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B.Com. I' SEMESTER EXAMINATION, 2023-24
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(Documentation in Business)

"} RUBBER STAME Paper ID
(To be filled in the OMR
Date (fafd) - Sheet) l
IIFHD (il W) :
Roll No. (In 'Fi.gures)
IS (T H) :

Roll No. (In Words) :

Time : 1:30 Hrs.
99 : 1:30 gve

e : PRaar ¥ 50 e RA T §, e o B w1 9w @ R

Max. Ma_rks 175
b : 75

Important Instructions :

1. The candidate will write his/her Roll Number
only at the places provided for, i.e. on the cover

page and on the OMR answer sheet at the end
and nowhere else.

2. Immediately on receipt of the question booklet,
the candidate should check up the booklet and
ensure that it contains all the pages and that no
question is missing. If the candidate finds any
discrepancy in the question booklet, he/she
should report the invigilator within 10 minutes of
the issue of this booklet and a fresh question
booklet without any discrepancy be obtained.

e ey
L el o e dew I W W R

W 7w forg R T & ol e o @
T8 T T A T otMedRo TR T |
T 3 HE T8 fordn

- T QR e & anaeft ot St ave

BiRINGK
I A AR T G § R o & ok
TR AR AR N Ry ¥ a g
gRawr e @ 10 e & R @ By Ries
P! T N ARG AN R R A g v
IRE® TE B A ARy |




In business letters, the sender can

I emR s ¥ s ger O o

lay emphasis on the main or WY W 3P &N 997 T &
urgent message by : (A)  Sfd
(A)  Proper positioning (B) Wﬁ'
(B)  Repetition ©) ) S ET% Ry
(C)  Underlining or using a .
larger type font : I S S
(D)  All of the above ) SRl
2. Which - of the following 2. @ W f=fiReg Fom T8 78 2
statements is not correct : (A) @ X iR R Y AR
(A)  Attention line and subject
line are two different S5 8 S S
parts of a business letter (B) e ¥ ok ey v @R
(B)  Attention line and subject TH D TP A AT E
line are same part of a ©) e 1 4 S 2
business letter
(C)  Attention line is used if VT8 I T 5 N 1 37
the purpose of the sender f5d fady afd & JHer
of a business letter is to D
provide information to
one particular person (D) P ot e 81
(D) All the statements are
false
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Which of the following cannot

3. fefRa 4 @ foasl amEwiie

be included under the objectives Hare @ Sewgt § w78 G o
of verbal busincss dhdl
communication : (i)  GUd QA
(1) Expanding contacts (i) ORI 3TET-IarT Bl
(1)  Exchanging information (i) @ReH @ T
(1) Evidence of contracts
‘ (iv) =T T3l ATl
(1v)  Building goodwill ,
| frefofed # & 3 (& gi-
Choose any one of the following- s
(A)  All of the above ,(A) EI
(B)  Nonc of the above (B) e W T
(C)  Only (iii) (C) @ (iii)
(D) Only (iv) (D)  BIA (iv) |
Which — of the following 4. Fr=foafed § ¥ o9 o o7 @8 &
statements is correct : _ | PR
(A)  Memorandum  cannot (A) e e @ we @ ferg
serve as a record for g \ 3
future reference.
(B)  There is no similarity (B) WiNew ol u3 R A I
between the method of | W
writing ~ Memorandum LGN HHTAT 78T 8
and the method of writing ' ]
letters. © SR e ) fafr amow
(C) The method of. writing T R # AR Egp——
Memorandum is very :
much similar to that of e
business letters
(D) - All the above statements (D) ij’dﬁ T YT TTeld g
are false
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It includes the street, city state

and pin code of the recipicent, all

of which should be placed below

the name of the business or

organization to whom the letter

is being written

(A)  Attention line

(B)  Inside address

(C)  Letterhead

(D)  Signature Lines

Which of the following is the

objective of a sales letter ?

(A) Increasing The sale of A
product or service

(B)  Introducing A product or

| service

(C)  Establishing Direct
Contact With the
customers

(D)  All of the above

Which of the following is not the

objective of a sales letter ?

(A)  Increasing The sale of a
product or service

(B) Introducing A product or
service

(C)  Establishing Direct
Contact With the
customers

(D)  None of the above

T 79 UG @ IR, I 3R RN
Ple WA € R I aeEm O
Y16 & M & 9 forar @ ARy

fort o foran o v&1 & 5 @ @
wWwe o

(A) &I ¥

(B)  gigS Ugw

(C) e

(D) R @

Frefafes % & 29 w fF @ @

RW E?

(A) TS SR A1 A B
qaIT

(B) U IcUG A1 HaT IREg G-

C) 7TEH > W I T
T R

(D) SR FH

P 9 9w R 0
I AR ?

