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CREDIT BA฀ED FOURTH ฀EME฀TER B.A. DEGREE EXAMINATION APRIL 2010
OFFICE MANAGEMENT & ฀ECRETARIAL PRACTICE

฀A฀E IV – ACCOUNTS,  ฀OSTAL & BANKING TRANSACTIONS
Time: 3 Hrs                    Max. Marks: 70

PART – A
1. Fill in the blanks. 10x1=10

฀.  The b฀nk reconcili฀tion st฀tement is prep฀red by the _________ .

b. Entries in ledger ฀re derived from the entries in the __________.

c.  The ________ is prep฀red with the object of ฀scert฀ining the fin฀nci฀l position of ฀ business.

d.  In c฀se of ATM, ‘PIN’ st฀nds for ___________ .

e. ___________ m฀chine is used to indic฀te the ฀mount of post฀ge, d฀te & pl฀ce of posting.

f. The minimum ฀mount th฀t c฀n be sent through Inst฀nt Money Order is ___________

g. _________ is ฀lso known ฀s ‘Pl฀stic Money’.

h. _________ is ฀ fin฀nci฀l ฀rr฀ngement under which the current ฀ccount holder is ฀llowed ฀n ฀dv฀nce.

i. _________ refers to properties owned by ฀ concern.

j. NSC st฀nds for ___________   _____________   ____________________

UNIT – I
2. Answer any one of the following 1x5=5

฀.  Wh฀t do you me฀n by Double Entry System of book-keeping?  Expl฀in its rules.
b. Expl฀in the kinds of ฀ccounts with the rules of debit ฀nd credit.

3. Journ฀lise the following tr฀ns฀ctions in the books of R฀hul ฀nd write out the C฀sh Account Purch฀ses ฀nd 
S฀les Account. 1x10=10
2000
1. J฀n 1 Commenced business with c฀sh Rs.30,000
2.     ” 3 Bought goods for c฀sh Rs.10,000
3..     ” 5 Sold goods for c฀sh Rs.5,000
4.     ” 6 Bought goods from Murthy on credit Rs.2000
5.     ” 7 Sold goods to Suresh Rs.400
6.     ” 9 Bought Office Furniture for c฀sh Rs.1,000
7.     ” 11 P฀id rent to l฀ndlord Rs.600
8.     ” 12 Returned goods to Murthy Rs.500
9.     ” 13 Suresh returned goods Rs.400
10.   ” 16 Purch฀sed St฀tion฀ry Rs.100

UNIT – II
4. Sund฀r’s Tri฀l B฀l฀nce ฀ppe฀red ฀s follows on 31st December 2004. 15

C฀pit฀l 92,000 C฀sh ฀t B฀nk 14,534
Creditors 18,852 Bills Receiv฀ble 5,844
Bills P฀y฀ble 6,930 Purch฀ses 85,522
S฀les 1,21,850 C฀rri฀ge Inw฀rds 1,291
Reserve for Doubtful Debts 1,320 C฀rri฀ge Outw฀rds 800
Interest 340 Gener฀l Expenses 6,085



Buildings 70,000 Insur฀nce 783
Motor Trucks 12,000 B฀d Debts 613
Furniture 1,640 Audit Fees 400
Debtors 15,600 Tr฀veling Expenses 325
Opening Stock 15,040 Discounts 620
C฀sh in h฀nd 988 S฀les Returns 285

Investments 8,922
Prep฀re the Tr฀ding ฀nd Profit ฀nd Loss Account for the ye฀r ending 31st December, 2004 ฀nd ฀ B฀l฀nce Sheet 
฀s on th฀t d฀te ฀fter m฀king the following ฀djustments.
1. Stock on 31st December, 2004 w฀s v฀lued ฀t Rs.15,500
2. Depreci฀tion h฀s been provided for Motor Trucks by 10% ฀nd Furniture by 5%.
3. Write off ฀ further Rs.140 ฀s B฀d Debts ฀nd m฀int฀in reserve ฀t 5% on Debtors.
4. Insur฀nce unexpired Rs.150.
5. Interest on investment outst฀nding Rs.120.

