il

22.

23,

24,

Draft a sales letter introducing LED Television set
in the market. :
gpenglid LED Gsrevassti fwurs odwpslibi@ss
&lq.HL0 Qamdlena 6T(Lpg)s.

Write a letter to your insurer notifying them of a
small fire at your business premises. Ask them to

arrange for an early inspection to enable you to
put things right as soon as possible.

o angl eueanils a.lmrrasg_}f,]a) aflw & Muss BLBSS

© Ghss eeay sruSlLrermég Qsluliu@sdun

CuogyiLd S| GUTEHENGT Salglll F54lrid <6
CupQsmeT@Epomny sy SLb Qerdlamar 6T s)s.

Write an offer memorandum warning an employee
against'his smoking inside the office premises.

élggjeua)as auerrsgSld  Lanflureriaer Lensidig g
SenL. Q&u_luJuul_@\eﬂmgj ﬁmmmu@g;ﬁ eréafleens

Bl LD @Endlenan cT(PI.

Examine the advantages of SMS and Internet.

- SMS wihmibd @mmuggﬂm BETENLDSEET <, ITTIIG.
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- Time : Three hours Maximum : 75 marks

SECTION A — (10 x 2 = 20 marks)

Answer any TEN questions.

1.  Define Business Communication.
© eurenils s&eU6 QST euenTwmi.

2. . What is business letter?
Guantls Glq.HLD GremDTEd 6T6Hma?

3. What is inside address?
2 dTEGH ellemrsid eraTned retmen?

4. Give the meaning of adjustment letter.

FMEE. LD Siq.H1b eramigem QLITmET SHs.

5.  What is circular letter?

FHDHEMS &Hiq.BLD GTEIDITG 6T 6Iren?

6.  Write the purposes of a sales letter.
el pLienans sy HSlen CHT&EShIGMAT GF(PEIS.

. Mention any two advantages of sales letter.

afpuenead sissdlen q@g,@]m Qe bereLosener
GHLAGS.

Business Communicakign



10.

11.

12.

13.

14.

What is bank correspondence?

GUMEIS] Blg HBIGET GTENDITE) GTGITEN?

Write the meaniné of Memorandum.
Plapanals GOILIL erémuge GlLImmeT eT(Lpg)s.
What is a press r'epdrt?

usSNEame dsma erannTa eramem?

Give the meaning of message forward.

‘pe T(hsgls Gerdvelibth Calid eremlgen GLm(meT

EOS.

What is internet?

@Gmmmm CTEDTE) Greiren?”
SECTION B—(5x5=25 marks)

Answer any FIVE questions.

. What are the physical barriers in communiCation?

S&eue QprLimen 2 L e FTTHS SENL_&HGET UITF)?
Highlight the features of a good business letter.

Qr Sops @Jmﬂas aqu_gg,g‘;]m S| LDFBISEET GGSITLq_L®
STL(HS.

2 62402/CPZ1B/

- CPW1B/CPG4D

15,

16.

1T

18.

131,

20.

What are the points to be borne 1n mmd which

‘writing a complaint letter?

@ Ligni s4sb erpgib Gurgl seuagsle Qa;rremn
Couaimiq L &(HSSISEET WTg?

Point out the objectives of circular letter.
sHPOI&EDE &g s&S e ChréshisEmar THSEDTES.
What are the different ‘types of bank
correspondence? .

LOGauD ST aubid) &SlqSHIGET LITE)?
Distinguish Bétween office circular and circular
letter.

Si@eins . sHpHs@masEL  LHHID
54558 D@ 2 ater Caupur@emens s5s.

&Hool&ems
Explain the characteristics of an e-mail message.
Blenamgpaed Gaidludan LiamLsEamer 6leTé@s.
SECTION C — (3 x 10 = 30 marks)
Answer any THREE questions.

Bring out the significance of effective business
communication. :

QI uu.l@]@rrm @Jmﬂasg, Qg,rrurlfﬂ@rr (yaa;a%]ug,gjmg,;_ﬁmm

Qeuel &0 sreanTTs.
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