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I. Which  of the following 1. fy=ififed & U o a1 &2 68l 78

statements s not correct? 27

(A)  Attention line and subject (A) e O qer g dfie

U ARG U F e 0
(B) U=yl Ufdq @1 SUGNT 98

line are two different
parts of business letter

(B) Attention line is used if
the purpose of the sender

of a business letter is to

provide information to 4o qid @ G@W fare

one particular person afgd fa9 @ gam yem
(©) Atten;:ion line and subject GG

line are same part of a (C) e Ui qer v o

business letter

US gadqde U @ Yh &l

(D)  Not all the statements are )
A AT §

(D) SRIad T HAT T AL 2

2. Which of the following statement 2. {=iforRad FMi § | @9 91 Jaf &7

false

is correct? (A) R aoRe @i @ =
(A)  Quotations cannot be sent TR [ A S @
to old or new customers T T

without a trade enquiry

®) R amRe @@ B g

(B)  Quotations can be sent to )
SR R I AT UEH B

old or new customers

without a trade enquiry | ST ST el &
(C) Both the statements are (C) QI $2F A &
* comect’ : (D) THFl U 39 §
(D) © Both the statements are '
false
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It in specifying the topic of the
letter, if included, comes
between the salutation and the
body of the letter

(A)  Attention line

(B)  Letterhead

(C)  Reference line

(D)  Subject line

Which of the following

statements is correct?

(A)  Courtesy is not one of the
essential requirements in
business letters

(B)  Brevity or conciseness is
not an important
characteristic of a good
business letter

(C)  Memorandums are not
internal business letter

(D)  Establishing an
appropriate wavelength in
business letters implies
that if should be written
keeping in consideration
the comprehension ability

of the reader

v & e @ we g 4 A

i a4 & o 98 09 & ORI g
vy o] & A ¥ A ©

(A) s e

B)

() e ufdd

o) fawz de
Arffed & & B W e R

(A)  faema e T D
omaegd adi H Wi el
7

(B) W a1 GRa e
aqEfis T @ Hecy

fSryer 2l @

(C) TRI WA SaRe TERT
T3 e E

(D) IOl udl § e Sh[
TR v TR @1 A

2 5 TE Uer @ e O
e @ o N e
T B
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5. Which of the following serves Ryfafed ¥ ¥ BT & R
the pulfp‘l’si of establishing a A § SR wew e @
proper link between sentence in a : s
business letter? W @ ENL &

(A)  Timeliness (A) TR

(B)  Emphasis (B) 9

(C)  Coherence (C)  gamaa

(D)  None of the above (D) SWIF ¥ g el

6. The correct amount of aqaie TR i & IR
in business communications can AT qifsd 9T B Ued] dd qga e
help readers easily access the AT N WErIEl R aFd
intended message: @) |
(A)  Coherence i
(B)  Emphasis (B) 94 <«

(C)  Timeliness (©) SEENIEE
(D)  None of the above (D) SENCRIRICT

7. It means ensuring that the . Tel ol & b yus uue P T
document gets to your recipient WG & W 8 9§ I g
when he needs it: | AASTHAT 2l B
(A)  Coherence (A) A
(B)  Emphasis (B) ¥ UGH
(C)  Timeliness (C)  Fiew
(D)  None of the above (D) SWREd H W Plg Tal _

8. A letter written by the Fifad fasbar gRT Feqifdd sl @
prospective  seller to  the forar mn v ford 99 SRl W
prospective buyer stating the Rz & o T e & o E R
terms and conditjons for the sale T T MUI%' e
.of products in which he/she deals (A) e
1s termed as:

(A)-  Quotation (B - Tpme .
(B)  Letter of enquiry (C)  SWIE fFﬁ _
(C)  Both of the above (D) W U el
(D)  None of the above.
8295 COM 104 Page - 5
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g% [N UEF & T4 D TF Bl o

9. A written response from a 9.
representative of a business or TR B TR 3rerar el gRT
agency to a customer’s claim F@Ff@ﬁ‘ Sﬁm 2 &
letter is called: ) FreT @
(A)  Request letter
(B)  Memorandum (B), ST
(C©)  Sales letter © R
(D)  Claim adjustment letter (D) < TG T
10. A quotation is sent from: 10.  Heo SErU Iord &
(A) A buyer to a potential (A) - ddl NI AR fagbar &
supplier (B) Sﬂqﬁﬁﬁ TN g™RE B
(B) A supplier to a potential A
buyer .
(C)  Both of the above SR Eﬁ’r\T '
(D)  Nonc of the above (D) SR A H I T
11.  Which of the following 11. F=faRad ¥ ¥ BF W FoF T 77
statements is correct? (A) GG EEITEFW IEEIREG]
(A)  Quotations can be sent to e ﬂ_\’lﬁ e
old or new customers )
without a trade enquiry A S ¥ &
(B)  Quotations cannot be sent ®) R omRe e 9
to old or new customer I W T T TR @l
without a trade enquiry el WS W1 e
(C) Both the stalements are - (C)  SF P u ¥
correct (D) —cﬂ:ﬁ HAT T &
(D)  Both the statements are
false
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13.

