Type the following in double line spacing with a margin of ten degrees:-

25



PART -B

SHORT NOTE ON THE SUBJECT TOPICS
1. STATISTICAL MATTER
A Tabular Statement giving particulars of certain things or achievement
The Patrticulars generally occupying the first column and the figures

occupying the other COLUMNS.

2. BALANCE SHEET

(I). Assets and Liabilities;
A Statement showing the Assets and Liabilities of a business concern at

the end of a financial period duly certified by the Auditors

(ii). Profit and Loss Account:

A Statement prepared by a trading concern at the end of each trading

period to ascertain the profit gained or loss sustained during the

Trading year.

(iii). Statement of Income and Expenditure:

A Statement prepared by non-tradingconcernssuch as Hospitals,
Clubs, Schools, etc., At the end of each financial year
3. DISPLAY

(i) Advertisement

Generally displayed by business concerns for introducing their
products or for increasing their sales, to gain publicity in the case

of film shows and other types of entertainments, to convey
important information to the public, etc.,
(ii) Invitation

A format, inviting persons to attend an arranged function such as
marriage, meeting etc.,.
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(iii) Notice

Sent by Limited Companies and Registered Associations etc.,
To their members auction notices, legal notices, warrant notices etc.,

Published in newspapers.

(iv) Programme

To convey to the invites is the sequences of events, the time and places of
any arranged function.

4. OFFICIAL LETTERS / GOVERNMENT ORDERS

(i) Demi Official Letter

A letter written by a Government or quasi-Government
officer to another Officer by name with a request to give
immediate or personal attention to a matter

(if) Government Order

An order issued by the Government under the powers
delegated by the Governor.

(iii) Official Notification.

An official notification is issued by the Government to the
concerned Departments, under sections.

(iv) Official Proceedings.

Issued by a Government authority making appointments and transfers,
granting of leave, increments, etc., To subordinates; conferring of benefits

on a member of the public like the grant of scholarship to a student,
order of refund of court fees paid by a litigant etc.
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ABBREVIATIONS & SYMBOLS
LEFT RIGHT
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Reqd. Required Tradg. Trading

Red.X Red Cross TI/w Typewriter
Remn. Remuneration Tech. Technical
Regn. Registration Tempy. Temporary

Rly. Railway U.C. Upper case
Stt. Statement Unexpd. Unexpected
S.Crs. Sundry Creditors Underwrtg. Underwriting
S.Drs. Sundry Debtors w.e.f. with effect from
Sty. Stationary wW.r.t with reference to
Subscripn.  Subscription W.k. Week / Work
Spl/ spe Special W.h. Which

Secy. Secretary

PROOF CORRECTION SYMBOLS

uc Upper Case Run on Proceed without break
Lc Lower Case
Cap. Capital Leave space
Caps. Capitals Joint together
All Caps. All Capitals
N.P. Next Para New Paras A Interest
F.P. Fresh Para
P/ | Parts Rom. fig Roman Figure (ii)
o] Circle In wrds(Words) In Figures (2)
Oces. Circumstances Letter or word In Words (Five)
Ote. Circulate Underlined Use capital as
Trs. (Trans)  Transpose Twice Italics  the case may be.
-~ (Change)
stet ... Let it stand Single All Capitals with underline

o Delete Quotation Foot (5"

(Omit it) apostrophe (Ram’s)
Madurai Initial capital Omission of a letter (I'll)
Therefore Double Inch (5'6")
Because Quotation Ditto (")
- The

PUNCTURATION FOR FIGURES:

9,34,53,050.90 @ ----- Ordinary

93,453,050,90 @ ----- Millions , (Population, Tonnes)
9,345,30,50.90  --—--- Hundreds

