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e[Zb nze^ 35 

B'N L^
;ko/ gqPB io{oh jB. Gkr^ C ftZu nzdo{Bh S'N j?.





Gkr^A

B'N L^

fJ; Gkr ftZu jo/e gqPB dk 1 nze j?.
1 (T)

d|soh ekoiK dh gqkfeqsh fejVh jz[dh j?.

1(n)

;t?^ukbD d/ eh T[d/P jB<

1(J)

fszB ezfgT{No fJBg[ZN :zsoK d/ BK fby'<

1(;)

fJZe uzrk ;zd/P d/D bJh fog'oN ftZu eh^eh j'Dk ukjhdk j?<

1(j)

Bekok foekov eh jz[d/ jB<

1(e)

M S gq'rokw fe; B/ fsnko ehsk<





Gkr^B

B'N L^

fJ; Gkr ftZu jo/e gqPB d/ 2 nze jB.

2H

d|so gqpzXe dh gfoGkPk fdT[.

3H

ftGkrh eoB d/ eh yso/ jB<

4H

ezfgT{No jkovt/no dh tZy^tZy fe;wK dh ftnkfynk eo'.

5H

uzr/ tgko gZso dhnK eh ftP/PsktK jB<

6H

*thvhU ^ ekBcoz;* eh jz[dh j?<

7H

foekov gqpzX eh j?<

8H

Jh^ckJhfbzr s/ B'N fby'.





Gkr ^ C
B/'N L^

fJ; Gkr ftZu jo/e gqPB d/ 5 nze jB.

9H

ftGkrheoB eh j[zdk j?<T[sgkdB ftGkr dh ftnkfynk eo'.





iK


;kcNt/no eh j[zdk j?< fJ; dhnK tZy^tZy fe;wK dh ftnkfynk eo'.
10H

* ;zuko * s/ fJZe B'N fby'.





iK



*Jh^w/b* s/ ftnkfynk ;fjs b/y fby'.
11H

ckJhfbzr dh gfoGkPk fdT[ ns/ ckJhbK d/ torheoD dh ftnkfynk eo'.





iK



foekov dh gfoGkPk fdT[ ns/ fJ;d/ T[d/PK dh ft;Eko ;fjs ftnkfynk 

eo'.

       
;?N^ A
Iwks^  XI
fpiB?; ;NvhI (g/go^I)

;wK^ 3 xzN/








e[Zb nze^ 50

B'N L^

;ko/ gqPB io{oh jB. Gkr^ C ftZu nzdo{Bh S'N j?.





Gkr^A

B'N L^

fJ; Gkr ftZu jo/e gqPB dk 1 nze j?.

1 (T)

tgko dk w[Zy T[d/P eh j?<

1 (n)

A.T.M. dh c[Zb c'ow eh j?<

1 (J)

;KM/dkoh tgko ftZu fejVk d;skt/I ;G s'A bkIwh j[zdk j?<

1 (;)

T[; ezgBh dk BK d;' fijVh pj[s ;ko/ d/Pk ftZu ezw eodh j?.

1 (j)

fejVk d;skt/I ezgBh dk ;ftXkB jz[dk j?.

1 (e) 
fe;/ d' ubzs gqu{B tgkohnK d/ BK dZ;'.

1 (y)

bzph ntXh tkb/ czvK d/ ;kXB dZ;'A.

1 (r)  
n:ks s'A eh Gkt j?<





Gkr^ B
B'N L^

fJ; Gkr ftZu jo/e gqPB d/ 3 nze jB.

2H

nkofEe ekoiK dk noE dZ;'.

3H

fJZe tgkoh bJh phwk feT[A io{oh j[zdk j?.

4H

pj[okPNoh ezgBhnK d/ fszB bkG dZ;'.

5H

;zukbe dhnK ftP/sktK pko/ fby'.

6H

nzso d/;h tgko dk eh noE j[zdk j?<

7H

tgkoe ftZs s'A eh Gkt j?<

8H

ftP/P nkofEe i'B eh j[zd/ jB ns/ fJjBK dh eh b'V j?<





 Gkr^C

B'N L^

fJ; Gkr ftZu jo/e gqPB d/ 7 nze jB.

9H

nkT{N;'of;zr ;/tktK dh eh b'V j[zdh j? ns/ fJj fe; gqeko Bkb ;jkfJe 

j[zdhnK jB<




iK




* tgkoe i'ywK * d/ eh ekoD j[zd/ jB< 
10H

Jh^p?fezr s'A eh Gkt j?< fJj T[gG'rsktK bJh fe; gqeko Bkb ;jkfJe j?<




iK



* ;fjekoh ;o{g ;zrmB fBoGosk dh fJZe ftXh j? * ftnkfynk eo'.
11H

ezgBh d/ fBowkD dhnK tZy^tZy nt;EktK fejVhnK jB<




iK



pkjoh tgko s'A eh Gkt j?< pkjoh tgko d/ bkGK ns/ jkBhnK dk toDB 


eo'.
SET- A
Class:-
XI

Subject :- Modern Office Practices

Paper - IV

Time :-
  3 hours






M.M:   35 Marks
Note:-
All questions are compulsory. There is internal choice in 


PART-C.