14.

8295

It includes the street, city, st
b

and pin code of ¢} ate 12 3w Anl, weR U qe fiare,
. S of the recipient, _ s .
all of which should be placed I @ g il ﬁaw afir B @
below the name of the business R 59 eraary ar Wed & 99 @
;)1‘ organization to whom the A v € fome) w foran o e #
etter 1s being written: )
: ’ A EATTRYO]
(A) Attention line (A) i
(B) Inside address (B) URERIE
(C)  Letterhead (C) =iy
(D)  Signature lines (D)  EwaRR ek
Business letter is that is written 13, wqwRie w3 o @@ @8 @
to other people in the same IR S e B AR ?’A\’ ]
organization for the conduct of N f 3
the business is referred to as: T & FET S &
(A)  Request letter (A) e ™
(B)  Letter B) W
© Sales letter (C) ] g
(D)  Memorandum D) [ e et
Which  of the following 14. f=foRad § & o9 &1 soH w8l 27
statements is correct? i
A)  HARUSH W g
(A) Memorandum cannot (A) ‘ %q
serve as a record for el 1 B T B el
future reference (B) THRveH foray @ fafyr gon
(B) There is no similarity . E _
: between the method of eIy o fafy ﬁ Hﬁ‘gf
writing memorandum and THGY T8l & | |
Ihtet method of writing ©) Rven Ry @ R e
etters
(C)  The method of writing - B TS TN G o A @
memorandum  is  very TR &
much similar to that of D) bt e e ' s
business letters
D) Al of the above
statements are false
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PR § W @M W SENES

45, - Which of the following cannot  15.
be included under the objectives TR & Gﬂéﬁ?ﬁ ¥ SfAe T8l foar S
of verbal business @ &2 '
communication?
(1)  Expanding contacts (1) Y 1
(i)  Exchanging information () W ﬁ'ﬁ'ﬂﬂ '
(iii) Ewvidence of contracts (i1 ATl @ e
(iv) Building goodwill (iv) Tr T e
Choose any one of the following- 3 3 RN P B T B
(A)  All of the above (A) SWRIEd T
(B)  None of the above (B) SWI&d H A Py Tal
(C)  Only (iii) (C)  &ad (iii)
(D)  Only (iv) (D)  @ad (iv)
16.  Which of the following is not 16. 378 ¥ &N 41 Ual 78l &
correct? (A)  SIFHY U gor Rvg ofe
(A)  Attention line and subject rd TaElE = @ 9 e
line are two different i #
parts of a business letter (B) o1 G e FE G
(B)  Attention line and subject el 8w T B TE
line are same part of a _
business letter g _
(C)  Attention line is used if © W R T ST g
the purpose of the sender | B A I @ S
of a business letter is to RIS T F ER
provide information to aﬁﬁ fasty a1 el ERuIN
one particular person e
(D) All the statements are (D)  SRIGT T P I g
' false
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18.

19.

8295

The part of a businegg letter that

TAAfe U @l ag o e
R S i
cqF g AP do anfe BT B
SX 39 ®9 § W O

(A)  eFTTEHNT Gfer

(B)  3raddl Ul

(C) TER Hfdd

(D) TS

forelt o & o foe | e @ T

a1 g8 Y o 99 afdd &1 M
fezr S & R v faern €, deaman

&

(A)
(B)
(©)
(D)

SHTHYYT Ufd

IR Tl

EERIL

FRIER Tl | %

IS T H, I 9 §RT A
T Y D W R G qar

&

(A)
(B)
(©)

(D)

Sfya ron=T

ggw !

