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Please check that this question paper contains 7 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.
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it.

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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(viii) ST J57 6 3Pl & & 379 W Ffa 97 150 I @ 37 78T &7 =ifeq

General Instructions :

(1)

(i)
(iii)
(iv)

V)
()
(vit)

Answer any six questions from questions no. 1 to 7. These are of two marks each.

Answer any four questions from questions no. 8 to 12. These are of three marks
each.

Question no. 13 is of four marks.

Answer any four questions from questions no. 14 to 18. These are of five marks
each.

Question no. 19 and question no. 20 are of six marks each.
Answer to any question carrying 2 or 3 marks should not exceed 30 words.

Answer to any question carrying 4 or 5§ marks should not exceed 70 words.

(viii) Answer to any question carrying 6 marks should not exceed 150 words.
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SECTION -1

39 @UE | W fhdl ©: Uyl o ST g |

Answer any six questions from this section.

1. fgdiae stiwel &t fr=di <1 foioarsti o1 Ieci@ sifST 2

State any two characteristics of secondary data.

2. WUMH® 3TweS| o Bl o P IR I STl | 2

Give any four examples of the primary sources of data.

3. Aihe THId X o fh=l IR Tl ol T IAET | 2

List any four ways of presenting data.

4. ‘=’ &1 o 9 §2 2

What is meant by a ‘Chart’ ?

5. ‘=AM garen’ 1 o o1 § 2 2

What is meant by ‘Trade Reference’ ?

6. ‘grg frufq’ =1 319 FaEL | 2

Give the meaning of ‘Credit Status’.

7. 'SH 9ush 7o' fa@d & 3qE¥I 1 Seid Hif | 2

State the objective of writing ‘Public Relations Letter’.
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10.

11.

12,

196

Qug - 2

SECTION - 2

39 @UE U ¥ fh=l o uyHl o ST S|

Answer any four questions from this section.

o

3Mhe Tehfad hid o =gl M 3T o1 ol HifST |

State any three purposes of collecting data.

el o HEwd o Tl a9 fagell 1 Soor@ Sifs |

State any three points of importance of charts.

o

‘Tl w' w1 o AY 77 TH 9 fa@n & TRl <1 Sqevdl 1 Seer@ it |

What is meant by a ‘Dummy Letter’ ? State any two objectives of writing such
letters.

HTITAT IHER % Hed hl T H JUH HITST |

Briefly describe the importance of office correspondence.

‘TR AR H P A T W TER % Hed & fohel of fagsll @

I HITIT |

What is meant by ‘Government Correspondence’ ? State any two points of
importance of ‘Government Correspondence’.



Qug - 3

SECTION - 3

13. fafy= &R &1 IR0 1 999 d ¥9eme |
Briefly explain the different types of tables.

14.

15.

16.
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SECTION - 4

‘geATEc]’ o SUANN hl THEATSU |

Explain the uses of a ‘questionnaire’.

T WUs U A fordl = uosil & 3w ST

Answer any four questions from this section.

‘ST ARE' (IR SEUM) &1 R A B ? €T 2@ & fh=dl dF ST 1 Seor@ b

IS |

What is meant by a ‘Bar Diagram’ ? State any three uses of a bar diagram.

Toh IRER &t AIfF® T T d9d & = Tidhel 9 Th g 3RG (I ™M) 5

TR HifsT
I i TS

el ETIp|
= i ToreT

QT qAT TS

EiLll

fee
CEG

Uty
3

30,000
15,000
45,000

5,000
15,000
10,000

P.T.O.



Prepare a ‘Pie Diagram’ from the following monthly figures of expenditure and
savings of a family.

Head of Expenditure Amount
3
House Rent 30,000
Children Education 15,000
Food and Clothing 45,000
Insurance 5,000
Transport 15,000
Savings 10,000

17. OIS 95 & AR dwi &) Fa9 § GHAR |

Briefly explain the essential elements of a business letter.

¢

18. ‘SH Hush T3’ forgd & Hew ol GOU H gHAR |

Briefly explain the importance of writing ‘Public Relations Letters’.

Qug -5

SECTION - 5

19. ‘T (FIIA) ' A1 7 AL §? FHIEYH UF Fi fANH qX F Ie0T@ HIT |

What is meant by ‘Quotations’ ? State the contents of a letter of quotations.
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20. Tieed witd fafiee & T Yau® &l Sl Tl AN & IS o faq Uk g 6
T3 fafau |

AT

Toh WM GHER U9 & HIGH & 3Teh 3Tk | Bl &l H agdl g¢ =Rl i
TR & 9R H T 9 fafan|

Write an application to the General Manager of Golden Gems Ltd. for the
post of data entry operator.

OR

Write a letter to the editor of a local newspaper about the recent increase in
thefts in your locality.
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