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H$m`m©b` g§gyMZ 
(g¡ÕmpÝVH$) 

OFFICE COMMUNICATION 

(Theory) 

{ZYm©[aV g_` : 3 KÊQ>o   A{YH$V_ A§H$ : 60 

Time allowed : 3 hours Maximum Marks : 60 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _o§ _w{ÐV n¥ð> 6 h¢ & 

 àíZ-nÌ _| Xm{hZo hmW H$s Amoa {XE JE H$moS >Zå~a H$mo N>mÌ CÎma-nwpñVH$m Ho$ _wI-n¥>ð> na 
{bI| & 

 H¥$n`m Om±M H$a b| {H$ Bg àíZ-nÌ _| >20 àíZ h¢ & 

 H¥$n`m àíZ H$m CÎma {bIZm ewê$ H$aZo go nhbo, àíZ H$m H«$_m§H$ Adí` {bI| & 
 Bg  àíZ-nÌ  H$mo n‹T>Zo Ho$ {bE 15 {_ZQ >H$m g_` {X`m J`m h¡ &  àíZ-nÌ H$m {dVaU nydm©• 

_| 10.15 ~Oo {H$`m OmEJm &  10.15 ~Oo go 10.30 ~Oo VH$ N>mÌ Ho$db àíZ-nÌ H$mo n‹T>|Jo 
Am¡a Bg Ad{Y Ho$ Xm¡amZ do CÎma-nwpñVH$m na H$moB© CÎma Zht {bI|Jo & 

 Please check that this question paper contains 6 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 20 questions. 

 Please write down the Serial Number of the question before 

attempting it. 

 15 minute 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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gm_mÝ` {ZX}e : 

(i) àíZ g§. 1 go 7 _| go {H$Ýht 6 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ Xmo A§H$m| H$m h¡ & 

(ii) àíZ g§. 8 go 12 _| go {H$Ýht 4 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ VrZ A§H$m| H$m h¡ & 

(iii) àíZ g§. 13 Mma A§H$m| H$m h¡ & 

(iv) àíZ g§. 14 go 18 _| go {H$Ýht 4 àíZm| Ho$ CÎma Xr{OE & àË`oH$ àíZ nm±M A§H$m| H$m h¡ & 

(v) àíZ g§. 19 d 20 àË`oH$ N>… A§H$m| Ho$ h¢ & 

(vi) Omo àíZ 2 `m 3 A§H$m| Ho$ h¢ CZHo$ CÎma à{V àíZ 30 eãXm| go A{YH$ Zht hmoZo Mm{hE & 

(vii) Omo àíZ 4 `m 5 A§H$m| Ho$ h¢ CZHo$ CÎma à{V àíZ 70 eãXm| go A{YH$ Zht hmoZo Mm{hE & 

(viii) Omo àíZ 6 A§H$m| Ho$ h¢ CZHo$ CÎma à{V àíZ 150 eãXm| go A{YH$ Zht hmoZo Mm{hE & 

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 six 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. 

IÊS> I 
SECTION I 

Bg IÊS> go {H$Ýht N>: àíZm| Ho$ CÎma Xr{OE & 
Answer any six questions from this section. 

1. Am±H$‹S>m| (g_§H$m|) Ho$ AmaoIr` àXe©Z Ho$ {H$Ýht Xmo Cn`moJm| H$m C„oI H$s{OE & 2 
State any two uses of diagrammatic representation of data. 

2. AàË`j _m¡{IH$ AZwg§YmZ H$m Š`m AW© h¡ ? 2 
What is meant by indirect oral investigation ? 
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3. {ÛVr`H$ Am±H$‹S>m| H$m Š`m AW© h¡ ? 2 
What is meant by secondary data ? 

4. Am±H$‹S>m| (g_§H$m|) Ho$ dJuH$aU H$m Š`m AW© h¡ ? 2 
What is meant by classification of data ? 

5. EH$ AÀN>o AmaoI H$s {H$Ýht Xmo {deofVmAm| H$m C„oI H$s{OE & 2 
State any two characteristics of a good diagram. 

6. ì`mnm[aH$ gÝX^m] H$m Š`m AW© h¡ ? 2 
What is meant by trade references ? 

7. gmI pñW{V H$m AW© ~VmBE & 2 
Give the meaning of credit status. 

IÊS> II 
SECTION II 

Bg IÊS> go {H$Ýht Mma àíZm| Ho$ CÎma Xr{OE & 
Answer any four questions from this section. 

8. ^maV _| ImÚmÞm| Ho$ CËnmXZ go gå~pÝYV {ZåZ{b{IV gyMZm H$mo EH$ XÊS> AmaoI Ho$ ê$n 

_| àX{e©V H$s{OE : 3 

df© CËnmXZ {_{b`Z Q>Z _| 

1970 – 71 108 

1980 – 81 130 

1990 – 91 177 

Present the following information related to the production of foodgrains 

in India in the form of a bar diagram : 

Year Production in million tons 

1970 – 71 108 

1980 – 81 130 

1990 – 91 177  
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9. nÌmMma Ho$ {H$Ýht VrZ CÔoí`m| H$m C„oI H$s{OE & 3 
State any three objectives of correspondence. 

