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BUSINESS CORRESPONDENCE-I
fuffa a3 El%] [slﬁamn 3% : 60
Time allowed : 3 Hours]| [Maximum Marks : 60
Pz () FH-rFIATGEAG feaHiE
Note : There are THREE sections in the paper A, B and C.
(i) QewA-T 4 yeT gEr 1 & g4 10 97T & I T | ¥ 9T G I HT 8
ua @ 10 577 TGAE TFR F I F 2 |
Answer all the 10 parts of the question no. | in Section-A. Each part carries
one mark and all 10 parts have objective type questions.
i) FwA-a1 % 8 3l T @ 5 6 ¥ & I GAY | IeIE I 3 37 &1 2 td
g7e1 5 I / 50 =1 4 I 1T |
Answer any 6 questions out of the 8 questions in Section-B. Each question
carries 3 marks and to be answered within 5 lines / 50 words.
(iv) QEA-T % 6 5 7 7 T 4 5wl & IR G | I T 8 3% H1 8 vd
5797 15 @18 / 150 91 § I g |
Answer any 4 questions out of the 6 questions in Section-C. Each question
carries 8 marks and to be answered within 15 lines / 150 words.
() Ui ST & @ Tl F) FHER TF GTY & HIT |
Solve all the questions of a section consecutively together.
(vi) ﬁ#wﬁﬁmﬁ#aﬁ@ﬁﬁa@ﬁwﬁw?;
Only English version is valid in case of difference in both the languages.
JaE -
Section — A
1. (i) PS.HPE
(a) U for= (b) U= fEre
(c) TREW (d) TR R
Full-form of P.S.
(a) Post-Script (b) Past-Script
(¢) Post-Stamp (d) Past-Stamp
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i) Frefefes § 2 # @1 $9F (Bao-T3 & aRH T 8 7
(a) e wem %0t % fore qwars-va fon wmn 2 |
(b) faaor wm # % fere y@ars-v fora sman 2 |
(c) 3w & % foru ywams - fora wman 2 |
(d) YBaTS HE & fou ygae-v foran w2 |
Which of the following statements is incorrect about enquiry letter ?
(a) Letter of enquiry is written to provide details.
(b) Letter of enquiry is written to fetch details.

(c) Letter of enquiry is written to place order.
(d) Letter of enquiry is written to make enquiry.

(i) SaTerTTe T % T W e R foh forerh | ueh fafien wh wE R 7

(a) EEIE (b) ¥
(c) ohiad Hdl (d)
Which part of the business letter states that a catalogue is placed in the
envelope ?
(a) Signature (b) Enclosure
(¢) Carbon-copy (d) Reference
(iv) Tt i @ i a1 veg e SR A1 g % ot gee s o ol iR i Hefiid
FAT 2 7
(a) whafsen (b) HEEY
(c) 9= (d) fefrer

Which term from the following refers to the process of transmitting information
between one person or group to another ?

(a) Feedback (b) Communication
(¢) Sender (d) Receiver
(v) oHaErE o o % 369 gl €9 H 2
(a) WARSH (b)  FEAT &A1 3T Tf T G
(c) TS =T (d) guaE
In business, the purpose of writing is mainly to
(a) entertain (b) both inform and persuade
(c) to per§uade (d) toinform
(vi) Fr=ferfiga o8« @1 q@as @ T@ 2 ?
(a) fasra wraesht q@a® (b) EHI BATS
(c) Thqmam (d) Teufa ea=f wae
Which of the following is not a letter of enquiry ?
(a) Sales related enquiry (b)  General enquiry
(¢c) Personal enquiry (d) Status-related enquiry
(vii) Freferfiaa § & 19 v sareEiys o # e i 2 2
(a) I (b) afearg
(c) fein (d) wEER
Which of the following is not a part of a business letter ?
(a) Photo (b) Salutation

(¢) Date (d) Signature



MO3004 _

2

(3of4) 7178

(viii) Ferd &1 fawor, o= | el fopan S 2 7

(a) TABIEH (b) EEATE HicH & =

(c) U eI WIH (d) —EETE HicH & HH

Where are the details of enclosures are mentioned in the letter ?

(a) Beginning of the letter (b) Below the signature column

(¢) Main boc!y of the letter (d) Above the signature column
(ix) AT va # Sueh 3 g % ) @ foran s 2 ¢

(a) T (b) fefe gar

(c) Taw= (d) fare

What is written below sender’s address in a Business letter ?

(a) Date (b) Receiver’s address

(¢) Subject (d) Salutation
(x) i SmEETds o Far W frg A A fr@ I 2 7

(a) 3T A (b) ol s=teh et

(c) Heliga Aefl (d) &t =i Seft

Modern business letters ae usually written in

(a) Indented style (b) Full-block style

(c) Simplified style (d) Semi-block style (1x10)

Jage — ot
_ . . Section — B

1 # wwan, Hftawar vd Qoidr 51w |
Explain clarity, brevity and completeness in a letter. 3)
SreETfie w1 gfrfya Hif |
Define Business Correspondence. 3)
el smem R 7
What are Defective Orders ? 3)
AT 9 & 379 F1EHIA & 7
What do you understand by Enquiry Letter ? 3)
SaETe T % ¢ He fafay |
Write two importance of Business letter. 3)

sty g3 ud fsht v | 39 = qHEd @ 7

What do you understand by Business letter and Personal letter ? 3)
T gl i queEd |
Explain Communication process. 3)

P.T.O.
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9,

10.

1 i

14.

15.

e fpeft oft sraaTfie @re %1 e T 2 | 89§ grgs |

Communication is the life blood of any business organization. Explain in brief. * " (3)

JvE —Hi
Section - C
TR GO 1 R 7 U 37 SHTEETye U 6 Y N H GHAE |

What is Business Correspondence ? Explain main qualities of a good Business letter. (8)

ST U %1 WTEY ST Ud Iqeh §E&d Wl 1 JUi HITT |

Draw the format of a Business letter and describe its main parts. (8)

UAaTS U F1 8 ? yaTs 74 fer@a ana foh mawagel ardi &1 e T =e, ?
What are Enquiry letters 2 What important points should be kept in mind while
writing enquiry letters ? (8)

o= w o e -
Write note on the following :
(a) 3TTew wihd HET
Acceptance of an order
(b) TAHY T
Substitutive offer (4+4)

= m@ :
Explain the following :
(a)
Communication Process
(b) uA forma & St
Style of letter writing (4+4)

HTTE 500 et U8 3 HYL T LW WH g B | feh huel wiH wih # T 2, gafc
T TTEh B IO F 6 97 3aen! e froare & fore an foreft e bt wliepm
F & foru 3wz 2 | 7= fafa |

You have received an order for 500 meters of curtain fabric. As the cloth is not in
adequate stock, you request the customer to allow you more time for the execution of
the order or to accept a substitute. Draft the letter. (8)




