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(a),ロコ
"■
■ョ論 飲` で0ゅ―‐力u ЧЮ[ミ 1

0衡 剌 ■lR機 ヽ れ で m・翔 繭 輌 ミ I

(c)昴いや れヽ でo膊―n薇画Ⅶmミ l

(d)ゃ。1'哺き欽 wmリー‐
'u qЮ

[ミ |

Which ofthc following statcments is incorrect about enquiり letcr?

8t輩:が珊I誅編置総淵讐 FS(c) Leter oFcnqulry is wntten to p

lllll嘉器器彗概常紺器絆群繹:←閥睛d預き?
(a) で輌 [。く                  (b) 。中"
(c)満 輛        (d)轟
Which part of the busincss letcr statcs that a ca●loguc is placcd in thc

cnvclope?

(al Signaturc           (b) Enclosurc

O絶 轟 黒 礫 甲 端 .興 挙‰ 帯 鰊 綸 奇赫 奇鰤
・ GヽIミ ?

(a)  赫                           (b)  輌

(c)  〕
"FF                         (d)  

飾

Which tclll,tOm thc follo“ ng rcFcrs to thc pr∝ ess oftrallsmi● ing infol・ .,atlon

benccn One person or group tO ancthcr?

(al Fcedback           (り  COmmmcaton

①嚇 T黎嘉罰爺F_ささ
゛ kCdW

(a) enteriain

(vi) ftqfrfud
(c) to persuadelrsuadc          (d)tO inrol:11

,や 1市 mゃol,哺轟さ?

(a) Ir+f{{
(c) {r* 6f{I
In business, the purpose olwtiting is mainly to

(b) {flI t{r s\ {rS sc{r+ii
(d) qfit{r
(b)  bOth infollu and persuade

(b) qrcrq E -dr6

(d) RlftsqSTrdrd
(a) fur<qqrfl{6ffis
(c) fi-S Trdr6
Which ofthe following is not a letter ofenquiry ?
(a) Sales related enquiry (b) Ceneralenquiry

(d) Status-relatedenquiry

“
り焉 TS器署赫 ▼編 磐響

Which ofthe following is not a part ofa business letter ?

(a) qta
(c) fr+i+

(a)  PhOtO
(c) Datc

(b) 3rfuqr6
(d) E<rfi

(b) Salutation
(d) Signaturc
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(a) r**1st
(c) trr +5q tTrrll

(b) ERrqTi si.{c + +i
(d) (€rs{ -6idc + sc{

Vヽhcrc arc thc dctalls oFcnclosurcs arc mentiOncd in thc lettcr?

(a) BCginning oFthc lettcr     (b) BCloW the signaturc column

cx)累騨彗絆:盤撃1蒋綸輛織瑞lithCd諄“彎
∞hnln

(a) ffii*
(c) frcq

(b) iftfrrdl
(d) sfu{rfl

(b)Flll卜 block s,に

(d) SCmi‐ block stylc

Wllat isヽvnttcn bclow scndcr's addrcss in a Business lctter?

4ヽodcm businCSS lcttcrs ac usually、 vTi“cn in

(a) Indented style
(c) Simplified stl'le

+fl"-t
Section - B

2. c? i sE"I, rifuFdl qi Wtil q}qrsEi t

Explain clarity. brevity and completeness in a letter'

3. 6{reqrfusqdsq dqftnRa6frq t

Defi ne Business CorresPondence

6

7
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むざ3市莉シ
What arc Dercctivc ordCrs?

渕還温 朧 lqⅢ口″
赫 哺ヽ奇H。口価改 |

Witcいヽimportancc ofBusincss leter

wTttF品冨躙:1鶴黒∬nittPemndt“ r?
赫 輸円奇調瓢nl
Explaln CommunicatiOn prOCess

(3)

(3)

(3)

(3)

(3)

(3)

(3)

1, r()

8
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9 派 舗 哺赫 前a罰奇調邸ミl(前 1-1
Conlmunication is the life blood ofany busincss organlzttion Explttn in brlcl・     (3)

れ輌―爺
Sec●on― C

10赫 ― 莉t?5師⇒椰耐稀口 1`ロゴ→― l

Whatヽ Business Correspondcncc?Exphin maln qualitts ofa good Busincss kttcr(8)

11 赫 爾罰
"い
Ч¬ぼ●蒻 モヽ甲満 司赫 罰ユ 1

Dra■ thc Fonnat of a Busincss le● cr and dcscHbc its main parts           (助

り やmO口翻さ?Wmo嚇爺 W舗 剌 捕 司軸 u癒 ?

What arc Enquiヮ lettcrs?What imponant points should bc kcpt in mind whilc
(8)wnting cnquiヮ lemcrs?

l■ h燎 ね 融 :

Writc notc on thc r。 11。wing:

tal ttaT嵌J
AcceメmCe oran order

O)… メ
"[q

Substitutlve orer                                              (4+4)

14 M哺 赫 :

Explaln thc following:

(al 

…

繭

Communication Proccss

(b),ヽ い う 輛
S,lC Oflettcr wnting                                   (4■ 4)

15 椰 輸 500Jは く ヽ¬哺罰 釧れ xtt ζ釧 ミ 1→6・Ч口雫輛 《ぃう薇市き,癒
m州でゃや円れ漱資ヽ委椰論 薇 希師暉 ヽ飲 可師 ― うゴ弧
機 飲ヽ 泳 mミ |●鰤改 |

You havc received an order for 500 metcrs of cumln fabFIC As thc cloth is not in

adequate st∝ k,you requestthc customcrto allow you more timc forthe cx"ution Of

the ordcr orto accept a substinte Drat the letter                   (8)