PART - A

Note :-
Each question in this part is of  1 mark.


1(a)

What is the nature of Office Functions?

1(b)

What are the objective of Automation?

1(c)

Write the names of three Computer input devices.

1(d)

What does a business report include so that it may represent good 


message?

1(e)

What is meant by obsolete records?

1(f)

Who developed M S programme?





PART- B

Note :-
Each question in this part is of 2 marks.


2.

Define Office Manager.

3.

What are dangers of Departmentation?

4.

Describe different types of Computer Hardware.

5.

What are the features of a good business letter?

6.

What is Video- conferencing?

7.

What is Record Management?

8.

Write a note on e-filing.





PART -C

Note :-
Each question in this part is of  5 marks.

9.

What is departmentation ? Describe Production department.





OR



What is Software? Describe the various type of software.

10.

Write an essay on ' Communication'.





OR



Write an essay in detail on e-mail.

11.

Define filing and describe the classification of filing in detail.





OR



Define Records, Describe in details the objective of Records.

SET- A

Class:-XI

Subject :- Business Studies

Paper - I

Time :-
  3 hours





M.M: 50 Marks

Note:-
All questions are compulsory. There is internal choice in 


PART-C.







PART - A

Note :-
Each question in this part is of  1 mark.


1(a)

What is the basic objective of business?

1(b)

What is the full form of A.T.M. ?

1(c)

Which is the most important document in the partnership?

1(d)

Write the name of company which works in many nations. 

1(e)

Which document of a company is called constitution of a company?

1(f)

Write the name of two Itinerant Retailers. 

1(g)

Write the source of Long-term finance.

1(h)

What is meant by import?





PART- B

Note: -

Each question in this part is of 3 marks.

2.

What do you mean by Economic Activities?

3.

Why Insurance is necessary for a Businessman.

4.

Write merits of Multi-National Companies.

5.

Write the characteristics of a Promoter.
6.

What is meant by Internet- Trade?


7.

What do you mean by Business Finance?

8.

What are Special Economics Zones (SEZ) and what is their needs?





PART-C

Note :-
Each question in this part is of  7 marks.

9.

What is the need of Outsourcing Services and in what way these are 



helpful?





OR



What are the reasons for Business Risks? 


10.

What is meant by e-banking? How e-banking proves helpful for 



consumers?





OR



" A Co-operative form of organisation is a method of self help", 



Explain.

 11.

What are the different stages in the formation of a company?




OR



What do you mean by external trade? Describe the merits and 



demerits of external trade.


;?N^ A
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e[Zb nze^ 35 

B'N L^

;ko/ gqPB io{oh jB. Gkr^ C ftZu nzdo{Bh S'N j?.



gqPB BzH 1 (S/ Gkr) fJZe^fJZe Bzpo d/ jB.



gqPB BzH 2 s'A 8 d' ^ d' nzeK d/ jB.



gqPB BzH 9 s'A 11 gzi nzeK d/ jB.






Gkr^A
1 (i)

nuBu/s d/Ddkohnk s'A eh Gkt j?<

1 (ii)

i/ fe;/ tgko dh g[zih 70000 o[H j? ns/ d/Ddkohnk 40000 o[H jB sK 


tgko dh ;zgshnk gsk eo'.

1 (iii)

ftP/P foiot s'A eh Gkt j?<

1(iv)

tNKdok gZso d/ BthDheoB s'A eh Gkt j?<

1(v)

ukb{ ;zgshnK ns/ ;fEo ;zgshnK d/ d' d' T[dkjoD fdT[.

1(vi)

vkNk p/; gqDkBh dh d' jkDhnK fby'.






Gkr^ B

2H

b/yk ;wheoD fby'.

(T)
ojhw B/ fpiB/p P[o{ ehsk



20000 o[gJ/


(n)
ojhw B/ coBhuo yohfdnk



 2000
o[gJ/


(J)
ojhw B/ feokfJnk ndk ehsk



  200
o[gJ/


(;)
ojhw B/ t;s{nK T[dko bfJnk



 3000
o[gJ/


(j)
ojhw B/ t;s{nK (w[Zb 2000 o[gJ/) 5000 o[gJ/ ftZu t/u fdZshnK.

