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Time : Three hours Maximum : 75 marks
PART A — (10 x 2 = 20 marks)
Answer any TEN questions each in 30 words.
1.  Define communication.
S&6U6 QST euenFLIm).
2. What is complementary close?
PPEWTSGSM (LPlg 6L GTETMITE) GTEITET?
3.  State the meaning of tender.
@UUBS LjeTerl eTamLigen OlLImmeT snmis.
4.  What is enquiry letter?
SNlEMTTEnEmTd: Sig HLD GTETMITED GT6ITEN?
5. Give the meaning of order letter.
DTS Hlg HLD TETLIGE CILITHET H(H.
6. What is a complaint letter?

L|STIT &lq-&LD GTEITMITED GTEIT60T?



10.

11.

12.

13.

14.

What are collaterals?

LTSS SHET GTGITLIG WIME)?

Who is commission agent?

&0l6 (LPFHEIIT GTETLIGIT WTT?

What is meant by report?

SiMGens eTemLigen ClLImmeT wmg)?

Give the meaning of Agenda.

Blap&s ey eranigen ClLmmeT &(ms.

What is meant by website?

CUENGEEITLD GTEITLIGGT Gl LIM(HET 6TEimeT?

Write about the video conferencing.

&TGlamTmel] SeBGIETUITLE LD 6T(LpS)s.
PART B — (5 x 5 = 25 marks)

Answer any FIVE questions each in 200 words.
Point out the characteristics of communication.
556U CgmLmYer Liewrsamard @mlLIk(Hs.

State the need for a business letter.
cuentls slq55dlem Coamelulleners gnmis.
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15. What points should be borne in mind while
drafting a status enquiry letter?

R 5&F Bl olgmramarsd S4sb eripgib Curg)

seuarsdle smerer Gouemiqw GNILIL|EET WiTeneu?

16. Highlight the characteristics of  bank
correspondence.
cumIgl g HSS6m LITL|EHm6T 6T(HSHIH Famis.

17. What are the points to be kept in mind before
drafting an application for agency?
@f wsmw Gouerg elarewriiun  Gauwn Cumg
souangdled Csmerer Gouemriqwt @GMILILIEET Wreneu?

18. How would you classify reports?

SINSMSHEMET GTeUUTM) IS LILI(HSSIGUTUI?
19. State the features of internet.
QTSI G D DFBIHEN TS Fo.M)|S.
PART C — (3 x 10 = 30 marks)

Answer any THREE questions each in 500 words.

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

aanflle  sggsdar  Cropddeenyd e
W&HwsgeusSameanyd Geueafls GamamTTs.
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21.

22.

23.

24.

Write a letter to National textiles asking for
quotation for knitwears.

Cragene CLgevenl o FmeuarsdnE 261 el ger
undlw efleneoliyerafl Gl () HlgsLb eemdleanet eT(LGIs.

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

B @@ curgGanswmer ererm (panmulled 2 erg) eumidlwieniy
sTUSLH  peoarwsdmear  GQesss Carfl  SHgsbd
QD NET 6T(LPGI5.

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

Bneasded efldgsiupGn Geoeas Cumbg s
oy Quplu®dngl  eremm  LIEHTWLITETTSEhS S
SHMOIEMNS QRETHIENET 6T(LS)S.

What is LAN? What are its features and
advantages?

LAN eempré ereiian? iFem <DEFmSGET  LHmILD
BETENLD&ET WITEHE?
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