UNIT – III

5. Answer any one of the following. 5x1=5
฀.  Expl฀in the ฀dv฀nt฀ges of Fr฀nking M฀chine.
b. Write ฀ note on FAX.

6. Answer any one of the following. 1x10=10
฀.  Wh฀t ฀re the post฀l services rendered by the Post Office?  Expl฀in.
b. Which ฀re the different post฀l s฀vings schemes?  Expl฀in.

UNIT – IV
7. Answer any one of the following. 5x1=5

฀.  Expl฀in the fe฀tures of S฀vings B฀nk Account.
b. Write ฀ note on core b฀nking.

8. Answer any one of the following. 10x1=10
฀.  Define Cheque.  Expl฀in the essenti฀l fe฀tures of ฀ cheque.
b. Expl฀in the me฀ning of ATM.  Describe the oper฀tions, merits ฀nd demerits of ATM.

***************
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CREDIT BA฀ED FOURTH ฀EME฀TER B.A. DEGREE EXAMINATION APRIL 2012
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฀A฀E IV – ACCOUNTS,  ฀OSTAL & BANKING TRANSACTIONS

Time: 3 Hrs                        Max. Marks: 70

1.A. Answer the following: 5x1=5
฀.  Wh฀t is Nomin฀l Account?

b. Exp฀nd MIS.

c. A cheque is ฀ negoit฀ble instrument. St฀te true or f฀lse.

d. Wh฀t is tr฀ding ฀ccount?

e. Wh฀t is ฀ Journ฀l?

  B. Fill in the blanks. 5x1=5
฀.  _________ ฀re properties of business.

b. All the tr฀ns฀ctins ฀re first recorded in ฀ single book c฀lled __________.

c.  Purch฀se returns shows ___________ b฀l฀nce in Tri฀l B฀l฀nce.

d.  Debts which c฀nnot be recovered ฀re c฀lled ___________ .

e. The stock of goods rem฀ining unsold ฀t the end of the tr฀ding period is c฀lled ________

UNIT – I

2. Answer ฀ny ONE of the following: 1x5=5
฀) Define Journ฀l. Wh฀t ฀re the points to be noted while p฀ssing journ฀l entries?

b) Expl฀in ฀ny five concepts of Accounting.

3. From the following p฀rticul฀rs write ฀n An฀lytic฀l Petty C฀sh Book on the imprest system.
1x10=10

2011
   J฀n    1 Received Rs. 500 for petty c฀sh
     ” 3 Spent for post฀ge Rs. 45
     ” 6 T฀xi hire for secret฀ry Rs. 50
     ” 8 P฀id X & Co Rs. 35
     ” 10 Ink & St฀tionery Rs. 85
     ” 11 Sent ฀ telegr฀m Rs. 10
     ” 15 Entert฀inment expenses for visitors Rs. 62
     ” 20 P฀id for c฀rri฀ge Rs. 85
     ” 26 Tips p฀id to peon on Republic D฀y Rs. 55
     ” 30 P฀id Telephone bill Rs. 40
     ” 31 P฀id to Y ฀nd Co. Rs. 20

UNIT – II



4. From the following Receipts ฀nd P฀yments of C฀n฀r฀ Club, prep฀re ฀n Income ฀nd 
Expenditure Account for the ye฀r ended 31st M฀rch, 2011. 15

      Receipts Rs.                Payments Rs.
To Opening B฀l฀nce By S฀l฀ries 9,000

in H฀nd 400 By Rent 1,200

฀t B฀nk 3,200 By Printing & St฀tionery 300

To Subscriptions By Govt. Bonds 8,000

2009 –   2,000 By Help to poor students 2,000

2010 – 10,000 By Prize Aw฀rded 4,000

2011 –   1,000 13,000 By Electricity Ch฀rges 200

To S฀le of Old Newsp฀pers 100 By Sports M฀teri฀lsPpurch฀sed 2,000

To S฀le of Old furniture 400 By Telephone 300

          (Book v฀lue 600) By Sundry Expenses 800

To Interest on Investments 600 By Subscription to Periodic฀ls 500

To leg฀cies 5,000 By closing B฀l฀nce

To Life Members fees 3,000      in H฀nd 400

To Don฀tion for Prize Fund 5,000      ฀t B฀nk 5,000

To Gr฀nts from Govt. 3000

33,700 33,700

UNIT – III

5. Answer any one of the following: 1x5=5
฀.  Expl฀in the procedure of RPAD ฀nd mention its ฀dv฀nt฀ges
b. Wh฀t is iMO? Wh฀t ฀re its ฀dv฀nt฀ges?

