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Please check that this question paper contains 4 printed pages.

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 17 questions.
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15 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 script during this period.
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All questions are compulsory.
Marks for each question are indicated against it.

Answer to any question carrying 2 or 3 marks should not exceed
30 words.

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

Answer to any question carrying 6 marks should not exceed
150 words.
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What is meant by primary data ?
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Distinguish between primary and secondary sources of data.
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Give any two objectives of classification of data.
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What is meant by pie diagram ?

TG (¥ SAW) & od g & 2

Give any two objectives of business correspondence.
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Why are trade references needed in a business ?
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Explain in brief the procedure for collection of primary data. | 3
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State any three purposes served by tabulation of data. 3
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Draw a Pictogram,‘ assuming suitable data. 3
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Briefly explain any three characteristics of a good questionnaire. 3
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Explain in brief the different parts of an official letter. 4
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What are the advantages of indirect oral investigation of collecting
data ? Explain any five. 5
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Singhania and Company Ltd. earned profits durlng the last 5 years .
ending on 31%% March, 2010 as follows :

2005 - 06 ¥ 10,00,000, 2006 —07 T 13,00,000, 2007 — 08 ¥ 20,00,000,
2008 — 09 ¥ 16,00,000 and in 2009 — 10 ¥ 21,00,000.

Draw a bar diagram to present the above mentioned information. 5
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Explain the essentials of a business letter. 5

TF HAEAIgs W & IifEd awl @ guense |

3 P.T.O.




15.

16.

17.

196

“Oral communication saves time and money -in comparison to

communication through correspondence.” Do you agree ? Give any five

points in support of your answer.
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Write a letter from the Chairman, D.M.S. (Delhi Milk Scheme) Delhi to
the Minister of Food and Agriculture, Govt. of India to provide some
additional funds to purchase ten new vehicles for the better supply of
milk in the city.

OR

Write a letter to the Editor of ‘Hindustan Times’ New Delhi
requesting him to give some space in his newspaper for the activities
done by the schools of Delhi.
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Write a circular letter to your customers informing that a new partner
Shri Narayan Swamy has joined your firm.

OR

Write a letter from the Income Tax Officer Delhi to M/s Govind Ram
& Company Delhi asking them to submit their books of accounts for
checking.
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