20.

21.

22.

23,

24.

PART C — (3 x 10 = 30 marks)
.Answer any THREE questions.

Explain the structure of a business letter.
cuanfls &l 555 6m ianlien efleufl.

Write a complaint letter to municipal committee
regarding complaint of damaged roads.

Gegwenl_bg sTane&ET L&TT Qsmmims wrp&yT g
BGUAEES LS S350 eT(pEIs. | N

Write a letter to general insurance company,
Chennai requesting them to settle your claim in

- respect of goods destroyed by fire giving full details.

Qeeanenamuiled o arer Gumgs smiS( Blpeasdna,
QurmLaer Sl Gegloaml psamwse Bl mH Ganm
Qgmans Qeqisge.g) GHTLTLITET Slq SLD QETED 6T(HSIS.

What are the guidelines to be observed while
writing a report? e

R idsms apglmsuie saafldsliuL Ceuerig
aUflST_(HSE&SET Wreneu?

State the wuses and limitations of video
conferencing. '

s el s §ufen LweTUT(H & LH@ILD
GOUTHSENE Sal)&. :
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Time ;: Three hours

Maximum : 75 marks
PART A — (10 x 2 = 20 marks)
- Answer any TEN questions.
What do you mean by Business Communication?
auanlla sHeud QFTLTL] eTemLiamel Wmeneu?
What do you mean by semantic barrier?
Qerp@ummer S{HLIL| cTamiemne Wremeu?
Define sales letter.
cdHuenen Hig B euaFUID.
What is an unsolicited enquiry?
GaMyLILLTS 6HETTanenT 6TETDITe) GTeumen?
Give short note on banking correspondence.
il gaseud Ggmiy Ay GOILY SHS.

What is agency?

(PEENLD GTETDTED GTEITEHT?



10.

11,

12:

13.

Write a note on minutes.

By @il upgl @il arss.
What is Press Report?

usHflsEms i @é;%m; GTETMITE) GTEaT?
What is e-mail?

Wlemennepaed GTaTLg) Wmg?

What is internet?

@)enemriid GI‘G'OLIIDTFG'D Greumen?

Define formal communication.

ETHTIET S&aId QSTL T elenyLigy.

Give any ‘two sources of mlstakes glvmg rise to
complalnts

YSTT&EMET eTUpLI|LD Seumasaren a;bg,rrurmasaﬂw gCsab

) @rmmm_ S(MH.

PART B — (5 x 5 = 25 marks)
*Answer any FIVE qu’estiohs.

Explain the principles of communication.

ggaled Qgm_mien Qamarenssmer afleurl.

2 62402/CPZ1B/
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14.

15.

16.

17.

18

19.

What are the points to be kept in mind while
drafting an order? - -

-@@ Ovcxbemuvr Hlg.HLD, mmgmg,@@ ‘rﬂmmeﬁ]d) Qararar

Gouatnig Wi LeTafl&eT wimeneu?

State the points to be noted while drafting letter to
the shareholders ) :
URBIGSTITSEHGE SlgsLD mao‘)iyu.ﬂb"i@urr@gr @GOG
Geuarig W LcTefl&EaneT snmis.

State the characteristics of office memorandum.

SiQIeuds Gliuraenmuden SpUuodLsmer s,

What is a Website? What are its uses for business?

@weru s aaprd eeaar? Ggmfale  Gsar

e m(hiEer, wureme? : A

Draft a weekly report about the Madras Ed1b1e 0il

Market.

QuoL_pme Faniowd eramQenrit sHeg LD mrri;rr(r_'r;;_f,]'g

SINSmasamL euUmITs. ' ' ' :

Prepare a specimen égenda for a board meeting.

R Sl L& DEman rdf Hspss Hraa sunt Caiis.
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