3H

d'joh o/yk gqDkbh d/ fB:w fby'.
4H

fJZe ezgBh B/ fJZe gbkN 4000 o[gJ/ dk yohfdnk. gbkN dh nB[wkfBs 


T[wo 10 ;kb j?. T[; dk ntfPPN w[Zb 400 o[gJ/ j?. ;EkJh fePs ftXh 

Bkb jqk; dh do gsk eo'.

5H

P B/ Q  s/ 1000 o[gJ/ dk fJZe tZNkdoK gZso fszB wjhB/ bJh fbfynk ns/ 

1H1H06 Bz{  Q B/ fpZb ;theko eo fbnk. fpZb 1H2H06 Bz{ 985 o[ZgJ/ ftZu 


pZN/ s/ G[Bk fbnk frnk.Q ndkfJrh fwsh Bz{ fpZb dh ndkfJrh eo b?Adk 


j?. P ns/Q dh g[;sek ftZu o'iBkwuk b/y/ eo'.

6H

;fEsh fttoD feT[ fsnko ehsk iKdk j??

7H

ezfgT{No dh ftP/PsktK fbu'.

8H

vkNk p/; gqDkbh s'A eh Gkt j?< fJ; d/ d' bkG fby'.






Gkr^ C
9H

j/m fbfynk sbgN fJZe n:'r b/ykeko d[nkok pDkfJnk frnk. fi; dh ;'X eoe/ d[pkok sbgN fsnko eo'









Dr. Balance

Cr. Balance









    Rs.


    Rs.

Bank overdraft





28000


 ______

Cash in hand





______

   4000

Purchase return





8000


  ______

Sundry expenses





24000


  ______

Sales return






_______

  16000

Salaries






16000


   _____

Purchases






56000


  ______

Sales







_____


  88000

Creditors






______

  24000

Debtors






16000


  ______

Stocks (1.1.06)





_______

 20000

Machinery & Plant





​​​​​______

40000

Capital a/c






44000


_____








         __________
     ____________








           1,92,000

1,92,000








          _________
     ____________    





iK

fJZe ezgBh Bz{ 1H1H03 Bz{ 10000 o[gJ/ dh fJZe wPhB yohdh ns/ T[; Bz{ brkT[D s/ 2000 o[gJ/ you ehs/. fwsh 1H07H 03 Bz{ 4000 o[gJ/ dh fJZe j' wPhB yohdh. fwsh 1H1H05 Bz{ 1H1H03 Bz{ yohdh j'Jh wPhB 4600 o[gJ/ ftZu t/u fdZsh. ezgBh jo ;kb xZNdh fePs ftXh okjhA 10# ;kbkBk do Bkb jqk; eZNdh j?. fszB ;kbK dk (31H03H05 sZe) w;hBoh yksk fsnko eo'.
10H

okw B/ Pkw e'b'A 25000 o[gJ/ b?D/ ;B. okw B/ Pkw T[go fszB fpZb fby/. gfjbk 8000 o[gJ/ dk d' wjhB/ tk;s/, d{ik 10000 o[gJ/ dk fszB wjhB/ tk;s/ ns/ sh;ok 7000 o[gJ/ dk uko wjhB/ tk;s/. Pkw B/ fszB fpZb ;theko eo bJ/. okw B/ gfjbk fpZb Pkw s/ fgZmnzeD eo fdZsk, d{ik fpZb 5# ;kbkBk do Bkb p?Ae e'b' s[Vtk fbnk ns/ shik fpZb T[;B/ nkgD/ e'b oZy fbnk. ndkfJrh dh fwsh t/b/ fszB/ fpZb fokdfos j' rJ/. gqsh fpZb 50 o[gJ/ B'fNzr ukofii fdZs/ rJ/. okw ns/ Pkw dh g[;sek ftZu o'iBkwuk b/y/ eo'.





iK



n;[ZXhnK s' eh Gkt j?. fJ; d/ gqeko d;'.









Dr


CR









(in Rs.)

(in Rs.)

Purchase and Sales





25000


50500

Debtors & Creditors




10000


  4000

Drawings






  5500

Sales return & Purchase return



    300


    250
Discount






    760

Insurance Premium




    300

Cash







   2800

Stock (1.4.03)





   1400

Bad debt






     500

Bad debt









  1540

Wages






    2800

Carrage






     600

Machinery






  22000

Furniture






    4000

Salaries






    3000

Bank Charges





      500

B/R and B/P






    5500

 5000
Trade expenses





    1330

 

Capital a/c









 29000

Building






   4000









__________

__________ 









  90290

  90290









__________

__________

Adjustments :

(i)
Deprecrate building @ 5% and Machinery @ 10%

(ii)
Trade expenses of Rs. 220 and wages of Rs. 200 have not been yet paid.

(iii)
Allow interest on capital at 10% p.a.

(iv)
Make provision for doubtful debt at 12%

(v)
Stock on 31.03.04 Rs. 10000.