GG AT TS ABR & R
& YN

CERERAGE]

S

17.
incluées | the name of the
orgamzation to which the sender
belongs, its address, telephone
no. etc. 1s known as:

(A)  Attention line

(B)  Inside address

(C)  Signature lines

(D)  Letterhead

The part of the recipient address 18,
in a letter or on an envelope

which names the person to whom

_ the letter should be handed:

(A) Attention line

(B) Inside address

(©)  Letterhead

(D)  Signature lines

In business letters the sender can 19
lay emphasis on the main or
urgent message by:

(A)  Proper positioning

(B) Repe_ﬁtién

(C)  Underlining or using 2

larger type font |
(D)  All of the above
— COM'104
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20.

et B W @ R R

Which of the following is not the ~ 20.
objective of a sales letter? 73 @] I & giar &7
(A)  Increasing the sale of a ) T A & R TgFT
product or service
(B)  Introducing a product or B) T Al S 7
service (©) TTEPpl I ERCRSIRT
-(C)  Establishing direct PRl
contact with the (D) SR H A IS 8]
customers
(D)  None of the above
21. . Which of the following is the 21. fy=fefed § & &+ &1 fdwa w3 @
objective of a sales letter? ;ﬂ—g{@ &?
(A)  Increasing the sale of a - Aa)  frl @ @ Jar @ A
product or service ' S 3
(B) Introducing a product or - :
cervice . © . (B) O] I7 ¥l Bl AN BT
(C)  Establishing izt (©)  WEdl ¥y Fw e
contact ‘ with the Bl
customers (D) SR Wi
- (D) Allofthe abpve
22, ‘Which of the following parts of a 22, awiRie T3 & 1 ¥ e & 7% 3
business letter | contains ' o a gy B e 3§ Tl
information regarding the source R B 22
and context of the letter? @A) '\“R'Ht qﬁﬁ
(A) Reference line
(B) Letterhevad _ (B)  wHin :
(C)  Attention line © ST e
(D)  Subject line ‘ (D). faw dfem
8295 COM 104 R T
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Business letter that ig written to

23, U AEERE TF o S e @
Ol_her. p?Oples - the  same T Al @ e B gareeed
b b o |9 0 &
(A)  Sales letter (A) a7
(B)  Letter (B) WA
(©)  Memorandum (C)  HARveH
(D) Request letter (D) e W
24. A piece of direct mail which is 24, {5l oy 1 Wl & BHY 5] UIGH @l
designed to persuade the reader T T %TI SR frgr T g
to purcfhasle a particular product ark mlg:
or service is:
(A)  Memorandum (A)  HARUSH
(B)  Letter (B) UA
(©) Sales letter (C) famy 7
(D)  Request letter D) freT 7
- 25. . Types of major letter- formats  25. U3 YGUl & 9 Y6R & o
are: (A) A
Two
8:3 Three @)
(C)  Four (€ = _
(D)  None of the above (D) ~SWIa § 9§ 38 T
26. If after writing the letter, the ~ 26. IR U3 o9 Y@ & IWI< o dd
writer feels. that something g T HNCl & fr 99 o5 ey
significant that should have been 91 afaford 8 ¥ X8 T % wafe
included in the body of the letter 9% aw aifier B AR @ 97 S9
is left out; he/she can add it AT B e e B e Wi
under the heading: Hhdl &
(A)  Enclosure (A) Mol
(B)  Complimentary close (B) ORI GHIOA
(C)  Salutation (C)  3ifared
(D)  Postscript (D) ¥
3295 COM 104 Page - I‘L‘
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e o Ry o faraRer am Ryeia

27. A document you include with a  27. s
physical cover letter, such as a O ARe g @@ AL
resume or letter of Hor o waT & dEal
recommendation is called: (A) PR TIFAGR (ITER0T HA=TD)
(A)  Cover enclosure
(B)  Complimeniary close (B) WY S
() Postscript (©) I
(D)  Salutation (D)  3Hdla

28. Which of the following parts of a  28. =aqIfdd G @l B J AT H 3
business letter contains Eg ar gy & g o A
information regarding the source ST &2 ,
and context of the letter? (A) TR T
(A)  Attention line ‘

(B) Letterhead (B) SRR
(C)  Subject line (C) fawa v
(D)  Reference line (D) e X

29.  The word (such as ‘Sincerely’) 29. ¥& (G 99dT) I A (gerr
or phrase (Best wishes™) that W) W fee g o I W
conventionally appears before D AT UYF B EEER A a4
the sender’s signature or name at \
the end of a letter, email, or @ Wﬁ{?ﬂﬁﬁﬂ% &
similar text is called: (&) . ¥fefTrien
(A)  Enclosure (B) T AT
(B)  Complimentary close C) Y
(C)  Postscript (D)  3ff¥ares
(D)  Salutation ,

