duplicator) (d) #e<umw (Multigraph)



25. U3 & fdhaw T B & ? (How many parts of letters are there ?)

@5 (b) 12
(c) 10 (d)7
26. U U aTel & foIg Suygad = (Suitable file system for a beetle seller is -)
(a) @S wrgd (Vertical File) (b) AR ®rgel (Wire File)
(c) 399 wIget (Shannon File) (d) 375 5 1 (Al of these)
27. BIC AMIRAT Bq SIS hA0BT & (The best indexing for small traders is - )
() Bre kAT (Card Indexing) (b) ATEIROT 3hHAOTRT (Simple Indexing)
(c) HgeT 3rgghHforent (Cross Indexing) (d) =spra SrgehHfOreRT (Wheel Indexing)
28. O ST §&F B ———— ® = | (Granting loan is --------- function of Bank)
(a) urafA® (Primary) (b) fg<irrd (Secondary)
(c) TRt (Social) (d) 379 9 ®is 81 (None of these)

29. YRT H ISR dobl &l w1 fdba=l & ? (How many Nationalised Banks are there in
India ?)

(@) 15 (b) 29
(c) 28 (d) 25
30. JTUBIIT FUT &I Irafey a1 8t & 2 (What is the tenure of short term loan ?)
(@) 1 | 2 A€ (1-2 months) (b) 3 & 6 ATE (3-6 months)
(c) 6 | 9 #AE (6-9 months) (d) 9 & 12 /1€ (9-12 months)
31. U3 9r8dh JRIH 4 fdas ®fem 8 & 2 (How many columns are there in a Peon book ?)
(@) 5 (b) 6
(€))7 (d)s

32. I WR TR Aol O dTel U3 &1 ol & & (The letters send at local stage are recorded
in) -

(a) = Uwur g (Dispatch Book) (b) S1H =g AR (Stamp book)
(c) y=aTed Y&ie (Peon Book) (d) 3% & ®1g 81 (None of these)
33. BieRee ¥ ufaferld STaRfl & —  (Copying by photostat is useful for ) -
() Bedx mTRAl & forg (For Retailers) (b) BT |mRal & fere (For small traders)
(c) s |mRAl & ferv (Big traders) (d) amedi & oy (Customers)

34. e T gRT U I8 H Sifdrpan & | fha Fde off off ddbal & (Maximum number
of copies made at a time by Rotary Machine ?)
(a) 500 (b) 150
(c) 50 (d) 35



35. ThihT AN &1 IYANT fhafery grar g ? (What is franking machine used for ?)

(a) uar for@= (To write address) (b) fewe e (Stamping)
(c) forTT g9 (Making Envelope) (d) 7% & @18 Tai (None of these)
36. MRS HATAT & b faRT € ? (How many departments are there in business Office ?)
(a) 14 (b) 13
(c) 12 (d) 15
37. DI AT AUIRS HrATd BT BRI & ° (Which one is a function of business office ?)
(a) AreT §=1 (Selling Goods) (b) uTE® @reT (To search customers)
(c) T=<irBRoT (Filing) (d) fAof= (To make decision)
38. 3TIHHAOIGT ¥ Fad &l & — (Indexing save) -
(a) 997 (Time) (b) =18 (Labour)
(c) adam b AT (Both a and b) (d) S5 & Bz 781 (None of these)
39. T Uz @1 50 URRT o<1 & forg Suge fafr & (Suitable method to create 50 copies of
letter is - )
(a) g1 §RT (By hand) (b) ®1e9 gRT (By carbon)
(c) <19 I+ g1 (By Press Machine) (d) mieiRee g1 (By Photostat)
40. SEUITAIfdeRoT @1 Mg fafer & (The modern method of duplicating is -)
(a) RTetfest gomedl (Gelatin Method) (b) SRS womel! (Lithograph Method)
(c) =f=aat woTrelt (Stencil Method) (d) 3ffrae gumedl (Offset Method)

WUs § (TERAT U9 RN & O<d)

Part B (Elements of Book-Keeping & Accountancy)

1. 9rags @1 & ? (What is a Pass Book ?)
(@) ®H &I I gd JIrae @rd @l ufafef (Copy of Firm’s Receipts and Payments Account )
(b) 9% @I IfFAT # ‘S B W &I Ul (Copy of A customer’s accounts in the Bank’s

books)

(c) §& @M ¥ FNid Adhs g8l b1 gfafafd (Copy of Cash book relating to a Bank Column )
(d) 9% ¥ceH (Bank Statement)

2. Ife 99 T ATA BT AT 102000 FO TAT Adhel AT 8600 w0 BT dl fasha wr Brft ? (I

Cost of goods sold Rs 102000 and Gross Profit is Rs 8600 , what is the amount of sales ?

