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General Instructions :
(i)  All questions are compulsory.
(ii)  Marks for each question are indicated against it.
(iii) 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. OHHI % W01 T T 37 Bl & 2

What is meant by presentation of data ?

2. Oge uiar § Hehdieor o ‘fagedisntor deal 9 41 3 g € 2

What is meant by ‘Encoding’ and ‘Decoding’ as elements of communication process ?

3. fag vafaa ) &t =1 9 SR R Y F Wi Sa i s g 2

When is a false base line used in constructing a graph ?

4, gufEmwwmsdeame?
What is meant by Pie diagram ?

5. @AY U9 SHagR Wewaqul 41 gl € ? i 31 HRUT T |

Why is the business correspondence important ? Give any two reasons.

6. Toreprad w3 T ad & 2 G9EEd |

What are the complaint letters ? Explain.

7. WRTOTE 9T 7T SiwSt § HIE A R s |
Give any three differences between ‘Primary’ and *Secondary’ data.

8.  3fiwal % STl & RIS G § gHd |

Explain briefly the basis of classification of data.
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9. = U4 Gl H1 2 9qrzd aq°r 34 faer e < et B e | 3

Explain the meaning of charts and diagrams and state any two advantages of charts and
diagrams.

10. Mgl & TN % feIT WRUNGA T F41 37 &iell € 2 3

What is the meaning of Tabulation for the presentation of data ?

11. 59 999 93 41 & ? U ‘59 990 T & 3299 90139 | 4

What are the ‘Public Relation Letters’ ? State the purpose of a letter of public relation.

12. 37igl % WAl B st ST arclt Qraet-ar st 9 § 99 | 5

Explain in brief the precautions used in presentation of data.

13. Tommw () =6t =an ot 2 & 2 39 $ig i SugiT Jasd | 5

What is the meaning of Pictograms ? Give any three uses of it.

14. U UNEl SFEES O S AaRE AEEdE 71 ¢ 2 9HeEd | (Hs ure) 5

What are the internal essentials of an effective business letter ? Explain.(any five).

15. ST o= T g ¥ ¢ fonddt ue S w3 &1 T e fraed | 5
What are the Banking letters ? Give an specimen of a Banking letter.

16. VEHE T FaER | A foraa @ifem) 1 /o g € 2 U o Al & Fig Ui faviead
A | 6
Frgar
AEETIE TE B 22T HE B 32T Vel I & 7 AEHNAH Tl Bl Fe<S el B TEY
(A 313) T fe@ngd | 6

What is meant by noting in official correspondence ? Explain any five qualities of a
good note.

OR

What is the Indented style of typing business letters ? Give a layout diagram of
Indented style of business letters.
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What are D.O. letters ? How are these different from other official letters ? Give any
four points of difference.

OR
Write a letter from your Residents’ Welfare Association to the Editor, Hindustan

Times, New Delhi requesting him to forward your request to the Central Government
not to withdraw the subsidy on LPG and Diesel because the common public is not in a

position to bear the increased prices any more.
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