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ljlzi6Ls/0f tflnsf, @)^% 
sfof{no ;~rfng / n]vf 

;do M @ 306f !% ldg]6                   k"0ff{ª\s M &%                            pTtL0ff{ª\s M @$ 

PsfO kf7\oj:t' 1fg / af]w  
(Knowledge and 
understanding) 

k|of]u (Application) pRr bIftf (Higher 
Ability) 

hDdf 
k|Zg 
;ª\Vof  

cª\s 
ef/ 

clt 
5f]6f] 
pTt/ 
cfpg] 

5f]6f] 
pTt/ 
cfpg] 

nfdf] 
pTt/ 
cfpg] 

clt 
5f]6f] 
pTt/ 
cfpg 

5f]6f] 
pTt/ 
cfpg 

nfdf] 
pTt/ 
cfpg] 

clt 
5f]6f] 
pTt/ 
cfpg 

5f]6f] 
pTt/ 
cfpg 

nfdf] 
pTt/ 
cfpg] 

  

!= sfof{no 
sfo{ljlw 

 !        ! % 

@= kmfOlnª  !        ! % 
#= Jofkf/  !       !  @ ^ 
$= ljTtLo 

;+:yf 
!  !       @ !! 

%= ;Gt'ng 
k/LIf0f 

    !     ! % 

^= clGtd 
vftf 

!    @     # !! 

&= ;/sf/L 
n]vf 
k|0ffnL  

!       !  @ ^ 

*= uf]Zj/f 
ef}r/ 

     !    ! !) 

(–!! a}ª\s 
gubL 
lstfa, 
ah]6 

lx;fa / 
df:s]af/L  

!     !  !  # !^ 

 hDdf % @ !  # @  #  !^ &% 
 

k|Zgsf lsl;d ;f]lwg] k|Zg 
;ª\Vof 

pTt/ lbg'kg]{ k|Zg 
;ª\Vof 

hDdf cª\s 
ef/ 

;do ljefhg 

clt 5f]6f] pTt/ cfpg] 
k|Zg 

% % !x%=% ( ldg]6 

5f]6f] pTt/ cfpg] k|Zg  * * %x*=$) &@ ldg]6 
nfdf] pTt/ cfpg] k|Zg  # # !)x#=#) %$ ldg]6  
hDdf !^ !^ &% @ 306f !% 

ldg]6 

 

 

 

 

 



240 

P]lR5s låtLo sfof{no ;~rfng / n]vf 

 (Optional Ofice Management & Accountancy) 
Set - 1 

;do M @ 306f !% ldg]6   k"0ff{ª\s M &% 

     pTtL0ff{ª\s M @$ 

k/LIffyL{x¿n] lbOPsf] lgb]{zgsf cfwf/df cfÇg} z}nLdf l;h{gfTds pTt/ lbg'kg]{ 5 . 

;d"x – ‘s’ (Group-'A') 

tnsf k|Zgx¿sf] Ps jfSodf pTt/ lbg'xf];\ M  %×!=% 

Answer the following question in one sentences: 
!= GATT sf] k'/f ¿k n]Vg'xf];\ . 

 Write the full form of GATT  

@= g]kfnsf] klxnf] a}ª\s s'g xf] ? 
  Which is the first Bank of Nepal? 

#= v'bgfkmfnfO{ jf;nftdf s;/L ;dfof]hg ul/G5 < 

How is the net profit adjusted in Balance Sheet? 

$= lhNnfl:yt ;/sf/L sfof{nosf] cfGtl/s n]vf k/LIf0f s;n] ub{5 <  

Which institution performs internal audit of District Level of Government Offices? 
%= ah]6 lx;fasf s'g} b'O{ cf]6f v08x¿sf] gfd n]Vg'xf];\ .  

Write any two parts of Budget sheet. 
;d"x ‘v’ (Groups- 'B') 

tnsf k|Zgx¿sf] 5f]6f] pTt/ lbg'xf];\ M  *×%= $) 

Answer the following questions in short: 
^= l6Kk0fLsf] cy{ n]vL of] tof/ ubf{ Wofg lbg'kg]{ s'g} rf/ cf]6f a'Fbfx¿ n]Vg'xf];\ .                      

!±$≠% 

 What is Tippani ? Mention any four points to be considered while drafting it . 

&= w/ftn kmfOlnª s]nfO{ elgG5 < o;sf rf/ cf]6f kmfObf / rf/ cf]6f a]kmfObfx¿ pNn]v 

ug'{'xf];\ .      !±$≠% 

 What is Horizontal Filing? Mention its four advantages and  four disadvantages. 

*= Jofkf/ lsg cfjZos x'G5 < :jb]zL Jofkf/sf s'g} rf/ cf]6f ljlwx¿af/] 5f]6s/Ldf j0f{g 

ug'{xf];\ . !±$≠% 

 Why Trade is necessary? Explain any four procedures of Home Trade in brief. 
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(= ;/sf/L ;|]:tfdf n]vf k/LIf0f lsg cfjZos 5 < cfGtl/s n]vf k/LIf0f / clGtd n]vf 

k/LIf0fsf lardf /x]sf rf/ cf]6f leGgtfx¿ pNn]v ug'{xf];\ . !±$ = % 
 Why Auditing is necessary in Government Accounting? Differentiate in four points 

between Internal Audit and Final Audit. 

!)= a}ª\s gubL lstfa eGgfn] s] a'lemG5 < o;cGtu{t ;dfj]z x'g] s'g} ltg cf]6f vftfx¿af/] 

;ª\If]kdf j0f{g ug'{xf];\ .             @±# = %                                                                    
     What do you mean by Bank Cash Book ? Describe in brief any three accounts which 

is included it. 

!!= tn lbOPsf] ljj/0fx¿af6 /fd PG8 Zofd k|f=ln=sf] cf=j=@)&)÷)&! cfiff9 d;fGtsf] 

;Gt'ng k/LIf0f tof/ ug'{xf];\ .            %  

 Prepare a Trial Balance of Ram & Shyam Pvt. Ltd. for the fiscal Year ended Asar 
2070/071 from the following particulars. 

 k'FhL (Capital)               1,50,000 

      laj|mL (Sales)                                  4,00,000 

 k|fKt x'g'kg]{ lan (Bills Receivable)       50,000  

 a}ª\s;{ (Bankers)                   50,000   

 vl/b lkmtf{ (Purchase Return)              20,000 

 vl/b (Purchase)                           3,00,000            

 df}Hbft (Stock)                              1,70,000 

 Jofkf/ vr{ (Trade Expenses)         1,00,000 

!@= lgDg lnlvt sf/f]af/x¿sf cfwf/df hf]zL kmlg{r/ pb\of]u k|f=ln= sf] cf=j=@)&)÷)&! 

sf] gfkmf gf]S;fg lx;fa vftf tof/ ug'{xf];\ M                                 % 
 From the following particulars prepare a profit and loss account of Joshi Furniture 

Industry Pvt. Ltd.for the Fiscal Year 2070/071. 
 s'n gf]S;fg (Gross Loss) 2,00,000 

 3/ ef8f (House rent)       30,000 

 laj|mL vr{ (Selling Expenses)       40,000 

 Aofh k|fKt (Interest received)       15,000 

 sld;g k|fKt (Commission Received)       3000 

 d;nGb (Stationary)        25,000 

 tna (Salary)       70,000 
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 5'6 k|fKt (Discount received)           7,000 

!#= lgDg sf/f]af/x¿sf cfwf/df XYZ sDkgLsf] @)&! ;fn cfiff9 d;fGtsf] jf;nft tof/ 

kfg'{xf];\ M % 
 Prepare a Balance Sheet of XYZ Company as on last of Asar 2071 from the 

following particulars: 
 k'FhL (Capital) 3,50,000 

 v'b gfkmf (Net profit)    80,000 

 ;fx' (Creditors) 1,00,000 

 gub df}Hbft (Cash in Hand)    40,000 

 d]l;g/L cf}hf/ (Machinery Equipment) 1,10,000 

 3/ tyf hUuf (Land and Building) 2,30,000 

 k'FhL lkmtf{ (Drawing)    30,000 

 kfpg''kg]{ lan (Bills Receivable) 1,20,000 

    
;d"x ‘u’ (Group 'C') 

tnsf k|Zgsf] nfdf] pTt/ lbg'xf];\ M  !)×#=#) 
Give long answers to the following questions: 
!$= ladf eg]sf] s] xf] < hLjg ladfsf k|sf/x¿af/] j0f{g ug'{xf];\ .        @=%±&=%≠ !) 

 What is Insurance? Describe about types of Life Insurance. 
!%= lhNnf k|zf;g sfof{no, eStk'/df ePsf lgDg lnlvt sf/f]af/x¿sf] uf]Zjf/f ef}r/ -

d=n]=kmf=g+= !)_ tof/ kfg'{xf];\ .                                          !) 

 Prepare Goshware Vouchers (A.G.F. No. 10) on the basis of following transactions of 
District Administration Office,Bhaktapur 

-s_ ldlt @)&!÷%÷! df rfn' sf]if lgsf;f :j¿k ¿= *,)),)))/- g]kfn /fi6« a}ª\sdfkm{t 

k|fKt eof] .  

 On 2071/5/1 received Rs.8,00,000  as revolving fund through Nepal Rastra Bank. 

-v_ ldlt @)&!÷%÷@ df sd{rf/Lx¿nfO{ n'uf, h'Ttf tyf 6f]kL vl/b u/]afkt /fd :6f];{nfO{ 

r]=g++= )@! af6 ¿= !, %),)))÷– e'StfgL lbOof] .  