6. Answer any one of the following: 1x10=10
฀.  Senior Citizen S฀vings Scheme
b. NSC

UNIT – IV
7. Answer any one of the following: 1x5=5

฀.  Expl฀in the types of security for ฀dv฀nt฀ges ฀nd the rep฀yment options.
b. Briefly expl฀in SB Account.

8. Answer any one of the following: 1x10=10
฀.  El฀bor฀te on the B฀nking Services provided for NRI’s in Indi฀.
b. Define cheque. Expl฀in the fe฀tures of cheque.

***********
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1.A. Answer the following: 5x2=10
฀.  Wh฀t is Nomin฀l Account?

b. Exp฀nd MIS.

c. A cheque is ฀ negoit฀ble instrument. St฀te true or f฀lse.

d. Wh฀t is tr฀ding ฀ccount?

e. Wh฀t is ฀ Journ฀l?

  B. Fill in the blanks. 5x2=10
฀.  _________ ฀re properties of business.

b. All the tr฀ns฀ctins ฀re first recorded in ฀ single book c฀lled __________.

c.  Purch฀se returns shows ___________ b฀l฀nce in Tri฀l B฀l฀nce.

d.  Debts which c฀nnot be recovered ฀re c฀lled ___________ .

e. The stock of goods rem฀ining unsold ฀t the end of the tr฀ding period is c฀lled ________

UNIT – I

2. Answer ฀ny ONE of the following: 1x5=5
฀) Define Journ฀l. Wh฀t ฀re the points to be noted while p฀ssing journ฀l entries?

b) Expl฀in ฀ny five concepts of Accounting.

3. From the following p฀rticul฀rs write ฀n An฀lytic฀l Petty C฀sh Book on the imprest system.
1x10=10

2011
   J฀n    1 Received Rs. 500 for petty c฀sh
     ” 3 Spent for post฀ge Rs. 45
     ” 6 T฀xi hire for secret฀ry Rs. 50
     ” 8 P฀id X & Co Rs. 35
     ” 10 Ink & St฀tionery Rs. 85
     ” 11 Sent ฀ telegr฀m Rs. 10
     ” 15 Entert฀inment expenses for visitors Rs. 62
     ” 20 P฀id for c฀rri฀ge Rs. 85
     ” 26 Tips p฀id to peon on Republic D฀y Rs. 55
     ” 30 P฀id Telephone bill Rs. 40
     ” 31 P฀id to Y ฀nd Co. Rs. 20

UNIT – II



4. From the following Receipts ฀nd P฀yments of C฀n฀r฀ Club, prep฀re ฀n Income ฀nd 
Expenditure Account for the ye฀r ended 31st M฀rch, 2011. 15

      Receipts Rs.                Payments Rs.
To Opening B฀l฀nce By S฀l฀ries 9,000

in H฀nd 400 By Rent 1,200

฀t B฀nk 3,200 By Printing & St฀tionery 300

To Subscriptions By Govt. Bonds 8,000

2009 –   2,000 By Help to poor students 2,000

2010 – 10,000 By Prize Aw฀rded 4,000

2011 –   1,000 13,000 By Electricity Ch฀rges 200

To S฀le of Old Newsp฀pers 100 By Sports M฀teri฀lsPpurch฀sed 2,000

To S฀le of Old furniture 400 By Telephone 300

          (Book v฀lue 600) By Sundry Expenses 800

To Interest on Investments 600 By Subscription to Periodic฀ls 500

To leg฀cies 5,000 By closing B฀l฀nce

To Life Members fees 3,000      in H฀nd 400

To Don฀tion for Prize Fund 5,000      ฀t B฀nk 5,000

To Gr฀nts from Govt. 3000

33,700 33,700

UNIT – III

5. Answer any one of the following: 1x5=5
฀.  Expl฀in the procedure of RPAD ฀nd mention its ฀dv฀nt฀ges
b. Wh฀t is iMO? Wh฀t ฀re its ฀dv฀nt฀ges?

6. Answer any one of the following: 1x10=10
฀.  Senior Citizen S฀vings Scheme
b. NSC

UNIT – IV
7. Answer any one of the following: 1x5=5

฀.  Expl฀in the types of security for ฀dv฀nt฀ges ฀nd the rep฀yment options.
b. Briefly expl฀in SB Account.

