
  

 

 

B.Com. DEGREE EXAMINATION —  

JUNE 2018. 

Second Year 

BUSINESS CORRESPONDENCE AND OFFICE 

METHODS 

Time : 3 hours Maximum marks : 75 

SECTION A — (3  5 = 15 marks) 

Answer any THREE questions. 

1. What are trade letters? 

 Â¯õ£õµU Piu[PÒ GßÓõÀ GßÚ? 

2. What is Agency correspondence? 

 •Pø©U Piu® GßÓõÀ GßÚ? 

3. Briefly explain banking correspondence. 

 Á[QU Piu® _¸UP©õP ÂÍUSP. 
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4. What do you mean by Modern Office? 

 |ÃÚ A¾Á»P® £ØÔ }Âº AÔÁx ¯õx? 

5. What do you understand by Filing and indexing? 

 ÷Põ¨¦ ©ØÖ® SÔ±k ö\´uÀ GßÓõÀ GßÚ? 

SECTION B — (4  15 = 60 marks) 

 Answer any FOUR questions. 

6. What are the characteristics of a good business 

letter? 

 |À» uµ©õÚ ÁoPU Piuzvß Snõv\¯[PÒ 

¯õøÁ? 

7. What are circular letters? Explain its features. 

 _ÇØ] Piu[PÒ GßÓõÀ GßÚ? Auß ußø©PÒ 

¯õøÁ? 

8. What are the characteristics of a good report? 

 J¸ |À» AÔUøP°ß Snõv\¯[PÒ ¯õøÁ? 

9. List out the office functions and briefly explain 

them. 

 A¾Á»P¨ £oPøÍ £mi¯¼mk _¸UP©õP GÊxP. 
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10. List out different types of filing and explain them. 

 ÷Põ¨¤ku¼ß ÁøPPøÍ £mi¯¼mk ÂÁ›zx 
GÊxP. 

11. Explain the different parts of a business letter. 

 ÁoPU Piuzvß £À÷ÁÖ £SvPÒ ¯õøÁ? 

12. Draft a letter to place an order of a product to a 

manufacturing company. 

 J¸ u¯õ›US® {ÖÁÚzvh® J¸ ö£õ¸øÍ 
Bøn°mk ö£Ö® ö£õ¸mk Piu® ÁøµP. 
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