 On 2071/5/2 Rs.1,50,000 paid to Ram Stores  through cheque no.021 for purchasing 
clothes, shoes and caps for office staff. 
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-u_ ldlt @)&!÷%÷@ df :6f]/ lsk/ /fd >]i7nfO{ b}lgs e|d0f vr{sf nflu r]=g+= )@@ af6 

¿=@),)))÷– k]:sL lbOof] . 

On 2071/5/3 Store-keeper Ram Shrestha was paid Rs. 20,000 as an advance for daily 
travelling expenditures through cheque no.022. 

-3_ ldlt @)&!÷%÷$ df >fj0f dlxgfsf] tna ¿= @,)),)))÷– dWo] s=;+= sf]if ¿= 

@),)))÷– / cfos/ ¿= %,)))÷– s6\6f u/L afFsL /sd r]=g++= )@# af6 ljt/0f   

ul/of] .  
 On 2071/5/4 total salary for the month of Shrawan  Rs. 2,00,000 was distributed after 

deducting Rs.20,000 as provident fund and Rs.5,000 as income tax and balance was 
distributed by cheque no. 023. 

-ª_ ldlt @)&!÷%÷% df :6f]/ lsk/ /fd >]i7n] e|d0f ;DkGg u/L k]; ug'[{ ePsf] ¿= 

@%,)))÷– b}lgs e|d0f vr{sf] lan ljj/0fcg';f/ a9L vr{ ¿= %,)))÷– r]=g+= )@$ 

af6 e'StfgL lbO{ lghsf] k]:sL km:of}{6 ul/of] . 

On 2071/5/5 as excess amount of Rs,5,000 was paid by cheque no. 024 to the Store-
keeper Ram Shrestha in order to settle the TADA as shown in settlement of 
expenditure of Rs.25,000. 
!^= lhNnf lzIff sfof{no, u'NdLdf ePsf] vr{sf] ljj/0f lgDgcg';f/ 5 M                             

!) 

The detail of expenses in District Education Officer, Gulmi are as follows. 

ah]6 

/sd g+= 
Budget 
Head 
No. 

ah]6 /sd÷zLif{s 

Budget Heads 

jflif{s 

ljlgof]hg  

-¿=_ Annual 

appropriation 
(Rs) 

efb|;Ddsf] vr{  

-¿=_ 

Expenditure 
up to Bhadra 

(Rs.) 

c;f]hsf] vr{  

 -¿=_ 

Expenditure 
of Asoj (Rs.) 

21111 tna (Salary) 6,00,000 1,00,000 5o,000 

26612 e|d0f vr{ (Travelling 

Allowance ) 

75,000 15,000 3,000 

22311 sfof{no ;DaGwL vr{ 

(Office expenses) 
35,000 10,000 2,000 

22121 3/ ef8f (House 

Rent) 

1,20,000 20,000 10,000 
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22711 ljljw vr{ 

(Miscellaneous 
espenditure) 

18,000 3,000 1,500 

29311 kmlg{r/ tyf lkmSr;{ 

(Furniture  & 
Fixtures) 

40,000 16,000 4,000 

 hDdf -Total _ 8,80,000 1,64,000 70,500 

yk hfgsf/L (Additional information) 

-s_ hDdf rfn'sf]if lgsf;f ¿= #,)),)))÷–  
 (Total Revolving fund released Rs.3,00,000)  
-v_ km:of}{6 x'g afFsL kmlg{r/ k]:sL ¿=!),))) ÷– b]lvG5 . 

  (Advance for Furniture  Rs. 10,000  is not cleared) 

-u_ ;fgf] gubL sf]if ¿= #,)))÷– sf] :yfkgf ePsf] 5 .  

(Petty cash fund of Rs. 3,000 established.) 

lgDg lnlvt s'/fx¿ pNn]v u/L @)&! c;f]h dlxgfsf] vr{sf] kmfF6af/L tof/ ug'{xf];\ .  

Prepare Statement of  Expenditure  for the  month of Asoj,2071, showing the following  
information. 

- c;f]h d;fGt;Ddsf] ah]6 lgsf;f (Budget release upto Asoj)   # 

- c;f]h dlxgf;Ddsf] s'n vr{ (Total expenditure upto Asoj)  @ 

- ah]6 afFsL (Balance of budget)  @ 
- k]:sL s6fO{ v'b vr{ (Net expenditure ) ! 

- a}ª\s df}Hbft (Bank Balance)  @ 

 

pTt/ s'l~hsf  (Marking Scheme) 

Set 1 
k|=g+= pTt/ cª\s 
!= GATT sf] k'/f ¿k General Agreement on Tarrifs and Trade  

xf] . 
! 

@= g]kfnsf] klxnf] a}ª\s g]kfn a}ª\s ln=xf] . ! 
#= jf;nftsf] k'FhL tyf bfloTj v08df k'FhLdf v'b gfkmf hf]8]/ 

;dfof]hg ul/G5 . 
! 
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$= lhNnfl:yt ;/sf/L sfof{nosf] cfGtl/s n]vf k/LIf0f sf]if tyf 
n]vf lgoGqs sfof{non] ub{5 . 

! 

%= jflif{s ljlgof]hg, lgsf;f / vr{ v08dWo] s'g} b'O{ n]v]df ! 
 
^= 

l6Kk0fLsf] ;xL kl/rosf nflu              ! cª\s lbg] 
of] tof/ ubf{ Wofg lbg'kg]{ s'g} rf/ cf]6f s'/fx¿ n]v]df 
-s_ h'g ljifosf] l6Kk0fL n]lvg] xf] ;f] ;d:ofsf] 5f]6s/L ljj/0f  :ki6 pNn]v 

ug'{k5{ . 
-v_ lg0f{o u/fpg vf]lhPsf] ljifodf k|rlnt P]g, lgod / lg0f{o ug'{kg]{ gLlt 

;DaGwL a'Fbfx¿;Fusf] ;DaGw :yflkt ul/g'k5{ . 
-u_ k/]sf] ;d:of v'nfO{ ljZn]if0f u/]/ jf:tljstf k|:t't ug'{kb{5 . /fo n]Vg] 

clwsf/ k|fKt JolStn] lg0f{o ug]{ cfwf/sf] pko'St ;'emfj lbg'k5{ . 
-3_ l6Kk0fL n]Vbf k|:t't ul/Psf] s'/fx¿ v'Ng] k|dfl0ft sfuhft j|mlds ¿kn] 

kl~hsf agfO{ /fVg'k5{ . 
cyjf o:t} cf;osf cGo $ s'/f n]v]df $ cª\s lbg] . 

&= w/ftn kmfOlnªsf] ;xL kl/rosf nflu      ! cª\s lbg]     
rf/ cf]6f kmfObf / rf/ cf]6f a]kmfObf n]v]df *×)=% b/n] $ cª\s k|bfg ug]{ 
kmfObfx¿ M 
-s_ ;/n 
-v_ kmfOn kTtf nufpg ;lhnf] 
-u_ sfuh kq ;'/lIft x'g] 
-3_ sd vlr{nf] 
-ª_ yf]/} 7fpF cf]u6\g] 
a]kmfObfx¿ M 
-s_ larsf] sfuh lgsfNg cK7\of/f] 
-v_ kmfOn jf sfuh lemSg ;do a9L nfUg] 
-u_ csf]{ JolStnfO{ kmfOn kTtf nufpg ufx|f] 
-3_ j|md ldnfpg ufx|f] 
-ª_ sfuhdf Kjfn kfbf{ cª\s jf cIf/df Kjfn kg]{ 8/ 

*= Jofkf/ cfjZos kgf{sf pko'St s'g} ! sf/0f n]]v]df  ! cª\s lbg] 
:jb]zL Jofkf/sf] s'g} rf/ cf]6f ljlwx¿ n]vL j0f{g u/]df $ cª\s lbg] 
ljlwx¿ M 
-s_;f]wk'5 
-v_ d"No;"rL 
-u_ vl/b cfb]z 
-3_ dfn ;fdfg ;ª\sng 
-ª_ dfn ;fdfg Koflsª 
-r_ dfn ;fdfgsf] 9'jfgL 
-h_ lahs 

 ;/sf/L ;|]:tfdf n]vf k/LIf0fsf] cfjZostf x'g'sf] s'g} ! sf/0f !±$ 
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(= 

n]v]df          ! cª\s lbg] 
leGgtfx¿ 
cfGtl/s n]vf k/LIf0f / clGtd n]vf k/LIf0f lardf rf/ cf]6f 
leGgtf n]v]df   $ cª\s lbg] 
Jofj;flos sfof{nodf cfGtl/s n]vf 
k/LIf0f Joj;fos} sd{rf/Låf/f  ul/G5 . 

clGtd n]vf k/LIf0f ;fwf/0f ;efaf6 
tf]lsPsf] /lh:68{ n]vf k/LIfsaf6 
ul/G5 . 

cfGtl/s n]vf k/LIfssf] st{Jo / 
bfloTj Joj:yfksn] lgwf{/0f ub{5 . 

clGtd n]vf k/LIfssf] st{Jo / 
bfloTjn] n]vfsf] ;Totf k|dfl0ft   
ub{5 . 

cfGtl/s n]vf k/LIfsn] k|foM sfof{no 
k|d'vsf] ;xof]uLsf ¿kdf sfo{ ub{5 . 

