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KINGDOM OF BAHRAIN
MINISTRY OF EDUCATION
DIRECTORATE OF EXAMINATIONS/EXAMINATION SECTION

FIRST SEMESTER EXAM 2007/2008

COURSE NAME : OFFICE PRACTICE TRACK : COMMERCIAL
COURSE CODE : OP 314 TIME : 1 and half Hours
Question No. 1 ( 8 ) Marks

A- Fill in the blanks correctly.

1. Thefirst document in business transactionsis

2. is the new method of internet banking.

3. ____ are used-for internal communications,
4, —, g is'v.ery fmportant fo protect from accidents.

5. Office emloyeesreceive a showing salary details.

6. To cross acheque, you should draw _ on itsface.

B- Match the following sentences in the boxes bel ow.

Group A Group B
A) Bounced cheque 1. Using equipment properly.
B) Order 2. Paid weekly.
C) A5 papers 3. Returned by the bank unpaid.
D) Wages 4. Prepared by sales department.
E) Avoid injuries by 5. To write amemo.
6.Paid monthly.
7. Prepared by Purchases Department.
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Question No. 2

NOTICE: Thisexam contains5 pages.

(10 ) Marks

A- Fill in the statement given below for the month of November 2007,
which issend to Golden Trading co. P.O. Box : 167 Muharraq - Bahrain.

Sultan's Group
Tel: 17678900
P.O.Box: 345
Fax:17674500
Arad - Bahrain
E-mail: Sultan@batel co.com.bh
Statement of Account for the month ending- - - - - - - -
T Ol -mmmmmmmmm e e
. . Debit Credit Balance
Date Details of transaction BD. BD. BD.
1 November Baance b/fd 1800
4 November Invoice N0.89 250
7 November Cheque 600
11 November Credit Note 100
14 November Good sold 300
15 November Debit Note 190
21 November Cheque 240
22 November Invoice No.101 470
29 November Cheque 550

B-Write four ways of finding job in Kingdom of Bahrain.
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Question No. 3 (11)Marks

A-Tick ( ¥ ) for true and ( X ) for false. Then correct the wrong sentences,

1- Statment is sent by the buyer to seller. ( )
2 When items are received  the sellerwill sgn acreitrote. ()
3 Savmg Accountsareu%dbybugnessmen( ..... |
4+ A cheques saed after s months from the dateof s ()
5A gOOd CV IS made of : mal nfou r . parts ............................ ( ..... |
6 Sippery loor isoneof themaindangersinfioss ()
SRAANWIST OO AT 1AV D .

B - Fill in the cheque from the following infor matio.

Yousif Mahdi purchased a Mobile from Mars Phones. It'swroth BD 240 on
Novermner 12" , 2007. His balance was BD 340.250

Date | ot Banlk
To.

Date

Balance b/fd . PAY

Deposit 233730 | pipnar

Total o

Thischeque Yousif Mahdi BD ||
Balancec/fd | AIC No. 876987

876087 056789 | 876087 056789 YOUSIF
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Question No. 4 (12) Marks

Completethe L nvaice using the infor mation below.

§ Yesterday, Good Stationery received an order N0.6789, from Nadia
Company, Isa Town — Amman Road- Bahrain.

§ Today, Ali Bashathe sales assistant completed an invoice No. 00476 and
will send it to Nadia Company, with 10% cash discount.

The details of items are as follows:
72 A4 Bond papers at the price of BD 1.000 for each reem.
36 Staplersat the price of BD 2.500
50 Hole punch at the price of BD 1.500

Good Stationery
' GoVer nmenf Road
P.O. Box No. 456
Manama - Bahrain
Send to.
L ocation Order No. Order Date I nvoice No. I nvoice Date
S. No.
Details Of Items Quantity Unit Price | Total Price
ltems
1
Total
Term: Approved by:
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Question No. 5

NOTICE: Thisexam contains5 pages.

( 9)Marks

Completethe dary dlip below for the month of November, 2007. Using the

following infor mation.

Employer: Zayed Al-Rashid
Number: ZA37865
Basic Salary: BD: 450
Allawances:
1
2
3

Deductions;

Social 6 % from Basic Salary
Transport BD 40
Telephone BD 30

1- Medical 5% from Basic Salary
2- Housing Loan BD 150

Overtime:

He gets BD120 total overtime this month.
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Staff Name:
Staff No:
Basic Salary Overtime Allowances Deductions
Total
Gross pay.
Net Pay:
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