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Note : Do not type the ‘Speed Passage’ again.
Type the following speed passage in SEVEN MINUTES. Use DOUBLE or ONE
and HALF LINE SPACING and a Margin of FIFTEEN SPACES on the left.

[Marks : 40]

When writing a cheque a few simple precautions should be
taken to avoid forgery. Both the name of the person to whom
the cheque is drawn, and the amount in words and figures
should begin as far as possible to the left, so that no words
or figures can be fraudulently inserted. A line should be
rules in any blank spaces remaining after the words and figures.

Apart from its usefulness as a means of keeping a record
of spending, the habit of making payments by cheque has many
advantages. The payment of accounts is simplified, there is
no necessity to go to the post office for postal orders to
registered envelopes when sending money by post. Further, while
a cheque does not constitute a legal receipt, it affords a
valuable evidence that the payment has been made.

A cheque book should always be kept in a safe place, but
if it should be lost or stolen the customer should notify the
bank at once so that arrangements can be made to protect his
interests. Similarly the bank must be advised if an individual
cheque is lost, stolen or mislaid.

Unless prior arrangements have been made with the bank
for an account to be overdrawn, under no circumstances should
a cheque be drawn which exceeds the amount of the balance
standing to his credit.

A crossed cheque will not be paid out across the counter.
Some is to be deposited.
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