20.

21.

22.

23.

24.

SECTION C — (3 x 10 = 30 marks)

Answer any THREE questions each in 500 words.

Describe with illustrations the different parts of a
letter. '

Hlg gD ganmlern LiwCelm LITSEmIGameT eT(HiggIHHTL(HL 6
cllerd @ s.

'Draft an enquiry letter requesting prices, terms of

sale with lreference to an advertisement in “The
Industrial Times”, to Calcutta AluminiumCo. Ltd.

s0&551 s@lafun sbGueafl upd, The Industrial

Times ugdlflsensudied Qmmﬂeuﬁsg, Qruflerw eneusg

<ipen elleneliL g wich Hmib 6SHLemaT (papmaeT Lim)
SipElpeaSEnE G elsTrames S eT(pgaLd.

Draft a suitable reply to a customer who has
complained about the poor service of the
typewriters supplied by you. ‘
siger Blpleiand @il amsiied @ubélysdle o erer
G@D&ET (GDIEHE eungdaaaEwurert e su.ssE HE
558 L6 &lg LD eT(PSELD. :

‘Discuss the stages of collection letter.

UG &ly HSH 6 UL BIsGmeT elleTdse . |

Draft a report about the need to computerise the
activities of your department.

SIODETTHS  BLelgdHnasamer  seantletlowomssealer

Coemai @Nss SidEams eeatenn SWmT Glgulwa|ib.
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Time : Three hours

3.

Makimum : 75 marks

SECTION A — (10 % 2 = 20 marks)
"Answer any TEN questions in 30 words,
State the function of a business letter.
cuantlas &g &5l e EmeTs snmis.
What is reference initials?
GO QFTLESLD TEmDTe) 6Tesne?
What is enclosures?
Flq.5 @)enETLiL|FGET GTEMDTe) 6T6ITen?
What do you mean by F.O.R?
F.O.R arénpmed eremean? '
What is “Routine Enquiry”?
GULPEHBHLDTET Gl &ITTENERT GTGITMITE) 6T6uTEn?

What is order form?

<D\ LILITENEIT GTEITMITCY GTET60T?

What do you mean by refusing credit?

sLa misse LIpHl B ibleug eremei?

Commuu Cation .



- 10,

11,

12,

13.

14.

Explain Favourable reply.
sTsELIaT LH® LD 67(p515.

~ State any two duties of secretary.

Qaweflen @ Leanflamer efleré@s.

What is letter form?
B985 qu;@_ILb Grsb'r;prreb GrGiﬂeuT? _
What is 1nforma1 report?

PEODETTT S HGma GTGMQ) meb GTewTen?

E.xplaln the term list of referer{ces. . .
“@PLILL U we” upH edensEs.

SECTION B — (5 x 5 = 25 marks)
Answer any FIVE qmé,stiohs each in 200 ﬁvords;.
Explain the»vz‘i,rious kinds of business letters.

cuaflss slg sHSlem L Geup uUSSET WTameU?

Wri_te ‘an enquiry letter to the ‘Raj Cloth Store,
Chennai on behalf . of P»uppy ’Cloth House,
'Madural ‘

Lll_ll_(ﬂ gjmﬂ &L, OGN FMTUTES [FIe g}mﬂ SOl
Qaeanans@ @ QS.IGG)GUGGEI_L] @ﬂ&nummss astq_g,ml

GT(LHSELD.
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15.

16.

18.

19.

| GepLiT(erer Qurr@l_a;mm

Draft a circular letter announcing a clearance
sales.

Besa; Apumar LHHL s&OPNGmE @etm Gwir
@&iwieyLb.

Write a complaint letter for despatch of defectwe
goods and demand for replacement.
@ulﬁlu_lg,g)asrrm L&
Qaiigl ALQUTHLEEREEL USlDd J_F)GI)GI) Gumr@Lser
ST Sl SLD GT(HSELD. ‘

Draft a letter as director asks the secretary to

- include certain 1mp0rtant items in the agenda for
- discussion in the ensuing board meeting. '

6T Tau(HLD @u.l&;@emumeu gl i gfld efeurdlseiii

Geuannigw e (psdiorar Blapesenar Hlapssl Blredle
Gaiisastanl Qua@pT AeuemeTmed THEID &b
@m@mm QUGS

Draft a letter to a shareholder ‘asks about the

progress of the company in futuze with a view to
' 111(:1 easing his shareholding. ’

urEl@l‘ﬂGU)LDGU)U,.I S HeLIL{DESID s8I0 ;ﬂ@]mg,ﬁm
aUBRISTQ | aueTTéSlEamen aiflsmers  upd @

| Lkigatany efareyi Slgsb QRETED CUMTE.

. Explain .the following points for selecting a

suitable type of report.

Sfsems swm Q&u_|u_|m Gurrgj IE]sz_ngg) Geucowq_u_lm@_l
wimenew?
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