clGtd n]vf k/LIfsn] ltgLx¿sf] 
sfo{df lgoGqssf ¿kdf sfo{ ub{5 . 

cfGtl/s n]vf kl/If0f uNtL ;'wfg]{ / 
;'emfj lbg] pb\b]Zon] ul/G5 . 

clGtd n]vf k/LIf0f uNtL kTtf nufpg] 
/ bf]ifLnfO{ sf/afxL ug]{ pb\b]Zon] 

ul/G5 . 
o:t} cfzosf s'g} rf/ cf]6f km/s b]vfPdf k|Tossf nflu )=% sf b/n] $ cª\s 

k|bfg ug]{ . 
!)= ;/sf/L sfof{nox¿df gubsf] b'?kof]u tyf lxgfldgf x'g glbO{ gubsf] plrt 

k|of]u tyf lgoGq0f ug{sf nflu gofF ;]|:tf k|0fLnLdf Joj:yf ul/Psf] k|d'v vftfnfO{ 
a}ª\s gubL lstfa elgG5 . cyfj o:t} cfzosf] kl/efiff lbPdf @ cª\s k|bfg 
ug]{ 
a}ª\s gubL lstfadf ;dfj]z x'g] vftfx¿ lgDg lnlvt 5g\ M 
!= gub jf txlan df}Hbft 
@= a}ª\s jf dfn df}Hbft 
#= ah]6 vr{ vftf 
$= k]:sL vftf 
%= ljljw vftf 
oL % vftfx¿dWo] s'g} ltg cf]6f vftfx¿sf] JofVof u/]sf k|To]s vftfx¿sf] 
JofVofsf nflu   !÷ ! sf b/n] ltg cª\s k|bfg ug]{ . 

!!= /fd PG8 Zofd sDkgL 
;Gt'ng k/LIf0f 

cf=j=@)&)÷)&! cfiff9 d;fGt 
j|m=
;+= 

ljj/0f vf=kf=
g+= 

8]=/sd -
?_ 

qm]=/sd -?_ 

!= k'FhL (Capital)   1,50,000 
@= laj|mL (Sales)   4,00,000 
#= k|fKt x'g'kg]{ lan (Bills 

Receivable) 
 50,000  

$= a}ª\s;{ (Bankers)   50,000 
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%= vl/b lkmtf{ (Purchase Return)   20,000 
^= vl/b (Purchase)  3,00,000  
&= df}Hbft (Stock)  1,70,000  
*= Aofkf/ vr{ (Trade Expenses)  1,00,000  
 hDdf (Total)  6,20,000 6,20,000 

pko'{St h:t} gd'gf;lxt 8]la6, j|m]l86 / hf]8 ldn]df % cª\s a'Fbf dfq ldn]df 
k|To]ssf] )=% sf b/n]  cª\s lbg] 

!@= hf]zL kmlg{r/ pb\of]u k|f=ln= 
gfkmf gf]S;fg lx;fa vftf 

@)&! cfiff9 d;fGt 
8]=                                                    qm]= 

ljj/0f /sd -?=_ ljj/0f /sd -?=_ 
s'n gf]S;fg (Gross 

Loss) 
2,00,000 Aofh k|fKt (Interest 

received) 
15,000 

3/ ef8f (House rent) 30,000 sld;g k|fKt 
(Commission 

Received) 

3,000 

laj|mL vr{ (Selling 
Expenses) 

40,000 5'6 k|fKt (Discount 
received) 

7,000 

d;nGb (Stationary) 25,000   
tna (Salary) 70,000 v'b gf]S;fg (Net 

Loss) 
3,40,000 

hDdf (Total_ 3,65,000 hDdf (Total_ 3,65,000 
v'b gf]S;fg 3,40,000 ;lxt 8]la6 j|m]l86 kIfsf a'Fbfx¿ ldn]df a'Fbf dfq ldn]df 
k|To]ssf] )=% sf b/n] cª\s lbg] 

!#= XYZ sDkgL 
jf;nft 

@)&! cfiff9 d;fGt 
k'FhL tyf bfloTj /sd 

-?=_ 
;DklTt /sd -?=_ 

k'FhL (Capital)              
3,50,000 

 gub df}Hbft (Cash in 
Hand) 

40,000 

v'b gfkmf (Net profit)     
80,000 
  4,30,000 
k'FhL lkmtf{             
30,000 

 
 

4,00,
000 

d]l;g/L cf}hf/ 
(Machinery 
Equipment) 

1,10,000 

;fx' (Creditors) 1,00,
000 

3/ tyf hUuf (Land 
and Building) 

2,30,000 

  kfpg''kg]{ lan (Bills 
Receivable) 

1,20,000 

 
 
 
 
 
 
 
 
 
 
 
 
% 
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hDdf (Total_ 5,00,
000 

hDdf (Total_ 5,00,000 

dfly lbOP h:t} a'Fbf / hf]8 ldn]df 
 

;d"x …uÚ (Group …CÚ) 
!$= dflg;sf] hLjgdf x'g] clglZrttf, c;dy{tf, j[b\wfj:yf, 36gf, d'To' h:tf cflb 

sf/0fn] ubf{ kg]{ cfly{s sl7gfOsf lj?b\wdf ckgfOg] ;'/Iffsf] pkfonfO{ ladf 
elgG5  . 
jf cGo l7s pTt/ cfPdf  @=% cª\s 
hLjg ljdfsf k|sf/x¿ 
-s_ ;fjlws hLjg ladf 
-v_ cflhjg hLjg ladf 
-u_ afnaRrfsf] lzIff / ljjfx ;DaGwL ;fjlws hLjg ladf 
-3_ DofbL hLjg ladf 
-ª_ cu|Ld e'StfgL ;fjlws hLjg ladf 
pko{'St k|sf/ n]vL JofVof u/]df &=% cª\s 
a'Fbf dfq n]v]df k|To]ssf] )=% b/n] cª\s lbg] 

 

!%= -s_   8]= g]kfn /fi6« a}ª\s                               *,)),)))÷– 
 j|m]= rfn' sf]if lgsf;f                                    *,)),)))÷– 
-rfn' sf]if lgsf;f k|fKt_ 
-v_   8]= j=v= kf];fs             @!!@!            !,%),)))÷– 
j]|m= g]kfn /fi6« a}ª\s                                              
!,%),)))÷– 

-sd{rf/LnfO{ n'uf, h'Ttf / 6f]kL vl/b u/L r]s g+= )@! af6 e'StfgL lbOof] ._ 
-u_     8]= :6f]/ lsk/ /fd >]i7, 

b}lgs e|d0f vr{ k]:sL        @@^!@             @),)))÷– 
j|m]= g]kfn /fi6« a}ª\s                                       

@),)))÷– 
-:6f]/ lsk/ /fd >]i7nfO{ b}lgs e|d0f vr{sf nflu r]=g+= )@@ dfkm{t k]:sL lbOof] . 
-3_      8]= j=v= tna              @!!!!            @,)),))) 
j|m]= s=;+=sf]if s6\6L                                            @),)))÷– 
j|m]= cfos/ s6\6L                                              %,)))÷– 
j|m]= g]kfn /fi6« a}ª\s                                           !,&%,)))÷– 

-sd{rf/Lx¿sf] >fj0f dlxgfsf] tna ljt/0f ul/of] _ 
-ª_      8]=a=v= e|d0f vr{             @@^!@           @%,)))÷– 

j|m]=:6f]/ lsk/ /fd >]i7, b}lgs e|d0f vr{ k]:sL km:of}{6          @),)))÷– 
j|m]= g]kfn /fi6« a}ª\s   

-:6f]/ lsk/ /fd >]i7sf] b}lgs e|d0f vr{ k]:sL km:of}{6  ul/of] ._ 
dfly lbOP h:tf] ldn]df k|To]ssf] @ sf b/n] cª\s lbg] 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
!
) 
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!^ c;f]h 

dlxgfsf] 

vr{ 

Exp. of 
Asoj 

c;f]h 

dlxgf 

;Ddsf] 

lgsf;f 

Released 
up to Asoj 

 

ah]6 

/sd 

g+= 

Budg
et 

Head 
No. 

ah]6 

/sd÷zLif{s 

Budget No. 

hDdf 

ah]6 

ljlgof]h

g 

Annual 
Appropri

ation 

c;f]h 

dlxgf 

;Ddsf] 

vr{ 

Expendit
ure of up 

Asoj 

ah]6 jfFsL 

Budget 
Balance 

!) 

