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Please check that this question paper contains 6 printed pages.

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.

Please check that this question paper contains 20 questions.

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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General Instructions :

(i) Answer any six questions from questions no. 1 to 7. These are of two
marks each.

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

(iti)  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 38 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.

Qus 1
SECTION I
5T GUE I fbg] B: Jo & IR 1T |

Answer any six questions from this section.

196

JAfergl o1 a1 3719 B 2
What is meant by data ?

fadfiaes sffere Tid & & fohgl g1 Aial &1 3@ HINT |

State any two sources of collecting secondary data.
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3. S HFn AL R ? 2
What is meant by ‘charts’ ?

4. ¢g 3@ &1 7d G | 2
Give the meaning of bar diagram.

5. oA Gy I3 FI1 Bd B 2 2
What are trade reference letters ?

6. TG U 1 AT 31 B ? 2
What is meant by a letter of credit ?

7. Tt ufte™ o3 § €t S aTelt g 6 3g@ i | 2

State the information that is provided in a letter of introduction.

Qug 11
SECTION II
5T @GS & [dg] AR ] & FH GIT |
Answer any four questions from this section.
8. NGl o foheal o IUAN i IZW HIIT | 3
State any three uses of diagrams.
9. Wl 3Afehe Tha s I afer =i g9 & avzmsT | 3
Explain briefly the methods of collecting primary data.
10. HETT TR & fhgl di9 32T 1 33T hifaT | 3

State any three objectives of office correspondence.

11. ‘@9 (FIH) &1 F 37 7 ? Th Yaehal gRI @ 9 § & I Tl o
1 IgW HIT | 3

What is meant by a ‘Quotation’ ? State the information that the supplier
gives in a letter of quotation.

12. S =9 1 1 3 7 2 UE fRE Q1 329l 1 3g@ hIfT SR Ut R
fore S vk o for@ o 2 | 3
What is meant by ‘Public Relations’ ? State any two purposes for which

public relations letters are written.
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w|ue 111
SECTION III
13.  3Thel i Yehid Sl AHSATST | 4
Explain the nature of data.
Qe IV
SECTION IV
39 @UE & -4 ar v & I Ffa7 |

Answer any four questions from this section.

14. 9T faerfaa s 1 fafer <1 avfa hifse | 5

Describe the method of developing a questionnaire.

15. U& Wit fouem § sEi 6 gea 8§ getad FEfiaied g9 9 w6 99

M@ (UTE U™ IR i 5
e BT # G
I 72
II 45
I1I 36
1AY 54
A% 18
I 225

From the following information prepare a pie diagram related to the
number of students in a primary school :

Class Number of Students
I 72
II 45
I11 36
v 54
A% 18
Total 225
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‘Tnftees el o fafSrar Tl sl TWEST |
Explain the different types of ‘graphic charts’.

IYTRIeh U1 o Tafie Tl o1 9uid hifsra |

Describe the different types of business letters.

AYIMEET 95 1 BT 2 2 I8 AT AEhT I3 9 forg R fir gran 2 2
What is a Demi-Official letter ? How is it different from other official
letters ?

@ us V
SECTION V

39 & H A Td e i forredt g3 feufd s vl shid g Teh qHTER-9A
= TUTesh i U7 fARaT |

AT

‘ariet st e’ & Fewres =1 3gEve & Ug &g Uh widHn v fafeu |

Write a letter to the editor of a newspaper describing the deteriorating

law and order situation in your area.

OR

Write an application to the Director of ‘All India Radio’ for the post of

announcer.
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20. I o 93 T BId @ ? Uk NRAd o U9 1 I ed AT 1 Gradr-ar
AT =T 2 6

AT

AT A B o I A ¢ 3G DIs 0 foi@d a0 w1 Aradm=at sia
e ? 6

What are letters of complaint ? What precautions should be taken while

replying to a letter of complaint ?

OR

What precautions should be taken while writing a letter for placing an

order for purchase of goods ?
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