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A () THmTE IhErE 8 A @ frel ula & Iw i |

Note : Question No. 1 is corr_tpulsory, answer any FIVE questions from the remaining.
(i) NIF T & T 9T ) FHAR T AT §T Hilord |

Solve all parts of a question consecutively together.
(i) N 597 1 79 98 8 IRAT Fford |
Start each question on fresh page.

(iv) 27 yrnsT 7 s g7 #1 it § 3 s f M 8 |
Only English version is valid in case of difference in both the languages.

1. frafaRea = w3 queng
Explain the following in brief :
i WHEYw

Collection letters
(i) TARESH
Adjustment letters
(iii) TFIG= A
Substitute offer
(iv) Repral & SRw
Causes of Complaints
(v) Inew = frea =
Cancellation of order (2x3)

7. U IS A SHAER ) AR FHAT |
Describe the process of Good Correspondence. 12)

3. “UEdrS U W T o faied |
Write an essay on ‘Enquiry letter’. 12)
: (1 of2) P.T.O.
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4., IR B TH TR S IA P WY FHIH |
Explain ‘Orders letters’ through a ‘Sample Letter’.
5. foraaasy@sd € 2 g |
What are the main functions of Sales Letter ? Explain.
6. T wulfws fafad -
Write ‘Circular’ on followings :
() YATEE W
Change of Address
(i) oTRieR H Farfght ®
Retirement of a partner
7. “HGUE % YR 3 O O @ e |
Prepare a Sales letter regarding “Publicity of a Business”.
8. SHrEEieh U U SafeTa oA | IR gargy |

Describe the difference between “Business letters and Personal letters”.
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