50,000 1,00,000 21111 tna 

(Salary) 

6,00,000 1,50,000 4,50,000 

3,000 15,000 26612 e|d0f vr{ 

e|d0f vr{ 

(Travelling 
Allowance ) 

75,000 18,000 57,000 

2,000 10,000 22311 sfof{no 

;DaGwL vr{ 

(Office 
expenses) 

35,000 12,000 23,000 

10,000 20,000 22120 3/ Eff8f 

(House 
Rent) 

1,20,000 30,000 90,000 

1,500 3,000 22711 ljljw vr{ 

(Miscellane
ous 

espenditure) 

18,000 4,500 13,500 

4,000 16,000 29311 kmlg{r/ tyf 

lkmSr;{ 

(Furniture  
& Fixtures) 

40,000 20,000 20,000 

70,500 1,64,000  hDdf 

(Total) 

8,80,000 2,34,500 6,45,500 
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 1,36,000  Rfn'sf]if jfFsL 

(Revolving 
Fund 

Balance) 

   

70,500 3,00,000  s'n hDdf 

(Grand 
Total) 

8,88,000 2,34,500 6,53,500 

 sf]ifsf] cj:yf -Position of Fund_ 

c;f]h;Dddf k|fKt hDdfhDdL lgsf;f M 3,00,000    a}ª\s dfHbft M        

62,500 

c;f]h;Dddf ePsf] hDdfhDdL vr{   M2,34,500    txlan df}Hbft   M     3,000 

  65,500                                            65,500 

km5\of}6 x'g afFsL k]:sL      10,000 

v'b vr{ -k]:sL s6fO{ _    2,24,500 

k]; ug]{ M ======================================bhf{ M n]vfkfn       ldlt M @)&!÷)^÷)& 

;b/ ug]{ M  ===================================bhf{ M sfof{no k|d'v  ldlt M @)&!÷)^÷)& 

-s_    c;f]h;Ddsf] hDdf lgsf;f      3,00,000 

-v_    c;f]h;Ddsf] hDdf vr {         2,34,500 

-u_    ah]6 afFsL                     6,53,500 

-3_  v'b vr{                          2,24,500 

-ª_  a}ª\s df}Hbft                        62,500 
pko'{Stcg';f/ ;a} ldnfP/ agfPdf !) cª\s lbg] 
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P]lR5s låtLo sfof{no ;~rfng / n]vf 

 (Optional Ofice Management & Accountancy) 
Set - 2 

;do M @ 306f !% ldg]6   k"0ff{ª\s M &% 

     pQL0ff{ª\s M @$ 

k/LIffyL{x¿n] lbOPsf] lgb]{zgsf cfwf/df  cfÇg} z}nLdf l;h{gfTds pTt/ lbg'kg]{ 5 . 

;d"x – ‘s’ (Group-'A') 

tnsf k|Zgx¿sf] Ps jfSodf pTt/ lbg'xf];\ M  %×!=% 

Answer the following question in one sentences: 
!= g]kfnn] ljZj Jofkf/ ;ª\u7gsf] ;b:otf slxn] k|fKt u¥of] < 

When did Nepal become a member of World Treade Organization< Write year, month 
and day in A.D. 

@= g]kfn /fi6« a}ª\ssf] :yfkgf slxn] eof] < ;fn, dlxgf / ut] lj=;+=df pNn]v ug'{xf];\ . 

  When was Nepal Rastra Bank established? Mention year, month and day in B.S. 
#= x|f; eg]sf] s] xf] < 

What is depreciation. 
$= ;/sf/L sfof{nodf k|of]u ul/g] ;|]:tf kmf/fdx¿ s'g sfof{non] tof/ u5{ < 

Whaich office does prepare accounting forms used in government offices? 

%= a}ª\s gubL lstfadf ;dfj]z x'g] s'g} b'O{ vftfx¿sf] gfd pNn]v u'g{xf];\ . 

Mention the name of any two accunts in cluded in Bank Cash Book. 
;d"x ‘v’ (Groups- 'B') 

tnsf k|Zgx¿sf] 5f]6f] pTt/ lbg'xf];\ M  *×%= $) 

Answer the following questions in short: 
^= k|ltj]bg eg]sf] s] xf] < of] tof/ kfbf{ Wofg lbg'kg]{ s'g] rf/ cf]6f s'/fx¿ pNn]v  

ug{xf];\ .  !±$≠% 

 What is Report? mention any four points to be considered while drafting it.  
&= ;ª\VofTds kmfOlnª ljlwsf] kl/ro lbO{ o;sf rf/ cf]6f kmfObf / rf/ cf]6f a]kmfObf 

n]Vg'xf];\ .   !±$≠% 

 Introdcue numerical filing method and write any four advantages and any four 
disadvantages. 
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*= Jofkf/ lsg ul/G5 < j}b]lzs Jofkf/sf s'g} rf/ cf]6f ljlwx¿sf] j|md};Fu aofg ug'{xf];\ . 

!±$≠% 

 Why Trade is necessary? Explain any four procedures of Home Trade in brief. 
(= gofF ;|]:tf k|0ffnL lsg dxTTj k"0f{ 5 < s]Gb|Lo :t/ ;|]:tf / sfo{ ;~rfng :t/ ;|]:tf 

larsf s'g} ltg leGgtfx¿ pNn]v ug'{xf];\ .         @±# = % 
 Why new accounting system is important? Mention any three differences between 

central and operating level accounting. 
!)= ;/sf/L sfof{nodf ah]6 lx;fa lsg tof/ ul/G5 < o;sf ljleGg v08x¿sf] dxTTj :ki6 

kfg'{xf];\ .                                                    @±# = % 
     Why budget sheet is prepared in government office< Clearly sate the importance of 

different parts of it. 
!!= lbOPsf] ljj/0fsf cfwf/df d]rL PG8 sDkgL, emfkfsf] @)&@ c;f/ #@ ut]sf] ;Gt'ng 

k/LIf0f tof/ kfg'{xf];\ .         %  

 Prepare Trial Balance of Mechi and Co. Jhapa on 32 Asar 2072 based on the given 
particular. 

 k'FhL (Capital)               400,000 

    kmlg{r/ (Furniture)                                  200,000 

 laj|mL lkmtf{ (Sales return)    100,000   

 vl/b (purchase)                   5,00,000   

 kfpg'kg]{ lan (bills receivable)              50,000 

 laj|mL (Sales)                           6,00,000            

 sfof{no vr{ (Office expenses)  200,000 

 a}ª\s clwlj sd{ (Bank overdraft)         50,000 

!@= tnsf ljj/0fx¿af6 kz'klt kmlg{r/ xfp;sf] @)&@ c;f/ #) ut]sf] gfkmf gf]S;fg vftf 

tof/ kfg'{xf];\ M                                 % 
 Prepare profit and losss account of Pashupati Furniture House as on 30th Asar 2072 

from the following particular. 
 s'n gfkmf (Gross Profit) 6,00,000 

 tna (Salary)    1,10,000 

 n]vf k/LIf0f z'Ns (Audit fee)    15,000 

 lj1fkg (Advertisement)    25,000 
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 s/ b:t'/ (Tax Dastur)      10,000 

 v/a C0f (Bad debts)     5,000 

 nfef+z k|fKt (Divident received)    40,000 

 aflx/L 9'jfgL (Carriage outward)       7,000 

!#= lgDg sf/f]af/x¿sf cfwf/df P;=cf/ sDk]NS;sf] @)&@ c;f/ #) ut]sf] af;nft tof/ 

ug'{xf];\ .  % 
 Prepare Balance Sheet of S.R. Complex as on 30 Asar 2072 from the following 

particulars. 
 k'FhL (Capital) 15,00,000 

 v'b gfkmf (Net profit)    40,000 

 k]:sL vr{ (Prepared expenses) 1,00,000 

 ltg{ afFsL vr{ (Outstanding expenses)    40,000 

 ejg (Building) 13,00,000 

 ;'/lIft sf]if (Reserved Fund) 50,000 

 kmlg{r/ (Furniture)    3,50,000 

 clGtd df}Hbft (closing stock) 2,40,000 

;d"x ‘u’ (Group 'C') 

tnsf k|Zgsf] nfdf] pTt/ lbg'xf];\ M  !)×#=#) 
Give long answers to the following questions: 
!$= jfl0fHo a}ª\ssf] kl/ro lbo{ jfl0fHo a}ª\ssf k|d'v 5 cf]6f sfo{x¿sf] aofg ug'{xf];\ .        

   !± ^ x !=%≠ !) 

 Define commercial bank and describe any six major functions of commercial bank. 
!%= lhNnf k|zf;g sfof{no ¿kGb]xLdf ePsf lgDg lnlvt sf/f]af/x¿sf] uf]Zjf/f ef}r/  

-d=n]=k=kmf=g+ !)_ tof/ kfg'[{xf];\ .             !) 

 Prepare Goshwar Voucher (A.G.F. No. 10) on the basis of following transactions of 
District Administration Office, Rupendehi. 

-s_ ldlt @)&@÷)$÷)% df rfn' sf]if lgsf;fafkt ¿= !%,)),)))/- g]kfn /fi6« a}ª\sdfkm{t 

k|fKt eof] .  

 On 2072/4/5 received Rs.15,00,000  as revolving fund through Nepal Rastra Bank. 
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-v_ ldlt @)&@÷)$÷)* df ?= !,))) sf] ;fgf] gubL sf]if r]s g+= )*%) af6 :yfkgf 

ul/of] .  

 On 2072.0408 issued a cheque no. of 0850 of Rs. 1,000. to establish petty cash fund. 

-u_ ldlt @)&@÷$÷!!  df r]=g+= ))*%! af6 ¿= %%,)))÷– sf] sDKo'6/ vl/b u/L 

e'StfgL ul/of] . 

On 2072/04/11 Rs. 55,000 paid for ocmptuer purchase through cheque No. 0851. 

-3_ ldlt @)&@÷$÷@% df zfvf clws[t OGb|k|;fb ltjf/Lsf] kmlg{r/ vl/b k]:sL ?= 

!,%),))) lghsf] vr{ lan ?= !,&%,))) cg';f/ gk'u /sd r]s g+= )*%@ af6 e'StfgL 

lbo{ k]:sL km:of}{6 ul/of] . 
 On 2072.04.25 Office furniture purchase advance of section officer Indra Prasaed 

Tiwari Rs. 1,50,000. has been cleared against the bill from purchase of Rs. 
1,75,000.by issuing cheque No. 0852 for the balance amount. 