9,345,30,50.90  ----- Thousands

9,34,530,50.90 @ ----- Lakhs

9,34,53,050.90 @ ----- Crores
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ABBREVIATIONS FREQUENTLY OCCURRING WORDS
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1. STATISTICAL STATEMENT (Vertical) MODEL
STATE-WIDE DISTRIBUTION OF FINANCIAL ASSISTANCE
SANCTIONED AND DISBURSED BY THE INDUSTRIAL
DEVELOPMENT BANK OF INDIA
/i
1968 - 69 1969 -70
] © n <3
I
(Rupees in crore)
1. |Andra Pradesh 154.40 159.90 1,773.70 1,637.20
2. |Assam* 12.40 24.40
3. |Bihar 159.90 266.60 965.20 441.70
4. |Gujarat 328.80 301.80 3,724.60 3,148.90
5. |Haryana 58.10 53.60 262.10 249.80
6. |Kerala 133.00 68.30 440.00 342.30
7. |Madhya Pradesh 171.30 143.70 543.00 517.90
8. |Maharashtra 2,217.70 1,100.10 9,621.20 8,812.90
9. |Mysore 489.70 263.60 1,052.70 859.70
10. [Orissa 348.60 46.20 504.10 223.40
11. |Tamil Nadu and
Pondicherry 118.50 114.50 1,111.70 1,134.90
Total 4,180.00 2,518.30 20,001.70 [17,393.10
Particulars in respect of 1968 - 68 are not available.
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2. BALANCE SHEETS

TYPICAL FORMS OF AUDITOR’S CERTIFICATE

| certify as a result of my audit thatin my opinion the above accounts are properly drawn up so as
to exhibit atrue and fair view of the state of affairs ofthe board.

We have examined the above Balance Sheet with the books maintained at the Registered Office
ofthe Corporation andwe report thatthe Balance Sheetisin agreement with the above books.

We have audited the above Balance Sheetand we certify thatitis in accordance with the books and
vouchers produced and explanations offered.

We have examined the above Balance Sheet and have obtained all the information and
explanation and we certify that the said Balance Sheet exhibit atrue and correct state of the company’s
affairs as shown by the books of the company

We have examined the above Balance Sheet with the books, records and vouchers and have
obtained allthe information and explanations required andwe hereby certify that the Balance sheet has
been properly and correctly drawn up.

We have obtained all the information and explanation which to the best of our knowledge and
belief were necessary for purposes of our audit. In our opinion and according to the explanations given,
the Balance Sheet gives atrue and fair view of the state of the company’s affairs for the year.

We have audited the accounts of the above company obtaining all the information and explanation
required. Inour opinion, the above Balance Sheet has been drawn up as per the Rules of the Company
and represents the true and correct state of affairs of the Company.

We have audited the above Balance Sheet with reference to account books and vouchers
obtaining all the information and explanation required and certify that the Balance Sheet is correctly
drawn up.

We have audited the annexed Balance Sheet with the Books of the Company and certify that it
represents acorrectview ofthe Company’s affairs as at 30th June 1971.

The Profit and Loss Account was examined by us and found to be in agreement with the books of
the Company.

I have examined the Profit and Loss Account of the above bank for the year ended that date as
above set fourth with the book of the Bank and inmy opinion the accounts gives a true and fair view of
the profit for the year ended.......

We have audited the above statement of Income and Expenditure and hereby certify that to the
best of our information and according to the explanations given to us, the same givesthe correct state of
affairs ofthe above Institute ason................

We hereby certify that we have examined the above Balance Sheet and have found the same is
correct according to books and vouchers of the above company.

We have obtained all information and explanations which to the best of our knowledge and belief
will necessary for the purpose of ouraudit. Inouropinion the above gives atrue and fair view of the laws.
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2. (i) Assets and Liabilities: MODEL
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Type the following Assets and Liabilities in two separate sheets and ruled up:
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Type the following Assests and Labilities in two separate sheets and ruled up:
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Type the following Assests and Labilities in two separate sheets and ruled up:
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Type the following Assests and Labilities in two separate sheets and ruled up:
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Type the following Assests and Labilities in two separate sheets and ruled up:
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2. (ii) Statement of Income and Expenditure MODEL
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Type the following Statement of Income & Expenditure in two separate sheets and ruled
up:-
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Type the following Statement of Income & Expenditure in two separate sheets and ruled
up:-
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Type the following Statement of Income & Expenditure in two separate sheets and ruled
up:-
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Type the following Statement of Income & Expenditure in two separate sheets and ruled
up:-
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