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e Please check that this question paper contains 5 printed pages.

¢ Code number given on the right hand side of the question paper should be
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e Please check that this question paper contains 17 questions.
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e 15 minutes time has been allotted to read this question paper. The question
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G) a4 397 AT § |

(i) §F ¥ & 3iF Ig% g 0@ & |

(i) o F9T 2 T 3 3F & & 3T IH I F¥T 30 V=l T 3GF T& &
8T |

(iv) S IAT LT 5 3B & & 373 I 57 599 70 1<) § o 4@ @
e |

(v) o J¥97 6 3 & § 39 I Fa §¥7 150 Vil T ¥ T g7 TR |

General Instructions :
(i) All questions are compulsory.
(it)  Marks for each question are indicated against it.

(iit) Answer to any question carrying 2 or 3 marks should not exceed

30 words.

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

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

1. gH& & TR0 & 32T FqRT |

State the objectives of classification of data.

2. 3ffFe dufed &1 & Wufirs &d = Ad § 2

What are the primary sources of data collection ?

3. uHH F yEqHiewEr ¥ =l qU MG (STHUM) & F TE el @ 2

What is the importance of charts and diagrams in presentation of
data ?

4. R I H ¥ 34 g1 g ?

What is meant by ‘Bar Diagram’ ?
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5. Q@ T & F oY g g ? 2

What is meant by Letter of Credit ?

6. T TEa® & @ fagd §99 fFA-fer gewfEl &1 e @ ity 2 2
What precautions should be kept in mind while writing an ‘enquiry
letter’ ?

7. o el #t Wit & @ A Eia gEw ¥ gEeme | 3

Explain in brief any three sources of secondary data.

8. 3ffdgl & ST H 3 Fer 8 ? U R § Fedl H Gy F =R Fifg
St osifewel & weqeieRer ¥ IwET § @ S § 3

What is meant by presentation of data ? Explain in brief any two
steps which are taken in presentation of data.

9. ITH IS WA & g9 97 H WA FIT | 3
Draw a pie diagram assuming suitable data.

10. FHH F TT FA F (A€ W1 TR F W@ & FE A A TRy | 3
State any three advantages of using line charts for presentation of
data.

11. 59 99% O 91 84 § 7 UF 59 990G T F Ievd @ WO | 4

What are the Public Relations Letters ? Explain the purpose of a

letter of public relations.

12. fgdias @el & Y4 ° fFA-fq gewfaEl 1 eam @ Ofee ? ; 5

What precautions should be taken while using secondary data ?
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13. fr=fafEd el & YR W QYR TE JRG S4BT a9 G991 S -

an FATH
2007 3,00,000
2008 4,00,000
2009 5,50,000
2010 5,80,000
2011 5,60,000

Prepare a simple bar diagram from the following data and comment :

Years Purchases in ¥
2007 3,00,000
2008 4,00,000
2009 5,50,000
2010 5,80,000
2011 5,60,000

14, T W RT A & 2 o U IR Rl aaRt SEE @ v 9 far S
2| -

What is a circular letter ? Give any four circumstances in which a
circular letter is written.

15. FrAied W= # Wifes 79 fafed T EeR & @Y S8 § 9HEsE |

Explain briefly the advantages of office communication through
correspondence, rather than orally.
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16.

17.
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tgd diafar we 99 foooh el # tF ygaw @ W fafeg fF d fefartad
Tl 58 goq 3R A & R vl W 3 & fAg dEr @ 2

i) 10 8d & 9@ 48” I
(i) 659 F 9@ 18” I
(iii) 20 B9 & Q@ 54”7 FA
¢ Al

FYA1 g B A T H 7 74 A 8 2 T W F e g F wwa S

2?2 309 9 FW O T @ faed §99 wE § w@R et a6l @ SRt |

Write an enquiry letter to M/s Sanwaria & Sons of Delhi to know at
what price and upon what conditions of payment they are able to
deliver the following items ?

(1) 10 ceiling fans 48”
(i) 6 table fans 18”
(iii) 20 ceiling fans 54”
OR

What is dunning letter ? Why is it considered to be difficult to write
such a letter ? Suggest the points to remember while writing a
dunning letter.

T @ FEGT H T T H NG gH § O IHE SW oA aF oA et
saEel F WAY § 9HEE | |
e

ATF TH Fagd a7 7 s w1 F wefr & § fF AewiEs T & e 96
Ifeg 399 3R 3T W FH fowelt adt ¥ w0 & | 39 vy ¥ s 3uge w=d
7 fafew |

Explain briefly the stages through which a received letter passes in a
Government Office.

OR

Your firm has been requested by a business friend of yours to
introduce him to Messrs Amar Dev and Company of Delhi for
business relations. Write a suitable letter of introduction in this
connection.
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