-ª_ ldlt @)&@÷)$÷@( df ;f :6f]/ lsk/ /fd >]i7n] k|:t't ug'{ ePsf] e|d0f ;DkGg u/L k]; 

ug'[{ePsf] ¿= @%,)))÷– b}lgs e|d0f vr{sf] lan ljj/0fcg';f/ a9L vr{ ¿= %,)))÷– 

r]=g+= )@$ af6 e'StfgL lbO{ lghsf] k]:sL km:of}{6 ul/of] . 

On 2072/04/29 the salary for the month of Shrawan Rs. 1,60,000. was distributed 
after deducting provident fund Rs. 16,000. and income tax Rs. 4,000. through cheque 
no. 0853. 

!^= lhNnf lzIff sfof{no, ¿kGb]xLsf] @)&! r}q dlxgfsf] vr{sf] kmfF6af/L tof/ kfg'{xf];\ . 

Prepare statement of Expenditure of District Educaiton Office, Repandehi for the 
month of Chaitra 20171 from the following particular. 

ah]6 
/sd g+= 
Budget 
Head 
No. 

ah]6 /sd÷zLif{s 
Budget Heads 

jflif{s 
ljlgof]hg  

-¿=_ Annual 
appropriation 

(Rs) 

efb|;Ddsf] vr{  
-¿=_ 

Expenditure 
up to Bhadra 

(Rs.) 

c;f]hsf] vr{  
 -¿=_ 
Expenditure 
of Asoj (Rs.) 

21111 tna (Salary) 6,00,000 1,00,000 5o,000 
26612 e|d0f vr{ (Traveling 

Expenses) 
30,000 20,000 3,000 

22311 sfof{no vr{ (Offices 
expenses) 

75,000 15,000 4,000 

22121 3/ ef8f (House 
Rent) 

35,000 10,000 3,000 

29311 kmlg{r/ (Furniture) 18,000 3,000 1,500 
29511 d]l;g cf}hf/ 50,000 20,000 5,000 
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(Machine equipment) 
 hDdf (Total ) 8,08,000 1,68,000 64,000 

yk hfgsf/L (Additional information) 

-s_ hDdf rfn' sf]if lgsf;f ¿=(),)))÷–  
 (Total Revolving fund released Rs.93,000)  
-v_ km:of}{6 x'g afFsL kmlg{r/ k]:sL ¿=!),)))÷– b]lvG5 . 

  (Advance for Furniture  Rs. 10,000  is not cleared) 

-u_ ;f]gf] gubL sf]if ¿=@,)))÷– sf] :yfkgf ePsf] 5 .  

(Petty cash fund of Rs. 2,000 established.) 
lgDg lnlvt s'/fx¿ b]vfpg'x]f;\ .  

Show the following 

- r}t dlxgf;Ddsf] hDdf lgsf;f (Budget release upto Chaitra)   # 

- r}t dlxgf;Ddsf] s'n vr{ (Total expenditure upto Asoj)  @ 

- ah]6 afFsL (Balance of budget)  @ 
- k]:sL s6fO{ v'b vr{ (Net expenditure )   ! 

- a}ª\s df}Hbft (Bank Balance)    @ 

 

 

pTt/ s'l~hsf  (Marking Scheme) 

ljifo M P]lR5s låtLo sfof{no ;~rfng / n]vf 

Set 2 
k|=g+= pTt/ cª\s 

!= O=;+= @#, clk|n @))$,  ! 

@= lj=;+= @)!# j}zfv !$  ! 

#= k'FhLut ;DklTt j|mlds ¿kn] k|o]fu ePsf sf/0fn] Ifdtfsf] sdL 

x'Fb} hfg] k|lj|mofnfO{ x|f; elgG5 jf o:t} cfzosf cGo s'/f 

n]v]df 

! 

$= dxfn]vf k/LIfsf] sfof{non] tof/ u5{ . ! 

%= taljn Pjd\ gub vftf, a}ª\s vftf, ah]6 vr{ vftf, k]:sL 

vftf, ljlw vftfdWo] s'g} b'O{ vftf 

! 
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^= 

sfof{no, cfof]u, ;ldlt tyf ;ª\3 ;+:yfx¿n] tf]lsPsf] Ps lglZrt cjlwdf u/]sf] sfd 

sf/afxL emlNsg] u/L tof/ kfl/Psf] ;ª\lIfKt :j¿knfO{ k|ltj]bg elgG5 jf o:t} cfzo 

cfpg] pTt/ n]v]df    —! cª\s lbg] 

k|ltj]bg tof/ ubf{ Wofg lbg'kg]{ a'Fbfx¿ 

1. k|ltj]bgsf] zLif{s, ljifo j:t' / cfjZostf :ki6 ul/Psf] x'g'k5{ . 

2. k|ltj]bg tof/ ug]{ cjlw tf]lsPsf] x'g'k5{ . 

3= k|ltj]bg ;/n tyf lzi6 z}nLdf ;a}n] a'e\mg] u/L n]Vg'k5{ .  

4= k|ltj]bgsf] cGtdf tof/ kfg]{ JolSt, ;d"x jf ;DalGwt clws[tsf] b:tvt / ldlt 

/fVg'k5{ . cyjf o:t} cf;osf cGo $ s'/f n]v]df —$ cª\s lbg] . 

&= s'g} kmfOnnfO{ lglZrt gDa/ lbo{ cyf{t\ ;ª\Vofsf cfwf/df -!, @, #, $_ j|md lgwf{/0f 

u/L /flvG5 eg] To;nfO{ g} ;ª\VofTds kmfOlnª elgG5 jf o:t} cfzo cfpg] cGo pTt/ 

n]v]df —! cª\s lbg] . 

kmfObfx¿ 

1= of] ljlw a9L nlrnf] 5 . 

2= kmfOnx¿ uf]Ko /xG5g\ . 

3. j|md ldnfpg ;lhnf] x'G5 . 

4. kmfOnsf] ;ª\Vof w]/} x'g] sfof{nosf nflu pkof]uL . 

a]kmfObf 

1. ;a} sfof{nosf nflu pkof]u x'Fb}g . 

2. of] ljlw a9L vlr{nf] 5 . 

3. kmfOn ldnfpg ;do nfUg] / 7fpF klg a9L nfUg] u5{ . 

4. of] ljlw a'e\mg sl7g 5 .  

o:t} kmfObf $ cf]6f / a]kmfObf $ cf]6f ;xL n]v]df k|To]ssf] )=% sf b/n] —$ cª\s lbg]. 

*= j:t'x¿ vl/b laj|mL u/L gfkmf sdfpg] pb\b]Zon] Jofkf/ ul/G5 eGg] cfzo cfpg] pTt/ 

n]v]df —! cª\s lbg] .  

j}b]lzs Jofkf/sf ljlwx¿ M 

-s_ ;f]wk'5 

-v_ d"No;"rL 

-u_ cfb]z kq -k|ToIf vl/b cfb]z, k/f]If vl/b cfb]z_ 
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-3_ dfn ;fdfgsf] ;ª\sng 

o;/L j|md};Fu ldnfP/ n]vL JofVof ldn]df k|To]ssf] ! cª\ssf b/n] cª\s lbg] . a'Fbf dfq 

n]v]df k|To]ssf] )=% sf b/n] —$ cª\s lbg]. 

 

 

 

 

( 

cfly{s sf/f]af/sf] clen]v l7s;Fu /fVg / sf]ifsf] l:yltsf] hfgsf/L lbg gofF ;|]:tf 

k|0ffnL cfjZos cyf{t\ dxTTj k"0f{ dflgG5 jf o:t} cGo ;xL pTt/ n]v]df —@ cª\s  

lbg] . 

s]Gb|Lo :t/ ;|]:tf sfof{no ;~rfng :t/ ;|]:tf 

s]Gb|Lo :t/ ;/sf/L sfof{nonfO{ cfjZos 

ah]6 cy{ dGqfnon] ljlgof]hg ub{5 .  

sfo{ ;~rfng :t/ sfof{nonfO{ cfjZos 

ah]6 s]Gb|Lo :t/sf ;DalGwt sfof{non] 

ljlgof]hg ub{5g\ . 

o;n] cfly{s clen]vx¿ ;DalGwt 

dGqfnodf k]; ub{5 . 

o;n] u/]sf] sfd sf/afxLs]f ljj/0f s]Gb|Lo 

:t/df sfof{nodf k]z ub{5 . 

s]Gb|Lo :t/sf ;/sf/L sfof{nox¿n] n]vf 

k/LIf0f s]Gb|Lo :t/s} sf]if tyf n]vf 

lgoGq0f sfof{non] ub{5 . 

sfo{ ;~rfng :t/ sfof{nox¿sf] n]vf 

k/LIf0f lhNnf l:yt sf]if tyf n]vf lgoGq0f 

sfof{non] ub{5 . 

!)= ;/sf/L sfof{nox¿df tf]lsPs]f ah]6 ;Ldf pNnª\3g x'g glbgsf nflu ah]6 lx;fa 

vftf tof/ ul/G5 eGg] cfzo cfpg] pTt/ n]v]df —@ cª\s lbg] . 

ah]6 lx;fa vftfsf v08x¿  

!= jflif{s ljlgof]hg v08 

@= lgsf;f v08 

#= vr{ v08 

s'g} # v08 n]vL ltgLx¿s]f ;xL dxTTj n]v]df k|To]ssf] ! cª\ssf b/n] # cª\s lbg] . 

a'Fbf dfq n]v]df k|To]s a'Fbfsf] )=% sf b/n] —# cª\s lbg]. 

