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SECTION A

Answer all the questions in this section in the Answer Booklet provided by
putting a cross (X) on the letter you have chosen as your answer.

1 Which department in an organisation is responsible for payment of staff salaries

and wages?

A Procurement Department

B Human Resource Department
C Administration Department
D Accounts Department

2 The filing system where all the files of a company are kept in one place is

called ...

A Alphabetical filing.
B Central filing.

Cc Departmental filing.

D Numerical filing.
3 Which of the following document is not needed in the formation of a business?
A Articles of Association
B Partnership Deed
C Statement of Account

D Trade Certificate

A guideline used to tabulate organisational goals and objectives for the purpose

4
of planning is called ...
A balance sheet.
B log book.
C management sheet.
D time card.
5 Which one of the following envelopes has an opening on the longer side?

A Airmail Envelope
B Banker Envelope
C Pocket Envelope
D Registered Envelope
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Study the transactions below;

(i)  Sold a motor vehicle on credit.

(ii)  Cash sales.

(iii)  Sold a Delivery van by cheque.

(iv) Exchanged a motor vehicle for a house.

(v)  Bought a house and payment deferred to a later date.
Which of these are credit transactions?

A (i) (iii) and (iv).

B (iii) (v) and (i)

C (v) (ii) and (iii).

D (i) and (v).

Which document is sent by the seller to the buyer as a reminder of the amount
due, for the goods supplied?

A Advice Note,

B Credit Note.

C Invoice.
D Quotation.

The ... is used as a source document for the Purchases Journal.

A Original Invoice
B Original Credit Note
C Duplicate Invoice

D Duplicate Credit Note

Assets bought and sold on credit are first recorded in the ...

A Purchases and Sales Journal.
B Sales Journal.

C Purchases Journal.

D General Journal.

The machinery Account is a good example of a ...

A Personal Account.

B Real Account.

C Nominal Account.

D Real and Nominal Account.

The other name for Debtor’s ledger is ...
A Purchaser Ledger.

B Creditors Ledger.
(o Sales Ledger.
D General Ledger.
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Nelly Chansa’s capital at the beginning of the year was K95,000 and K120,000
at the end of the year. She withdrew K12,000 during the year. Calculate her net

profit for the year?

A K 132,000
B K37,000
C K108,000
D  K13,000

The Basic pay for the worker is K8,000 and he is charged a 2% "“Pay As You
Earn” per month. Calculate the worker’s net pay.

A K7,840
B K8,160
c k8,000
D  K7,680

Which one of the following is not a reason for budget preparation in an

organisation?

A Control measure in financial matters

B It is a guide on expected income and projected expenditure
C It encourages transparency

D It shows the current cash balance of an organisation

The type of Bank Account which allows a client to withdraw cash after a specific
period of time is called...

A Fixed Deposit Account.

B Current Account.
C Deposit Account,
D Savings Account.

The postal service which allows people without permanent postal addresses to
collect mail in person at the post office is called...

A Data post.

B Express mail service.
C Free post,

D Post Restante.

The abbreviation Inc. stands for ...

A Incorporated.
B Inconvenience.
C Income.

D Include,
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SECTION B

Answer all the questions in this section. Write your answers in the Answer
Booklet in the spaces provided.

1 (a)  State whether the following are true or false:

(i) Late — coming is not one of the acceptable office etiquettes
expected from a worker, [1]

(ii)  Chief buyers belong to the Accounts Department in an
organisation. [1]

(b)  Arrange the following items in numerical order:

(i) 13764165 - IT

(ii)) 22116035 - BC

(iii) 10698147 - CA

(iv) 13774166 — BD (2]
(c)  Use the word list below to answer the questions that follow:

Word List

Registered mail, Recorded Delivery, Airmail, Railex, Mobfie'Bfofé ZPastpapers.com
internet, Telephone, Facsimile.

() .. is mail used when sending valuable items such as
certificates, Jewellery or cheques. [1]

(i)  The global system of interconnected computer networks that
interchange data is called ..,

(1]
(d)  Match the items in Group A with those in Group B:
Group A Group B
Payment according to the amount of Time Rate
work done,
Fixed payment plus all allowances Normal time
Payment according to hours worked Piece rate
Number of hours that a worker is Gross salary
contracted to work per week.
(4]
[10 marks]
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