21.

22,

23.

24,

Write a letter of rejecting the order of a dealer.

en adflCursgevsfer mamaw oy AsMailgs)
Slg S0 (LGS,

Draft a letter to the insurance company
information them about the fire accident in your
factory.

2108 Gsmfpsrawuia Saupd afips elursas
updl  sruiC @ Snwsdhe  Qefeliuspe e
SaB TG!S

Explain the process of report writing.

<iflsans cuemygalien culfl (panpamar aflersEs.

Describe the various types of interview.

Cpramamallen LOCaum cuamassmer LHH eNeuflésaib.
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Time : Three hours Maximum : 75 marks
PART A — (10 x 2 = 20 marks)
Answer any TEN questions.
1. What is business communication?
aualls sseud QamLiy eranpmed eremar?
2. Define E-Communication.
Blemeram) sseud GTLITY euenFwm)
3.  What is letter of complaint?
L&MTT &g HID GTEmpTed 6T6urey ?
4. Write a short note on adjustment letter.
sllslLed s4sb GOS8 @G fn GOy awsls.

5. Define'insurance.
C sTUUE euenrwmy.

6. What do you |understand by Agency
correspondence?

paow &igs Ceriiy uph BeiliT @ifleug wrg ?

1 Biom =  Buwrnr (ommuni calion



10.

11.

12,

13.

14.

Give the meaning of Marine Insurance.
sLeant smuSE eetugenr QuTmaner Hms.

Write any two duties of secretary:
Qeweler sLawaer qCsgib @ramemarn erws)s.
What is niinutes?
L pLeugsens GHUCU®R eretmmed ereiren ?
Mention the meaning of business report.
cuafls Sifsms erefugen Qurmener GHLGGS.,
How do you. prepare Resume?
senelleur @Hluanu B ereueumgy ;5u'_|r.rrrﬂuu(rull?
What is digital profile?
Wletremem-aw eSeurLd eTemDmed eTaben ?

PART B — (5 x 5 = 25 marks)

Answer any FIVE Questions.

What are the barriers of communication?

geeued Qem_mid 2 6ar smLs6T Lramal?

Explain communication process.

s&eud Qgmmier e papeaw ofersss.

2 62583/146E1A/144E1A/
145E1A/148E1A/
118E1A

15.

16.

17.

18.

19.

20.

What are the different types of circular letter?

sHpMsms sy ssder uDGa UMESET Wremal ?

Write a quotation letter for Refrigerator.
Gofitengan  CQuigssrar sleatiulgud Cal
&g S0 T(LHGIS. .

State the various types of insurance.

sl e OGN cumsS@aET Sns.

What are the objectives of report writing?

Siflsema cuanrgalen Crrésmsar Wrame ?

Mention the importance of digital profile.
Benarg  swielurd  swurfiuge  WsHugudms
GHLAGS.

PART C — (3 x 10 = 30 marks)

Answer any THREE questions.

Describe with illustration of the different parts of
business letter.

auanfles syssdar L  UGHsmer TS Ms@EHLem
cflleufésayLb.
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