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1. {ZåZ{b{IV àíZm| Ho$ CÎma EH$ n§{º$  _| Xr{OE : 17=7 

(i) nmopñQ>¨J Š`m hmoVr h¡ ?  

(ii) JoñQ> \$mo{b`mo (guest folio) _| Š`m OmZH$mar {bIr OmVr h¡ ?  

(iii) AH$mCÝQ> AbmoEoÝg (account allowance) Š`m hmoVm h¡ ?  

(iv) EodaoµO JoñQ> na ê$_ (average guest per room) H$s JUZm H¡$go H$s OmVr h¡ ?  

(v) AH$mCÝQ> BÝQ>o{J«Q>r go Amn Š`m g_PVo h¢ ?  

(vi) {gQ>r boOa (city ledger) VWm hmB© ~¡b|g [anmoQ>© (high balance report) Ho$ 
A{V[aº$ ZmBQ> Am°{S>Q>a (night auditor) H$m¡Z-gr Xmo [anmoQ>© ~ZmVm h¡ ?  

(vii) JoñQ> AH$mCÝQ> _| H$m¡Z-go Xmo _w»` ewëH$ (charges) bJmE OmVo h¢ ? 

Answer the following questions in one line :  

(i) What is posting ?  

(ii) What information is written in a guest folio ?  

(iii) What is an account allowance ?  

(iv) How is average guest per room calculated ?  

(v) What do you understand by account integrity ?  

(vi) Besides city ledger and high balance report, name two reports 

prepared by a night auditor.  

(vii) Mention two main charges included in a guest account. 

2. {ZåZ{b{IV _| go {H$Ýht gmV  àíZm| Ho$ CÎma g§jon _| Xr{OE : 27=14 

(i) JoñQ> BZ hmCg {bñQ> (guest in house list) go Š`m OmZH$mar àmßV hmoVr h¡ ?  

(ii) BZH$_ ñQ>oQ>_|Q> (income statement) AÝ` {H$g Zm_ go ^r OmZr OmVr h¡ ? Bgo 
Š`m| ~ZmVo h¢ ?  

(iii) emoQ>}µO (shortage) VWm H¡$e âbmoQ> (cash float) H$mo AnZo eãXm| _| g_PmBE & 
(iv) AamBdb ~H$Q> (arrival bucket) VWm dmCMa a¡H$ (voucher rack) H$m g§jon _| 

dU©Z H$s{OE &  
(v) ‘S>çy ~¡H$’ (due back) d ‘MmO© ~¡H$’ (charge back) go Amn Š`m g_PVo h¢ ?  

(vi) Q>Z© BZ (turn in) VWm AmodaoµO (overage) Ho$ ~rM A§Va ~VmBE &  

(vii) JoñQ> {hñQ´>r (guest history) H$m [aH$m°S>© (record) aIZo Ho$ Mma bm^m| H$s gyMr 
~ZmBE &  

(viii) {H$gr {dXoer _wÐm _| ^wJVmZ boZo go nyd© hmoQ>b H$mo H$m¡Z-gr AZw_{V`m± boZr 
A{Zdm`© hmoVr h¢ ?  

(ix) H¡${e`a Ûmam à`moJ {H$E OmZo dmbo {H$Ýht Mma CnH$aUm| Ho$ Zm_ ~VmBE &  
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Briefly answer any seven of the following questions : 

(i) What information is gained from a guest in house list ?  

(ii) What is an income statement also called ? Why is it made ?  

(iii) Explain shortage and cash float in your own words. 

(iv) Give a brief description of arrival bucket and voucher rack.  

(v) What do you understand by ‘due back’ and ‘charge back’ ? 

(vi) Differentiate between turn in and overage. 

(vii) List four benefits of keeping a record of the guest history.  

(viii) What permissions have to be obtained by a hotel before accepting 

any foreign currency ?  

(ix) Name any four equipments used by a cashier. 

3. {ZåZ{b{IV _| go {H$Ýht AmR>  àíZm| Ho$ CÎma bJ^J$ 50 go 80 eãXm| (àË`oH$) _|  
Xr{OE : 38=24 

(i) H¡${e`a H$s H$moB© N>: _w»` {Oå_oXm[a`m± {b{IE &  

(ii) JoñQ> H$m A§{V_ {~b ~ZmZo go nyd© H$m¡Z-gr N>: gmdYm{Z`m± ~aVZr Mm{hE ? 