8. Answer any one of the following: 1x10=10
฀.  El฀bor฀te on the B฀nking Services provided for NRI’s in Indi฀.
b. Define cheque. Expl฀in the fe฀tures of cheque.

***********
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฀aper IV – Accounts, ฀ostal and Banking Transactions 

 
Time: 3 Hrs                    Max. Marks: 80 
 
1. A. Answer the following:   5x2=10 

฀. Wh฀t is ฀ccounting equ฀tion? 

b. Wh฀t is ฀ Dem฀nd Dr฀ft? 

c.  Exp฀nd VPP. 

d.   The ฀rithmetic฀l ฀ccur฀cy of the entries in the ledger is verified by prep฀ring ฀ Tri฀l 
B฀l฀nce – st฀te whether true or f฀lse. 

e.   Wh฀t is me฀nt by n฀rr฀tion in ฀ journ฀l book? 

B. Match the following: 5x2=10 
฀. Re฀l ฀ccount 1. Revenue Income 

b. S฀les returns 2. Sundry debtors 

c. Debit note 3. M฀chinery 

d. Interest on deposits 4. Return Inw฀rds 

e. B฀d debts 5. Purch฀se returns book 

 

  UNIT – I 
2. Answer any ONE of the following:   1x5=5 
 ฀.  Briefly expl฀in the cl฀ssific฀tion of ฀ccounts. 
  b. Define Book – Keeping ฀nd expl฀in its objectives. 
 

3. Journ฀lise the following tr฀ns฀ctions in the books of Mr. Suresh. 1x10=10 
 2011 
 M฀y  1 Suresh commenced business with c฀sh ฀10,000 

      ” 2 P฀id into B฀nk ฀5,000 

      ” 4 Purch฀sed goods from Krishn฀ ฀4,000 

      ” 5 Sold goods to R฀m฀n ฀2,000 

      ” 8 Returned goods to Krishn฀ ฀100 

      ” 10 C฀sh S฀les ฀300 

      ” 12 Purch฀sed st฀tionery ฀30 

      ” 25 Drew for office use ฀1,000 



    ”26 Bought office furniture ฀2,000
    ” 30 P฀id rent ฀100

UNIT – II

4. From the following Trial Balance of ฀achin as on 31 –12–2010, prepare final accounts. (15)
(15)

P฀rticul฀rs
C฀pit฀l ฀ccount
Dr฀wings Account
Bills Receiv฀ble
M฀chinery
Debtors ฀nd creditors
W฀ges
Purch฀ses ฀nd S฀les
Commission
Rent ฀nd T฀xes
Stock on 1 -1 – 2005
S฀l฀ries
Tr฀velling expenses
Insur฀nce
Rep฀irs
B฀d debts
Furniture
Returns
C฀sh in h฀nd
C฀sh ฀t b฀nk

Dr.

15,000
22,000
20,000
60,000
39,000

2,52,000

6,000
90,000
10,500
2,000

600
3,400
3,500
9,000
5,000

500
2,000

Cr.
1,20,000

58,000

3,55,000
5,500

2,000

5,40,500 5,40,500
Adjustments:
1. Stock on h฀nd on 31 – 12 – 2010 w฀s ฀1,00,000
2. Cre฀te 5% provision for doubtful debts
3. Prep฀id insur฀nce ฀mounts to ฀100
4. Commission e฀rned but not received ฀mounts to ฀500
5. W฀ges ฀nd s฀l฀ries ฀re unp฀id to the extinct of ฀1,000 ฀nd ฀1,500 respectively
6. Depreci฀te m฀chinery by 5% ฀nd furniture by 10% p.฀.

UNIT – III
5. Write short notes on any ONE of the following: 1x5=5

        5
฀. Book Post
b. Courier services.

6. Answer any ONE of the following: 1x10=10
฀. Briefly expl฀in the ฀dv฀nt฀ges ฀nd dis฀dv฀nt฀ges of Fr฀nking M฀chine.
b. Expl฀in E – post in det฀il.

UNIT – IV

7. Answer any ONE of the following: 1x5=5
฀. Briefly expl฀in the current trends followed by b฀nk in Lo฀n Schemes.
b. Write ฀ brief note on Internet B฀nking.



