‘
L

16.

17,

18.

19.

20.

(b) Briefly discuss the uses of fax.

Csreepsader Lwuemsman UpHl a0

aflaurl,

SECTION G (3 x 10 = 30 marks)
Answer any THREE questions.

Discuss the general principles of effective
communication.

sseue Ggmmler Cumsieren g,g,gjwras&.menu Ll
UCH G
Discuss the various parts of business letter.

auenfls siq. 5586 LDGan LGHsemert Lin &,

Write a letter to bank requesting for loan.

wunflse  sler Gupeughsnear  Geueir®Gaimar
clleiranriih suana:. ¥

As the secretary of a company write a letter
requesting the auditors to take up the audit work.
flpeuer  Qewerergrs  Bmicuedser assms.s@essmrr
genflGang Glei g;mﬂesma;u_rrrm@as@ SlpHLD QUG

Explain business uses of the internet.

@mwmgﬁm auenfle LwcTaament' um;fﬂ elflaurfl.

Sl :-_"“--

.r’;\‘ q.‘-l;""!,
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Answer ALL questions.

il Define communication.

BHEUED LFHTLITL] euenTLIg).

2. What do you wunderstand by Downward
Communication? ,

FpCrradlu sseuc QT it erampmd GTGITEDT?
3. Whatis business letter?
cuenfle g HLD GTENDITed Gremen?
4. What is an order form?
2 &576. Gy QUBIGET GTGTDTE) GTETEN?
5.  What is bio-data? _
GG GUILD GTETMHTE 6T erreu?
6.  Define the term insurance premium.

sTLUSLHS seueens Qsreans uan i,
1591



10.

11.

12.

What is agenda? ]

Bl&D&e e erenpied ereien?

Define minutes.

BLGuig &ands GDHILIL| ouenrigy.

 What is video-conferencing?

gafle_ (b SebEenFuIm & estTg)rréd GTEUTGT?

What do you understand by smart phone?

BIH&E daGusl eranug Lpd 5 ilbss) eraren?

(a)

(b)

(a)

SECTION B— (5 x 5 = 25 marks)
Answer ALL questions.

Discuss the
communication.

advantages of written

CTWFULLL. ssele Gsmiler peTeniosaman]

UM gomis.

Or
What are the objectives of communication?
gaale) Ogr_miler Crrésmiser erarear?

Mention the various stages of a collection
series.

w@‘sﬁ Geafluler LB Heasmeris Lin
(DT &.
: Or
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13.

14,

15.

(a)

(a)

(b)

(a) -

’Why business letters are important?
GuaTles Hlq HLb GTeucUTm) (P& LGS e OTEE) ?
In the capacity of a branch manager, write a

letter to the head office recommending a loan
to a customer.

flever  Blosmarys . anidlder  geaaio
SVOUVESHDEG R UTQEMSUTATHES Sl
B Slg.5D 6T(1p5)8. '

Cr
What are the types of insurance?
s 1q 6 LGaln) eSS eremen?
What are normally the duties of a company
secretary?
Flyieuar Gewererflen s1_emLosar eremer?

Or
What are the types of minutes?
BL &g Sems @HIClerLnGeu) euamEsHET cTenean?
What guidelines would you keep in mind
while drafting an e-mail?
Bler  oiepeed euengeilanr Cung GemuHnEss6s
auLdlpenmaer Grammen?

G
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