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paper will be distributed at 10.15 a.m. From 10.15 a.m. to 10.30 a.m., the
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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) Questions no. 19 and 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.
wus 1
SECTION I
57 GUE & fabegl &: Jo71 & IR T |
Answer any six questions from this section.
1. fediues 3rfehei o1 1 A9 2 2
What is meant by secondary data ?
2. ERUfEE % fohgl g1 LW 1 Ioei@ HINT |
State any two objectives of tabulation.
3. ‘9g-gus o w1 w1 B ?
What is meant by a ‘multiple bar diagram’ ?
4. T @ & TRl 9 SWTT 1 Seai@ HINT |

State any two uses of a pictogram.
5. SRR TER H R Y 7 2

What is meant by office correspondence ?
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6. AN HeH o1 319 i | 2

Give the meaning of trade reference.

7. Ui o & for@n S g 2 2
Why is a letter of introduction written ?
Qug 11
SECTION II
57 @GS & fabegl A 7] @& I G |
Answer any four questions from this section.
8. Ueh 31T NG o fohedl o Torrmansti o1 Secr@ Hifr | 3
State any three characteristics of a good diagram.
9. fafi yem & t@r-fefi =met i Ga | awems | 3
Briefly explain the various types of graphic charts.
10. AT TTER % T o [hral i (orgatl 1 H&d § 9o Hifg | 3
Briefly describe any three points of importance of office correspondence.
11. EGhRl TAER % fheal diF 32231 1 Sooi@ ShifaT | 3
State any three objectives of government correspondence.
12. o o (9ied) fores & wew 1 e § |wesy | 3
Briefly explaln the importance of writing circular letter.
@us I11
SECTION III
13. SfhT 9=l % HE I Hag H GWes | 4
Briefly explain the importance of banking letters.
Qus IV
SECTION IV
39 @S & fabgl ar y971 & I 9T /

Answer any four questions from this section.

14. Tgefiaes sriepgi o1 fopefl ft ogEY™ O ST id 99T oft S aTeft dradTf=t
%! H&Y H FHSATST | 5
Briefly explain the precautions that should be taken while using
secondary data in any investigation.

15. Igfas did=e &1 989 § Juie I | 5

Briefly describe ‘random sampling’.
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16.

17.

18.

19.

20.

196

Teh BH o AW ! FH FIAT | e JUft STR@ SIS |
EL 2012

2013 2014 2015 2016 2017

W (a@ T H) | 20 32 35 25 40 30

Prepare a time series graph from the following information of profits of a
firm.

Year 2012 2013 2014 2015 2016 2017

Profit (in lakh ¥) 20 32 35 25 40 30
Teh SHATIHTRI U3 o L&Y T sIaEd] hl T&9 H HATST |
Briefly explain the form and arrangement of a business letter.
Taer &1 o= i foran Smar @ 2 9@ | guesu |
Explain briefly why a letter of settlement is written.

Qs VvV
SECTION V
Tfires et ot fedieres el H A dINT | 398 ¥ HI9-91 3= 8 2
AT

“fererm’ e “T-ufoera’ <t dmrsti ot Jav § auEsy |
Distinguish between primary data and secondary data. Which one of
these is better ?

OR
Briefly explain the limitations of ‘sampling’ and ‘non-sampling’.

Teh T UTER-9F o HUTGeh ol T4 &1 hi TShI ol 0 gad b fa9d §
o T 7g T 97 TARaT |

AYAT
Teh STITNEh U o J&Heh ol faishdl o Ug B Teh 3TTEed foiiay |

Write a letter to the editor of a local newspaper informing about the bad
condition of roads in your locality.

OR
Write an application to the manager of a trading company for the post of
salesman.