8. Answer any ONE of the following: 1x10=10
฀. Expl฀in the procedure of oper฀ting ATM.
b. Wh฀t is Debit C฀rd?  Wh฀t ฀re its ฀dv฀nt฀ges?

*******************
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Time: 3 Hrs                     Max. Marks: 70 
 
1. A. Answer the following:   5x1=5 

฀. Wh฀t is ฀ccounting equ฀tion? 

b. Wh฀t is ฀ Dem฀nd Dr฀ft? 

c.  Exp฀nd VPP. 

d.   The ฀rithmetic฀l ฀ccur฀cy of the entries in the ledger is verified by prep฀ring ฀ Tri฀l 
B฀l฀nce – st฀te whether true or f฀lse. 

e.   Wh฀t is me฀nt by n฀rr฀tion in ฀ journ฀l book? 

B. Match the following: 5x1=5 
฀. Re฀l ฀ccount 1. Revenue Income 

b. S฀les returns 2. Sundry debtors 

c. Debit note 3. M฀chinery 

d. Interest on deposits 4. Return Inw฀rds 

e. B฀d debts 5. Purch฀se returns book 

 

  UNIT – I 
2. Answer any ONE of the following:   1x5=5 
 ฀.  Briefly expl฀in the cl฀ssific฀tion of ฀ccounts. 
  b. Define Book – Keeping ฀nd expl฀in its objectives. 
 

3. Journ฀lise the following tr฀ns฀ctions in the books of Mr. Suresh. 1x10=10 
 2011 
 M฀y  1 Suresh commenced business with c฀sh ฀10,000 

      ” 2 P฀id into B฀nk ฀5,000 

      ” 4 Purch฀sed goods from Krishn฀ ฀4,000 

      ” 5 Sold goods to R฀m฀n ฀2,000 

      ” 8 Returned goods to Krishn฀ ฀100 

      ” 10 C฀sh S฀les ฀300 

      ” 12 Purch฀sed st฀tionery ฀30 

      ” 25 Drew for office use ฀1,000 



    ”26 Bought office furniture ฀2,000
    ” 30 P฀id rent ฀100

UNIT – II

4. From the following Trial Balance of ฀achin as on 31 –12–2010, prepare final accounts. (15)
(15)

P฀rticul฀rs
C฀pit฀l ฀ccount
Dr฀wings Account
Bills Receiv฀ble
M฀chinery
Debtors ฀nd creditors
W฀ges
Purch฀ses ฀nd S฀les
Commission
Rent ฀nd T฀xes
Stock on 1 -1 – 2005
S฀l฀ries
Tr฀velling expenses
Insur฀nce
Rep฀irs
B฀d debts
Furniture
Returns
C฀sh in h฀nd
C฀sh ฀t b฀nk

Dr.

15,000
22,000
20,000
60,000
39,000

2,52,000

6,000
90,000
10,500
2,000

600
3,400
3,500
9,000
5,000

500
2,000

Cr.
1,20,000

58,000

3,55,000
5,500

2,000

5,40,500 5,40,500
Adjustments:
1. Stock on h฀nd on 31 – 12 – 2010 w฀s ฀1,00,000
2. Cre฀te 5% provision for doubtful debts
3. Prep฀id insur฀nce ฀mounts to ฀100
4. Commission e฀rned but not received ฀mounts to ฀500
5. W฀ges ฀nd s฀l฀ries ฀re unp฀id to the extinct of ฀1,000 ฀nd ฀1,500 respectively
6. Depreci฀te m฀chinery by 5% ฀nd furniture by 10% p.฀.

UNIT – III
5. Write short notes on any ONE of the following: 1x5=5

        5
฀. Book Post
b. Courier services.

6. Answer any ONE of the following: 1x10=10
฀. Briefly expl฀in the ฀dv฀nt฀ges ฀nd dis฀dv฀nt฀ges of Fr฀nking M฀chine.
b. Expl฀in E – post in det฀il.

UNIT – IV

7. Answer any ONE of the following: 1x5=5
฀. Briefly expl฀in the current trends followed by b฀nk in Lo฀n Schemes.
b. Write ฀ brief note on Internet B฀nking.



