
  

APRIL 2021 62402/CPZ1B/ 
 CPW1B/CPG4D 

Time : Three hours Maximum : 75 marks 

PART A — (10  2 = 20 marks) 

Answer any TEN questions each in 30 words. 

1. Define communication. 

 uPÁÀ öuõhº¦ Áøμ¯Ö. 

2. What is complementary close? 

 •Êø©¯õUSQÓ •iÄ GßÓõÀ GßÚ? 

3. State the meaning of tender. 

 J¨£¢u ¦ÒÎ Gß£uß ö£õ¸Ò TÖP. 

4. What is enquiry letter? 

 Â\õμønU Piu® GßÓõÀ GßÚ? 

5. Give the meaning of order letter. 

 BønU Piu® Gß£uß ö£õ¸Ò u¸P. 

6. What is a complaint letter? 

 ¦Põº Piu® GßÓõÀ GßÚ? 
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7. What are collaterals? 

 CønzuÀPÒ Gß£x ¯õx? 

8. Who is commission agent? 

 PÈÄ •PÁº Gß£Áº ¯õº? 

9. What is meant by report? 

 AÔUøP Gß£uß ö£õ¸Ò ¯õx? 

10. Give the meaning of Agenda. 

 {PÌa] {μÀ Gß£uß ö£õ¸Ò u¸P. 

11. What is meant by website? 

 Áø»uÍ® Gß£uß ö£õ¸Ò GßÚ? 

12. Write about the video conferencing. 

 Põönõ¼ P»¢xøμ¯õhÀ £ØÔ GÊxP. 

PART B — (5  5 = 25 marks) 

Answer any FIVE questions each in 200 words. 

13. Point out the characteristics of communication. 

 uPÁÀ öuõhº¤ß £s¦PøÍU SÔ¨¤kP. 

14. State the need for a business letter. 

 ÁoP Piuzvß ÷uøÁ°øÚU TÖP. 
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15. What points should be borne in mind while 
drafting a status enquiry letter? 

 J¸ uSv {ø» Â\õμønU Piu® GÊx® ÷£õx 

PÁÚzvÀ öPõÒÍ ÷Ási¯ SÔ¨¦PÒ ¯õøÁ? 

16. Highlight the characteristics of bank 
correspondence. 

 Á[Q Piuzvß £s¦PøÍ GkzxU TÖP. 

17. What are the points to be kept in mind before 
drafting an application for agency? 

 Kº •Pø© ÷Ási Âsn¨£® ö\´²® ÷£õx 

PÁÚzvÀ öPõÒÍ ÷Ási¯ SÔ¨¦PÒ ¯õøÁ? 

18. How would you classify reports? 

 AÔUøPPøÍ  GÆÁõÖ ÁøP¨£kzxÁõ´? 

19. State the features of internet. 

 Cøn¯zvß A®\[PøÍU TÖP. 

PART C — (3  10 = 30 marks) 

Answer any THREE questions each in 500 words. 

20. Bring out the significance of the physical 
appearance of business letter. 

 ÁoP Piuzvß ÷uõØÓzvøÚ²® Auß 

•UQ¯zxÁzvøÚ²® öÁÎU öPõnºP. 
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21. Write a letter to National textiles asking for 
quotation for knitwears. 

 ÷|åÚÀ öhUìøhÀ {ÖÁÚzvØS EÒ BøhPÒ 

£ØÔ¯ Âø»¨¦ÒÎ ÷Pmk Piu® JßÔøÚ GÊxP. 

22. As a customer, draft a letter to your banker giving 
standing instruction for paying your life insurance 
premium periodically. 

 } J¸ ÁõiUøP¯õÍº GßÓ •øÓ°À EÚx Á[Q¯øμ 

Põ¨¥mk •øÚ©zvøÚ ö\¾zuU ÷Põ› Piu® 

JßÔøÚ GÊxP. 

23. Write a circular informing the employees about 
withdrawal of free transport service provided to 
them. 

 {ÖÁÚzvÀ AÎUP¨£k® C»Á\ ÷£¸¢x Á\v 

v¸®£ ö£Ó¨£kQÓx GßÖ £o¯õÍºPÐUS 

_ØÓÔUøP JßÔøÚ GÊxP. 

24. What is LAN? What are its features and 
advantages? 

 LAN GßÓõÀ GßÚ? Auß A®\[PÒ ©ØÖ® 

|ßø©PÒ ¯õøÁ? 

———————  


