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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.
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39 @Ue 1 U fohdl ©: U3H1 o I ST |

Answer any six questions from this section.

1.
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eItk Afehgi hl fohral &1 ToRISAT3TT 1 Ieer@ hITT | 2
State any two characteristics of primary data.

Toeiteren 3tfeRg b1 oo 37 7 2
What is meant by secondary data ?

TTftheh AT o IS qf IGTELT ST | 2
Give two examples of graphic charts.

ING HI T AL R 7 2
What is meant by a diagram ?

HET TR T 37 G | 2
Give the meaning of office correspondence.

TR WS o g &l 1Y TSy | 2

State any two advantages of sending circulars.

STETeh U foreH o fehegl = s <hl Tt STsy | 2
List any four reasons for writing a public relations letter.
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SECTION -2
34 @Ue § ¥ Rl IR W1 o ST T |
Answer any four questions from this section.
8.  dfch uxr for o fenegi o7 Sewall o1 Seoi@ SHifT | 3
State any three purposes of writing banking letters.
9. U SHl T H for@l Sl g ? FHAS | 3
Why is a dummy letter written ? Explain.
10.  =TTies Tl U3 foraent samaTiies dee ITed S o STHT Shl Sooi® ity | 3
State the advantages of obtaining trade references by writing trade reference letter.
11. o 3 (TUeRmmm) <l HeTal | 3iTehe TETehvl o fohegl i @i ol ecr@ shifere | 3
State any three advantages of presenting data with the help of pictogram.
12. AR < fofi= yehmi <l G&rd & TwemsT | 3
Explain briefly the various types of tables.
e - 3
SECTION -3
13.  wrfires 3fiehe Tehid i shi fafi= fafert s aofa Shifse | 4
Describe the various methods of collecting primary data.
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34 @Ue § ¥ fohgl R W1 o ST T |
Answer any four questions from this section.
14. TS 1 TS ¢H b 7T foT@ ST aret o3t T Sl shl ARt ot ¢t ATie ? 5

15.
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What points must be included in a letter to be written for placing an order for goods ?

IRV TCI TS H IS hrgl shl TRl & Fafer 3ffehs Tohia i o ot =maw e
9T I Wb JTeA] a9 ShifsTa | 5

Prepare a questionnaire having minimum ten questions for collecting data regarding the
status of skill centres in the state of Arunachal Pradesh.
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17.

18.

19.

20.
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S 2017 o 999 Fwdrg § fooeft Tel grn Am S aret A i wen ¥ et =

AT ¥ T 8 3TRE@ IR HIfT
gag s e if 6 e (argi A)
Tfaar 18.5
HHIR 22.35
TTAGR 21.75
FYIR 22.95
gg;qﬁan 19.80
RIETEIS 20.50
SHER 23.40

Prepare a bar diagram with the help of the following information related to the number
of passengers travelling in the first week of January 2017 in Delhi Metro.
Days of the Week No. of passengers travelled (in lakhs)

Sunday 18.5
Monday 22.35
Tuesday 21.75
Wednesday 22.95
Thursday 19.80
Friday 20.50
Saturday 23.40

SATIHT ek UATIR o HEe hl ALY |

Explain the importance of business correspondence.

T I U < fofr=T Wi sht |y o o hife |
Describe briefly the different parts of an official letter.
s - 5§
SECTION -5
JATRS] 1 TEGA i oh ToTT TR TUT STET oh SANT i oh AT G Ieh! EHIST o SIS |
AYAT
ARSI oh STTTShT0T | 3TTH FIT HHIA & ? JT(hSI b AThUT Td TRV H 3 BT |
Give the advantages and limitations of using graphs and diagrams for presentation of data.
OR

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

T T AT o UE 7 ST o FET b Teh W11 07 fotfa |
YT
AR -U1 o HUTceh! ! 931 Tl o 3891 o1 90l <HIfST |
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.