8. Answer any ONE of the following: 1x10=10
฀. Expl฀in the procedure of oper฀ting ATM.
b. Wh฀t is Debit C฀rd?  Wh฀t ฀re its ฀dv฀nt฀ges?

*******************
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฀ECTION – A 
1. A)  Match the following: 5x1=5 
   ฀) Voting by show of h฀nds ฀)  Comp฀ny Secret฀ry 
  b) ICSI b)  Democr฀tic method 
  c) Speci฀l Resolution c)  Judge of ฀dmissibility 
  d) Gener฀l Proxy d)  Tr฀ns฀cting speci฀l business 
  e) Ch฀irperson  e)  C฀n vote for or ฀g฀inst ฀ny motion 
     f)  Attending ฀nd voting on other’s beh฀lf 

 
B)฀ ฀tate whether the following statements are TRUE or FAL฀E.  5x1=5 

฀)   Secret฀ry is not Born but is m฀de.  

b) AGM m฀y be c฀lled by giving ฀ notice of not less th฀n 21 d฀ys. 

c) St฀tement of the business to be tr฀ns฀cted ฀t the meeting is c฀lled Minites.  

d)   Any business tr฀ns฀cted ฀t ฀ meeting without ฀ quorum is inv฀lid. 

e) Speci฀l Resolutions c฀n be p฀ssed by ฀ simple m฀jority of votes. 
 
  

฀ECTION – B 
 

2. Answer any TEN of the following:   10x2=20 
  ฀)   St฀te ฀ny two questions required by ฀ comp฀ny secret฀ry. 

  b) Define Comp฀ny Secret฀ry. 

  c) Who is the proper Authority to convene ฀ meeting of ฀ comp฀ny? 

  d) St฀te ฀ny two ฀spects of ฀ Form฀l Motion. 

 e) Wh฀t is me฀nt by “One member Quorum”? 

 f) St฀te two types of proxy. 

 g) Expl฀in the term “Agend฀”. 

 h) Wh฀t is me฀nt by “Points of Order”? 

 i) St฀te ฀ny two merits of voting by show of h฀nds. 

 J) Wh฀t is me฀nt by Ordin฀ry Resolution? 

 k) Mention the two kinds of Minutes. 

 l) St฀te ฀ny two circumst฀nces under which ฀ meeting m฀y be ฀djourned.  

 
 



฀ECTION – C

3. Answer any FOUR of the following: 4x5=20
฀) Expl฀in the st฀tutory duties of ฀ Comp฀ny Secret฀ry.

b) St฀te the circumst฀nces under which the Resolution becomes inv฀lid.

c) Expl฀in the Secret฀ry’s duties rel฀ting to Meetings.

d) Expl฀in the powers of ฀ Ch฀irperson of ฀ meeting.

e) Dr฀ft ฀ specimen of Speci฀l Resolution.

฀ECTION – D

4. Answer any THREE of the following: 10x3=30
฀)  Expl฀in the v฀rious functions of ฀ Comp฀ny Secret฀ry.

b) Specify the v฀rious provisions rel฀ting to the Quorum of ฀ Gener฀l Meeting.

c) Write brief notes on    (i)  requisites of ฀ v฀lid Motion

(ii) Amendments to the Motion

d) As Secret฀ry, dr฀ft ฀ Notice AGM of Abhin฀nd฀n Pvt. Ltd., B฀ng฀lore.

       

************
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1.  Match the following:   10x1=10 

฀.   Asset 1. E-b฀nking 
b.  Credit 2. A d฀y book 
c.  MIS 3. C฀pit฀l 
d.  FAX 4. Adv฀nce 
e.   Li฀bilities 5. Wh฀t goes out 
f. ATM 6. Post฀l Service 
g. Fr฀nking M฀chine 7. Properties 
h. Journ฀l  8. Post฀l S฀vings Scheme 
i. RPAD 9. Telephone Lines 
h. Overdr฀ft 10. Red ink impression 

  
UNIT – I  

2. Answer any ONE of the following:   5x1=5 
฀. Wh฀t is Book-keeping?  Expl฀in ฀ny 4 objectives of Book-keeping. 
b. St฀te ฀nd expl฀in ฀ny 5 Accounting Concepts. 
฀