(a) Rs. 110600 (b) Rs. 93400
() Rs. 105000 (d) Rs. 102000




3. detue ¥ a7 7 AR &1 HHeE 91 § &g Siar 2 (Manager’s Commission given in
the Trial Balance is shownin) -
(a) =R @rar (Trading Account) (b) fzrear (Balance Sheet)
(c) & BT+ @rar (P/L Account) (d) 7% & @1 T8l (None of these)
4. Torue & qrex fear war <ifaw <efaar fo=1 # femar Sar 8 (Closing stock given out of Trial

Balance is shown in) -

(a) @R @rar (Trading Account) (b) frear (Balance Sheet)
(c) =¥ =1+ @rar (P/L Account) (d) aem b (Both aand b)
5. 7991 % 9 @9 A1 SIMIRYT @ & ? (Which one is Abnormal Expenses ?)
(@) &1 IR g1 (Interest on Loan) (b) IS 4R =TT (Interest on capital)
(c) 3T A B (Loss by fire) (d) =<1 B (Discount Allowed)
6. facer a1 € ? (What is a Balance Sheet ?)
(a) @TaT (Ledger) (b) fda=oT (Statement)
(¢) rsHmEET (Journal) (d) 375 & ®ig 81 (None of these)
7. 9% BRI BIC T AT Bl Adhe Iol B IMAIHY AT H.o STTaT = 1 (Interest charged by
bank is ---------- in the overdraft balance of Cash Book.)
(@) o (Multiplied) (b) gerar (Subtracted)
(c) SirsT (Added) (d) 39 & ®1$ 181 (None of these)

8. IfQ UKA gab T Y AT AT 81 1 IGell & o1y Hol T fAu= Sr g 8l T
S= g1 fdear oar g2 (If balance of pash book is given , then what happens with the
amount of bills sent for collection but dishonoured ?)

(a) SreT (Added) (b) gerar (Subtracted)
(c) Tom (Multiplied) (d) 379 & @18 81 (None of these)

9. AFs F8 H dfec AT &7 Fr 1ef © 7 (What is the meaning of Credit balance in cash book ?)
(a) @I (Expenditure) (b) =vr (Loan)
(c) =1faxfa®my (Overdraft) (d) 3FTERUT (Dishonour)

10. foreer 9w urey # 9T < Adar & 2 (In which form Balance Sheet can be prepared ?)
(a) &frst (Horizontal) (b) er=gaq (Vertical)
(c) adT b aMf (Both aand b) (d) 374 & ®Ig 721 (None of these)

11. Tetac # fear a7 erea fovmn = # fagmr mar = (Outstanding Rent given in the Trial
Balance is shown in) -
(a) facar (Balance Sheet) (b) =R @rdr (Trading Account)
(c) =¥ =1+ @rar (P/L Account) (d) 379 & @18 T8l (None of these)




12. TR WA 4 HST BT edwaT Bl Hal el & (Excess of credit in the Trading A/c is called)-
(@) Y& o™ (Net profit) (b) g€ BT (Net Loss)
(c) It o\ (Gross Profit) (d) Her B (Gross Loss)
13. ddUYS & qI¢ FURI HIF A i@l fIavvr IR &-ar g 2 (Which account statement is
prepared by trader after Trial Balance ) -
(a) @rareg! (Ledger) (b) T &1 (Purchase Book)
(c)fasra @1 (Sales Book) (d) *1=a® @ra (Final Accounts)
14, bg T8I BT AMATIHY — 10500 W0 , &b dTSl — 60 WO Al URIGD bl Ifefdhy Fa1 BRI ?
(Overdraft balance of cash book — Rs 10500 , Bank Charge — Rs 60 , then what will be the
overdraft balance of Pass Book ?)
(a) 10500 0 (b) 10560 %0
(C) 10440 %0 (d) 60 =0
15. URIgeh AT s I8l & Y H (AR BT T BRYT 8l Fabell & 2 (What can be reasons of
difference in the balances of cash book and pass book ?)
(a) 9% @rsi (Bank Charge) (b) 9 gRT e A (Direct payment by bank)
(c) Ut @b T i@l =i 841 (Cheque received but not entered)
(d) & 4T (All of these)
16. QU 7Y 9cc &1 oar fw @ # grar € ? (Discount allowed is included in which account ?)
(a) 3 — =gy @rar (Income — Expenditure A/c)  (b) fareaT (Balance Sheet)

