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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.

9T T-1/PART-1
70 9 H ¥ {2l T WAl & IR Al |
Answer any six questions from this part.

1. 3iTohe Teh{d i % &I UehI o Eid Shid-hi 4 & 2

What are the two types of sources of data collection ?

2. 3AThe UshAd L % e & 3297 TR |

State any two purposes of collecting data.

3. Tl < U % el (SEw) & AW fafed |

Name any two types of Diagram.

4. orEad e 2
What is a Graph ?

5. WG T FTEAE?
What is a Letter of Credit ?

6. fem-3ma@ (fareivm) =&n g ¢ 2

What is a Pictogram ?

7. SECl-us Sl UREId it |

Define Dunning Letters.
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11.

12.

13.

14.
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HIT-2/PART-2
T Y H F fhgl I/ U9 & ST ST |

Answer any four questions from this part.

7 fgciiae 3iiehg mefies 3fiehel O At foeaa i &id & 2 309 I & fow T SifsT |

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

FTHET T SFTeHT0T oI & 2 HEEY |

What is classification of data ? Explain.

3HThE! T TEAAHIOT 4T & 2 THEE |

What is presentation of data ? Explain.

HROMET T 8 ? 30 oY Fared |

What is Tabulation ? Explain its advantages.

TIITEAT R Bil & 2 SHehT YN ThETety foham ST & 2

What is a Questionnaire ? For what is it used ?

9rT-3/PART-3
SH-Heh U 1 ford S & 2 W T §ard |

Why are public relation letters written ? Give four reasons.

HT-4/PART-4
T Y H F fhel I/ U9 & 3T ST |

Answer any four questions from this part.

T Hidl T 3Ahe ThHEId L o ATl Sl THEATRT |

Explain the advantages of collecting data from primary sources.
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16.

17.

18.

19.

20.
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HTAh (TR0 | Teh S 3G (TR SEUM) T |

Draw a bar diagram with imaginary details.

T 3= ATHIE% U5 & Hewd Sl THSeU |

Explain the importance of a good business letter.

HHEH & fel@ STH ot OF 47 8id & ? TR 3299 a1y (5eh [T U8 oo o 77 §ehd & |

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

TUeh 3= ATTHIE U o hIg Urd o707 SaEy 9 THEmRY |

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

HIT-5/PART-5
IEHT OF 1 & & ? TR AEHT T o 79 farad |

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

T FHEA! H @Akl o U8 &q Wd=1 0 foafad |
rerar

319 HIGT o Yl i Te T 9 gC 0 i@y foh Jfeqor Ui & HRoT Jret
&I 7o § T g37 € |

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.



