21.

22,

23.

24.

Explain various types of business letter.
auails sggsdlar LoGay umsamen elersEs.

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

QM ngn'@m&ﬁmmuﬂm SETEHTATIT Qg;eﬁ]é;@
GITERTLILID GuUen e,

Explain the process of report writing. -

sifisms aumygsader aufopampaamen of aréEs.

What are the advantages and disadvantages of

video conferencing?

srQammedl smfufer patewsdr WLHML Smwser
WITena. ?
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PART A — (10 x 2 = 20 marks)
Answer any TEN questions only.

1. What is business communication?
cuallss geeudd QBmLitLy erampmed erevmen ?

2. What are Business letter?

auanflls SGHRSET Wreme ?

3.  Write a short note on oral communication.
aruQumfls sseud Qgriiy upd o Hm @Lf)]uq
T(PSIG.

4 What do you understand by trade enquires?
wafls elsmraansd Lpdl el ifleug wrg ?

5.  What is sales letter? )
clipLiener SigFd eremmmed eretren ?

6. Mention any two importance of fire insurance.

8 esruSiyer sflusged upd  gCseuid
Qg enar @GHLIGHs. ' o



10.

11.

12.

181

Who 'is Director?

QUEGBIT eTeTLIGuT Wit ?

What is Agenda?

Bl&p&d Hiyed erempmed GTEITG 7

Give the meaning of Recommendation report.
ufipgier sifléms erermigen Qurmener B(mHa.
State any two modern forms of communication.

gooud Cgmmier peien ste euneutiser gGaeb

* @ reiig enen G mis.

What is Fax?

QBTN BEHED ETEMTED 6Teen ?

Mention any two advantages of E-mail.

WOlairemmereellel  BemanLDae gCsaud @ yetmg amer

NGNS

PART B — (5 x 5 = 25 marks)
Answer any FIVE questions.

What are the characteristics of a ‘good business
letter?

aaflls s4ssHe i lILML Sapis6T WTanel ?

2 62502/CZ21B/

- CA31B/AY21B

14.
15.

16.
17.

18.

19.

20.

o6 wefls  syssder @bl

List out the merits of written communication.
apss )  sseud Qerimder  pemanosaar
T ' .

Describe the layout of a business letter.

popWener
cllens@s.

Draft a letter to the fire insurance information

them about the fire accident in your godown.

oog  Hiig Suupdl eafips ugsens Lipd)
sMISLE HpwsdpE @ sysb amys. "

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

BLLUL sad@ QammiGashE ‘Gurtid) Cuaranmés
SO S4B TIPSIS.
What are the objectives of report writing?
Sifisams auanggalen Cprésmiaar wramal ?
List out.the merits of internet.
BAavamuger perewsmen L igwieHs.
PART C — (3 x 10 = 30 marks)
Answer any THREE questions.

Describe the
communication.

principles of an effective

@ 8pps sseud Qgrirlear Cam_ LirGamer feufl.

3 62502/CZ21B/
" CA31B/AY21B