10. gmI-nÌ H$m Š`m AW© h¡ ? 3 
What is meant by a letter of credit ? 

11. Am±H$‹S>m| (g_§H$m|) Ho$ àñVwVrH$aU hoVw J«mµ\$m| H$m Cn`moJ H$aZo Ho$ {H$Ýht VrZ bm^m| H$m C„oI 

H$s{OE & 3 
State any three advantages of using graphs for presentation of data. 

12. ‘gaH$mar nÌmMma’ Ho$ {H$Ýht VrZ CÔoí`m| H$m C„oI H$s{OE & 3 
State any three purposes of ‘Government Correspondence’. 

IÊS> III 

SECTION III 

13. Amn ‘Eb.B©.S>r. ~ë~m|’ H$m CËnmXZ H$aZo dmbo EH$ N>moQ>o CÚ_ Ho$ _w»` H$m`©H$mar A{YH$mar 

Ho$ ghm`H$ Ho$ ê$n _| H$m`© H$a aho h¢ & EH$ WmoH$ {dH«o$Vm H$mo AnZo CÚ_ H$m n[aM` XoVo hþE 

EH$ nÌ {b{IE & 4 

You are working as an assistant to the Chief Executive Officer of a small 

enterprise manufacturing ‘LED Bulbs’. Write a letter to a wholesaler 

introducing your enterprise. 

IÊS> IV 

SECTION IV 

Bg IÊS> go {H$Ýht Mma àíZm| Ho$ CÎma Xr{OE & 
Answer any four questions from this section. 

14. àmW{_H$ Am±H$‹S>o EH${ÌV H$aZo H$s àË`j ì`{º$JV AZwg§YmZ {d{Y H$m Š`m AW© h¡ ? BgHo$ 
{H$Ýht VrZ bm^m| H$m C„oI H$s{OE & 5 

What is meant by direct personal investigation of collecting primary  

data ? State any three advantages of it. 
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15. EH$ n[adma Ho$ {d{^Þ _Xm| na _m{gH$ ì`` go gå~pÝYV Xr JB© {ZåZ{b{IV gyMZm H$s 

ghm`Vm go EH$ d¥Îm AmaoI ~ZmBE :  5 

_X  ì``  
<  

^moOZ 15,000 

_H$mZ 20,000 

{ejm 10,000 

AÝ`   5,000 

With the help of the following information given about the monthly 

expenditure of a family on different items, prepare a pie diagram : 

Item  Expenditure  
<  

Food 15,000 

House 20,000 

Education 10,000 

Others   5,000 

16. Am±H$‹S>m| (g_§H$m|) Ho$ gmaUr`Z H$m Š`m AW© h¡ ? gmaUr`Z Ho$ CÔoí`m| H$mo g§jon _|  
g_PmBE & 5 

What is meant by tabulation of data ? Briefly explain the objectives of 

tabulation. 

17. EH$ S>_r-nÌ H$m Š`m AW© h¡ ? Eogo nÌ {bIZo Ho$ bm^m| H$mo g§jon _| g_PmBE & 5 

What is meant by a dummy letter ? Briefly explain the advantages of 

writing such letters. 

18. AnZo EH$ J«mhH$ gwaoe, {Ogo AmnH$s \$_© go j{VJ«ñV _mb H$s Amny{V© hþB© Wr, H$mo EH$ 
{ZnQ>mZ-nÌ Cgo `h gyMZm XoVo hþE {b{IE {H$ CgHo$ < 10,000 Ho$ Xmdo H$m {ZnQ>mam  
< 9,000 _| H$a {X`m J`m h¡ & 5 

Write a letter of settlement to your customer Suresh, who had received 

damaged goods supplied by your firm, informing him that his claim for  

< 10,000 has been settled at < 9,000. 
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IÊS> V 
SECTION V  

 

19. Am±H$‹S>o EH${ÌV H$aZo Ho$ CÔoí`m| H$mo g§jon _| g_PmBE & 6 

AWdm 

 Am±H$‹S>m| H$s àH¥${V H$mo g_PmBE & 6 
 

Explain briefly the purposes of collection of data. 

OR 

Explain the nature of data. 

20. H$m`m©b` ghm`H$ Ho$ nX hoVw ^maV J¡g {b{_Q>oS> Ho$ _hmà~§YH$ H$mo EH$ àmW©Zm-nÌ  
{b{IE & 6 

AWdm 

 OZg§nH©$-nÌ H$m Š`m AW© h¡ ? BgHo$ _hÎd H$mo g§jon _| g_PmBE & 6 

Write an application to the General Manager of Bharat Gas Ltd. for the 

post of Office Assistant. 

OR 

What is meant by a public relations letter ? Briefly explain its 

importance. 
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