(A) UF ST T a1 3 [
Een)|

(B) U® 3G AT a1 Ry ey

(C) 7Edl 3 Wy WY wiE
R BT
(D) W B T
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8. It is a written response from a 8  T& (b AN 4T qordt @ i gwT
representative of a business or Ted & 2d T @ Th ferfeaa
agency to a customer’s claim uffem 21
t\")cr' v ) (A) WIS

emorandum g
LEIRINEEE|
(B)  Adjustment letter (B) ot
(C)  Sales letter (©) URE
(D)  Request letter (D) T G

9. Which of the following 9. fymfofad 4 B T B B B
statements 1s correct : o (A) Yeven RiEd 31 a0 &
(A) The method of writing ]

memorandum is  very dfia & @ AR T B
much similar to that of T ¥ e 2l
business letters. e R e
(B) There is no similarity (B) @ 9
between the method of s @ ade @ da o1
writing ~ memorandum e 78 3
and the method of writing _ _
letters () Winen wfew wef & forg
(C) Memorandum  cannot Rers 7 P e PY qHdT
serve as a record for s
future reference
(D)  All the above statements (D) IW & T BAF g &
are false |

10. The part of a business letter that ~ 10. U MR 45 &1 98 = forad o=
includes the name of the qe G TS B OAW, SHH T,
organlzatl?n to which the sender XAEH Ho anf 2R & I T BT
belor:gs,. l]t; address, tclephone ST
no. etc. is known as :

(A)  Attention Line (A) : el
(B) Inside Address (B)  EHIES TR
(C)  Letterhead (€) oeves

(D)  Signature Lines (D) RFver dE=



If after writing the letter, the

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

s o fore & A o B
e b 73 3 R § wita a% omw
@B Wew Pl BC T}, O 98 I
Aie & ded Sie e ¢ -

(A) TR
the heading : B) eeticd) et
(A)  Enclosure ©)  defae
(B)  Complimentary close D) W?Fl
(C)  Postscript
(D)  Salutation
12. Types of major letter formats are 12, w3 yrgi @ TE IR €
(A)  Three (A) @
(B) Four (B) R
(C) Six (C) ®%
(D)  None of the above (D) T A B A
13.  Business letter is that is written 13,  aGaRe T3 @ <@ ST B
to- other people in the same | E’Pﬁ @l foran W & aaaiie R
organization for the conduct of dfuagd:
the business is referred to as : (A) Wﬁlﬂ LE
(A)" Request letter B) T
(B)  Letter (C) fmw
(9] Sale§ letter (D) WANeER
(D)  Memorandum
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14, Which of the following 14. FrfoRad ¥ ¥ dF & HF T& T8
statements is not correct ; 2
(A)  Attention Line and Subject :
. L (A) TR g IR Ao oA
Line are Two different 5
parts of a business letter T AR G5 & ) 3T B
(B)  Attention Line is used if (B) UYH orgd WA gl 8
the purpose of the sender af TR UF @ A ae el
of a business letter is to
provide information to one S @ a9 @
particular person THGN Y& &l &
(©) ;l.\ttentmn Slme and sub]:ct (€) T 713 AR GO e
Ine are Same part of a .
business letter 0P € AR 3 P R 2
(D)  All the statements are (D) 4 P e ©
false
I5S.  Which of the following parts ofa  15. @R T3 #1 78 fewar ot 3 &
business letter contains AT AR gef B TRt e 2
information regarding the source I FET o 2
and context of the letter :
(A)  Attention Line (A) 5
(B)  Letterhead (B) iewes
(C)  Subject Line (C) WU oA
(D)  Reference Line (D) N g
16. It is a written response from a 16, g U3 AR I ok 3 U @
representative of a business or UF Tedh & @@ U9 & Uy forRaa
agency to a customer’s claim letter Al & - ‘
(A) Memorandum (A) WANSH
(B)  Request letter (B) 31':1'\"!21 e
(C)  Sales letter (C) faml ux
(D)  Adjustment letter (D) WHRINH
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17.°" Which

of the following 17. fy=foRed # 3 &9 @1 T w& 2
statements 1s correct : (A) v ‘I\'F\f 7O TR B
(A)  Quotations cannot be i W

I QUHIH Sl
sent to old or new | ™
customers without a trade b g1
enquiry (B) @I [/ IT Y TEH B

{B)  Quotations can be sent to @R A A o m
' old or new customers . S
: _ gl
without a trade enquiry -
(C)  Both the statements are ©) 3l B e §
correct (D) e FF o &
(D) Both the statements are
false
18.  ISSN stands for- - 18. . ISSN & #deid & -
(A): International  Standard A) S S B S
- Social Number '
(B) International Source (B)  EcviRMe WRi WRTd TR
Serial Number (€) e Wed HRTd 4w
(C) International  Standard . - _
Serial Number D) % ‘ el IR
(D) Indian Standard society .
Number
19.  Parenthetical Referencingis also  19. TIfewa Yol & g 99 ¥ §
known a;‘ - ST ST &
(A)  In Text Referencing (A) 37 SRS YHIRT
(B)  Food Note Referencing (B) T Are YR
(C)  Endnote Referencing (C) TeAre Wi
(D)  Title Referencing (D) TIECd YHRRT
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20.