(vi)
Prepaid insurance premium in Rs. 50.





iK

p?Ae ;wkXkB fttoD s'A eh Gkt j?. o'eV pjh ns/ gk; p[Ze dhnK pkehnk ftZu nzso d/ eh ekoB j' ;ed/ jB<

SET - A

Class XI

Subject : Accountancy - I

Time : 3 hrs.









M.M 35

Note :
All question are compulsory 



Q. No. 1 ( 6 sub parts) carry on mark each.



Q. No. 2 to 8 carry two marks each.



Q. No.9 to 11 carry five marks each.

Use of simple calculation is allowed.





PART- A

1(i)
What do you mean by contingent liability?

1(ii)
If capital of a business is Rs. 70000 and liabilities are Rs. 40000, calculate 

assets of a business.

1(iii)
What do you mean by specific reserve?

1(iv)
What do you mean by renewal of a bill of exchange?

1(v)
Give two example each of current assets and fixed assets.

1(vi)
Write two disadvantage of data base system.





PART - B

2.
Write accounting equation












( In Rs.)

(a)
Rahim started business with cash




20000

(b)
Rahim purchased furniture for cash



 
 2000

(c)
Rahim paid rent







    200

(d)
Rahim purchased goods on credit 




  3000
(e)
Rahim sold goods (Cost Rs. 2000) for Rs. 5000 on cash

3.
Write rules of double entry system.
4.
A co. purchased a plant for Rs. 4000. The useful life of a plant is 10 years and 
estimated scrap value is Rs. 400. Determine the rate of deprecation when 
management wants to deprecate it by straight line method.

5.     
P draws on Q a bill of exchange for 3 months for Rs. 1000. Which Q accepts it 
on 1.1.06. The bill is discounted on 1.2.06 for Rs. 985. Q meets the bill on due 
date. Pass Journal entries in the books of P & Q.

6.
Why balance sheet is prepared?

7.
Write feature of a computer.

8.
What do you mean by data base system? write its two advantage.





PART- C

9.
The following trial balance is prepared by an inexperienced accountant. Redraft it and comment.









Dr. Balance

Cr. Balance









    Rs.


    Rs.

Bank overdraft





28000


 ______

Cash in hand





______

  4000

Purchase return





8000


  ______

Sundry expenses





24000


  ______

Sales return






_______

  16000

Salaries






16000


   _____

Purchases






56000


  ______

Sales







_____


  88000

Creditors






______

  24000

Debtors






16000


  ______

Stocks (1.1.06)





_______

 20000

Machinery & Plant





​​​​​______

40000

Capital a/c






44000


_____








         __________
     ____________








           1,92,000

1,92,000








          _________
     ____________    











OR
On 1.1.03 a company purchased a machinery for Rs. 10000. It spent Rs. 2000 on its erection. on 1.7.03 it purchased another machinery for Rs. 4000. On 1.1.05 the machinery purchased on 1.1.03 was sold for Rs. 4600. The company writes it deprecration at 10% p.a. on diminishing balance method. Prepare machinery a/c for three years ending 31.12.05.

10.
Ram was to get a sum of Rs. 25000 from sham. Ram draw on sham three bills for this amount - First for Rs. 8000 at two months. Second for Rs. 10000 at three months and third for Rs. 7000 at four months. Sham accepted all the three bills. Ram endorsed the first bill to Ramesh, Second was discounted with bank at 5% p.a. and third bill was retained by him. All three bills were dishonoured at the time of maturity. Noting charges @ Rs. 50 per bill were paid. Pass journal entries in the books of Ram & Sham.







OR


What do you mean by error? What are its types?

11.
From the following trial balance, prepare final also.









Dr


CR









(in Rs.)

(in Rs.)

Purchase and Sales





25000


50500

Debtors & Creditors




10000


  4000

Drawings






  5500

Sales return & Purchase return



    300


    250

Discount






    760

Insurance Premium




    300

Cash







   2800

Stock (1.4.03)





  1400

Bad debt






     500

Bad debt









  1540

Wages






   2800

Carrage






     600

Machinery






  22000

Furniture






    4000

Salaries






    3000

Bank Charges





     500

B/R and B/P






    5500

 5000

Trade expenses





    1330

 

Capital a/c






_______

 29000

Building






   4000

_____








__________

__________ 









  90290

  90290









__________

__________

Adjustments :

(i)
Deprecrate building @ 5% and Machinery @ 10%

(ii)
Trade expenses of Rs. 220 and wages of Rs. 200 have not been yet paid.

(iii)
Allow interest on capital at 10% p.a.

(iv)
Make provision for doubtful debt at 12%

(v)
Stock on 31.03.04 Rs. 10000.

(vi)
Prepaid insurance premium in Rs. 50.







OR


What do you mean by bank reconciliation statement? Explain the reasons for non machine of cash book balance with paso book balance.