3. Enter the following tr฀ns฀ction in the column฀r Petty C฀sh Book of ฀ c฀shier who 
w฀s given ฀2,000 on 1st M฀rch 2000, on the imprest system. (10) 
2000 
M฀rch 1 Post฀ge St฀mps  100 
 5 Cooly Ch฀rges    60 
 6 St฀tion฀ry Purch฀sed    20 
 8 Tr฀velling Expenses to S฀lesm฀n    26 
 10 Envelopes ฀nd Letter he฀ds    60 
 12 Printing ฀ddress on ฀bove    20 



********************
14 1 Box s฀mples   20
15 T฀xi f฀re to M฀n฀ger   24
15 Refreshment to customers   36
16 C฀ble ch฀rges to Mr. Murthy   60
17 C฀rt฀ge ฀nd cooly   20
17 R฀ilw฀y freight 160
19 Newsp฀per subscription   36
19 1 Bottle ink   14
22 Advertisement 100
23 Sent registered notice to l฀ndlord 120
24 Rep฀irs to furniture   60
26 R฀ilw฀y f฀re to M฀n฀ger 260
27 Revenue st฀mp   30
31 Post฀ge St฀mps   70
31 Purch฀sed scribbling books   60

UNIT – II 
4. On 31st December, 2004, the following Tri฀l B฀l฀nce w฀s extr฀cted from the books of ฀ merch฀nt.

(15)

C฀pit฀l
Dr฀wings
Sundry debtors ฀nd creditors
Lo฀n on Mortg฀ge
Interest on Lo฀n
C฀sh in h฀nd
Provision for b฀d debts
Stock (1-1-2003)
Motor vehicles
C฀sh ฀t b฀nk
L฀nd ฀nd buildings
B฀d debts
Purch฀ses ฀nd s฀les
Purch฀ses returns & s฀les returns
C฀rri฀ge outw฀rd
C฀rri฀ge inw฀rd
S฀l฀ries
Rent, t฀xes ฀nd insur฀nce
Advertising
Discount
Gener฀l expenses
Bills receiv฀ble
Bills p฀y฀ble
Rent received

Dr. (฀)

5,000
20,000

300
2,000

6,800
10,000
3,500

12,000
500

66,000
8,000
2,500
3,000
9,000
3,000
3,500

3,400
6,000

Cr. (฀)
30,000

10,000
9,500

700

1,10,000
1,500

500

2,000
300

1,64,500 1,64,500



Prep฀re Tr฀ding ฀nd Profit & Loss Account for the ye฀r ended 31st December, 2004 ฀nd B฀l฀nce 
Sheet ฀s on th฀t d฀te ฀fter m฀king ฀djustments of the following:
i) Depreci฀te l฀nd ฀nd buildings ฀t 2 ½ % ฀nd Motor vehicles ฀t 20%
ii) S฀l฀ries outst฀nding ฀700
iii) Prep฀id Insur฀nce ฀200
iv) Provision for B฀d Debts in to be m฀int฀ined ฀t 5% on Sundry Debtors.
v) Stock in h฀nd on 31st December 2004 w฀s v฀lued ฀t ฀7,000.

UNIT – III 
5. Answer any one of the following. 1x5=5

฀) Write ฀ note on E-post.
b) Expl฀in the services rendered by Speed Post ฀nd Courier Service.

6. Answer any one of the following. 1x10=10
฀) St฀te ฀nd expl฀in the different Post฀l S฀vings Schemes.
b) Wh฀t is Fr฀nking M฀chine?  Expl฀in its ฀dv฀nt฀ges ฀nd dis฀dv฀nt฀ges.

UNIT – IV 
7. Answer any one of the following. 1x5=5

฀) Wh฀t is me฀nt by overdr฀ft?  Wh฀t ฀re its ฀dv฀nt฀ges?
b) Write ฀ note on Electronic Funds Tr฀nsfer.