!!= 8]la6 kIftkm{ M kmlg{r/, laj|mL lkmtf{, vl/b, kfpg'kg]{ lan, sfof{no vr{  

j|]ml86 kIftk{m M k'FhL, laj|mL, a}ª\s clwljsif{ 

hDdf ?= !),%),)))÷– ldn]df –% -;kmf ;xL / ;xL gd'gf;lxt_ 

a'Fbf dfq ldn]df k|To]ssf] )=%sf b/n] cª\s lbg] . 

!@= 8]la6 kIftk{m M tna, n]vf k/LIf0f z'Ns, lj1fkg, s/, v/fa C0f, aflx/L 9'jfgL 

j|]ml86 kIftk{m M s'n gfkmf, nfef+z 
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v'b gfkmf (Net Profit) M ?= $,^*,)))÷– ldn]df —% cª\s -;kmf ;xL / ;xL 

gd'gf;lxt_ a'Fbf dfq ldn]df k|To]ssf] )=% sf b/n] cª\s lbg] . 

!#= k'FhL tyf bfloTjtkm{ M k'FhL, ltg{ afFsL vr{, ;'/lIft sf]if, b'v gfkmfnfO{ k'FhLdf hf]8\g]  

;DklTttk{m M k]:sL vr{, ejg, kmlg{r/, clGtd df}Hbft 

hDdf ?= !(,(),)))÷– ldn]df —# cª\s -;kmf, ;xL / ;xL gd'gf;lxt_ 

!$= b]zsf] pb\of]ut, Jofkf/ jf jfl0fHonfO{ k|f]T;fxg ug]{ / ;~rfng ;DaGwL sfo{df ;xof]u 

k'¥ofpg] pb\b]Zon] :yflkt a}ª\snfO{ afl0fHo a}ª\s elgG5 jf cGo o:t} cfzo cfpg] ;xL 

pTt/ n]v]df —! cª\s lbg] 

jfl0fHo a}ª\ssf sfo{x¿ 

!= hDdf jf lgIf]k :jLsf/ ug]{ . 

@= C0f k|bfg ug]{ . 

#= /sd :yfgfGt/0f ug]{ 

$= Ph]G6sf] sfd ug]{  

%= j}b]lzs ljlgdo 

^= k'FhL lgisfzgdf ;xfotf 

&= k|tLt kq vf]Ng] 

*= cGo sfo{x¿ M ns/sf] Joj:yf, ljTtLo ;"rgf ;ª\sng, Bill of Exchange vl/b / 

laj|mL ug]{, cf]e/ 8«fk\m6 ;'ljwf k|bfg ug]{ . 

oL sfo{dWo] ^ cf]6f sfo{ n]vL l7s JofVof u/d]f k|To]s Ps a'Fbfsf] !=% sf b/n] cª\s ( 

lbg] a'Fbf dfq n]vL JofVof gu/]df )=% sf b/n] # cª\s lbg] 

!% -v_ 8]= g]kfn /fi6« a}ª\s  !%,)),)))÷– 

 j|]m= rfn' sf]if lgsf;f   !%,)),)))÷– 

-v_ 8]= ;fgf] gubL sf]if  !,)))÷– 

 j|]m= g]kfn /fi6« a}ª\s   !,)))÷– 

-u_ 8]= a=v= d]l;g/L cf}rf/ @(%!! %%,)))÷–  

 sDKo'6/ vl/b u/L r]sdfk{mt e'StfgL ul/of] .  %%,)))÷– 

-3_ 8]= a=v= kmlg{r/ @(#!! !,&%,)))÷– 

 j|]m= zf=c= OGb|k|;fb ltjf/Lsf] kmlg{r/ k]:sL km:of}{6 

 u/L gk'u /sd r]sdfk{mt e'StfgL ul/of] ._  @%,)))÷– 

-ª_  8]= a=v= tna @!!!! !^),)))÷– 
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 j|]m= sd{rf/L ;~ro sf]if s6\6L   

 j|]m= cfos/ s6\sL   $,)))÷– 

 j|]m= g]kfn /fi6« a}ª\s   !,$),)))÷– 

-s=;+= sf]if / cfos/ s6\6f u/L afFsL /sd >fj0f dlxgfsf] tna e'StfgL ul/of] . 

-;a} cª\u k'/f u/]df % x @ sf b/n] !) cª\s lbg] . 

!^= r}q dlxgf;Ddsf] hDdf lgsf;f ?= &,!),)))÷– 

r}q dlxgf;Ddsf] hDdf vr{ ?= &,)$,)))÷– 

ah]6 afFsL ?= @,!),)))÷– 

k]:sL s6fO{ v'b vr{ ?= ^,(%,)))÷– 

a}ª\s df}Hbft ?= #,)))÷– 

;a} ldnfP/ agfPdf % x @ sf b/n] !) cª\s lbg] . 
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P]lR5s låtLo sfof{no ;~rfng / n]vf 
 (Optional Ofice Management & Accountancy) 

Set - 3 
;do M @ 306f !% ldg]6   k"0ff{ª\s M &% 

    Set - 3 pTtL0ff{ª\s M @$ 

k/LIffyL{x¿n] lbOPsf] lgb]{zgsf cfwf/df  cfÇg} z}nLdf l;h{gfTds pTt/ lbg'kg]{ 5 . 

;d"x …sÚ (Group A) 
tnsf k|Zgx¿sf] Ps jfSodf pTt/ lbgxf];\ .  
!=  e'StfgLsf s'g} b'O{ ;fwgsf] gfd n]Vg'xf];\ .  
 Write the name of any two means of payment. 
@=  jfxs r]s eg]sf] s] xf] <  
 What do you mean by bearer cheque? 
#=  s'n gfkmf jf gf]S;fg kTtf nufpg j|m]l86 kIfdf ;dfj]z x'g] s'g} b'O{ a''Fbfx¿ n]Vg'xf];\ .  
 Write any two points which can be adjusted to calculate gross profit or gross 

loss. 
$=  ;/sf/L sfof{nosf] clGtd n]vf k/LIf0f s;n] ub{5 < 
 Which institution does final audit of government office?  
%= ah]6 lx;fa vftfsf s'g} b'O{ v08sf] pNn]v ug'{xf];\ . 
 Mention any two parts of Budget Sheet. 
 

;d"x v (Group B) 
tnsf k|Zgx¿sf] 5f]6f] pTt/ lbg'xf];\ .  

Answer the following questions in short. 
^= k|ltj]bgsf] kl/ro lbO{ o;sf s'g} rf/ cf]6f k|sf/x¿ n]vL aofg ug'{xf];\ . 

 Introduce report. Explain its any four types in brief.  
&=  ;ª\VofTds kmfOlnª eg]sf] s] xf] < o;sf $÷$ cf]6f kmfObf / a]kmfObfx¿ pNn]v ug{'xf];\ . 

 What is numerical  filing system? Mention its four advantages and four 
disadvantages. 

*=  tkfOF{ Pp6f :jb]zL Jofkf/L xf] eg] :jb]zL Jofkf/ s;/L ;~rfng ug{'x'G5 < o;sf] ljlwsf cfwf/df 
pNn]v ug{'xf];\ .  

 Suppose you are home trader. How do you conduct home trade? Describe on 
the basis of its procedure. 

(=  ;/sf/L ;|]:tf k|0ffnL eg]sf] s] xf] < Jofj;flos n]vf k|0ffnL / ;/sf/L ;|]:tf k|0ffnLsf leGgtfsf 
cfwf/x¿ pNn]v ug{'xf];\ . 

 What is government accounting system? Illustrate the basis of differences 
between commercial accounting and government accounting system.  
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!)=  ah]6 lx;fa vftfsf] kl/ro lbO{ o;df ;dfj]z x'g] v08sf] JofVof u/L pkof]lutf pNn]v ug{'xf];\ . 

What is budget sheet? Describe the parts of budget sheet with their 
importance. 

!!= tnsf ljj/0fx¿sf cfwf/df a'6jn OG6/k|fOh]hsf] @)&@ c;f/ d;fGtsf] ;Gt'ng k/LIf0f tof/ 
kfg'{xf];\ .  

 Prepare Trial Balance of Butwal Enterprises on the end of Asar 2071 from 
the following particulars 

k'FhL  
Capital 

#,%),))) vl/b  
Purchases 

@,)),))) 

d]l;g  
Machine 

$,)),))) Hofnf  
Wages 

*),))) 

cflh{t cfDbfgL  
Accrued Income 

%),))) laj|mL  
Sales 

$,)),))) 

a}ª\s C0f  
Bank Loan 

!,)),))) cf;dL  
Debtors 

!,@),))) 

!@= lbOPsf ljj/0fx¿af6 ;j{1 a'S;sf] cfly{s jif{ @)&!÷&@ sf] gfkmf gf]S;fg vftf tof/ kfg'{xf];\ .  

