20.

21,

22.

23.

24.

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

Explain the objectives of business communication.
auanfls gseud Agmmien Crrésmismer elersEs.

You are the need of the department of commerce.
Make an order to Sultan Chand and Sons for 100
Accountancy books for your students.
auamfleggiampuie Briser cuallasgimn gaaalr, o kiser
LDITEIT 61T (61588 SevGITat Lhmi Fanen sibeueaisg 100
samssLUUSeltlud Lssahsear Col( wymar Qe
QUENTS.

Draft a letter to the Insurance Company uniform
them about the fire accident in your godown.

sang uanLssride § euss gHULLs  LHH
sMIEL® flpieuersding QsMelss su.sb eem aamys.

Explain the steps involved in the business report
writing.
aafls idlsmeder erpgioudld 2 erar LigHlaasamen
alflend @,

Give an elaborate essay on modern forms of
communication.

B&6ue) CgmLmer peiar aigeutigemer s (HeT allg.elld

S(Hs.
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Time : Three hours Maximum : 75 marks
PART A — (10 x 2 = 20 marks)

Answer any TEN questions.

1.  What is oral communication?
aumliallfl $&6eued QETLITL eTammTed 6Tebien?

2.  State the objectives of communication.
sxeue) WgrLmdler Crrésmsmen GHLUKGHS.

3.  Write about psychological barrier in
communication. _
2 arellwier et P SaHeued QBm_MmAed er(gis.

4.  Give some tips on writing enquiry letter.
eflgmyenenr &b a(HusHE o Cursmarsamer

S(H&.

5. What is unsolicited sales letter?
Esa UL TE 6l DLGMET Slq HLD GTEDHITE 6TeITen?

6. List out the different types of insurance
correspondence.
SIS 2Ehsd aTgusnE o Gursmearsemen

S5(H&.
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10.

11.

12.

13.

14.

What is letter of credit?
&LGYT Hlq.5LD GTEITMITE) GTEITEN?

Who is an agent?
(PSEUIT ETETLIGUIT WITT?

Give the meaning of formal report.
PeDWTET ihlsens CLIMHET &(ms.

Define Agenda.
Blaps Golliy euamum.

Explain video conference.
srlanrmell &l afersgs.

Mention the merits of internet.
Qeennugdlen parenioseaner @O HS.

PART B — (5 x 5 = 25 marks)

Answer any FIVE questions.

Explain the merits and demerits of written
communication.

T(psgIuf HeaLCsTL M6 Heend LHMID SemoseT
ollersEs.

Explain in brief about the layout of business
letter.

auafls sl ssdlen 1Ll uHb sEmEsLTsS 6lersEs.

2 72203/MAM2C/
BPF4D/BPG4D/
BPM2A

15.

16.

17.

18.

19.

Mention the situations in which circular letter
may be sent.

aps  &HPNGMms s GRBlaeuid et
erenLions GMULA(H .

Write a letter to the bank manager to open a
current account.
BLLIL| SIS, Fl6UMhIsH aUhig) Gm@)nm@&@ &g 51D e

GT (LD &S

Draft a suitable reply to a customer who has
complained about the poor service of the
typewriters supplied by you.

slLge Qumb Ceeneu @mg)m upd Y& Q&u.lg;
UMGEMSBWITAT(HEE Lk efigseurserme sflwrear

LSl6) &iqFLD QRETN QUGNTS.

Point out the reasons why using video conference
in business.
auamflagde srCammelam & ger LweLHSSUILIHE DS

GTEUTM TGN BISHENET &(H&.

Define Memorandum. What are the tips in making
memorandum?

GOIUTEnEnT cUETWIMI. GOILILITEERT 6T(LPSIeuSHE 2 arar
CuInsaeTsEr Wreneu?
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