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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.

FeRa @& : 35ve

Time allowed : 3 hours

196 1
Downl oaded From : http://cbseportal .conf

ST ageA
(Frgt=aer) wvA-u=t 111

OFFICE COMMUNICATION
(Theory) Paper 111
SBT3 : 60

Maximum Marks : 60

P.T.O.
Courtesy : CBSE


http://cbseportal.com/
http://cbseportal.com/
http://cbseportal.com/

[ CBSE

www chsaportal com

Downl oaded From : http://cbseportal . conl

=T 3397 :

G) F99E 1877856 357 & I T | I09% 97 3 311 HT1 & |
(i) Y77 88127 T[54 ¥y & I JAT | I9% J97 @ 371 #71 & |

(i) ¥ . 13 AR 3H 15 |

(iv) ¥97 3. 14 818 7 G 874 I571 & I 0 | I J57 qiel 371 &7 & /
(v) ¥ 19 320 IIF T: 3B & 5 |

(vi) ST FH2 I3 HH F & 3% IR I7 F97 30 sG] & 37fers 7 51 7R |
(vii) I 4 T5 HH & & 399 IR Il ¥97 70 Feel @ 37l 787 8517 ey |
(viii) 1 97 6 37H] & 8 379 IR Fid F¥7 150 3eg] @ 37fee 787 8517 =@1fzw /

General Instructions :

(i) Answer any six questions from questions no. 1 to 7. These are of two
marks each.

(it)  Answer any four questions from questions no. 8 to 12. These are of three
marks each.

(iti))  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.

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

RCC |
SECTION I

59 GUS G [Pl ©: J99 & I T /

Answer any six questions from this section.

1.  3AThei o1 1 37 8 2 2
What is meant by data ?

2. fadfiae Afne Tia 3 & forel a1 |ial o1 3g@ HIfV | 2

State any two sources of collecting secondary data.
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3. S HEnAd R ? 2
What is meant by ‘charts’ ?

4. T IMG H1 AY AW | 2
Give the meaning of bar diagram.

5. AT Gy I3 1 Bd B 2 2
What are trade reference letters ?

6. TG U B FT 7 B ? 2
What is meant by a letter of credit ?

7. Toreht afe v € W aTell =1 1 3gE i | 2

State the information that is provided in a letter of introduction.

@usg 11
SECTION II
5F GUE & fg] AR vl & I GT |
Answer any four questions from this section.
8. NGl % Thegl dH STANT 1 Ig@ HIWT | 3
State any three uses of diagrams.
9. WU Afehe ThhIa wd i fafer =t @y § gwssy | 3
Explain briefly the methods of collecting primary data.
10. HETT TR & bl di9 32T 1 33T hifT | 3

State any three objectives of office correspondence.

11. ‘@9 (FIH) 1 F1 31 7 ? Th ATYfdehdl gRT @ 95 H & I JATell T
1 3T HIT | 3

What is meant by a ‘Quotation’ ? State the information that the supplier
gives in a letter of quotation.

12. S =9 1 F1 31 7 2 UH fREl Q1 329l 1 3g@ HIfT fSR 9Tt i
fore 9 wueh o for@ wma 2 3
What is meant by ‘Public Relations’ ? State any two purposes for which
public relations letters are written.
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Qug 111
SECTION III
13.  3ifehgl 1 Thfd I THIST | 4
Explain the nature of data.
Qvus IV
SECTION IV
3T GUE & fg] AR ] & I G [

Answer any four questions from this section.

14. 9¥TEcA faerfaa s &1 fafer <1 avfa hifse | 5

Describe the method of developing a questionnaire.

15. T& Wit fooem 4 s@i f gen 8§ gwtad FEfiaied g9 9 w6 99

M@ (U SU™) IR i 5
e BT F G
I 72
II 45
III 36
1AY 54
A\ 18
I 225

From the following information prepare a pie diagram related to the
number of students in a primary school :

Class Number of Students
I 72
II 45
111 36
v 54
\Y% 18
Total 225
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‘Tfther =Tel o forfirel TehRT wh! THEATST | ' 5
Explain the different types of ‘graphic charts’.

SIS ToIT o TIfHe Tk o1 U shifY | 5
Describe the different types of business letters.

UM U 7 BT 8 2 I8 AT WHhIT =1 9 foryg Tohr 451 g1 8 2 5

What is a Demi-Official letter ? How is it different from other official
letters ?

@ s vV
SECTION V

Y &7 § S T Haed 1 ferrsdt g3 el 1 9 Hid §U Tk aHER-
* "G 0 fafln | 6

AT

‘arta gfean Wear o fHgeres 1 IgEIveh & Ug &g T WeAT o fofan | 6

Write a letter to the editor of a newspaper describing the deteriorating

law and order situation in your area.

OR

Write an application to the Director of ‘All India Radio’ for the post of

announcer.
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20. TIprd & 93 1 BId @ ? Uk ¥RAd o UF 1 I ed AT T A=
AT =T 2 6

arerar
AT 3T B o U 3Ty ¢ 2q s 99 fofgd om0y o= gaant=i siad
iRy ? 6

What are letters of complaint ? What precautions should be taken while
replying to a letter of complaint ?

OR

What precautions should be taken while writing a letter for placing an

order for purchase of goods ?
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