21.

22,

23.

24.

Write a letter of rejecting the order of a dealer.
2@ HCursgagfer wLmaramu oL OsMaiss
HG S TGS,

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

2.5 Gemipsrmaie Suupd eaflts Nurseams
7T - N TR T ﬂg;m}séﬂm Qsflefiiugne e
S4B TG!S,

Explain the process of report writing.

2ifléms cumpsalsn aulfl papsmer oflerseEs.

Describe the various types of interview.

Cpisrameler LoGaun uamssmer LD efleuNssayib.
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Time : Three hours Maximum : 75 marks
PART A — (10 x 2 = 20 marks)

Answer any TEN questions.

1. What 1s business communication?

euanflas gaeue QgmLiy erammed eTermer ?

2. Define E-Communication.

letangn| H&Heud QHTLiTL euenFLIm
3.  What is letter of complaint? \
L& SlgSLb TETDITED 6T6bran ?
4.  Write a short note on adjustment letter.
sflale sysbd Giiss e Hn GHUY awss.
5. Define insurance.

sTUS® euenywgy.

6. What do you wunderstand by Agency
correspondence?

wps@w sus Cgriiy updl Bellr Sideug wrg ?

S Boom CG‘I) = Buoutrunq C&mmmﬁmﬁ



10.

11.

12.

13.

14.

Give the meaning of Marine Insurance.
sLeant sTLSE erarusen QU maa Hms.

Write any two duties of secretary.

Ceuafldar sLmwsdr gCGsmib @ramgmar erpss.

What is minutes?

gl L. pLeusans GOILICLE erepmdd cTemar ?

Mention the meaning of business report.

aafls siflsms eaeaugen Qummaer @Olrnd@Has.

How do you prepare Resume?

sarailaur @Hluenu B ereueumy gwmAcumi?

What is digital profile?

Bleraami s eSleurd eremmmed aretres ?
PARTB—(5x5 = 25 marks)
Answer any FIVE questions.

What are the barriers of communication?

Fseue CsrLmdd 2 drer SepL 6T wWraney ?

Explain communication process.

B Ggrmier perLpeapeow oflarsss.
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15.

16.

17.

18.

19.

20.

What are the different types of circular letter?

sHofisms sussder LGN UMSSHET WTeneu ?

Write a quotation letter for Refrigerator.
Geflierger  Quig&srar el ipud  Gasl ()
HlgHD TIPS, .

State the various types of insurance.

TS g6t LOCeu euMmESHMET FnD)s.

What are the objectives of report writing?

2iH&ens cuanrsedien Crréssmsdr wrenew ?

Mention the importance of digital profile.
Blemangy  swellughd  swurfluuger  ApsHuglcusms
GHLAGS.

PART C — (3 x 10 = 30 marks)

Answer any THREE questions.

Describe with illustration of the different parts of
business letter.

cuenfla  sussdear v  LGHsmen omé) & erp L6t
MeuflsasayLd.
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