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SECTION A — (10 × 2 = 20 marks)
Answer any TEN questions.
1. Define communication.
2. What is salutation?
3. What do you mean by copy to?
4. Write a note on Letter of enquiry.
5. How the trade discounts differ from cash discount?
6. Give any two reasons for drafting compliant letter.
7. What is surrender value?       
8. What is an Agenda?
9. Write a short note on Minutes of meting.
10. What do you mean by Telex?
11. Define report.
12. What is an Internet?
SECTION B — (5 × 5 = 25 marks)
Answer any FIVE questions.
13. Bring out the salient feature of communication.
14. State the importance of communication.
15. Write a letter to Bank Manager for getting overdraft facilities for your business report.
16. Write a note on short report.
17. Explain the stages of Agency correspondence.
18. What are the contents of Market Report?
19. What is an E-Mail?
                        SECTION C — (2 ×15 = 30 marks)
Answer any TWO questions.
20. Explain briefly the structure of a business letter.
21. What are the principles of effective communication?
22. Write a letter to a banker for opening of a current account.
23. Draft a letter of complaint about the delay in delivery of goods to your supplier.
                                                


