21

22.

-23.

24.

Write an applica'tiqn letter for the post of an

accountant in a limited company, in Madurai.

iogleoquller e drer @ CuMTUMISSILILL ﬁlgﬂbgﬁw
saTEETeTT L5eNs@ @ elleRTammiLID eT(pg)s.

Write a letter to insurance company regarding
complaint for loss of stock due to fire.

Bullenné 5760 Copsen gl pey b THULLE GH5E
ST G ApuasHiE S Usi sapb T@Es.
Explain the various types of. reports.

<iflsmalen LGHGaun aumasamen ellau.

Describe the various uses of Internet.

@mmmgmgﬁm veGeug LweatUTREMaT 65l6TéEs.
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Time : Three hours

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

Answer any TEN questions.

What is Formal Communication?

Q,o;;n,r_r)u_lrrm F&EaUE QSTLITL GTemmmed 6Tewmen?

What do you mean by Semantic Barriers?

QerpQunper emips goLsdr LHH Heli iblag
Wimgy? A ' ‘

How date of the letter can be written?

@ 55580 Cpd aaiauny GHII_LL Cauan@id?
%at is a Letter of Enquiry?

@5 CNETTMETE HigBHLD GTEMDHITE) GTEHEN?

What are Circular Letters?

FHONEDS Fig SRIGET WTEMGI?

Give the meaning of Valued Policy.
wAHGSH Geiwiul L urellél .Grsbrug,eirr QuimseT g(ms.

Commumcalion



10.

11.

12.

13.

14.

State the importance of Banking Correspondence.
ouisd] gaaue GgmLmler Wadiisgeugms GOLINEHS.
Name tﬁe typ_és of company meetings.
Bmios sl Ltiseflen eumasmer Quw@e.
Write the meaning of Report.
2PlGS eTETLISE CLITHEnET 6T(LpF|.
What is Internet?
E)ERTWSETLD GTETDTE) GTEITEN ?
What is WWW?
WWW aerenmmed erement?
What is Video Conferencing?
srQanmels 856\)&)5]66)‘IJ'U'_J-I'I’I_.G.I) GTGIDITED GTGITG?
PART B — (5 x 5 = 25 marks)

Answer any FIVE questions. -
What- are the advantages of Informal
Communication? ‘

Q@DUDD S56160 QFTL TN HETaoaeT wimeneu?

Explain the layout of a Business Letter.
@m eurtallas sysssar Qeuealiiyn eenwiiGeamer
afleunl. :
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15.

16.

17.

18.

19.

20.

Mention the functions of a Sales letter.

e adpuean sgsd e uamflsmer GHILGHS.

List the different forms of Agency Letters.

PE®L  SigFrEIGaT 6 .QQJQ'_IGGLIQI SiemwLliLsemer
Ul igwell (.

Draft an office order asking employees to avoid
smoking during office hours. .

SQeuns  Cursdled  yas _ Yy sz gellTssL
Couamr(hd  ereiiigl  GMST. DIQIUIDE YT
Swirfl &8,
State the advantages of E-Mail.
L\ GHTEIT (G EGOIGT [BETGH LOSHENET & )1
What are the various uses of Fax?
Qgranawpaaiien LeGeuml LILIETSET WTeneu?
PART C — (3 x 10 = 30 marks)
Answer any THREE questions.

What are the essentials of an “effective
Communication?

@@ Hnps ssae QsTLTADE Ceemeuwimer S|Lb&mIS6T
wIrenaeu ?
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