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¸üÖê»Ö ®ÖÓ. 

Roll No.  
 

 

ÛúÖµÖÖÔ»ÖµÖ ÃÖÓÃÖæ“Ö®Ö 
(ÃÖî̈ üÖ×®ŸÖÛú) ¯ÖÏ¿®Ö-¯Ö¡Ö III 

OFFICE COMMUNICATION 
(Theory) Paper III 

×®Ö¬ÖÖÔ×¸üŸÖ ÃÖ´ÖµÖ  : 3 ‘ÖÓ™êü ] [ †×¬ÖÛúŸÖ´Ö †ÓÛú  : 60 

Time allowed : 3 hours ] [ Maximum marks : 60 

ÃÖÖ´ÖÖ®µÖ ×®Ö¤ìü¿Ö    ::::   
 (i) ¯ÖÏ¿®Ö 1 ÃÖê 7 ´Öë ×Ûú®Æüà ”û: ¯ÖÏ¿®ÖÖë Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ … ‡®Ö´Öë ¯ÖÏŸµÖêÛú ¤üÖê †ÓÛú Ûêú Æïü … 

 (ii) ¯ÖÏ¿®Ö 8 ÃÖê 12 ´Öë ×Ûú®Æüà “ÖÖ¸ü ¯ÖÏ¿®ÖÖë Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ … ‡®Ö´Öë ¯ÖÏŸµÖêÛú ŸÖß®Ö †ÓÛú Ûêú Æïü … 
 (iii) ¯ÖÏ¿®Ö ÃÖÓÜµÖÖ 13, “ÖÖ¸ü †ÓÛú ÛúÖ Æîü … 

 (iv) ¯ÖÏ¿®Ö 14 ÃÖê 18 ´Öë ×Ûú®Æüà “ÖÖ¸ü ¯ÖÏ¿®ÖÖë Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ … ‡®Ö´Öë ¯ÖÏŸµÖêÛú ¯ÖÖÑ“Ö †ÓÛú Ûêú Æïü … 

 (v) ¯ÖÏ¿®Ö ÃÖÓÜµÖÖ 19 †Öî̧ ü 20 ”û: †ÓÛú Ûêú ÆîüÓ … 

 (vi) •ÖÖê ¯ÖÏ¿®Ö 2 µÖÖ 3 †ÓÛúÖë Ûêú Æïü ˆ®ÖÛêú ˆ¢Ö¸ü ¯ÖÏ×ŸÖ ¯ÖÏ¿®Ö 30 ¿Ö²¤üÖë ÃÖê †×¬ÖÛú ®ÖÆüà ÆüÖê®Öê “ÖÖ×Æü‹ … 

 (vii) •ÖÖê ¯ÖÏ¿®Ö 4 µÖÖ 5 †ÓÛúÖë Ûêú Æïü ˆ®ÖÛêú ˆ¢Ö¸ü ¯ÖÏ×ŸÖ ¯ÖÏ¿®Ö 70 ¿Ö²¤üÖë ÃÖê †×¬ÖÛú ®ÖÆüà ÆüÖê®Öê “ÖÖ×Æü‹ … 

 (viii) •ÖÖê ¯ÖÏ¿®Ö 6 †ÓÛúÖë Ûêú Æïü ˆ®ÖÛêú ˆ¢Ö¸ü ¯ÖÏ×ŸÖ ¯ÖÏ¿®Ö 150 ¿Ö²¤üÖë ÃÖê †×¬ÖÛú ®ÖÆüà ÆüÖê®Öê “ÖÖ×Æü‹ … 

