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e Please check that this question paper contains 4 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.

¢ 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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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.

Qus 1
SECTION I
57 GUg G fagd &: J971 & W T |
Answer any six questions from this section.
1.  ‘Owred dur Bfdedr & SNYR W Wfhe qun fgdie el § e TE
hITTT |

Distinguish between primary and secondary data on the basis of ‘editing’
and ‘originality’.
2. 3iThel o HNUA 1 T 7F 7 ?
What is meant by tabulation of data ?
3. U I Wifcahi Aol & fohdl W) gEa @i i Seoi@ HIf |
State any four main characteristics of a good statistical table.
4. ARG w1 w1 Ad 7 ?

What is meant by a pie-diagram ?
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5. Y TR %1 31 A |

Give the meaning of office correspondence.
6. W W faf¥r 23w i % ig @1 fird Sgrew A |

Give any two different examples of typing date on a letter.
7. OO &1 T Y 7 2

What is meant by a circular letter ?

Qug 11
SECTION II

57 G G fahgh ar 771 & IR g |

Answer any four questions from this section.

8.  3Afhgl o T T o fohegl dF ST T Seoi@ il |
State any three uses of diagrammatic presentation of data.
9. ‘W gus o %l 9&Y § THART |
Briefly explain a ‘simple bar diagram.’
10. TR % I H1 3g@ HINT |
State the objectives of correspondence.
11. fIfee YR % T=9=R % 99 Fa75 |
Name the different kinds of correspondence.
12. ST 9=l & AWl Ha H WS |
Briefly explain the advantages of banking letters.
Qusg 111
SECTION III
13. S @9 WAl % Wt I HaY H THAST |
Briefly explain the importance of public relations letters.
Qus IV
SECTION IV
57 GUE & fabegl wr J971 & I 11T |

Answer any four questions from this section.

14.

196

Teae AT TTEE a1 ‘ST HIRGeh JTTHIT Wl 3Alehg Tehid i i
fafemni & &9  dag & THemsT |

Briefly explain ‘direct personal investigation’ and ‘indirect oral
investigation’ as methods of collection of data.
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15.

16.

17.

18.

19.

20.
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TaTeerarsti grl FET Wiftq o foheal oM @l qen fohedl &1 Qi b1 Ieoi@
HIT |

State any three advantages and any two disadvantages of information
through correspondents.

‘aneft sfide’ qon ‘Grefl TEn o Siew ROl % gEI SN %l W A

HHHATST |
Briefly explain the main parts of a table other than ‘title of the table’ and
‘table number’.

‘et w1 T 31 g 2 oY 9 ot o HE sl "HETsy |

What is meant by a ‘dummy letter’ ? Explain the importance of writing a
dummy letter.

HTcq(eh Taeon il erdr ¥ T <amr Few 1o fafau |

With the help of imaginary particulars write a ‘trade reference’ letter.

Qs vV
SECTION V

Th T 9910 T 9F § W IH arelt foheal ©: g o G989 |
HHART |

et
fedres STfehel & T Hidl <l &Y H THsy |

Briefly explain any six precautions that should be taken while preparing
a questionnaire.

OR
Briefly explain the main sources of secondary data.

U & % Th T GHERTS o HUIGsh i 39k I H fomredt g8 e
ST T JUH HLd §Y Teh T [AET |

reran
I MR W HFRE T o 9¢ W FIRE o fow 1w wiag o veges &l
T 1T 99 fAfeT |

Write a letter to the editor of the local newspaper of your area describing
the detoriating law and order situation in your city.

OR
Write an application to the manager of Rama Steels for appointment to
the post of Computer Operator on contractual basis.
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