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Allied I — BUSINESS COMMUNICATION
Time : 3 hours
    Max. marks : 75

SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions
1. Define Communication.    

2. Write a short note on Verbal Communication.

3. What is Inside Address?

4. What is Circular Letter?

5. How to write Good Letters?

6. Write a note on Sales Letter.

7. What is Insurance?

8. Who is a Commission Agent?

9. What is meant by Agenda?

10. What is Minutes?

11. What is E-Mail?

12. What is Internet?
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions
13. Explain the Principles of Communication.

14. Write a note on: 
(a) Salutation  
(b) Complimentary Close

15. Make a letter asking the candidate to appear for an interview for the post of marketing manager. 

16. What are the major causes for complaints? 

17. Write a letter asking your banker to stop payment of a cheque.

18.  Mention the characteristics of a good report.
19. Write a short note on:  
(a) Fax
(b) WWW.
SECTION C — (2 × 15 = 30 marks)

Answer any TWO questions
20. Explain the layout of a business letter.

21. Draft a sales letter introducing a new product.

22. Write a letter asking for Agency. 
23. Draft the notice of the Annual General Meeting of a public limited company.
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