• Ûéú¯ÖµÖÖ •ÖÖÑ“Ö Ûú¸ü »Öë ×Ûú ‡ÃÖ ¯ÖÏ¿®Ö-¯Ö¡Ö ´Öë ´Öã×¦üŸÖ ¯ÖéÂšü 4 Æïü …  
• ¯ÖÏ¿®Ö-¯Ö¡Ö ´Öë ¤üÖ×Æü®Öê ÆüÖ£Ö Ûúß †Öȩ̂ ü ×¤ü‹ ÝÖ‹ ÛúÖê›ü ®Ö´²Ö¸ü ÛúÖê ”ûÖ¡Ö ˆ¢Ö¸ü-¯Öã×ÃŸÖÛúÖ Ûêú ´ÖãÜÖ-¯ÖéÂšü ¯Ö¸ü ×»ÖÜÖë …  
• Ûéú¯ÖµÖÖ •ÖÖÑ“Ö Ûú¸ü »Öë ×Ûú ‡ÃÖ ¯ÖÏ¿®Ö-¯Ö¡Ö ´Öë 20 ¯ÖÏ¿®Ö Æïü …  
• Ûéú¯ÖµÖÖ ¯ÖÏ¿®Ö ÛúÖ ˆ¢Ö¸ü ×»ÖÜÖ®ÖÖ ¿Öãºþ Ûú¸ü®Öê ÃÖê ¯ÖÆü»Öê, ¯ÖÏ¿®Ö ÛúÖ ÛÎú´ÖÖÓÛú †¾Ö¿µÖ ×»ÖÜÖë …  
• ‡ÃÖ ¯ÖÏ¿®Ö-¯Ö¡Ö ÛúÖê ¯ÖœÌü®Öê Ûêú ×»Ö‹ 15 ×´Ö®Ö™ü ÛúÖ ÃÖ´ÖµÖ ×¤üµÖÖ ÝÖµÖÖ Æîü … ¯ÖÏ¿®Ö-¯Ö¡Ö ÛúÖ ×¾ÖŸÖ¸üÞÖ ¯Öæ¾ÖÖÔÆËü®Ö ´Öë 10.15 ²Ö•Öê 

×ÛúµÖÖ •ÖÖµÖêÝÖÖ … 10.15 ²Ö•Öê ÃÖê 10.30 ²Ö•Öê ŸÖÛú ”ûÖ¡Ö Ûêú¾Ö»Ö ¯ÖÏ¿®Ö-¯Ö¡Ö ÛúÖê ¯ÖœÌëüÝÖê †Öî̧ ü ‡ÃÖ †¾Ö×¬Ö Ûêú ¤üÖî̧ üÖ®Ö ¾Öê 
ˆ¢Ö¸ü-¯Öã×ÃŸÖÛúÖ ¯Ö¸ü ÛúÖê‡Ô ˆ¢Ö¸ü ®ÖÆüà ×»ÖÜÖëÝÖê …  

• Please check that this question paper contains 4 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 minutes 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. 

•  

ÛúÖê›ü ®ÖÓ. 
Code No.  

���� 

196/1 
¯Ö¸üßõÖÖ£Öá ÛúÖê›ü ÛúÖê ˆ¢Ö¸ü-¯Öã×ÃŸÖÛúÖ Ûêú ´ÖãÜÖ-¯ÖéÂšü 
¯Ö¸ü †¾Ö¿µÖ ×»ÖÜÖë … 
Candidates must write the Code on 

the title page of the answer-book. 
 

 Series : SSO/1 
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General Instructions : 

 (i) Answer any six questions from 1 to 7. These are of two marks each. 

 (ii) Answer any four questions from 8 to 12.  These are of three marks each.   

 (iii) Question No. 13 is four marks.  

 (iv) Answer any four questions from 14 to 18. These are of five marks each.  

 (v) Question No. 19 and 20  are six marks each. 

 (vi) Answer to any question carrying 2 or 3 marks should not exceed 30 words. 

 (vii) Answer to any question 4 or 5 marks should not exceed 70 words. 

 (viii) Answer to any question carrying 6 marks should not exceed 150 words.  

 

³ÖÖÝÖ-1/PART-1 

 ‡ÃÖ ³ÖÖÝÖ ´Öë ÃÖê ×Ûú®Æüà ”û: ¯ÖÏ¿®ÖÖë Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ … 

 Answer any six questions from this part. 

1. †ÖÑÛú›Ìêü ‹Ûú×¡ÖŸÖ Ûú¸ü®Öê Ûêú ¤üÖê ¯ÖÏÛúÖ¸ü Ûêú ÄÖÖêŸÖ ÛúÖî®Ö-ÛúÖî®Ö ÃÖê Æïü ? 2 

 What are the two types of sources of data collection ? 

