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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 checkthat this question paper contains 20 questions.

e 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 :

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

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

(111) 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.
(vit) Answer to any question carrying 4 or 5 marks should not exceed
70 words.
(viity) Answer to any question carrying 6 marks should not exceed 150 words.
Tus |
SECTION I

37 @Ug & [bgl 8: J971 & I v |
Answer any six questions from this section.

1. fodiaes SATengl o1 =T 319 3 2 9

What 1s meant by secondary data ?

2.  GRUMIA o fehral &l 3T ol Ioci@ hiTolg | 2

State any two objectives of tabulation.

3. ‘9g-que T Rl T Y 7 ? 2
What is meant by a ‘multiple bar diagram’ ?

4. T 3G & Theal e ST T Iod@ hilau | 9
State any two uses of a pictogram.

5. AR TR 6l F=T1 AY & ? 2
What is meant by office correspondence ?
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6. AN GeH ki 7Y dolu | 9

Give the meaning of trade reference.

7. U= 99 =1 ot Srar 8 2 9

Why is a letter of introduction written ?

Qus 11
SECTION I1

39 @US T febeg] ar 3571 & 37 v |

Answer any four questions from this section.

8. U 3T NG ohl Tohral A TaRINATs i Ieci@ hild | 3
State any three characteristics of a good diagram.
9. Tofys gohR & T@I-f=EiT =mel &l 9899 § THHATSU | 3

Briefly explain the various types of graphic charts.

10. HATI TATER o Hgwd o foheal dIF =gt sl H&Y H U I | 3

Briefly describe any three points of importance of office correspondence.

11. TR TAER & foheal diF 32931 1 Scaid iU | 3

State any three objectives of government correspondence.

12. g 93 (I9H) fof@q o Ha ol 98 4 Hesy | 3

Briefly explam the importance of writing circular letter.

Qus 111
SECTION II1

13. SfhT 91 < Hawd I 989 H GHESU | 4

Briefly explain the importance of banking letters.

Qug IV
SECTION 1V

57 GUS I febegl ar Jv41 & I T |

Answer any four questions from this section.

14, fgciaeh 3Tfehel o1 fopdll Wt 3AY™ T ITAMT hld T0F <l S dicd] A9
%l 989 T HHSATST | 5
Briefly explain the precautions that should be taken while using
secondary data in any investigation.

15. ‘Irgfess Yfde= o1 989 | 9UH HifT | 5

Brietly describe ‘random sampling’.
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16. T ®H h o9 hl T AT €@ 1T Aoft 3@ SH1ET | 5

9 2012 | 2013 | 2014 | 2015 | 2016 | 2017
ay (@ 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 5 ¥ 35 25 40 30
17. Ueh SAIGHTRIh U o TG%Y dAT SIET sl &9 H HEU | 5
Briefly explain the form and arrangement of a business letter.
18. TR =1 9 1 for@n Srar 3 2 984 4 HesT | 5
Explain briefly why a letter of settlement 1s written.
Qug V
SECTION V
19. AfUeh AThel qAT fediFeh 3AThel H 3T SIISU | 390 ¥ hiH-97 37<3T @ ? 6
HAA]
fdeE’ Ao Mufa=a’ sl STt & J89 H§ THEsy | 6

Distinguish ‘between primary data and secondary data. Which one of
these 1s better ?

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

20. U TYMHIT HER-UA o HUGh bl 31T &F el HSHI ol gL i o 9T d
Hid & 8d Tk 93 fellgu | 6

YT
Teh ST hEU-T o Y& i fdshdl o UG &g Teh 3ATded foifan | 6

Write a letter to the editor of a local newspaper informing about the bad
condition of roads 1n your locality.

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

196 4
&collegedunia;
India’s largest Student Review Platform

—






