
  

 

 

B.Com. DEGREE EXAMINATION —  

JUNE, 2010. 

Second Year 

BUSINESS CORRESPONDENCE AND OFFICE 

METHODS 

Time : 3 hours Maximum marks : 75 

SECTION A — (3 × 5 = 15 marks) 

Answer any THREE questions. 

1. Explain the physical structure of a business letter. 

 Áõo£ Piuö©õßÔß ÷uõØÓ Aø©¨ø£ ÂÁ›. 

2. What are circular letters? Explain the important 

features of a circular letter. 

 _ØÓÔUøP GßÓõÀ GßÚ? Auß ]Ó¨¦ TÖPÒ 
¯õøÁ? 

3. What is a report? What are objectives of Report 

Writing? 

 AÔUøP GßÓõÀ GßÚ? AÔUøP u¯õ›¨£uß 
÷|õUP[PÒ ¯õøÁ? 
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4. Briefly explain the features of a modern office. 

 |ÃÚ A¾Á»P® JßÔß ]Ó¨¤¯À¦PÒ ¯õøÁ? 

5. What is indexing? What are the various types of 

Indexing? 

 _mhPµõv GßÓõÀ GßÚ? _mhPµõv°ß £À÷ÁÖ 
ÁøPPÒ ¯õøÁ? 

SECTION B — (4 × 15 = 60 marks) 

Answer any FOUR questions. 

6. Explain the important characteristics of a Good 

business letter. 

 J¸ |À» Áõo£ Piuzvß •UQ¯ Sn |»ßPøÍ 
ÂÁ›. 

7. Write a letter to your Banker, requesting him to 

sanction over draft facility for Rs. 30,000 to meet 

the business expenses. 

 Â¯õ£õµ ÷uøÁUPõP ¹. 30,000 ÷©ÀÁøµ £ØÖ 
÷Pmk EÚx Á[Q¯¸US Piu® JßøÓ GÊx. 

8. Draft a letter to M.M. Motors, Mumbai, an electric 

Scooter manufacturer to appoint you as their 

agent for Chengleput region. 

ªß\õµ ìTmhº u¯õ›US® •®ø£ø¯ ÷\º¢u   
M.M. ÷©õmhõºì GßÓ {ÖÁÚzvØS ö\[PÀ£mk 
£SvUPõÚ Â¯õ£õµ •Pø© ÷Pmk Âsn¨£® 
JßøÓ u¯õº ö\´. 



 UG–592 3 

9. What is a committee report? What are features of 

a good report? 

 SÊ AÔUøP GßÓõÀ GßÚ? |À» AÔUøP JßÔß 
]Ó¨¤¯À¦PÒ ¯õøÁ? 

10. Explain the functions and importance of office. 

 A¾Á»Pzvß ö\¯À£õkPÒ ©ØÖ® Auß 
•UQ¯zxÁzøu ÂÁ›. 

11. What is filing? Explain the various methods of 

filing. 

 ÷Põ¨¤hÀ GßÓõÀ GßÚ? ÷Põ¨¤h¼ß £À÷ÁÖ 
ÁøPPøÍ ÂÍUSP. 

12. What are labour saving appliances? Explain their 

objectives and importance. 

 BmSøÓ¨¦ A¾Á»P \õuÚ[PÒ ¯õøÁ? AÁØÔß 
÷|õUP[PÒ ©ØÖ® •UQ¯zxÁzøu ÂÁ›. 
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