 

2. †ÖÑÛú›Ìêü ‹Ûú×¡ÖŸÖ Ûú¸ü®Öê Ûêú ÛúÖê‡Ô ¤üÖê ˆ§êü¿µÖ ²ÖŸÖÖ‡‹ … 2 

 State any two purposes of collecting data. 

 

3. ×Ûú®Æüà ¤üÖê ¯ÖÏÛúÖ¸ü Ûêú †Ö¸êüÜÖÖë (›üÖµÖÝÖÏÖ´Ö) Ûêú ®ÖÖ´Ö ×»Ö×ÜÖµÖê … 2 

 Name any two types of Diagram. 

 

4. »ÖêÜÖÖ×“Ö¡Ö ŒµÖÖ ÆüÖêŸÖÖ Æîü ? 2 

 What is a Graph ? 

 

5. ÃÖÖÜÖ ¯Ö¡Ö ŒµÖÖ ÆüÖêŸÖÖ Æîü ? 2 

 What is a Letter of Credit ? 

 

6. ×“Ö¡Ö-†Ö ȩ̂üÜÖ (×¯ÖŒ™üÖêÝÖÏÖ´Ö) ŒµÖÖ ÆüÖêŸÖÖ Æîü ? 2 

 What is a Pictogram ? 

 

7. ¾ÖÃÖæ»Öß-¯Ö¡Ö ÛúÖê ¯Ö×¸ü³ÖÖ×ÂÖŸÖ Ûúß×•ÖµÖê … 2 

 Define Dunning Letters. 
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³ÖÖÝÖ-2/PART-2 

 ‡ÃÖ ³ÖÖÝÖ ´Öë ÃÖê ×Ûú®Æüà “ÖÖ¸ü ¯ÖÏ¿®ÖÖë Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ …  

 Answer any four questions from this part. 

8. ŒµÖÖ ×«üŸÖßµÖÛú †ÖÑÛú›Ìêü ¯ÖÏÖ£Ö×´ÖÛú †ÖÑÛú›ÌüÖë ÃÖê †×¬ÖÛú ×¾Ö¿¾ÖÃÖ®ÖßµÖ ÆüÖêŸÖê Æïü ? †¯Ö®Öê ˆ¢Ö¸ü Ûêú ×»Ö‹ ÛúÖ¸üÞÖ ¤üß×•Ö‹ … 3 

 Are secondary data more reliable than the primary data ? Give reasons for your answer. 

 

9. †ÖÑÛú›ÌüüÖë ÛúÖ ¾ÖÝÖáÛú¸üÞÖ ŒµÖÖ Æîü ? ÃÖ´Ö—ÖÖ‡µÖê …  3 

 What is classification of data ? Explain. 

 

10. †ÖÑÛú›ÌüüÖë ÛúÖ ¯ÖÏÃŸÖãŸÖßÛú¸üÞÖ ŒµÖÖ Æîü ? ÃÖ´Ö—ÖÖ‡µÖê … 3 

 What is presentation of data ? Explain. 

 

11. ÃÖÖ¸üÞÖßµÖ®Ö ŒµÖÖ Æîü ? ‡ÃÖÛêú »ÖÖ³Ö ²ÖŸÖÖ‡µÖê … 3 

 What is Tabulation ? Explain its advantages. 

 

12. ¯ÖÏ¿®ÖÖ¾Ö»Öß ŒµÖÖ ÆüÖêŸÖß Æîü ? ‡ÃÖÛúÖ ¯ÖÏµÖÖêÝÖ ×ÛúÃÖ×»Ö‹ ×ÛúµÖÖ •ÖÖŸÖÖ Æîü ? 3 

 What is a Questionnaire ? For what is it used ? 

 

³ÖÖÝÖ-3/PART-3 

13. •Ö®Ö-ÃÖ´¯ÖÛÔú ¯Ö¡Ö ŒµÖÖë ×»ÖÜÖê •ÖÖŸÖê Æïü ? “ÖÖ¸ü ÛúÖ¸üÞÖ ²ÖŸÖÖ‡µÖê … 4 

 Why are public relation letters written ? Give four reasons. 

 

³ÖÖÝÖ-4/PART-4 

 ‡ÃÖ ³ÖÖÝÖ ´Öë ÃÖê ×Ûú®Æüà “ÖÖ¸ü ¯ÖÏ¿®ÖÖë Ûêú ˆ¢Ö¸ü ¤üß×•Ö‹ … 

 Answer any four questions from this part. 