 Prepare Profit and Loss Account of Sarwagya Books of fiscal year 2071/72 
from the given particulars.  

 tna   Salary     %!,))) 

 5kfO tyf d;nGb  Printing and Stationery  ^,))) 

 sld;g k|fKt   Commission Received  @,))) 

 s'n gfkmf   Gross Profit    !,#),))) 

 sfof{no vr{  Office Expenses   *,))) 

 laj|mL vr{   Selling Expenses   %,))) 

 ejgsf] x|f;   Depreciation on Building  @,))) 

 v/fa shf{   Bad Debt        $,))) 

!#=  tnsf sf/f]af/x¿sf cfwf/df cNdf; sDKo'6/ ;lj{;sf] cf=j=@)&!÷&@ sf] af;nft tof/ kfg'{xf];\ .  
 Prepare Balance Sheet of Almas Computer Service of F.Y. 2071 /72 from the 

following transactions. 
 k'FhL   Capital    %,^),))) 

 df}Hbft   Stock    !,@*,))) 

 a}ª\s clwljsif{  Bank Overdraft   &%,))) 

 v'b gf]S;fg   Net Loss    #),))) 

 Jofj;flos ;DkQLx¿  Business Premises   #,$@,))) 

 gub tyf a}ª\s  Cash and Bank   $),))) 

 cf;dL   Debtors     !,@),))) 

 cu|Ld cfDbfgL  Advance Income   @%,))) 

 

;d"x u (Group C) 
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tnsf k|Zgx¿sf] nfdf]] pTt/ lbg'xf];\ .  
!$= s]Gb|Lo a}ª\s eg]sf] s] xf] < s]Gb|Lo a}ª\ssf s'g} 5 cf]6f k|d'v sfo{x¿sf] j0f{g ug{'xf];\ .  
 What is central bank? Describe any six major functions of central bank. 
!%=  tn lbOPsf sf/f]af/x¿af6 lhNnf k|x/L sfof{no, kfNkfsf] uf]Zjf/f ef}r/  -d=n]=k=kmf=g+= !)_ tof/ 

kfg{'xf];\ .  
 Prepare Goshwara Voucher (AGF No. 10) of  District Police Office, Palpa from the 

given below.  
-s_  ldlt @)&@÷)$÷)# df rfn'sf]if lgsf;fafkt ?= !,!),))).– sf] g]kfn a}ª\s lnld6]8dfkm{t\ 

a}ª\s cfb]z k|fKt eof] . 
 On 2072/04/03 Received bank order through Nepal Bank Limited of Rs. 

1,10,000 as Revolving Fund release.  
-v_  ldlt @)&@÷)$÷)% df df]6/ ;fOsn vl/b ug{ n]vfkfn ljgf]b yklnofnfO{ ?= !,^),))).– 

r]s g+=)!*)# af6 k]:sL lbOof] .  
 On 2072/04/05 Accountant Mr. Binod Thapaliya was given Rs. 1,60,000 

through cheque  No. 01803 as motorcycle purchase advance.  
-u_  ldlt @)&@÷)$÷!@ df ?= #$,))).– sf] vfb\o tyf /;b vl/b u/L r]s g+= )!*)$ af6 

e'StfgL lbOof] . 
 On 2072/04/12 Paid Rs. 34,000 through cheque No. 01804 for the purchase 

of food materials.   
-3_  ldlt @)&@÷)$÷@@ df n]vfkfn ljgf]b yklnofsf] df]6/ ;fOsn vl/b k]:sL lghn] k]; 

u/]sf] ? !,&@,()).– sf] lan cg;f/ km5\of}{6 ul/of] .  
 On 2072/04/22 Motorcycle Purchase Advance of Mr. Binod Thapaliya was 

cleared according to his purchase bill of Rs. 1,72,900 
-ª_  ldlt @)&@÷)$÷#) df sd{rf/Lx¿sf] >fj0f dlxgfsf] s'n tnadWo] sd{rf/L ;~ro sf]if 

?= *%,))).– , gful/s nufgL sf]if ?= !%,))).– tyf cfos/ ?= #,))).– s6\6f u/L afFsL 
?= #,^$,%)).– r]s g+= )!*)^ af6 ljt/0f ul/of] . 

 on 2072/04/30 Out of total salary of staff for the month of Shrawan, 
provident fund Rs. 85,000 Citizen Investment fund Rs. 15,000 and  income 
tax Rs. 3,000 were deducted and rest Rs. 3,64,500 were distributed through 
cheque No. 01806  

!^= lgDg hfgsf/Lx¿sf] cfwf/df lhNnf s[lif ljsf; sfof{no, slknj:t'sf] @)&! Dff3sf] vr{sf] 
kmFf6af/L tof/ kfg'{xf];\ . 

ah]6 /sd g+= ah]6 zLif{s Jfflif{s ljlgof]hg Dff3sf] vr{ Dff3;Ddsf] vr{  
@!!!! tna Salary $,&%,))) ^*,))) @,^),))) 
@!!@! kf];fs Dress %),))) *,))) #@,))) 
@@!@! 3/ef8f Rent ^^,))) %,%)) #&,%)) 
@@#!# k':ts ;fdu|L Books 

and Materials 
@$,))) @,))) !@,))) 

@@&!! ljljw vr{ 
Miscellaneous 
Expenses 

!,@%,))) 
 

%,))) 
 

$),))) 
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@(#!! 
 

kmlg{r/ tyf lkmS;r;{ 
Furniture and 
Fixtures 

!,!),))) !),))) *),))) 

  *,%),))) (*,%)) $,^!,%)) 
yk hfgsf/L Additional Information 

-s_ rfn'sf]if aFfsL  Revolving Fund Balance ?=!,$$))) 

-v_ ;fgf] gubL sf]if Petty Cash Fund ?=@,))) 

-u_ km:of}{6 x'g afFsL k]:sL Uncleared Advance ?=%,))) 

kTtf nufpgxf];\  Find 

-s_ df3;Ddsf] lgsf;f Release Upto Magh 
-v_ df3;Ddsf] vr{ Expenditure Upto Magh 

-u_ ah]6 aFfsL Balance Budget 
-3_ k]:sL s6fO{ v'b vr{ Net Expenditure 
-ª_ a}ª\s df}Hbft Bank Balance 
 
 

pTt/ s'l~hsf  (Marking Scheme) 
Set 3 

k|= g+= != pTt/ M  
r]s, k|tLt kq, Pl6Pd, a}ª\s 8«fˆ6, On]S6«f]lgs 6«fG;km/, x'G8LdWo] s'g} b'O{ ;fwg n]v]df )=% sf 
b/n] ! cª\s lbg] .  

k|= g+= @= pTt/ M  
a}ª\sdf r]s k|:t't ug{] JolStnfO{ a}ª\sn] /sd e'StfgL lbg] u/L hf/L ul/Psf] r]snfO{ jfxs r]s 
elgG5 eGg] cfzo n]v]df .  

k|= g+= #= pTt/ M  
laj|mL, clGtd df}Hbftafx]s cGo l7s pTt/ n]v]df . 

k|= g+= $= pTt/ M  
dxfn]vf k/LIfssf] ljefuaf6 eGg] cfzosf ;fy pTt/ n]v]df . 

k|= g+= %= pTt/ M  
ljlgof]hg v08, lgsf;f v08, vr{ v08dWo] s'g} b'O{ . 

k|= g+= ^= pTt/ M  
sfof{no, cfof]u, ;ldlt tyf ;ª\3 ;+:yfx¿n] tf]lsPsf] Ps lglZrt cjlwdf u/]sf] sfd sf/afxL 
emlNsg] u/L tof/ kfl/Psf] ;ª\lIfKt ¿knfO{ k|ltj]bg elgG5 . cyjf o:t} cfzosf] kl/efiff 
lbPdf —! cª\s lbg] .   

 k|ltj]bgx¿ lgDgfg';f/ x'G5g\ M  
 != ;/sf/L k|ltj]bg 
 @= n]vf k/LIf0f k|ltj]bg 
 #= jflif{s k|ltj]bg 
 $= ;ldlt cfof]u k|ltj]bg 
 %= z}lIfs cg';Gwfg k|ltj]bg 
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oLdWo] s'g} $ n]vL 5f]6s/Ldf aofg u/]df k|To]ssf nflu ! cª\s sf b/n] s'n —$ cª\s lbg] .   
k|= g+= &= pTt/ M  

kmfOndf gfd gn]vL !, @, #, $ cflb ;ª\Vof n]vL kmfOnx¿sf] j|md ldnfpg] tl/sfnfO{ 
;ª\VofTds kmfOlnª ljlw elgG5 . cyjf o:t} cfzosf] kl/efiff lbPdf —! cª\s lbg] .   
;ª\VofTds kmfOlnª ljlwsf kmfObf / a]kmfObfx¿ lgDgcg';f/ /x]sf 5g\ M  
kmfObfx¿ 

 != of] ljlwdf a9L nlrnf]kgf 5 .  
 @= kmfOnx¿ Uff]Ko /xG5g\ .  
 #= j|md ldnfpg ;lhnf] x'G5 .  
 $= kmfOnsf] ;ª\Vof w]/} x'g] sfof{nosf nflu pkof]uL x'G5 .  

a]kmfObfx¿ 
 != ;a} sfof{nosf nflu pkof]uL x'Fb}g .  
 @= of] ljlw a9L vlr{nf] 5 .  
 #= kmfOn ldnfpg ;do nfUg] / 7fFp klg a9L nfUg] ub{5 .  
 $= of] ljlw a'em\g sl7g 5 .  

cyjf o:t} cfzosf $÷$ cf]6f kmfObf a]kmfObfx¿ n]v]df k|To]s a'Fbfsf nflu )=% sf b/n] —$ 
cª\s lbg] .   

k|= g+= *= pTt/ M  
dfgf}F+ d Pp6f :jb]zL Jofkf/L x'F . d}n] lgDg lnlvt tl/sf / ljlwsf] k|of]u u/L :jb]zL Jofkf/ 
;~rfng ub{5' .  

