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e Please check that this question paper contains 6 printed pages.

e (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.

e Please check that this question paper contains 20 questions.

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

e 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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T J97 6 HHl & 8 37 IR Yid F97 150 352l & e 737 8517 =iisy |

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.

(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.

Qus 1
SECTION I
39 @US & [H-5] & J991 & I T |

Answer any six questions from this section.

196

TRl (FHhT) o ANET IS & foheal g STINT i 3g@ T |

State any two uses of diagrammatic representation of data.

I Hiftgesh ATHLH 1 =1 37 g 2

What is meant by indirect oral investigation ?
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3. fodiues ATl o w7 7 B 2

What is meant by secondary data ?

4.  3ATehsl (THehI) o feRor T 7 319 B 2
What is meant by classification of data ?

5. U 390 ARG i foheal o famiwarsti 1 3g@ Hifu |

State any two characteristics of a good diagram.

6.  SIUINh H=eHl o1 o7 31 3 2

What is meant by trade references ?

7. g feafa =1 s1ef w4qmsu |

Give the meaning of credit status.

Qus 11

SECTION II

39 GUS T b8l TR Y71 & I 1T |

Answer any four questions from this section.

prepp

Your Personal Exams Guide

8. WNd ¥ WM % 3cdIed § Frafad MHfiRad g=q1 Sl T gU8 3TRE % &Y

o yefta i :
¥ Fegre fferT a7 5
1970 - 71 108
1980 - 81 130
1990 - 91 177

Present the following information related to the production of foodgrains

in India in the form of a bar diagram :

Year Production in million tons
1970 - 71 108
1980 — 81 130
1990 - 91 177
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9. TIER & gl dF 3T hl IgQ hIfY | 3

State any three objectives of correspondence.

10. ETE-9F 1 F1 7Y g ? 3
What is meant by a letter of credit ?

11. 3Thgi (THhI) o TEIAThL0T &g TThI T ST L o fohegl diF Yl &1 3g@
HIfT | 3

State any three advantages of using graphs for presentation of data.

12. ‘Tl R & fohral 9 3291 1 3g@ it | 3

State any three purposes of ‘Government Correspondence’.

@vus 111
SECTION III

13. 319 TA.Z. . Tedl Hl IUET HH ITd Th DI ITH & T&F BRI AThi
% U o &9 H 1 HL {8 o | Th Al [ofshdl hl 3T ITH 1 9= <d g
T 97 fAfay | 4

You are working as an assistant to the Chief Executive Officer of a small
enterprise manufacturing ‘LED Bulbs’. Write a letter to a wholesaler

introducing your enterprise.

@vus IV
SECTION 1V

39 @US & [#-81 IR Jo1 & I 5T |

Answer any four questions from this section.

14. TATHH 3Hihg THHA B sl I SARET q8a fafer 1 1 o7 3 2 38h
gl fi7 ol =1 3g@ HIfT | 5

What is meant by direct personal investigation of collecting primary
data ? State any three advantages of it.
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% 9HER o fafim w9 | Ao = @ gwfua § T fEfaRed g A
HERAT ¥ T g 3G S

7 7
T 15,000
b 20,000
farem 10,000
) 5,000

With the help of the following information given about the monthly
expenditure of a family on different items, prepare a pie diagram :

Ttem Expen;liture
Food 15,000
House 20,000
Education 10,000
Others 5,000

JAThSl (THhT) o HRUET 1 w1 7 B 2 UM & 3w bl G&T A
HHARY |

What is meant by tabulation of data ? Briefly explain the objectives of
tabulation.

Teh SHI-UF ol w1 379 @ 2 U9 9 formq & Al o 989 § gHesT |

What is meant by a dummy letter ? Briefly explain the advantages of
writing such letters.

39 T U g, 98 ekl wH @ &faued A1 o sqld g3 oft, T
M- 38 I8 =1 <d gW TR f 3|H T 10,000 % & H o™
9,000 ¥ = fezm mm R |

Write a letter of settlement to your customer Suresh, who had received

damaged goods supplied by your firm, informing him that his claim for
< 10,000 has been settled at T 9,000.

5 P.T.O.


https://www.prepp.in

Www.prepp.in 'repp

Your Personal Exams Guide

Qs VvV
SECTION V
19. 377 THHIA HT o I£341 i T&T H FAHATST | 6
Srera
3TTeRg] 1 Thfd I THIST | 6

Explain briefly the purposes of collection of data.

OR

Explain the nature of data.

20. S TEEH % U¢ §g WRA 18 AUl & HEwEus H TH W
fetfiae | 6

AT

SEYh-TF 1 7 AL B ? 3Hh HE hl 989 U FHAET | 6

Write an application to the General Manager of Bharat Gas Ltd. for the
post of Office Assistant.

OR

What is meant by a public relations letter ? Briefly explain its

importance.
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