UG-452 BCO-21

B.Com. DEGREE EXAMINATION —
JUNE 2018.

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. What are trade letters?

SHWITLINTS Siq SMHBIGET GTETDTE) GTEITEN?

2. What is Agency correspondence?

(PEHEDLDE &lq FLD GTEITDITED GTEIE0?

3. Briefly explain banking correspondence.

QUBIES Sl FLD HF(HSSHLONS 65l6TEH 5.
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What do you mean by Modern Office?
Beie Sigeuesd Lni HellT idleug) wimg?
What do you understand by Filing and indexing?
Gamiy whmid @GHui( Celige Tamme cremen?
SECTION B — (4 x 15 = 60 marks)
Answer any FOUR questions.

What are the characteristics of a good business
letter?

B SIOMaT  euamilss  SgssHlen  (@GamTTHFUIBISET
wmeneu?

What are circular letters? Explain its features.

FPNE HlQHBIGET GTETHTED) GTETET? HFE SETENLOGET
wmeneu?

What are the characteristics of a good report?
(1 e S M&Gesulle @eTmTSlFWbISET Wrene?

List out the office functions and briefly explain
them.

SADIEUDSL] LewTlaener I_JI'_lq_U_JG&I._@\ &(H&GLOTE CT(LPGIS.

2 UG-452

http://www.tnouonline.com


http://www.tnouonline.com
http://www.tnouonline.com

10.

11.

12.

List out different types of filing and explain them.
Camiulpsedlen eumasmer ULgwall(h eleuflsg)
(DS,

Explain the different parts of a business letter.
auantlas siq ssden LGeum LGS seT wWmeneu?

Draft a letter to place an order of a product to a
manufacturing company.

®m swuris@b  Blneasdin e  Cdummener
enanuil () Qumid QU@L () H4FD umrs.
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