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Time : Three hours Maximum : 75 marks 

PART A — (10 × 2 = 20 marks) 

Answer any TEN questions each in 50 words. 

1. What do you mean by Business Letter? 

 ÁoP Piu® GßÓõÀ GßÚ? 

2. Define Visual communication? 

 Áøμ¯Ö – Põm] öuõhº¦. 

3. Define Formal Communication. 

 •øÓ¯õÚ öuõhº¤øÚ Áøμ¯Ö. 

4. What is Sales Letter? 

 ÂØ£øÚ Piu® GßÓõÀ GßÚ? 

5. Write a short note on Complaint Letter. 

 ¦Põº Piu® £ØÔ ]Ö SÔ¨¦ ÁøμP. 

6. How do you end a Business Letter? 

 ÁoP PiuzvøÚ GÆÁõÖ •i¨£x? 

7. What is mean by Assignment? 

 £o ({ºn¯®) GßÓõÀ GßÚ? 
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8. Give any two reasons for drafting a complaint 
letter. 

 ¦Põº Piuzøu E¸ÁõUSÁuØS H÷uÝ® Cμsk 
Põμn[PøÍ TÖP. 

9. What is Agenda? 
 {PÌa] {μÀ GßÓõÀ GßÚ? 

10. What is mean by Speech Writing? 
 ö\õÀöuõhº GßÓõÀ GßÚ? 

11. Mention any two advantages of using Email? 
 ªßÚg\ø»¨ £¯ß£kzxÁuß Cμsk 

|ßø©PøÍ SÔ¨¤kP. 

12. What is Website? 
 Áø»uÍ® GßÓõÀ GßÚ? 

PART B — (5 × 5 = 25 marks) 

 Answer any FIVE questions each in 200 words. 

13. Explain the objectives of Business 
Communication.  

 ÁoP öuõhº¦PÎß ÷|õUP[PøÍ ÂÍUSP.  

14. What is the information to be included at the time 
of drafting orders? 

 ÁøμÄPøÍ E¸ÁõUS® ÷|μzvÀ ÷\ºUP ÷Ási¯ 
uPÁÀ GßÚ? 
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15. Describe the functions of Sales Letter. 
 ÂØ£øÚ Piuzvß ö\¯À£õkPøÍ ÂÁ›. 

16. Draw a specimen notice for Formal meeting. 
 •øÓ¯õÚ TmhzvØS J¸ ©õv› AÔÂ¨ø£ 

Á¸Â. 

17. Explain the classification of Reports. 
 AÔUøP°ß ÁøP¨£õmøh ÂÍUSP. 

18. What are the methods of Communication? 
 uPÁÀ öuõhº¦ •øÓPÒ ¯õøÁ? 

19. Explain the various network used in Internet. 
 Cøn¯zvÀ £¯ß£kzu¨£k® £À÷ÁÖ 

Áø»¨¤ßÚÀPøÍ ÂÍUSP. 

PART C — (3 × 10 = 30 marks) 

Answer any THREE questions each in 500 words. 

20. Enumerate the advantages and disadvantages of 
oral communication. 

 Áõ´ÁÈ uPÁÀ öuõhº¤ß |ßø©PÒ ©ØÖ® 
wø©PÒ BQ¯ÁØøÓ PnUQkP. 

21. Explain the hints on drafting the letter of 
Complaints. 

 ¦Põº Piuzøu E¸ÁõUSÁx SÔzu SÔ¨¦PøÍ 
ÂÍUSP. 
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22. Write a letter to debenture holder for conducting 
debenture holder meeting. 

 Phß£zvμuõμº Tmhzøu |hzxÁuØUS Cuμ Phß 
£zvμuõμ¸US J¸ Piu® GÊxP. 

23. Discuss the various Limitation of Report. 

 AÔUøP°ß £À÷ÁÖ Áμ®¦PøÍ ÂÍUSP. 

24. Discuss about any five modern forms of 
Communication. 

 H÷uÝ® I¢x uPÁÀ öuõhº¦ •øÓø©ø¯ £ØÔ 
ÂÁõvUP.  

——————––– 


