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B.Com. DEGREE EXAMINATION —
JUNE, 2010.

Second Year

BUSINESS CORRESPONDENCE AND OFFICE
METHODS

Time : 3 hours Maximum marks : 75
SECTION A — (3 x 5 = 15 marks)

Answer any THREE questions.

1. Explain the physical structure of a business letter.
auranfll sigs@wreden Camhm jenwlienu elleuifl.

2. What are circular letters? Explain the important
features of a circular letter.
SHOOGMSE eTemmTe) 6Temem? AHeT HMUL  FomiseT
wImeneu?

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

SNGns eTepTe eTeen?  MEms  SwmillLgen
CrrésmhiseT wWreaneu?



Briefly explain the features of a modern office.

Beier SQieuasd gearler Ap AL SET wrameu?

What is indexing? What are the various types of
Indexing?

slLaInsl eremmred ereen? &L syrdluder LoCeum
AUMSSHET WTH6U ?

SECTION B — (4 x 15 = 60 marks)
Answer any FOUR questions.

Explain the important characteristics of a Good
business letter.

Q@ OO euTaNTL HigFS5Hlen PSS G Ha6mHmaT
afeurfl.

Write a letter to your Banker, requesting him to
sanction over draft facility for Rs. 30,000 to meet
the business expenses.

llwrury  Cseneussns . 30,000 Gudeueny wbm
Cal(h 2-a1g) eUBISILIHEE SHiqFHD QRETenD 6T(LPF|.
Draft a letter to M.M. Motors, Mumbai, an electric

Scooter manufacturer to appoint you as their
agent for Chengleput region.

Wersmy  evsal L sumfilEghn (pbeumw  Csibs
M.M. Gurimiev eremm HlmieiandSn@ CemsouLl ()
uEdsstar edwrury s Gsl(h  ellarenriiLib
QeTenD SWITT GlFl.
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10.

11.

12.

What is a committee report? What are features of
a good report?

G DADEMS TATHTED GTEMET? Heda AMEens eamler
oAy ser wreneu?

Explain the functions and importance of office.
SQeussdear  Ceuour@hsdr  LOMD  DFem
WaHwsgHeusms eleur.

What is filing? Explain the various methods of
filing.

Camiulie erammmed eremenr? Gamidiedlen LibGeaumy
UMSHENGT 66T G

What are labour saving appliances? Explain their
objectives and importance.

DL GODLIL| SIDIEULSE FTSETBISGET WTENeU? e ilem
Crrésniser HmD paSlusgeisans edlalf.
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