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

Answer any TEN questions each in 50 words.

1.  What do you mean by Business Letter?

cuenlls SiqFD GTETDHTED CTETET ?

2. Define Visual communication?

auerum — TS Qgmiy.

3. Define Formal Communication.

pepwrear QgrLmleper euanrwim.

4. What is Sales Letter?

GlHUEET &iqFD GTETHTE) CTETET ?
5.  Write a short note on Complaint Letter.
YamT sgsb ubdl An GOILIL euanys.

6. How do you end a Business Letter?

cuenils SiqsSHeman eTeueumml (LpigLiLig)?

7.  What is mean by Assignment?

vanfl (Blremruib) eremmmed 6TeimeT ?



10.

11.

12.

13.

14.

Give any two reasons for drafting a complaint
letter.

s 848508 2 HarsGash@ gGCsaid Grem

SMTTEUTRIGE 6T Fo)|d.

What is Agenda?
Blapss) By eremmmed eremmen ?

What is mean by Speech Writing?

QEmOQSTLIT TEmmTed GTeiTe ?

Mention any two advantages of using Email?

Ll etrenm@epEFamevLl LWL (h S8l 66 @ e
BerennEaer @GDILL[H\s.

What is Website?

QUAEGETLD GTGITMITE) 6TEITET ?
PART B — (5 x 5 = 25 marks)
Answer any FIVE questions each in 200 words.

Explain the objectives of Business
Communication.

cuentls Qgrisefler Crrésmisamen ollars@s.

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

cuereysemer 2 (haursGh Crrsdled Corss Geusrig
HHEUD GTETET ?
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15. Describe the functions of Sales Letter.
hueer siggsder Geudurhamer afleu.

16. Draw a specimen notice for Formal meeting.
popwurer sl LSHOEG @ wrdfl bl
Gu(medl.

17. Explain the classification of Reports.

SiMsamasuilen euamsliLTl el aNlemd@s.

18. What are the methods of Communication?
556U O (PEODEHET Wrenel ?

19. Explain the various network used in Internet.

G eaeaTwSsle LweTU(HSsULGILD L Geum
U LIdeTaTdsEameT allemd@s.

PART C — (3 x 10 = 30 marks)
Answer any THREE questions each in 500 words.

20. Enumerate the advantages and disadvantages of
oral communication.

aumuefl gseud Csmmlder meTepOSET  LOHMID
Senwser Y Hweupan sardsd(H\s.

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

s s4ssos 2 Bars@ag Ghlids @pluysemar
& (5.
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22.

23.

24.

Write a letter to debenture holder for conducting
debenture holder meeting.

SLATUSSHTSTIT Fol LSS BLSFleushsE QST &6
USETSMBSS @ S48 TPhg5.

Discuss the various Limitation of Report.
Sfsaasuilen LG euTDLGmET aNl6TdEs.

Discuss about any five modern forms of
Communication.

gCaenld @bg saeue GsTLiy pevpenenw LiHMH
clleurdl&s.
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