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o Please check that this question paper contains 7 printed pages.

o Code number given on the right hand side of the question paper should be written
on the title page of the answer-book by the candidate.

o Please check that this question paper contains 20 questions.

o Please write down the Serial Number of the question before attempting
it.

° 15 minute time has been allotted to read this question paper. The question paper
will be distributed at 10.15 a.m. From 10.15 a.m. to 10.30 a.m., the students will
read the question paper only and will not write any answer on the answer-book
during this period.
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Time allowed : 3 hours Maximum Marks : 60
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General Instructions :
(i) Answer any six questions from questions no. 1 to 7. These are of two marks each.

(ii) Answer any four questions from questions no. 8 to 12. These are of three marks
each.

(iit) Question no. 13 is of four marks.

(iv) Answer any four questions from questions no. 14 to 18. These are of five marks
each.

(v) Question no. 19 and question no. 20 are of six marks each.
(vi) Answer to any question carrying 2 or 3 marks should not exceed 30 words.
(vii) Answer to any question carrying 4 or 5§ marks should not exceed 70 words.

(viit) Answer to any question carrying 6 marks should not exceed 150 words.

196 2


https://www.prepp.in

WWW.prepp.in

196

Qug - 1
SECTION -1

3 @US ¥ 9 frdl ©: U9l o ST gig |

Answer any six questions from this section.

fgdiarer stiRel &1 fr=di <1 foioaisti o1 Ieei@ wIfST |

State any two characteristics of secondary data.

THh STihsl & Hdl & Dz IR QT QI |

Give any four examples of the primary sources of data.

Hehe THId HTH o fR=l =R ki il G dIAET |

List any four ways of presenting data.

‘T’ o1 o e ®2

What is meant by a ‘Chart’ ?

‘IR gaTen’ 1 i 3y © 2

What is meant by ‘Trade Reference’ ?

‘T frafa’ o1 o1 TaEw)

Give the meaning of ‘Credit Status’.

‘'S HYE ' T o IS HT et i |

State the objective of writing ‘Public Relations Letter’.
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SECTION - 2

3O WU U ¥ fh=dl o woHl o ST S|

Answer any four questions from this section.

[

8. 3Afthe WehfAd i & fohwdl T IeTA 1 Ieci@ hISIT | 3

State any three purposes of collecting data.

9. dMEf % Hed % bl a1 fagsll &1 Ieci@ wifNT | 3

State any three points of importance of charts.

o

10. ‘= T w1 o ored ®2 W 0 foaw & fel @1 Sewl %1 Soiw wifswl 3

What is meant by a ‘Dummy Letter’ ? State any two objectives of writing such
letters.

11. FEGT Y9T9eR & Hed &l &9 U 90 Hifu | 3

Briefly describe the importance of office correspondence.

12. ‘TR THER @ ;Y 87 WeR TR’ % WEd & Rl o fageii A 3

I I |

What is meant by ‘Government Correspondence’ ? State any two points of
importance of ‘Government Correspondence’.
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SECTION - 3

13. fafy= goR &1 SROE o1 989 d ¥ 4
Briefly explain the different types of tables.

Qug - 4
SECTION - 4

3 @UE H 9 fordl o) U9l & ST S

Answer any four questions from this section.

14. ‘Y@’ % IYAN ] THSET | 5

Explain the uses of a ‘questionnaire’.

15. ‘9 M@’ (IR SHUM) &1 1 37 €7 << W & fwmgl I S hl oo 5
HIfT |

What is meant by a ‘Bar Diagram’ ? State any three uses of a bar diagram.

16. T URAR & AIH T qU1 g9d o 7 sl ¥ Th gd 3@ (6 SFUME) 5

TR FifeT |
=g i 7S Tty
4

RIECTRCTIR]] 30,000
G A N 15,000
G qA1 s 45,000
ST 5,000
Tfee 15,000
EEK| 10,000
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Prepare a ‘Pie Diagram’ from the following monthly figures of expenditure and
savings of a family.

Head of Expenditure Amount
%

House Rent 30,000

Children Education 15,000

Food and Clothing 45,000

Insurance 5,000

Transport 15,000

Savings 10,000

eI T3 & A qwi 1 H&89 § g9 | 5

Briefly explain the essential elements of a business letter.

¢

SH H9h 93’ fagd & Hetd &l G99 H THSE | 5

Briefly explain the importance of writing ‘Public Relations Letters’.

Qug -5

SECTION - 5

‘T (FIIA) " H R A T2 HICIA TF FI I TG 1 Ier@ NI | 6

What is meant by ‘Quotations’ ? State the contents of a letter of quotations.
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TTieed w7 fafHee & &1 Jau® &l Tl Tl AN & U & fa¢ T g 6
73 fafE |

SPEN

Tk T FHMER 3 o FUIGeh i 3Tk Sallh § B1d &l § ogdl g¢ =R i
A & 9 ¥ T g7 fafe

Write an application to the General Manager of Golden Gems Ltd. for the
post of data entry operator.

OR

Write a letter to the editor of a local newspaper about the recent increase in
thefts in your locality.
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