(iii) âbmo MmQ>© H$s ghm`Vm go JoñQ> MoH$ AmCQ> H$s à{H«$`m g_PmBE &  

(iv) lr am` Zo g_` go MoH$ AmCQ> (check out) Zht {H$`m h¡ & Bggo H$m¡Z-gr Mma 
g_ñ`mE± CËnÞ hmo gH$Vr h¢ ? Bg g_ñ`m na H$m~y nmZo Ho$ {bE H$_©Mm[a`m| H$s Xmo 
aUZr{V`m± gwPmBE &  

(v) aoñQ>m°aoÝQ> ~ma {~b dmCMa (restaurant bar bill voucher) H$m àmê$n ~ZmH$a 
g_PmBE &  

(vi) dr.Q>r.Eb. (VTL) Š`m hmoVm h¡ ? Bgo ~ZmVo g_` {H$Z Mma ~mVm| H$m Ü`mZ aIZm 
Mm{hE ?  

(vii) hmB© ~¡b|g [anmoQ>© (high balance report) VWm EŠñnoŠQ>oS>> {S>nmM©a {bñQ>  
(expected departure list) Ho$ ~rM A§Va ~VmBE &  

(viii) H$m°nm}aoQ> {~qbJ (corporate billing) Š`m| H$s OmVr h¡ ? H$ånZr H$mo H«o${S>Q> H$s 
gw{dYm XoZo Ho$ {bE {H$Z ~mVm| H$s Om±M H$aZr Mm{hE ?  

(ix) ZmBQ> Am°{S>Q>a (night auditor) H$s H$moB© N>: {Oå_oXm[a`m| H$s gyMr ~ZmBE &  

(x) JoñQ> AH$mC§qQ>J (guest accounting) VWm {~qbJ {gñQ>_ (billing system) Ho$ 
H$maU {b{IE &  
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Answer any eight of the following questions in about 50 to 80 words  

each : 

(i) Write any six main responsibilities of a cashier. 

(ii) What six precautions should be taken before making a final bill of 

a guest ? 

(iii) Explain the guest check out procedure with the help of a flow 

chart.  

(iv) Mr. Rai has not checked out in time. Identify four problems which 

may arise due to this. Suggest two strategies by which the staff 

can overcome this problem.  

(v) Make and explain the format of restaurant bar bill voucher.  

(vi) What is a VTL ? What four points should be kept in mind while 

making it ?  

(vii) Differentiate between high balance report and expected departure 

list.   

(viii) Why is corporate billing done ? What points should be checked to 

give credit facility to a company ?  

(ix) List any six responsibilities of a night auditor.  

(x) Write the reasons for guest accounting and billing system.  

4. {ZåZ{b{IV _| go {H$Ýht VrZ  àíZm| Ho$ CÎma {dñVma go bJ^J 150 go 200 eãXm| (àË`oH$) 
_| Xr{OE : 53=15 

(i) [agoßeZ _m°S>çyb (reception module) H$s H$moB© Xg _w»` {deofVmE± {b{IE & 

(ii) {~b H$m ^wJVmZ H¡$e Ûmam boZo Ho$ nm±M bm^ d nm±M H${_`m± {b{IE &  

(iii) {S>nmM©a Zmo{Q>{\$Ho$eZ pñbn (departure notification slip) VWm bJ¡µO 
AmCQ>nmg (luggage outpass) H$m àmê$n ~ZmBE &  

(iv) Q´>¡db EO|Q> dmCMa (travel agent voucher) Š`m hmoVm h¡ ? BgHo$ Š`m bm^ h¢ ?  
Answer any three of the following questions in detail in about 150 to 200 

words each :  

(i) Write any ten salient features of reception module. 

(ii) Write any five advantages and five drawbacks of accepting cash for 

paying bills.  

(iii) Make a format of a departure notification slip and luggage outpass. 

(iv) What is a travel agent voucher ? What are its advantages ?  
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