A

w

L1l

15.

16.

18.

- 19.

20.

(a) Explain the features of business report.
eflwirLimy ydl&amaeuler @i L sener cllaTsEs.
Or

(b) List: out the different types of business
repolt

eflwrumy  plsmaar  LOGaum  eumssmar
UL g6 (h&:
SECTION C — (8 * 10 = 30 marks)

Answer any THREE questions.

Elucidate the meaning, definition and featmes of
business communication.

eflwruny  peeud Gemmber Gummer, ey
LHmILD @ Lsamar el oréEes. :
Discuss the analysis of business letters.
eflwmungs s siisaflear L@ULTieney 65 eums.
Write about various types of business letters. ;
uaGeug euamswirar adwimimé sy shiser LD eripgie:

Distinguish between curriculum vitae and resume.

gaflpur . sevefl . 5EHs @OUADEID
&M &M DE blenGuiwimen Geummieniogenar
Coupiu (B &515. '

Write an essay on importance of business
communication.

eflwrury gseue QgrimSlwealen apsSusgend Lnb

QM SL(Hen eUEns.
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SECTION A — (10 X2 =20) malks)

Answer ALL questions,
Define communication
B&H6aI6 LlFTLTEnLI eIenTLII. '

What is meant by effective  business
communication?

Ll iggy@Ter 68 iy BE61E Gl GTETDTE) GTaTan?
What is business letters?

GMlWLITL TS Blq.GBIGET 6TEDTED areuen’?

What is enquiry?

Gl F Ty En6mT GTEITHITE) GTeTen?
‘What is meant by complaintl?

LGITIT & 6ITD 6D GT6oTEn ?

What is Resume? ‘

M@ IL| eremLig) Wrg|?

1050




10.

"L

What is meant by solicited Iétl:ers?

CampliLl L S SEIHET GremD e eTemen?

What is Advertisement?
eHlaTOLTLD GrermImeD 6Tamen?
What is business report?

ANITUITT 2 DlG6ne Gremmme) erene?

Define individual report.

SNBLIT /5l Hans eusn L.

()

(b)

. SECTION B — (5 % 5 = 25 marks)

Answer ALL questions.

List out the features of business
communication.
eflwruny  geels  Gsrimlar  GuidL|sener

Ul Hs.

Or

Write briefly about guidelines for effective
business communication.

LIWLIGRIGTET  H&6ua) Q,e_ajm_r'rlﬁlg'}a;nm m@‘l@m’m&éh
UDDl FHHESONE CTIPE!S.
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12

13.

14.

(a)

(b)

(a)

(b)

(a)

(b)

Explain the basic principles in drafting
business letter. -

lLLngs  SlSRIGT elmyasE SlgliLen &
GlameTenseeanar a3eTdEs.

Or

Write about the structure and lay put of
business letters.

eiwrLnys  Slegiiseter '
S{enadlib upbl erpsis.

DlEnoLIL]  LOMHmID

What is meant by status enquiry and

- explain?

58 eflenyeent  GraTpTD  GTEET  GrAIIMS
oflars .

Or
Whrite briefly about collection of letters.
glg sniGeten CaafliL LHdl GHEHDIG er(pFIs.
What are the essential qualities for
applicant? i
eflemmentiini gl DYqlILERL 1 LIGHTL|S6T
wireneu? '

Or

Differentiate between
unsolicited letters.

solicited  and

Gompliul L omd  CarpluLTns  sSqshismer

Gaum)s (5555,
B 1050



