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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 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.

Qusg 1
SECTION 1

57 GUE T [oheg] &: J99] & I T |

Answer any six questions from this section.

1.  3AThei o1 1 37 8 2
What is meant by data ?

2. fadfiae Afne Tia 3 & forel a1 |ial o1 3g@ HIfV |
State any two sources of collecting secondary data.
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3. SEHFNATR?
What is meant by ‘charts’ ?
4. T 3@ H1 7Y G |
Give the meaning of bar diagram.
5. AN Tey U 1 BId & ?
What are trade reference letters ?
6. U@ A I F1 3 g ?
What is meant by a letter of credit ?
7. Tl ufew 93 § § I ATl e @ 3g@ HINT |
State the information that is provided in a letter of introduction.
@usg 11
SECTION II
5F GUE & fg] AR vl & I GT |
Answer any four questions from this section.
8. 3@ & fohral o YA 1 3g@ HIFVY |
State any three uses of diagrams.
9. Tufies Mg TklEa i H fafemt o 989 § wmegw |
Explain briefly the methods of collecting primary data.
10. HETT THER & fohdl 0 32T 1 Ig@ hIfAT |
State any three objectives of office correspondence.
11. QA (F23H) 1 R A § ? Th Yfehal g @ 99 § § W a1ell g
I 3gT hHIT |
What is meant by a ‘Quotation’ ? State the information that the supplier
gives in a letter of quotation.
12. 59 GYP BT F AYG 7 ? UH foheal a 32IAT BT 3gW hIfT g ITd HH S+

196
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What is meant by ‘Public Relations’ ? State any two purposes for which

public relations letters are written.



wQusg 111
SECTION III

13.  3Thel hl Yehid I AWSATST |

Explain the nature of data.

wvusg IV
SECTION 1V

39 TS & [81 IR J51 & I 9T /

Answer any four questions from this section.

14. e fashfaa @ Y fafy =1 guiq hifse |

Describe the method of developing a questionnaire.

15. T& Wit fooem 4 s@i f gen 8§ gwtad FEfiaied g9 9 w6 99
M@ (U SU™) IR i

HeT BIET B GEIT
I 72
II 45
I1I 36
IV 54
\% 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
111 36
v 54
\Y% 18
Total 225
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16.

17.

18.

19.

196

‘mftees =mel o fafim wehrl @l TRy | 5
Explain the different types of ‘graphic charts’.

SIS ToIT o TIfHe Tk o1 U shifY | 5

Describe the different types of business letters.

ST-IMER 9 7 24T 2 2 I8 3 Eh Al 9 fohE goer faw grar @ 2 5
What is a Demi-Official letter ? How is it different from other official

letters ?

@ s vV
SECTION V

Y &7 § S T Haed 1 ferrsdt g3 el 1 9 Hid §U Tk aHER-
* "G 0 fafln | 6

AT

‘arte gfgan e’ & e 1 IgHIveh & U Bq Teh WTeAT o fefiaw | 6
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 & 93 T BId @ ? Uk f3RIAd o U 1 I od I I Gradr-ar
AT =T 2 6

AT

T A I o I AW ¢ 3G His 0 foragd a0y w&n At sa
MR ? 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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