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PART A — (10 x 2 = 20 marks)

Answer any TEN questions.

Mention the contents found in the heading of a
business letter.

e® aaflst syssdar  ‘soolde)  sraTILELD

Qummer_samtsmers GHILIAGHE.

What is meant by. ‘Reference number in a
business letter?

R cuellas siq. 56550 ‘Lmieneu erer eremymed eresmen?
Explain any two types of enquires made by the
purchaser.

Qsrerpsd Qeviueifer elsryameansaticn THreug) @@
cuansasamer efleul.

What is meant by complaint letter?

LS Slq.6LD GTENDTED GTETa?

What is meant by reference letters?

EHSSIMTE Hiq SRISET GTETDTE) GTITET?

T Bom (es) @FLJ@\S

PART B — (5 x 5 = 25 marks)

Answer any FIVE questions.
What is business letter? How it can be made
effective?
cuamflEs s s eranpmed eramen? SiFenan eTeueumm Sl
UTUIBSSTE 24858 (LPlgL{LD?

Explain the different format styles used in
business letters. -

amflss syghrsaied Luau@ssuudn QeucGeumn
uigeud Carpprisamer efeufl.

What are the points to be considered while Sm&bm
order letters?

gr&ETEeNT  Shshsmar  epgitd Cumg, MBSl
Qamerer Gauanig i GHILILGET wTeneu?

Generally, ‘collection letters are written in series’
— discuss.

Qungieurs, ‘semTL 60 &19.5BIGET Qsm_nrs
asLLBdempear — cleurd).
State a few occasions: for the company

correspondence with its shareholders.

@@m Bgwd, gagoLu ukiEsTTECT(  Si486
Qgmiiy GameTEnd @Gphlaaad Aoauhans sms.
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11.

12.

What is meant by ‘status enquiry’?

s@SHlae eflemeuc eremmme) eresen?

List out the persons with whom a company
secretary may deal through letter correspondence
for company transactions.

@0 Hpwés Aswer, Apio pLelySmEsEsEETS, SigH0
b Agmuiy Qamer@Esd pLismeT LLiq wed[Hs.

State the different
correspondence.

types of company

Blmios s14.58 Ogm_nler QeuciGaug cuenssmens amis.

What is multimedia? .

UGILDL BI@ 66 FTHEILD GTEIDTE) 6Taman?

State the importance of reports.

SEmsseiien WaAusgiesmss sns.

What do you understand by ‘block form’ of writing
inside address?

e arpsaflaw eleflbOitiuLns Lgeusda CT(PGIFED
unid Helir sidleuar wreneu?

What are circular letters?

SODOENS Hig HEIGET GTETDITED GreTaT?
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20.

Explain how computer technology is useful for
business correspondence.

seaflafl Qsmfldom uw, eamilss suss QAstm9nes

ereueumm LweruREng eremuems afleur.

Write short notes on :

@) F.OR.
®) C.F.

¢ F.OB. i
Ap GO cues :

(@) F.OR.

(<) C.LF.

(@) F.0.B.

PART C — (3 x 10 = 30 marks)

Answer any THREE questions.

Explain briefly the different parts of a business
letter.
R0 aumilss sy gsdar LoGaun LNskIEmeT m.@w.a_b:m
efleul.
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21.

22.

23.

Write a letter to your customer expressing your
inability to execute the order due to - worker’s
strike in the factory and the memUm you have taken

" to withdraw the strike.

Uiy SEEWITETIT ‘POHAUGSS, Agmfibperenauded
verflumeriseflen Couemer HmSHD STFeRTONS, Dieuiamer
srssTaaTanL CELOLBSS WG WTELOESTSELD,
Caume fnsssms wyease OQataw® ey Siiser
aTBsgleTeT ewduTBseT GHiSsID m._h_.m_..o RPEND CUDE.

Write a circular letter to your customers to E».S.E
the retirement of a partner in your firm.

e mser fpeuensHgierer s Lol @euar Lieafl

gla Giidg, ehsd  ams@SLTTEEHE
Asfleflsdlenp sppHlsams sigsb ey auans.

As a chairman of the board of directors, write a
letter to a well known businessman of your city
inviting him to join the board of A&Hwonoum of your
company.

SEISEHENL L Blminsden Qus@preeuude,
pus@oLL  persdgeter peng Osflps cuefst

PURIEY) Gamiusne SepLilel (55,

Buéspreaauda - gameeui era papuier QF.MVSA
| QEN UGS
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24. Submit the report of the sub-committee of board of

directors as to the reasons for decline in sales and
the suggestions to promote then.

el - uenen @.3595 DSTET  STTERTRIGMETULILD,  DISNET
Gubu@ggiusharer Lfbgmrsmanyb  GQamarL
Busgpraatgien w Slenawt Gpeen

SifEmasuleen soMNEss. ,
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