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H$m`m©b` g§gyMZ 
(g¡ÕmpÝVH$) àíZ-nÌ III 

OFFICE COMMUNICATION 

(Theory) Paper III 

{ZYm©[aV g_` : 3KÊQ>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$‹S>m| H$m Š`m AW© h¡ ? 2 
What is meant by data ? 

2. {ÛVr`H$ Am±H$‹S>o EH${ÌV H$aZo Ho$ {H$Ýht Xmo òmoVmo§ H$m C„oI H$s{OE & 2 
State any two sources of collecting secondary data. 
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3. ‘MmQ>©’ H$m Š`m AW© h¡ ? 2 
What is meant by ‘charts’ ? 

4. X§S> AmaoI H$m AW© Xr{OE & 2 
Give the meaning of bar diagram. 

5. ì`mnm[aH$ g§X^© nÌ Š`m hmoVo h¢ ?  2 
What are trade reference letters ? 

6. gmI nÌ H$m Š`m AW© h¡ ? 2 
What is meant by a letter of credit ? 

7. {H$gr n[aM` nÌ _| Xr OmZo dmbr gyMZm H$m C„oI H$s{OE & 2 
State the information that is provided in a letter of introduction. 

IÊS> II 
SECTION II 

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

8. AmaoIm| Ho$ {H$Ýht VrZ Cn`moJm| H$m C„oI H$s{OE & 3 
State any three uses of diagrams. 

9. àmW{_H$ Am±H$‹S>o EH${ÌV H$aZo H$s {d{Y`m| H$mo g§jon _| g_PmBE & 3 
Explain briefly the methods of collecting primary data. 

10. H$m`m©b` nÌmMma Ho$ {H$Ýht VrZ CÔoí`m| H$m C„oI H$s{OE & 3 
State any three objectives of office correspondence. 

11. ‘Xa nÌ (Hw$Q>oeZ)’ H$m Š`m AW © h¡ ? EH$ Amny{V©H$Vm© Ûmam Xa nÌ _| Xr OmZo dmbr gyMZm 
H$m C„oI H$s{OE & 3 
What is meant by a ‘Quotation’ ? State the information that the supplier 

gives in a letter of quotation. 

12. ‘OZ g§nH©$’ H$m Š`m AW © h¡ ? Eogo {H$Ýht Xmo CÔoí`m| H$m C„oI H$s{OE {OÝh| àmßV H$aZo Ho$ 
{bE OZ g§nH©$ nÌ {bIo OmVo h¢ & 3 
What is meant by ‘Public Relations’ ? State any two purposes for which 

public relations letters are written. 
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IÊS> III 
SECTION III 

13. Am±H$‹S>m| H$s àH¥${V H$mo g_PmBE & 4 

Explain the nature of data. 

IÊS> IV 
SECTION IV 

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

14. àíZmdbr {dH${gV H$aZo H$s {d{Y H$m dU©Z H$s{OE & 5 
Describe the method of developing a questionnaire. 

15. EH$ àmW{_H$ {dÚmb` _| N>mÌm| H$s g§»`m go gå~pÝYV {ZåZ{b{IV gyMZm go EH$ d¥Îm 
AmaoI (nmB© S>m`J«m_) V¡`ma H$s{OE : 5 

H$jm N>mÌm| H$s g§»`m 
I 72 

II 45 

III 36 

IV 54 

V 18 

                `moJ 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 

III 36 

IV 54 

V  18 

                      Total 225 
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16. ‘J«m{µ\$H$ MmQ>m]’ Ho$ {d{^Þ àH$mam| H$mo g_PmBE & 5 

Explain the different types of ‘graphic charts’. 

17. ì`dgm{`H$ nÌm| Ho$ {d{^Þ àH$mam| H$m dU©Z H$s{OE & 5 

Describe the different types of business letters. 

18. AY©-emgH$s` nÌ Š`m hmoVm h¡ ? `h AÝ` emgH$s` nÌm| go {H$g àH$ma {^Þ hmoVm h¡ ? 5 

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

letters ? 

 

IÊS> V 
SECTION V  

 

19. AnZo joÌ _| H$mZyZ Ed§ ì`dñWm H$s {~J ‹S>Vr hþB© pñW{V H$m dU©Z H$aVo hþE EH$ g_mMma-nÌ 

Ho$ g§nmXH$ H$mo nÌ {b{IE & 6 

AWdm 

 ‘Am°b B§{S>`m ao{S>`mo’ Ho$ {ZXoeH$ H$mo CX²KmofH$ Ho$ nX hoVw EH$ àmW©Zm nÌ {b{IE & 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. {eH$m`V Ho$ nÌ Š`m hmoVo h¢ ? EH$ {eH$m`V Ho$ nÌ H$m CÎma XoVo g_` Š`m gmdYm{Z`m± 

~aVZr Mm{hE ? 6 

AWdm 

 _mb H«$` H$aZo Ho$ {bE AmXoe XoZo hoVw H$moB© nÌ {bIVo g_` Š`m gmdYm{Z`m± ~aVZr 
Mm{hE ? 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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