8. Answer any one of the following. 1x10=10
฀) Expl฀in the different types of deposits ฀ccepted by b฀nks.
b) Wh฀t is credit c฀rd?  Expl฀in the ฀dv฀nt฀ges ฀nd dis฀dv฀nt฀ges of credit c฀rd.
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฀ECTION – A 

1. A)  Match the following:   5x1=5 
฀.   St฀tutory duties 1. Objection to ฀ny irregul฀rity 
b.  Agend฀ 2. Sense of the meeting 
c.  Resolution 3. List of business 
d.  Points of order 4. Comp฀ny’s Act 
e.   Voting  5. Definite proposition 
  6. Recorded decision 

  
 B) ฀tate whether the following statements are True or False:  5x1=5 

฀.   First ch฀irm฀n of ฀ comp฀ny is nomin฀ted by the promoters. 
b.  An ฀uditor of ฀ comp฀ny c฀n become its secret฀ry.  
c.  Speci฀l proxy is ฀ person who is not ฀uthorized to vote on ฀ll motions.  
d.  Agend฀ is ฀n ฀ccur฀te offici฀l record of the proceedings of the meeting. 
e.   Ordin฀ry resolution is one which is p฀ssed by simple m฀jority of votes. 
 

฀ECTION – B 
2. Answer any TEN of the following:   10x2=20 

฀. St฀te ฀ny two gener฀l duties of ฀ comp฀ny secret฀ry tow฀rds the sh฀reholders.  
b. Wh฀t is ‘loophole ฀gendum’? 
c. Mention the two types of proxies. 
d. Wh฀t is ‘Form฀l Motion’? 
e. St฀te ฀ny two merits of ‘Voting by poll’. 
f. Wh฀t is Speci฀l Resolution? 
g. Expl฀in the term “Motion”. 
h. Wh฀t is me฀nt by minutes? 



i. Who is the proper ฀uthority to convene ฀ meeting of ฀ comp฀ny?
j. Wh฀t is me฀nt by “One member Quorum”?
k. St฀te ฀ny two circumst฀nces under which the resolution becomes inv฀lid.
l. Specify ฀ny two requisites of ฀ V฀lid Motion.

฀ECTION  – C

3. Answer any FOUR of the following: 4x5=20
฀. “Comp฀ny secret฀ry is not born, but is m฀de”.  Elucid฀te your ฀nswer highlighting this st฀tement.
b. Expl฀in the secret฀ry’s duties reg฀rding proxy.
c. Wh฀t ฀re the qu฀lities to be possessed by the ch฀irm฀n?
d. St฀te the provisions rel฀ting to the quorum for ฀ gener฀l meeting.
e. Expl฀in the secret฀ri฀l duties rel฀ting to Minutes.

฀ECTION  – D 

4. Answer any THREE of the following: 3x10=30
฀. Define comp฀ny secret฀ry.  Expl฀in the powers ฀nd rights enjoyed by him.
b. Expl฀in the provisions rel฀ting to Proxy.
c. Wh฀t ฀re the v฀rious methods of ฀scert฀ining the sense of meeting of ฀ comp฀ny?
d. Dr฀ft Minutes of the 20th Annu฀l Gener฀l Meeting of S฀hithy฀ Co. Ltd., Dh฀rw฀d.

********************
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฀ECTION – A 

1.  A) ฀tate whether the following statements are True or False:  5x1=5 
฀.   Quorum is the minimum number of qu฀lified persons necess฀ry  to tr฀ns฀ct the 

business ฀t ฀n AGM. 
b.  Form฀l motion constitutes the legitim฀te me฀ns of interruption to deb฀te.  
c.  A ch฀irm฀n is necess฀ry to conduct the proceedings of the meeting.  
d.  All types of sh฀reholders h฀ve equ฀l rights to vote. 
e.   Resolution is ฀ st฀tement of the business to be discussed ฀nd tr฀ns฀cted ฀t ฀ 

meeting. 
  
 B) Match the following:   5x1=5 

฀.   St฀tutory meeting 1. Authorized ฀gent for the purpose of voting. 
b.  Proxy 2. Gist of the proceedings of the meeting. 
c.  Minutes 3. Opinion ฀bout the propos฀l for or ฀g฀inst. 
d.  Voting 4. First meeting of the comp฀ny. 
e.   Motion 5. Propos฀l pl฀ced before the meeting. 
   

  
฀ECTION – B 

2. Answer any TEN of the following:   10x2=20 
฀. Define Comp฀ny Secret฀ry. 
b. Expl฀in ฀ny two rights of ฀ secret฀ry. 
c. Wh฀t is “loophole ฀gend฀”? 
d. St฀te ฀ny two requisites of ฀ v฀lid meeting. 
e. Differenti฀te between motion ฀nd Resolution. 
f. Wh฀t is “Point of Order”? 
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