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PART A — (10 X 2 20 marks)

Answer any TEN questlons ;',

. State any two advantages and dlsadvantages of

oral communlcatlon
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~ Define orders.
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What .are the information to be furnished in a
letter of é\pplicatidn for employment?
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‘What kind of facts should one know while

planning a letter?
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Comﬁuuﬁc;oq-?ém :

State the meaning of eﬁcgdi‘ng. :

é{@:Lm&mé; GO Gsedlen Qu rf@é'rr Wing)?

- Define settlement.

Sitay - aimpug.
What is meant by drafting?

5135 QiG] CraTpTED reiTaT? -

"What is the me_ri;f of follow-up?
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Wr-ite a -ﬁqt’e on agenda.

) f,]ag'pé@ Blyéd — @'@uq er@fg,y;

Llst out ‘the merlts of t1me1y reports in busmess

letters. - .
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What is word processing?

. Gemer AgmeLiy Q&Lu'ei)@mmmdm'_@ wrgi?

What is voice mail?
G D(EHED, GTENHITE Graiman? _
PART B — (5 x 5= 25 marks) _

Ahs__wér any FIVE questions.

, What are the principles of comm_uhiéa’tion?

| BHEUD Qg,rrl;frlﬁle'af B&EIGURIFET WITEDEU?

State the circumstances of using strong appeals n

busmess letters.

Grpg, @gpﬁmwasmﬂm cuemilad esqg,rmascrﬂsu HEUNSEM S
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What are public relations letters? Explain the
important characteristics of public relations

le't-ters’.
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17,
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An unknown party has placed a large order with -

you for credit. Write a letter thanking him and

asking him to furnish . you the names of his
bankers and trade reference. :
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What are the types of reports generally plepared

- 1n an office?
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Draft the minutes of the meeting of Board of
Directors of Sunvin Electronics Ltd., Chennai with
assumed usual transactions:

Feneden Gra)ésl;r;rr_'etﬂé;eio L, Q&e%rmemuﬁleirr-,@ué;@gyr'r
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Explain the changes brought about in the field of
communication by 1nformat1on technology
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corporation for a loan agains,t his policy.

PART C (3 x 10 =30 marks) |

Answer any THREE questmns

List out the Varlous types uf commumcatmn and

‘_ explam thelr ments and. demerlts

ga;mcu Qg,m_mﬁlm uw@mgu mma;e:mmu m_tq_u.mSh_@

amma;efﬂccr pmmm ﬁmma;emrr aﬁ]erras@a;

Write a lettel to a bank manager for gettmg an:”} o
overdraft facﬂlty for your business concern. '
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A policy-holder write a letter to the life insurance
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"Explam the types of cu'cular letter
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24. Discuss the adlvellntage_s of the following : -

T (a) - Telex
(b)  Fax
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