17.

18.

19.

(b) Writing a market report — Explain.
gheng 2N Eans er(pgieueang efleufl.

SECTION C — (38 x 10 = 30 marks)
Answer any THREE questions.

Discuss about the importance of communication.
saaid Qsriinfer wsHwussaibams elelrs.

Write a letter submitting quotation for the supp
of drawing boards. :
@elu  Lems aupkigsddar eflemlidefl i alE
T (PG!S

Write a letter canceling order for undue decay. -
FTOSTOgSHamed opmenruy@y boab Qeligad LHH
Sl BLD GT(LPEHIS. !

Explain the characteristics of circular letter.

shpHéms sissHar GamrHeunismer edleuf.

Discuss about the official correspondence.

Sigleles SHmMlsens eSleuif].
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BFA12 — BUSINESS COMMUNICATION

Time : Three hours

Maximum : 76 marks -

SECTION A — (10 x 2 = 20 maxrks)

Answer ALL questions.

Write any five kinds of Business Letter.
TCH@ID RS IS GIETTIS Hly FRIGNET 6T (GG

What is meant by Heading?

HENLIL| GTEIDITGY Grema?

What is Fascimile (FAX)?

Qsrencmeed eremmmed erevma?

Define : Quotation.

efleneoliLgiafl : Sy @HILL euenys,

Write a short note on ‘Minutes’.

‘GPUL Ap @HlULY euers.

What do you meant by Press Report?

LsEREms Sifléms LHH Bedi @iflag Lng?
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10,

11,

L]

Write about Complaints.

Lamit Ubhb 6rpgiIs.

What is meant by Annual General Meeting.

6D QLITEIE gal L LD GTEsmTe) cramen?

What is Insurance?

s eretmmed eretmen?

What is meant by objects of Business repcrt?

GUEAT & c@;gﬁlé&ma;uﬁls’ﬁ Cmeneu eraTmmey erebre?
 SECTION B — (5 x 5 = 25 marks)l

Answer ALL questions.

(a) Write the main objectives of downward

communication.

SpCrrad 6D
CBTésh GeneT 6T(LpIs.

" Or
(b) Write a short note on :
(i) Telephone.
(i) E-mail
Am @Ol euenps:
(i) GgrepeGLs

@) erem@ehaed

Qariirbenr  opsAlw

2539

12,

14,

15.

(a)

(b)

(a)

(b)

(a)

What guidelines should be kept in mind to
write a collection letter?

UG Slgsh eripsib Curg wendld Clsrerar
Gauariaul uldlPEnmESET WLITene?

Or
Write the types of refusal letter.
WOl Sig 5SS eNHHEET 6T(LPGIE?
Discuss about the contents of an order letter.
SLENERT FlgHHH e 2. Sdan sener ol s s,
Or

Explain the structure of sales letter.

efDLienan siq s&Ham enoliau elafl,
Discuss about Hints for drafting complaints.
L& (<) GDoEer @ LhHd eleurd.

Or

Explain the methods for precis writing.

@HlLeny erpddlan auamasanet eflauil.

Elaborate about reports by committees.

Gp SDEMESMU HleTEHLONS Fa s,

Or
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