30. A greeting‘ used in a letter or 30, ol o3 oy foRag =7 iR
other written or no written TR
communication is known as: (A) :EP—CTI?BW DT DI

. (A)  Enclosure
(B) Complimentary close - B wEEE AT
(C)  Postscript © ERAL
(D)  Salutation D)  fERs
8295 COM 104 R o RS SO
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S

A letter that is written by a 31, fell SR & WY o9, ¥ G SRl
e e o @ & T § T I T @ e
‘0spective seller for the purpose 2 .
of obtaining infolr]mziion W T A g faetl

regarding  the terms and ! forar 11 0ol PEelr &
f‘.onditions for buying a product (A) BIEH
1s known as: | ®) s T
(A)  Quotation ‘
(B)  Letter of enquiry (C) SR I
(C)  Both of the above (D) SWRGT H A PlS Tl
(D) None of the above
32. A letter written by a customer to  32. gfeihar gRT SRafad fordfl avg T @
enquire about the selling price of | g 4w @1 Jodo ?g UED BRI
a service or goods offered by a - foRad v3 &
supplier: (A) TSAH TF
(A)  Letter of enquiry (B) BRIE
(B)  Quotation ©) TR 2R
(C)  Both of the above (D) TR ¥ ¥ o TS
(D)  None of the above
33. Business letter that is written to  33. Eﬂmﬁl'cﬁ el e Cr R B G IR %ﬁ
other people in the same S WA H g afead @ fern
organization'for the conduct of . ST 2 B &
the business is referred to as: (A) fopa w=
(A)  Sales letter (B)
(B) Letter (©) JARven
" (C)  Memorandum D) e
(D) Request letter |
34 It is a written response from 34, U 5 Ued & T @ U & G
representative of a business or ¥ g I oy & Ui gwRr
agency to a customer’s claim fofag SR BT &
letter: (A) VRO A
(A)  Memorandum (B) @ WA U
(B) Claim adjustment lletter ©) P T
© Sales letter (D) PR 73
(D)  Request letter '
COM 104 Page - 13
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35.. .‘T‘ypcs ~of major letter formats 35.
o are:
q (A)  Three
(B) Four
(®) Six
(D)  None of the above
36.  Which of the following serves 36,
the purpose of establishing a
proper link between sentences in
a business lctfex'?
(A)  Coherence
(B)  Emphasis
(C)  Timeliness
(D)  None of the above
37. It is a written response from a 37,
representative of a busine‘ss or
agency to a cuétomer’s claim
letter:
(A) Memorandum
(B)  Request letter
(C)  Sales letter
(D) Adjustment letter
38; If after writing the letter, the 3§,
| writer feels that something
significant that should have‘ been
included in the body of the letter
is left out he/she can add it under
~ the heading: |
(A)  Enclosure
(B)  Complimentary close
(C)  Postscript '
(D)  Salutation
2295 COM 104

i 73 @l ©

(A) A

B) N

(C) 3

(D) SREd § ¥ BIE Tl

B & & P fpdl Eawile o A
Qi & Aed ST AR RRud AR
& 9g3YY B T} BRAT &7

(A)  gaTad

(B) a1 o

(C) a9y

(D) SR F F PIg 7RI

T8 2qag & gfafaf a1 vl 9
TS & <@ 0 B Ui foRed s
& :

(A)  WHRveH

(B) [dg wx
(C) fom ux
.(D)' Wﬂﬁﬁ?{ ey

[ COE I T q— 3
(A) Hame

(B)  wU™IH gy

) Y

(D) afares
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The part of a business letter that

39.  awifie 9 & a8 W R U
includes  the name of the Y grEfad §@ed 1 TM, m T,
o, o, i T R
no. ete. 1s known as: | (%) _ ' @
(A)  Attention line (B) . SjFsIe <

"(B)  Inside address © ™ i

(C)  Letterhead (D) EWER W@
(D)  Signature lines . '

40. Which  of the following 40. fr= 49 &1 W BT T &7
statements is correct? (A)  ERU-TH o & Ry &
(A)  The method of writing & S T D I 2

men;ora;ndjm is | verg; B) W R @ R
much similar to that o : .
business letters i f%ﬂiﬁ LA
(B) There is no similarity T T &
between the method of ©) TRM W OAd %@
writing memorandum and I & R W M T} I
the method of writing ﬂw
letters (D) SR gl B A
(C)  Memorandum cannot
serve as a record for
future reference
D) Al of the above
statements false
R
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