(c) =¥ =1+ @rar (P/L Account) (d) =m™R w@rar (Trading Account)
17. 3~ &Td 99 # fha+l IR 9919 oI & 2 (How many times final accounts prepared in a
year ?)
(a) 1 (b) 2
(c) 3 (d) 4

18. YR ST — 125000 W0 , fdshd — 275000 , |TST — 20000 , Hhel AT — 950000 , hd —
126500 @I 3ifaH ¥E1d @1 TOET B | ? (Opening Stock — Rs 125000, Sales — Rs 275000 ,
Frieght — Rs 20000 , Gross Profit — 95000 , Purchase — 126500 , then calculate closing stock.)

(@) 96300 0 (b) 91500 %0
(C) 72000 %0 (d) 88600 %0



19. YRM® BT — 10000 %0 , fAha — 22500 , HIST — 1500 , Hbel T — 9000 , hd —
13650 I 99 T ATA BT T DI IO & | ? (Opening Stock — Rs 10000 , Sales — Rs
22500 , Frieght — Rs 1500 , Gross Profit — 9000 , Purchase — 13650 , then calculate Cost
of goods sold .

(a) 13500 %0 (b) 9850 %0
(c) 9200 %0 (d) 12560 %0

20. UTY g BT AT — H0 500 , db RT (&A1 AT &Il — 0 30 , b SN AT oifch I
T8I AT — 250 , b F8! DI AY FIT 8T 7 (Pass book balance — Rs 500, Interest allowed
by bank — Rs. 30, Cheque issued but not presented — Rs 250 , what will be the balance of Cash
book ?)

(a) 780 0 (b) 530 %0
(c) 220 w0 (d) 700 %0
21. %=1 # @9 A1 7 /¥R & 2 (Which of the following is Tangible Asset ?)
(a) uc—e (Patent) (b) Tt (Goodwill)
(c) ®didRTZE (Copyright) (d) Bir=R (Furniture)

22. I fIhd o W & 20% TN & @& aFTd WX o™ 8 — (I profit on selling
price is 20% the profit on cost will be -)
(@) 25% (b) 30%
(c) 20% (d) 40%

23. fUsel a¥ ifvw BRI &1 Jedid=T 20,000 F0 ¥ &F fHAT 73T | SHA FT YATT TSl ?
(Closing stock was undervalued by Rs 20,000 previous year. What will be the effect of it ?)
(a) ™ |9 e (Profit will be same)
(b) S a9 &1 @™ FHH fIZRT (Current year profit will be shown less)
(c) 39 ¥ P1 o 31fdd I (Current year profit will be shown more )
(d) 3% & @12 T8l (None of these)

24. TSR fH9 UHR &1 A€ © 2 (Debtors is which type of item ?)

(a) =re] AT (Current Asset) (b) mt |wT (Fixed Asset)
(c) =imef <1 (Current Liability) (d) % <1 (Fixed Liability)
25. YT AT DI Hal @ Srar & 2 (Where is indirect expenses shown ?)
(a) farear (Balance Sheet) (b) =R @rar (Trading Account)
(c) =¥ =1+ @rar (P/L Account) (d) 37 & @I T8l (None of these)
26. dHg 6T P T @Id # @1 oirar & 2 (Cash in hand is included in which account ?)
(a) f=riear (Balance Sheet) (b) =UR w@rar (Trading Account)

(c) @™ =1 @rar (P/L Account) (d) 375 & ®Ig 781 (None of these)



27. /91 ¥ @19 41 YSIRTd 3 © ? (Which one of these is a Capital Income ?)
(a) e fasha (Cash Sales) (b) urt fh=rar (Rent Received)
(c) &9 (Loan) (d) yr<g =151 (Interest received)

28. If A FE1 &1 ARVIHY AV e a1 81 a1 = <11 fhar a7 oifdh e 9% &1 ura
81 g1 , &I @ fohar wmar 2?2 (If overdraft balance ofcash book is given , then what
happens to the amount of cheque sent for collection but not collected ?)

