21.

22,

23.

24.

Explain various types of business letter.

aumils shesdler LwGap cumasman eflarsEs.

Draft an application for the post of Accountant in
a factory. i

G Gsmfipsroaled  samssmtert  LgeNsE
oS emanti LD GUEnyS. ‘

Explain the process of report writing. ’

SiPlsas auapgeilen aullpapamer eleréEs.

What are the advantages and disadvantages of
video cOnfer\'encing? )

srolemmedl sTLflen perenseET WHHIL Seioser
WTene ? g
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Time : Three hours ’

Maximum : 75 marks
PART A— (10 x 2 = 20 marks)
Answer any TEN questions only.

What is business communication?
aafllss gaeid OFTLITY erempmed erabme?

What are Business letter?
cuanlla &g FhisET Wreaneu ?

Write a short note on oral communication.

D amuQumfs sgaaud AstLiy upd em Hm @dliy

TPGIS.

‘What do you understand by trade ‘enquires?

auafles edsmreramaer ubd Bellit ofeug wrg ?

‘What is sales letter?

efipuener G FLb erampIEd crairan?

Mention any two importance of fire insurance.

8 esnuliger - wsfluggeud upd  gCaguid
@ramgemer GHUKGHS. : .



10.

11.

12.

13.

Who is Director?

QUISEBT eTeTLIeUT Wi ?

What is Agenda?

Blap&s Hlyed erampmed eretra ?

Give the meaning of Recommendation report.
ufipgior Sifisms earuger Qurmaer H(ms.
State any two modern forms of communication.

5&aU6) ClgmLiTilesr g_r,sﬁsur &TQ a.qu_aera;m G;Gg,@m
@) etriq enew .0,

What is Fax?
Ggrane pad %rﬁ'b'r,mnsi) GTebTEn
Mention any two advantages of E-mail:

Bletramgreeden - HemanLosaT @r@g@jm @) yetiq en et
GOLNARs.

PART B — (5 x 5 = 25 marks)

Answer any FIVE questions.

What are the characterlstlcs of a good business

letter?

wails S ESS6m g lILIL SnmEeT WTamel ?
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14.

15.

16.

17.

18.

19.

20.

List out the merits of written communication.

Tpss el g,a;eueﬁ

QgrLmler  BewanoEameT
U IS B '

Describe the layout of a business letter.

e® aafls  sggsdlar  @wuy  pepllamen
Neré@s. , r
Draft a letter to the fire insurance information
them about the fire accident in your godown. -

cwg St Suupd afps eugses - L
sriSC @ Bowssde em shsbh euamrs. '

Write a letter to a bank manager to open a current
account.

BLLIL SaméE QgrrL_rsJ@@Jg,,m@ QUi CSLonrrm@a;@
20 S5 ”@515
What are the objectives of report writing?
SiPlsams auanrseiier Crrssmiseat wranal ? "L
List out the merits of internet.
@Gmmru_lgsé]m BemenLo&SmeT LI g6 Bs. h
PART C — (3 x 10 = 30 marks)
Answer any THREE questions.

Describe, the
communication.

principles of an effective

- @0 Apps ssaud Agrimder Carur@smer edlaufl.
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