20.

21.

22,

23.

24.

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

Explain the qualities of a good business let'ter:

0 Epps cuenfls sy s5fan sEHamen eflonsss.

Draft an enquiry letter asking for price of
computer :
asmﬂa!ﬂuﬁlm sfﬂemv Cal(d em @fﬂgrrusmmas Hlg.HLD

UaNTS.

Write a circular letter announcing the opening of a
new branch. °

20 ydu dmers  HpliGmaen aﬂ%%@w 20
sHDOIGMS Sig LD (PSS

Write a reply letter to -a shareholder who

complaint about lower dividend.

GBS URETETUD GHSs LsTi Celis €(1h LIk &SIt
SIUTEEBES @5 LHD Sy HLb eT(1pgIs.

Explain the order of content of a good report.

T @M Apbs iMsmsufen &mmLasasg,'é,]m auflengulienas

elleréEs.
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2B :
BuAIneAL

Maximum : 75 marks
PART A — (10 x 2 = 20 marks)

Answer any TEN questions.

What is Business Correspondence?

auallss S8 QFTLTL| GTemnmed eTéman?
What do you mean by ‘The You Attitude’?
‘BT wemiumbi@ uHB 2108 HHSEH wWTe?
What is ‘Attention Line’?

‘seuan FrTLL eufl’ eTedtmmed erebran?

What is an offer?

Sjefly eremmmed erevren?

What do you mean by C.1.F?

8. 61 eramug) Lipd 2. wg &MSIH WTE?
What is circular letter?

SDDHEMES HlgHLD CTTHTE) GTees?

Communyc ok on .



10.

11.

12.

Is object of an application an appointment or an
interview?
@@ daramiugden Crrasnd uamfilflwweanor ooz

Crismanreom?

Who can have correspondence with company law
board for a joint stock company?

@ sl HuLnG Bnwsdhsrs Hniw sLLE Ge L ar
65Lq_§5f6:36]§ﬂ’|_ffu\ MeUSEIS QETETaTS Falg LIGIT WITT?

How debenture holders of the company are
outsiders of the company?

e@  Hgwidear  sier  usdrsmrt  Eipogder
Qeueflum_ 6T 6renLg) GTHhIMEIGID? .

What are the back matters of a report?

@@ ifsmaudar Ger eALTRISET WTenau?

State the parts of a ‘Speech’.

@R ey aranuSlen LGdamer GHILEGHS.

What are the important benefits of using
computers in business correspondence?

aefle si4gs50sTL M6 saflafl Lwemm_ e pasw
LIWIGTIGET WITEH6u ?
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13.

14.

15.
16.
17.

18.

19.

PART B — (5 x 5 = 25 marks)
Answer any FIVE questions.

What are the advantages of business letters?
cuanfl&d Sl Hinisaflen HETePLD&ET WITeneu?

What are the various salutations used in business
letters?

auamlls - sy sriseien LeTLI(HSSILD LJG'\)C‘S@JQJ

CUGRT&HSEIHET WITENG?
What are the categories of adjustment letters?

sM&asL_ () sy shseier 1feyseT wreme?

What are the causes for complaint letters?

LT Sl HhI&EHESTET STt BISET WTene.?

Give the stagewise collection letters?

QUGD SlqHHISEMET Baveeurflune sms.

What are the occasions for company

correspondence with' directors? ]

Quis@biadr o Lamar Bmw sgs AsroisEnésmen
Gbleneser wmeneu? '

Write a press report on demonetisation.

uenr iy Bésb Ghlss usHlsms fsms aumys.
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