(a) SreT (Added) (b) T<rAT (Subtracted)
(c) o1 (Multiplied) (d) 379 9 ®is A81 (None of these)

29. 3If~TH WA @& A DI AT Wil el 941971 Ser & ¢ (Which accounts is NOT prepared
in Final Accounts ?)

(a) @R @rar (Trading Account) (b) frear (Balance Sheet)
(c) =¥ =1+ @rar (P/L Account) (d) g — &g @rar (Income — Expenditure A/c)

30. Touc H f&ar a1 sratery aa= 41 ¥ fe@rar siar g (Office Salary given in the Trial

Balance is shown in) -

(a) @R @rar (Trading Account) (b) = =1+ @rar (P/L Account)

(c) fereaT (Balance Sheet) (d) 39 & ®1g 81 (None of these)
31. Adhel o fbd @ra | ur 8rar 8 2 (Which accounts produce Gross Profit ?)

(a) @R @rar (Trading Account) (b) farear (Balance Sheet)

(c) & =19 @rar (P/L Account) (d) detue (Trial Balance)

32. Touc H faar 747 e o1 =1 # fa@mar Sirar € (Bad Debts given in the Trial Balance is
shown in) -

(a) =R @rar (Trading Account) (b) frear (Balance Sheet)

(c) & BT+ @rar (P/L Account) (d) 7% & &g T8l (None of these)
33. 91 # P9 1 dRat @Ry A8 8 7 (Which of the following is not a liquid asset ?)

(a) B=T%T AP (Cash in hand) (b) §% # Ude (Cash at bank)

(c) T e (Debtors) (d) g (Land)

34. ¥ gRT AU T N1 &1 Adhs del & UY W o1 ¥4 8rar = 2 (What is the effect of
Interest allowed by Bank on the balance of Cash Book ?) -

(a) @49 81T (Decrease) (b) ¥ (Increase)
(c) ®Ig v &1 (No effect) (d) 3% & Pz 21 (None of these)
35. APHS do! H Tl W BHIST B TS AN I U g6 & AY H ... far e 2 ? (Amount
wrongly credited in Cash Book is ------- to the balance of Pass book.)
() SireT (Added) (b) =erT (Subtracted)

(c) o1 (Multiplied) (d) 379 9 dis A8l (None of these)



36. @M B W@aT {6\ TR &1 @rar & 2 (Which type of Account is P/L Account ?)
(a) |fdara @rar (Personal Account) (b) ar=fd® w@rar (Real Account)
(c) AETE 1 @rdar (Nomianl Account) (d) S=a=1 Qa1 (Suspense Account)

37. ISl AW B WR Sl Yoob Tl & , S T Hadl o7

(Tax charged on imported goods is called ?) -
(a) T gowb (Custom) (b) AT Feob (Import Tax)
(c) g (Octroi) (d) TrEr @) (Dock Charges)
38. A g 78000 w0, fAshd ATUAT 5600 %O TAT Hbel Y 15690 WO &I Al &< I AT Bl
AT @1 B8R ? (I sales is Rs 78000, sales return Rs 5600 and Gross Profit is Rs 15690 ,
what is the cost of goods sold ?

(a) 72400 %0 (b) 56700 %0
(c) 56710 0 (d) 55000 %0
39. 399 ¥ DI W AG o™ B @ @1 g ? (Which of these item is associated to P/L Account?)
(a) a9 (Salary) (b) FSTXT (Wages)
(c) AoT¥T Td da+ (Wages & Salary) (d) 379 & @1g T8I (None of these)

40. o fafdr faeiy wr Y Ry ofik <1R¥cs &1 ARier 81ar @ — (Extracts of Assets and
Liabilities on a particular date is -)
(@) @R @rar (Trading Account) (b) @™ — =1+ @ (P/L Alc)
(c) detue (Trial Balance) (d) frear (Balance Sheet)



