


         

B.Com. DEGREE EXAMINATION – 
JANUARY 2009.

Second Year
Commerce
BUSINESS CORRESPONDENCE AND OFFICE METHODS

Time : 3 hours
Maximum marks : 75

Answer for 5 marks question should not exceed 
2 pages.

Answer for 15 marks questions should not exceed 
5 pages.

SECTION A — (3 ( 5 = 15 marks)

Answer any THREE questions.

1. Write a letter to a book seller placing orders for the supply of books for your college library.

PÀ¿›  ¡»PzxUS ¦zuP[PÒ AÝ¨£a ö\õÀ¼ \µUPõøn  Piu® JßÖ ÁøµP.
2. Draft a letter to Maruthi car company asking authorised dealership in your town.

E©x |P›À AvPõµ® ö£ØÓ ÂØ£øÚ¯õÍµõP E®ø© {¯ªUP ÷Ási ©õ¸v Põº P®ö£ÛUS Piu® JßÖ ÁøµP.
3. How will you draft a letter to an insurance company submitting insurance claim for the goods damaged in transit?

ÁÈ°À  \µUSPøÍ ÷\u•ØÓx SÔzx Põ¨¥mk {ÖÁÚzxUS ÷Põ›UøP ©ÝøÁ GÆÁõÖ GÊxÁõ´?
4. List out the various internal communication media.

AP uPÁÀ öuõhº¦ \õuÚ[PøÍ Á›ø\¨£kzxP.
5. What are the types of Index?

_mhPµõv°ß ÁøPPÒ ¯õøÁ?

SECTION B — (4 ( 15 = 60 marks)

 Answer any FOUR questions.

6. State the benefits and kinds of filing.

÷Põ¨¤h¼ß AÝT»[PøÍ²®, ÁøPPøÍ²® TÖP.
7. As a secretary how will you handle inward and outward mail?

ö\¯»º GßÓ •øÓ°À EÒÁ¸ ©ØÖ® öÁÎa ö\À Piu[PøÍ GÆÁõÖ øP¯õÐÁõ´?
8. Draft a circular letter announcing the opening of a New General stores in your area.

E©x £Sv°À ¦v¯ ö£õx ÁoPz uøh JßøÓ vÓ¢v¸¨£x SÔzx _ØÓÔUøP Piu® JßÖ ÁøµP.

9. One of your customers complaints poor quality of goods supplied by you. Draft a suitable replay giving adjustments.

E©x ÁõiUøP¯õÍº J¸Áº }Âº AÝ¨¤¯ uµUSøÓÁõÚ \µUSPÒ £ØÔ ¦Põº GÊv²ÒÍõº. AuØS E©x £vÀ Piuzøu \›PmhÀPÐhß ÁøµP.
10. Submit a report explaining the reasons for the decline of sales and the measures taken by  you to improve sales.

\µUS ÂØ£øÚ°À CÓUPzvØPõÚ Põµn[PøÍ²®, ÂØ£øÚø¯ AvP›UP }Âº GkzxÒÍ |hÁiUøPPÒ SÔzx® Â›ÁõÚ AÔUøP u¯õ›UPÄ®.
11. ‘‘An office to an orgaisation is what a main spring to a clock’’ - Comment.

‘‘A¾Á»P® Gß£x PiPõµzvß •ußø©¯õÚ EÖ¨¦ ÷£õßÓx’’–  P¸zxU TÖP.

12. Draft a letter to the local authorities asking for the supply of protected drinking water for your locality.

E©x £SvUS £õxPõUP¨£mh Si}º ÁÇ[P÷Ási EÒÍõm] Aø©¨¦US Piu® ÁøµP.
———————
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