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BUSINESS CORRESPONDENCE -1

frafia am . fiawe) [Aftrmam 3% : 70

Time allowed : Three Hours] [Maximum Marks : 70

A () FYTIH IAGEE, 9 8 frt e & 3w e

Note : Question No. 1 is compulsory, answer any FIVE questions from the remaining.

(i) ¥I% §97 & T YTl F) FHAR TH GrY §F Bd |
Solve all parts of a question consecutively together.
(iii) Fe9% 5% H1 74 Y8 & IR Fifod |
Start each question on fresh page.

(iv) g YTrat & 31 814 #1 R 7 3185 srare s = 8

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

1. T 1 aftre § awuensd

Explain the following in brief :

() e
Quotation
i) H
Catalogues
(i) ARY-T=
Order Letter
(iv) Topg-a3
| Sales Letter
(v) eyl smew
Defective Order (2x5)

(10f2) P.T.O.
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2. THATHR SI9E hl T 2 | qHET |

Correspondence is the soul of business. Explain. (12)

3. U SqEdTeh- A o fafir i 6 sasd | v T i |

Describe the different parts of Business Letter. Give an illustration. (12)

4. UBATS T H 7Y Td AE™ G |
Explain the meaning and importance of Enquiry letter. (12)

5. U AU IARE & IR § THEHR <4 o for fersma v s 1e

Prepare an imaginary Sale letter for ihtroduction of new product. (12)

6. Uigd & 37 Ud HE H! AU |

Explain the meaning and importance of ‘Circular’. ‘ 12)

7. T w feogoft forRew
Write note on following :
() Tl % SR
Causes of Complaints.
(i) 3TN BT HET
Refusal of an order. ' (6+6)

8. uH IS fusa wRiffy 3 W A N TR ¢ 3@ f-fe adl i S g
Tifau 7 forear @ wwEmsY |

What qualities a sales representative must have and what type of information he must
keep in mind ? Explain in detail. (12)



