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BUSINESS CORRESPONDENCE - 11

Ruifa e : 39 [SATeremem 316 : 60

Time allowed : 3 Hours] [Maximum Marks : 60

Ae: () FH-FAATGRAY Ao dtF
Note : There are THREE sections in the paper A, B and C.
(ii) QT CH I &1 3 G 10 97T 3 IR AT | I 97T U 37 BT 8 T
¥t 10 977 TGAE IFR F T 8

Answer all the 10 parts of the question No. 1 in Section A. Each part carries
one mark and all 10 parts have objective type questions.

(iii) QFIT & & 8 Iv1 4 @ 5T 6 F¥1 & IR 7 | Y% 397 3 37 1 8 0T
BT 5 TE / 50 WG 5 IR AT |

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) QT 6 7991 7 @ 5 4 Fo71 & I o0 | 5% F97 8 3 HT 8 TF
§TH1 15 75T / 150 G 8 3% &fora |

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.

(v) IO QI & G 591 Bl HHETR T G §F BT |
Solve all the questions of a section consecutively together.
(vi) 1 T 7 R g7 #1 et 1 3 3rgare & A E |

Only English version is valid in case of difference in both the languages.

YR/ —T
SECTION - A
1. () v o @ 8 gied o fge sEeshar g ¢
(a) s oft sufer o T & vy o ot o firem 2 |
(b) 13 o) U S ARG T A T H WIT o | 3T 2 |
(c) aet S Fews
(d) ha G AHH

@ (1 of 4) P.T.O.



MO4004

2 of 4) 2180

Who can appoint a proxy in a company meeting ?
(a) Any person who has received an invitation to attend the meetlng
(b) Any shareholders who are unable to attend the meeting in person
(c) Only directors of the company

Only the chairperson of the meeting

(ii) é ﬁaaﬁﬁw—ﬁﬁa@wmmaﬁq ?

(a) ANETEH

() TWHEI |

(c) e 1 Ueh Hiw 3T FUMTCH HIT

(d) TeqehI 1 §-HeA qal

What should you include in the subject-line of an e-mail ?
(a) A greeting

(b) The entire message

(c) A brief and descriptive summary of message
(d) The recipient’s e-mail address

(i) FEA B M A BARIR ?

(2) SRR 1 U Gig Roreeh o shraft 3 Tfirehmst IR E |

(b) Trumet =1 v g fomess arg S 6 TR IR |

(© g Fw H wn H e Ui B aTel WRawe] A1 36 St 6
A T |

(d) T %1 U g Fomwes g et o TRt IR E |

What is a quorum in a company meeting ?

(@) A group of shareholders who hold a majority of the company s share.

b)) A group of directors who hold a majority of the company’s share.

(¢) A minimum number of shareholders or their representatives to be present

for a valid company meeting.
(d) A group of employees who hold a majority of the company’s shares.

(iv) el % FTEET-T3 T ST&Tl HIT BT =T8T, ?

)

(a) o= it (b) 3TTRfaTh S Beftepet
(c) ATl 3R IR @ Tafsr ok rffeaa

What should be the tone of a job application letter ?

(a) Formal and Serious (b) Casual and friendly
(c) Confident and enthusiastic (d) Passive and uncertain
IE-THER TR ?

(a) e SafaRT G Ush T STTerehil sh fore man i |

(b) Tk T ATIHI GRT GER TR SAferebrdl <h forem T o |

(c) T Tsft ATiies g Teh TRehi Jferehidl <! forn T v |

(d) T WH AR gr T TSt ArTiEs W foren T |

What is a demi-official letter ?

(a) A letter written by an individual to a government official.

(b) A letter written by a government official to another government official.

(c) A letter written by a private citizen to a government official.
(d) A letter written by a government official to a private citizen.
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(vi) omraet o ® wiedt R ¢

(a) |1 A ot 1 yfaffre S o fore e v =t

(b) Tt =i o et v st 1 IR @ g ) 3 fore st ) e
[{SICK]

(c) SFITUREhI T Tsh TG ST AT H Teh AT1Y HAGH Hd & |

(d) |7 H YL Teh YehR 1 TdTE

What is a proxy in a company meeting ?

(a) A person appointed to represent the company in the meeting.

(b) A document authorizing someone to vote on behalf of another person.

(¢) A group of shareholders who vote together in the meeting.
(d) A type of resolution proposed in the meeting.

(vii) U 3-TeT TR o ToTq SN i Aeft 3T SRR =T 2 7

(a) BITheh &, 12 pt (b) T3 LI, 14 pt
() T, 10 pt (d) /I, 16 pt

What is the recommended font style and size for professional e-mail
correspondence ?

(a) Comic Sans, 12 pt (b) Times New Roman, 14 pt
(¢) Arial, 10 pt (d) Courier, 16 pt
(viii) Curriculum vitae Th <R |
() % (b) A
(¢ difes (d) sfemm
Curriculum vitae is a word.
(a) French (b) German
(c) Latin‘ (d) Indian
(ix) TrferRaa § & o o1 THH TR HT Th Heaqul Uge] T8l & 7
(a) TaE (b) wferean
(c) &g (d HN=
Which of the following is not an important aspect of government
correspondence ?
(a) Clarity (b) Conciseness
(©) Jargqn ' (d) Courtesy
(x) R o A frg-ifR R R R ?

(a) STeqehTl i O % T % R H gEa e |

(b) Tocehl ohl ek ShY TUeh ST T &t o feTT |

(c) T H IR e T s o fore |

(d) SRIe H H IS T

What is the purpose of a subject-line in an official letter ?

(@) To inform the recipient about the topic of the letter

(b) To provide the recipient with the sender’s contact information.

(¢) To make the letter look more colourful
(d) None of the above (1x10)

P.T.O.
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A —off
SECTION - B
T GEAT g ?
What is Notice of the meeting ?
STl TR & 3179 91 GHeid & 7
What do you mean by e-mail correspondence ?
TTgE ! TSy |
Explain Proxy.
JenTfe AT TR ?
What is statutory meeting ?
TETHT TH FR 7
What are demi-official letters ?
e A T IegF TR ?

What is the purpose of a cover letter ?

3-Te] Y9N o ¢ <N fafgu |

Write two dis-advantages of e-mail correspondence.

FHTe 0 e R R ?
What is the purpose of writing official letter ?
qH -
SECTION -C
HTATCTT T TR ? IS A T |
What is an office order ? Explain it with an example.
FHrRgE R foega o fafew |
Write detailed note on Agenda.
TS TG -3 FT 2 ? 3Heh TTET ! FHLATFT |
What is Job-application letter ? Explain its format.
3-Te TR W fosga o fafa |
Write descriptive note on e-mail correspondence.
T w aftre o el
Write short note on the following :
() IFG-THH T
Demi-official letter
(i) YBTRA

Endorsement :

Torgen wrgae ferfires st argaell aTfiies Sames |1 <hl Tt 49 HIfT |

Draft a notice for the Fifteenth Annual General Meeting of Birla Private Limited.
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