 

14. ¯ÖÏÖ£Ö×´ÖÛú ÄÖÖêŸÖÖë ÃÖê †ÖÑÛú›Ìê ‹Ûú×¡ÖŸÖ Ûú¸ü®Öê Ûêú »ÖÖ³ÖÖë ÛúÖê ÃÖ´Ö—ÖÖ‡µÖê …ü 5 

 Explain the advantages of collecting data from primary sources. 
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15. ÛúÖ»¯Ö×®ÖÛú ×¾Ö¾Ö¸üÞÖÖë ÃÖê ‹Ûú ¤Óü›ü †Ö¸êüÜÖ (²ÖÖ¸ü ›üÖµÖÝÖÏÖ´Ö) ²Ö®ÖÖ‡‹ … 5 

 Draw a bar diagram with imaginary details. 

 

16. ‹Ûú †“”êû ¾µÖÖ¾ÖÃÖÖ×µÖÛú ¯Ö¡Ö Ûêú ´ÖÆü¢¾Ö ÛúÖê ÃÖ´Ö—ÖÖ‡‹ … 5 

 Explain the importance of a good business letter. 

  

17. ÃÖ´¯ÖÖ¤üÛúÖë ÛúÖê ×»ÖÜÖê •ÖÖ®Öê ¾ÖÖ»Öê ¯Ö¡Ö ŒµÖÖ ÆüÖêŸÖê Æïü ? “ÖÖ¸ü ˆ§êü¿µÖ ²ÖŸÖÖ‡‹ ×•Ö®ÖÛêú ×»Ö‹ ‹êÃÖê ¯Ö¡Ö ×»ÖÜÖê •ÖÖ ÃÖÛúŸÖê Æïü … 5  

 What are the letters written to Editors ? Give four purposes for which such letters may 

be written. 

 

18. ‹Ûú †“”êû ¾µÖÖ¾ÖÃÖÖ×µÖÛú ¯Ö¡Ö Ûêú ÛúÖê‡Ô ¯ÖÖÑ“Ö »ÖõÖÞÖ ²ÖŸÖÖ‡‹ ¾Ö ÃÖ´Ö—ÖÖ‡‹ … 5  

 State and explain any five characteristics of a good business letter. 

 

³ÖÖÝÖ-5/PART-5 

19. ¿ÖÖÃÖÛúßµÖ ¯Ö¡Ö ŒµÖÖ ÆüÖêŸÖê Æïü ? “ÖÖ¸ü ¿ÖÖÃÖÛúßµÖ ¯Ö¡ÖÖë Ûêú ®ÖÖ´Ö ×»Ö×ÜÖµÖê … 6  

 What are Official Letters ? Write names of four types of Official Letters. 

 

20. ‹Ûú Ûú´¯Ö®Öß ´Öë Ã¾ÖÖÝÖŸÖÛúŸÖÖÔ Ûêú ¯Ö¤ü ÆêüŸÖã ¯ÖÏÖ£ÖÔ®ÖÖ ¯Ö¡Ö ×»Ö×ÜÖµÖê … 6  

        †£Ö¾ÖÖ 

 †¯Ö®Öê ´ÖÖ»Ö Ûêú †Ö¯ÖæÙŸÖÛú¢ÖÖÔ ÛúÖê µÖÆü ×¿ÖÛúÖµÖŸÖ Ûú¸üŸÖê Æãü‹ ¯Ö¡Ö ×»Ö×ÜÖ‹ ×Ûú ¡Öã×™ü¯ÖæÞÖÔ ¯ÖîÛêúØ•ÖÝÖ Ûêú ÛúÖ¸üÞÖ ´ÖÖ»Ö 
õÖ×ŸÖÝÖÏÃŸÖ †¾ÖÃ£ÖÖ ´Öë ¯ÖÏÖ¯ŸÖ Æãü†Ö Æîü …  

 Write an application letter for the post of a Receptionist in a company. 

                        OR 

 Write a letter to your supplier of goods complaining that the goods were received in 

damaged condition on account of defective packaging.  

___________ 


