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¢ 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.

® Please check that this question paper contains 20 questions.

e Please write down the Serial Number of the question before attempting it.

e |5 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.
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Time allowed : 3 hours Maximum Marks : 60
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General Instructions :
(i) Answer any Six questions from questions no. 1 to 7. These are of two marks each.

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

(iii))  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) Question No. 19 and question no. 20 are of 6 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.
(viii) Answer to any question carrying 6 marks should not exceed 150 words.

Qg — 1
SECTION -1

Y QU H H fohal ©: Y9I o I ST |

Answer any Six questions from this section.

1.  YTafrek 3Thel shi fohral el RIS & Sooid hif | 2
State any two characteristics of primary data.

2. TediTes 3Alehrel &1 7T HY 7 7 2
What 1s meant by seCondary data ?

3. YTftheh ATl o ohlg I 3CTETUT SIToTU | g
Give two examples of graphic charts.

4, INE@HIRTAAG 7 2

What 1s meant by a diagram ?

5. I GATER 1 3 ST | 2
Give the meaning of office correspondence.

6. UG U ok hig &l 19 dT5U | 2

State any two advantages of sending circulars.

7.  SAEUh U fof@H o Tohrgil = 0TI hl Gl TSy | 2

List any four reasons for writing a public relations letter.
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gug - 2
SECTION -2

39 QU H Y Tehral IR I941 oh ITL ST |

Answer any four questions from this section.

8. WfhT A foT@ o fohral v 3531 ol 3oci@ hiTaTy | 3

State any three purposes of writing banking letters.

9. Ueh SHI UA I fof@T AT & ? THATST | 3
Why 1s a dummy letter written ? Explain.

10. AT FeH 93 Torgeht SATITHeh Te Ted Shid ok TTHI 1 Iooid hIfWU | 3

State the advantages of obtaining trade references by writing trade reference letter.

1. T 3@ (TUaemm™) i T8l § 3The Tl o (ehral diF olTdl &l Jcoi@ hiloe | 3

State any three advantages of presenting data with the help of pictogram.

12. GRR i~ YR bl 9819 H THEEU | 3

Explain brietly the various types of tables.

gug - 3
SECTION -3

13. STTHe 3Alehg Uhid i shi e fafer st quiH <R | 4

Describe the vatious-methods of collecting primary data.

g vs - 4
SECTION - 4

39 @UE 1 Y fehal IR I91 o I ST |

Answer any four questions from this section.

14. HTA 1 38T ¢ b ToTC foTd ST STl 931 | Tohed ST <hl FiFHTeTd S ST =T8T, ? 5

What points must be included 1n a letter to be written for placing an order for goods ?

15. 3TRUTET 9l U § SISt gl ohl fedfd & Tafea 37fehe Uehd i o ot =Aam go
9T el Teh YTl qIR ShIToTu | 5

Prepare a questionnaire having minimum ten questions for collecting data regarding the
status of skill centres in the state ot Arunachal Pradesh.
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Days of the Week
Sunday

Monday

Tuesday
Wednesday
Thursday

Friday
Saturday

STIHTRI TATIR o Hatd ol THTSU |

Explain the importance of business correspondence.

U ST U o (19~ 9T k1 &9 § JUH <hIfSU |

Describe brietly the different parts of an official letter.

Eug - S
SECTION -5

AT H Toh €8 ARG IR HhINT ;
gaghfed T <kl 9 (ArEi )
e 18.5
AR 22.35
AR 21.75
SRELR 22.95
qg;qﬁaﬂ 19.80
IShA 20.50
NIEE]R 23.40

18.5
2230
4l
22495
19.80
20.50
23.40

Prepare a bar diagram with the help of the following information related to the number
of passengers travelling in the first week ot January 2017 in Delh1 Metro.

No. of passengers travelled (in lakhs)

AT

CUC]

OR

U931 oh HUTeeh] bl U7 ToT@- oh 3231 1 AU shifou |

Write an application to the chairman ONGC for the post of data entry operation.
OR
Describe the purposes of writing letter to the editors of newspapers.

TRl ol T hi b TeTT UTHI TAT ST b TN i oh AT qUT Ih] HHISA I FdBT | 6

37T el oh TSRO H 3ATT T HHSA 8§ 7 ITThel b I 1ehTul U TRUIIT H 37~ iU |

Give the advantages and limitations of using graphs and diagrams for presentation of data.

What do you mean by classification of data ? Distinguish between classification and
tabulation of data.

3T TT AT b UG B HATLAS(IE ] o ILHA bl Teh ITYHT 9 feifgu |
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