 != ;f]wk'5  
 @= d"No;"rL 
 #= vl/b cfb]z 
 $= dfn ;fdfgsf] ;ª\sng 
 %= dfn ;fdfgsf] Koflsª 
 ^= dfn ;fdfgsf] 9'jfgL 
 &= lahs 

oL & cf]6f tl/sf / ljlw pNn]v u/L e"ldsf dfly pNn]v u/]h:t} u/L lbPdf e"ldsfsf nflu !=% 
cª\s k|bfg ug]{ / k|To]s tl/sf / ljlwsf nflu )=% cª\ssf b/n] #=% cª\s k|bfg u/L s'n —! 
cª\s lbg] .   

k|= g+=  (= pTt/ M  
g]kfn ;/sf/sf] ;/sf/L sfof{nox¿df eP u/]sf cfly{s sf/f]jf/x¿sf] clen]v /fVgsf nflu 
k|of]u ul/Psf] ;|]:tf k|0ffnLnfO{ ;/sf/L ;|]:tf k|0ffnL elgG5 . cyjf o:t} cfzosf] pTt/ cfPdf 
! cª\s k|bfg ug{] . Jofj;flos n]vf k|0ffnL / ;/sf/L ;|]:tf k|0ffnLsf leGgtfsf k|d'v cfwf/x¿ 
lgDgcg';f/ /x]sf 5g\ M  

Jofj;flos n]vf k|0ffnL ;/sf/L ;|]:tf k|0ffnL 

!=  of] ;DalGwt Joj;fosf] nufgL stf{k|lt 
 pTt/bfoL x'G5 .  
@=  of] Joj;fosf] gfkmf gf]S;fg / cfly{s 
 l:ylt lgZrt ug{] pb\b]Zon] /flvG5 .  
 
#= of] Joj;fosf] dflnsåf/f lgolGqt x'G5 .  

!=  of] hgtfk|lt pTt/bfoL x'G5 . 
 
@=  hgtfnfO{ ;fdflhs / cfly{s ;]jf 
 pknAw u/fpg] pb\b]Zon] /flvPsf]  
 x'G5 .  
#= of] k|rlnt lgod, sfg'g, kl/kq Pjd\ 
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$=  o;df sfg'gsf] Tolt ljrf/ ul/“+b}g . 
 ;+:yfsf] lgodcg';f/ ;~rfng x'G5 .  
%=  o;n] sf]if, k'FhL tyf C0fdf ;d]t lgoGq0f    
 /fV5 .  
^=  of] gubdf dfq cfwfl/t xF'b}g .  
&=  Jofj;flos ;|]:tf k|0ffnLn] gfkmf gf]S;fg, 
 ;DklTt, bfloTj / k'FhLsf af/]df hfgsf/L 
 lbG5 .  

 ah]6åf/f lgolGqt x'G5 .  
$= of] ;|]:tf k|rlnt lgod sfg'gsf] 
 kl/lwleq /xL tof/ ul/g'kb{5 .  
%=  o;n] ;/sf/L sf]ifsf] ;~rfng / 
 lgoGq0f ub{5 .  
^=  of] gubdf cfwfl/t ;|]:tf k|0ffnL xf] .  
&=  b]zsf] cfly{s ultljlwsf] hfgsf/L 
 ;/sf/L ;|]:tf k|0ffnLn] u/fpF5 .  

cyjf o:t} cfzosf leGgtfsf cfwf/x¿dWo] b'j}tkm{ Go"gtd $÷$ cf]6f cfwf/ pNn]v u/]df 
k|To]ssf nflu )=% sf b/n] $ cª\s k|bfg ug{] .  

k|= g+= !) pTt/ M  
g]kfn ;/sf/sf] ;/sf/L sfof{nox¿df tf]lsPsf] ah]6sf] ;Ldf pNnª\3g x'g glbgsf nflu 
Joj:yf ul/Psf] vftfnfO{ ah]6 lx;fa vftf elgG5 . cyjf o:t} cfzosf] kl/efiff lbPdf @ cª\s 
lbg] .  
ah]6 lx;fa vftfdf ;dfj]z x'g] v08x¿ lgDgcg';f/ 5g\ M 

 != jflif{s ljlgof]hg v08 
 @= lgsf;f v08 
 #= vr{ v08 

oL # v08sf] 5f]6s/Ldf j0f{g u/L ltg} v08x¿sf] pkof]lutf pNn]v u/]df k|To]s v08sf nflu 
!÷! cª\ssf b/n] # cª\s k|bfg ug{] .  

k|= g+= !! pTt/ M  
8]la6 kIf M vl/bb, d]l;g, Hofnf, cf;dL, cfhL{t cfDbfgL 
j|m]l86 kIf M k'FhL, a}ª\s C0f, laj|mL 
hDdf M *,%),))) ldn]df % cª\s 
;xL k|ljli6 u/]df )=% sf b/n] cª\s .  

k|= g+= !@ pTt/ M  
8]la6 kIf M 5kfO tyf d;nGb, sfof{no vr{,  tna, v/fa  shf{, ejgsf] x|f; 
j|m]l86 kIf M laj|mL, sldzg k|fKt, s'n gfkmf 
hDdf M %^,))) ldn]df % cª\s 
;xL k|ljli6 u/]df )=% sf b/n] cª\s .  

k|= g+= !# pTt/ M  
k'FhL tyf bfloTttkm{ M k'FhL, a}ª\s clwljsif{, cu|Ld cfDbfgL, v'b gf]S;fgnfO{ k'FhLaf6 36fpg] .  
;DklTttkm{ M df}Hbft, Jofj;flos ;DklTtx¿, gub tyf a}ª\s, cf;dL 
hDdf M ^,#),))) ldn]df % cª\s 
;xL k|ljli6 u/]df )=% sf b/n] cª\s .  

k|= g+=!$ pTt/ M  
b]zsf] df}lb|s k|0ffnL lgoldt ug{, df}}lb|s k|0ffnLnfO{ ;sf/fTds ¿kdf lgoGq0f u/L ;Dk"0f{ a}ª\s 
tyf ljTtLo ;+:yfsf] ultljlw ;~rfng ug{] pb\b]Zon] :yflkt k|d'v ;/sf/L a}ª\snfO{ s]Gb|Lo 
a}ª\s elgG5 . cyjf o:t} cfzosf] pTt/ cfPdf  ! cª\s lbg] .  
s]Gb|Lo a}ª\ssf sfo{x¿  

 -s_ gf]6 lg:sfzg ug{] 
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 -v_ ;/sf/sf] a}ª\s tyf k|d"v ;Nnfxfsf/ 
 -u_ a}ª\sx¿sf] a}ª\s 
 -3_ ljb]zL db|f ljlgdo 
 -ª_ a}ª\lsª k|yfsf] ljsf; 
 -r_ k'FhLsf] kl/rfng / /fi6« C0f JojZyf 
 -5_ ;fv l;h{gf / lgoGq0f 
 -h_ cGo sfo{x¿ 

o gubL sf]ifsf] ;+/If0f 
o k|Tofe"lt vl/b laj|mL ug{] 
o k|tLt kq k|bfg ug{] 
o IMF df k|ltlglwTj ug{] 

plNnlvt sfo{dWo] s'g} 5 cf]6fsf] JofVof u/]df ( cª\s k|bfg ug{] .  
k|= g+=!% pTt/ M 
ldlt  ljj/0f Vff= 

kf= 
g+= 

lx;fa 
g+= 

8]la6 j|m]l86 

-s_ @)&@÷)$÷)# 8]= g]kfn a}ª\s lnld6]8 
j|m]= rfn'sf]if lgsf;f 
rfn'sf]if lgsf;f k|fKt eof] . 

  !!,)),)))  
!!,)),))) 

-v_ @)&@÷)$÷)% 8]= n]vfkfn, ljgf]b yklnof ;jf/L 
;fwg vl/b k]:sL 
j|m]= g]kfn a}ª\s lnld6]8 
;jf/L ;fwg v/Lb k]:sL lbOof] . 

  
@($!! 

 
!,^),))) 

 
 

!,^),))) 

-u_ @)&@÷)$÷!@ 8]= a=v= vfb\ofGg 
j|m]= g]kfn a}ª\s lnld6]8 
vfb\ofGg vl/b u/L e'StfgL lbOof] . 

 @!!@@ #,$$,)))  
#,$$,))) 

-3_ @)&@÷)$÷@@ 8]= a=v= ;jf/L ;fwg 
j|m]= g]kfn a}ª\s lnld6]8 
j|m]= n]vfkfn, ljgf]b yklnof ;jf/L 
;fwg vl/b k]:sL km:of}{6 
;jf/L ;fwg k]:sL km:of}{6 ul/of] .  

 @($!! !,&@,())  
 
 
 

!,&@,()) 

-ª_ @)&@÷)$÷#) 8]= a=v= tna 
j|m]= sd{rf/L ;~ro sf]if s6\6L 
j|m]= gful/s nufgL sf]if  s6\6L 
j|m]= cfos/ s6\6L 
j|m]= g]kfn a}ª\s lnld6]8 
tna ljt/0f ul/of] .  
;jf/L ;fwg k]:sL km:of}{6 ul/of] .  

 @!!!! $,^&,%))  
*%,))) 
!%,))) 
#,))) 

#,^$,%)) 

k|= g+= !^= pTt/ M 
 -s_ %,)&,)))  -v_ $,^!,%))  -u_ #,**,%)) -3_ $,%^,%)) 
 -ª_  $#,%)) 


