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BUSINESS CORRESPONDENCE -1

fruifa am : 392 [SAferehaw 31 : 60
Time allowed : 3 Hours] [Maximum Marks : 60
. () FEIT-FHATIFEC Seg

Note : There are three sections A, B and C in the paper.

(i) QFT TH J97 Gegr 1 & i 10 Y71 3 IR T | % 57T G 379 H1 8 T
Tt 10 97 FGRE IFR S T & & |

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) T W & 8 ¥ 4 @ [hgl 6 FvI F I T | FAF I97 3 3% HT & Tq
$7HT 5 I15,/50 Y1) 5 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) QT G & 6 397 § 8 gl 4 Fo1 & I AT | I9F F97 8 3 HT & TT
577 15 37/150 18] 7 I’ 7T |

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) Tl QI & G T 1 HAGR T GTY 5 Hiord |

Solve all the questions of a section consecutively together.

(vi) @l qTeIsT 7 = 817 1 Rt 4 31 sgare # A 8

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

ARA-T
SECTION - A
1. () U HeY ! iehls ST 8

(a) RETSIHEH FACHAT (b)) T I AR HEAT

(c) T h! IEHR HAT (d) I H YEATHA HET
To decode a message is to :

(a) translate ideas into code (b) interpret a message
(c) reject a message (d) evaluate a message

i
(1 0f 4) P.T.O.
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(ii)

(iii)

(2 0t 4)
MY AT 031 AR R forg = 3
(a) Tefiepa deft (b) 3T WA
(c) Yoi-scATep Aeft (d) Fa-sATh et
Modern business letters are usually written in —
(a) Simplified style (b) Indented style
(c) Fully-block style (d) Semi-block style
S0 I F1 Teh AT U5 o1 Yol BT TE B 7

(a)  3TTCH Y 1 & TEGAT hl TR

(b) Tl & waferg et

(c) YTa™ ¥ HEfa TR

(d) BT | FERE T

Which of these is not the basic component of an order letter ?
(a) Information about the items being ordered

(b)  Information relating to shipping

(c) Information relating to payment
(d) Information relating to enquiry

(iv) U % g&T T H! 9T Sfer T R

(vi)

(@ 1 b)) 2

() 3 d 4

Body of a letter is divided into parts.

(a 1 (b)) 2

(© 3 (d 4

(v) USATS 9 & THR 2

(a) Tk qmars (b) o A

(¢) Teufa veeh goam (d) 39 gt

Enquiry letters types are :

(a) Sales enquiry (b) Routine enquiry

(c) Status related (d) All of the above

TR R HeY o T e § |

(a) WiRes (b) foafaa

(c) o&ad (d) srfear-fagar
communication is unsuitable for lengthy messages.

(a) Oral (b)  Written

(¢) Vertical (d) Audio-Visual
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C(vii) 3T EET 9 IEHR oF @ faw foraT s 2 |
(a) IR T (b) IBA® T
(c) Toreprreht o= (d) TEREISH o
A/An 1s written to seek information from other organisation.
(a) Informal letter (b) Enquiry letter
(c) Complaint letter (d) Adjustment letter
(viii) Teh SATSHTRI 9 7T | forgn Srar 2 |
(a) =3 (b) 3f=ies
(c) FIgETiEs (d) I
A business letter is written in language.
(a) impolite (b) formal
(¢) informal (d) ambiguous
(ix) T&HE forgert eI ® ?
(a) 311%5“ qA (b) YDATS 9
(c) fosmaux (d) T o=
Substitute offer is an example of
(a) Order letter (b) Enquiry letter
(c) Sales letter (d) Complaint letter
(x) T % fop@ Wi o U $-Aet UelT, oA o Sow T BT @ ?
(a) ®ewE (b) HeTH
(c) ANYETEH (d) &Rl
Which part of the letter consists of an email address, telephone and fax number ?
(a) Letterhead (b) Enclosure
(¢) Salutation (d) Signatory (1x10)
Yo — <t
SECTION-B
2. ST TR sl T HT |
Define Business Correspondence. 3)
3. SYTEHIReh N % His ¢ 7EW fRaT |
Write any two importance of business correspondence. 3

4. S[gan 3 EiASTAr | 9 R TR § 7

What do you understand by accuracy and brevity ? 3)
5. JrgscAreh el RR ?
What is semi-block style ? Q)

P.T.O.
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6.

10.

11.

12;

13.

14.

15.

TSATS 9 18 ? THIATET |
What are Enquiry letters ? Explain.

Tﬁm '%f&gﬂ :
Write full form :
(1) C.0.D.

(1) E&O.E.

F1EY UH fofes &1 1 RYF BT R 7

What is the purpose of writing an order letter ?

YT T F TR 7
What is substitute order ?

Qo — ot
SECTION - C
IBa® 95 R faed s fafie |

Write a detailed note on enquiry letters.

SHTEETII TATET /I ] 7 TEIN0T Y361 1 HWersy |

What is business correspondence ? Explain communication process.

QUi Stk it STST ST SATTETfich O % Hd AT 1 TSy |

Draw fully-block format and explain main parts of a business letter.

STFHTR T3 & G&I 7011 W aire o forfau |

Write brief note on main qualities of a business letter.

Hftre § sy ;

Explain in brief :

(i) mew i e e
Cancellation of an order

(i) groot e

Defective order
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(3+5)
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®

(4+4)

S <h T, STt T, et 3 e R i Terh! 3 STRw e U

FHifd |

Draft order letter for the books on Principles of Management, Business

Correspondence, Computer and Hindi Stenography.
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