w

L[]

16.

18.

i3

SECTION C — (3 = 10 = 30 marks)
Answer any THREE questions. .

What -s meant by Wrsten Communication? List
down the edvantages and cisadvantages.

| GIWSHEIIPENT HESU DL | eremTed Grawm DB

BEIERL SEMDSENST 11 g Lisdl ([,

Define Order letter. What are the contents of an
order lettes?

DA FHCHID CTHELIGD  GTETEY DY enE aru;ar,g,@sm
(&AL 2.1 Sdan $6T LiTenal?

Write a eirculer Jetter about opening of a .new
“branch.

O S Sear Eﬁgm-rﬁzgmgﬁ}&ﬁn@ﬁ GO OE®S .50 I
RGN GT(Lpd; &.

Discuss asout the drafsing coliection letters.

QUEED &g &H FHfluent eflard

Kxplain the layout of a Business report.

al@fls oflsmauiear st o Ay w B eflfleuTe erpg)s.
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4. What is meant by status enquiry? |

Time : Three hours Maximum : 76 marks

SECTION A — (10 x 2 = 20 marks)
Answer ALL questions. i

1. . List down the 8C’s of Communication.

&I @'&;H'Lﬁlﬁléj_SC’S,ULu]_uIJGﬁ]@éﬁ.

1o

What are the elements of Communication process?

seaie Cgrmier aid @m;gasmm TP &I,

3.  What are the kinds of order letter?

DL Gy HEE G CLGESMET GT (LS.

B@S) lFTIEnEwT GTETDIE) Grenay?
5.  Define : Market Report.
SHENS DINEES : N TILI).

6. Write a short note on circular letter,

sHOOEDEE Hlgsd Sl @,n_‘)hjq QUENITG,
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10.

11.

12

What is an Agenda?

hlapéd] Hlied erammmed ereves?

What is Banking Correspondence?

QUS| &lqHHEBTLTL| GTETDITED Gremmew?

- What do you mean by cancellation of an order?

DpenenTi|(Fenaeu Haatd Cleulige erenmrdd cramen?

What is Precis? .

GOILILIENT TG MITE GTEuen?

(a)

(b)

(a)

SECTION B — (5,x 5 = 25 marks)
Answer ALL questions.
Pomt out the characteristics of Busmesa.
Communication.
euantls Qg mer LaprLsaner GO B,
. Or

List - down the

advantages of Formal
Communication. -

C gpepuien  seaue  Gpriimnear  peneningener

Lt w10 (1.
Explain the objectives of Cireular letters.
FONHEMmS Sig s&den Corasniens eilafl,

Or :
2 ' 2578

14.

(b)

(a)

(b)

(a)

(b)

(a)

(b)

Discuss the qualities of a Good precis.

R pever @Ol e yuilan s@dsmen alleurdlses.,

Distinguish between offer and quotatioﬁ.
efleetiarafillellmps  apanarey
Coumi Gdlngl.

Cr
What is the purpese of a enquiry letter?
Gl ENERT Gig GBehEkir SHITGSLD 616N 60 Grebia?

Draft the minutes - of Annunal General
meeting.

@ rrﬂ@jmg,ﬂm s (B Gusr@s gL G860 ‘

Fal L BL.GUIg.HenE &EILIL Qe eUaTS.

Or

What are the essantial characterlstmq of
Bank Correspondence? Explain.

GUEIE] &lg g,g@g,rri. T Q,oaaeﬁtu (&6 (T FULI TR B 6D ETT

“eflaurl.

Diseuss about tae characteristizs of a good
business report.

(M Bee) cUemflE i Sensullenr @ ErTITElFuImGen 6T

ahteufl,
Or

Write the importance featurss of Good
precis?

& (m Heva @miLearuclan seflFmLieat eripgis.
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