The objective of citation style

20, I Wigel A B T ¢ -

manuals is - (A) o iR b @Y A
(A)  Attribution of own B) TR ® D &1 @ 99
intellectual work ) aie dehe gRomET 3 899
(B)  Attribution of other’s ) oo
intellectual work
(C)  Attribution of corporate
intellectual outcomes
(D)  All of these
21.  MLA stands for - . 21. MLA & #ded 8
(A)  Modem Logical (A) Hied diforde AR
Association (B) e fiffaRes TR
(B) Modem Liqguistié © et I wafieT
Association D) e T
(C) Modemn Language
Association
(D) Modern Law Association :
22.  APA style stands for - 22. APA ®WTZd &I 79 & —
(A)  American Psychological (A)  IAR&H e ETEd
o Association 7. TR
B American Psychological
v Associates ' g B i o !
(C)  Association of m?ﬂ? |
Psychological - of (C) IR 3t SESIEIEC
Americans 3% FRH=
(D)  American Psychologist (D) dWRe @ ESARIIN
Association R
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23.

24.

25,

‘International Standard Audio-
Visual Number’ (ISAN) is
another form of digital object
identifier which is used to -

(A)  Knot text-visual works
(B)  Knot Video works

(C)  Knot audio-text works
(D)  Knot audio-visual works

‘International Standard Book
Number (ISBN)’ is a digit

unique numeric commercial

~ machine- readable identification

number meant for monograph

' publications.
(A) Eight
(B) Ten
(C) Eleven

(D)  Thirteen

Who is responsible for assessing

1SBN in India ?

(A) Raja Ram Mohan Roy
Foundation, Kolkata

(B)  National Library,

~ Kolkata

(C)  Imperial Library,
Kolkata

(D) National Book Trust,
New Delhi

23, TSATA Wee AfeT-fage TR
(ISAN) & R Rfea amiae
HESEPRR BT w9 & dr @
U o S R -

C(A)  STwRfIge @l B
(B) AT FHl B wREAT

(©) s —Sae Bl @ qRE
(D) - Jifa-fIere Bl B qre

24, TTERAA KIS §F AR (ISBN) T

_ Rfyes oo PRe
FHifae FfE-Te- UEaH € &
S AHTE SERE @ fo g
(A) 933
(B) <9
(C) TIRE
(D) E
25. 9Rd # ISBN & YU & forg aH
. fmRRE?
(A) XN M H1EA 0 BNeTH,
EARCAR)

(B) YA g, PIABIT
(C) sHiRES A, Brerdr
(D) T 99 T, Y fR

1155
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26. What abbreviation is used to 26, fhl) ongEd @ I IREY ot
mention more than two authors deffg e @ forg dHF <) T T
of a rescarch work to be cited ? guanT far o & ?

() | sl (A) atal
(B)  etal (B) ctal
(E - etall ©) etall
(D) otall. (D) otall

27. A written response from a 27 Ted & qar I3 B gfd U @TIR AT
representative of a business or ol & wfafAf &1 Ue forfRaa wfcrare
agency to a customer’s claim 1 R FeT AT
letter is called :

(A)  Request letter @) W ”

(B) Memorandum ® e

(C)  Sales letter (©) fashl 7

(D)  Claim Adjustment letter (D) < LERIERRE]

28. Business letter is that is written  28. U& U1 AR U3 ol GUR & 10 &
to other people in the same ot 9o & R B g ANt @y
organization for the conduct of forar Siren 2, S |7 P o 32
the business is referred to as : (A) Tﬂﬁﬁﬁ'

(A) Memorandum B) T

(B)  Letter © fREw
(C)  Sales letter

(D)  Request letter ©) GF‘R}M ™

29. A quotation is sent from : 29. TS I AT I R

(A) A buyer to a potential (A) TP @WIIR ¥ W gaflg
supplier SHTIﬁ?}Tcﬁ N
(B) A supplier to a potential (B) b ®RA wdeer @ o
buyer W‘Iﬁ'ﬁﬁ X
(C)  Both of the above ©) TR
(D)  None of the above D) @ Tw @ -
1155 COM 104
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30.  Business letter is that is written 30, @R TF T8 & W I GTeA @ o
to other people in the same an & frEr 9T & araafie sri
:rg::niz_ution .for ;he cionduct of ? v

1¢ business is referred to as :
(A)  Sales Letter (A) P T
(B)  Letter )
(€)  Memorandum ©) A
(D) Request Letter (D) Gljﬂﬂ

31 A piece of direct mail which is 31, u@® & IWRd v & ferg feames
designed to persuade the reader fmr T W W @B UF TER A S
to purchase a particular product foelt faRre Sarg a1 Ja1 & @
Or SCrvice 18 : @ foly 79 & LW W 7
(A)  Memorandum (A) WAREH
(B)  Letter B) W
(C)  Sales Letter (C) faml =
(D)  Request Letter (D) (ﬂjﬁﬂ LE|

32 A letter written by the 32. U® OIfdd @CR QERT U GGIIG]
prospective  seller to the faspar a1 va W1 g3 AR S fau
prospective buyer stating the T Sarel @ e @ el sk o
terms and conditions for the sale e & o & fr 98 S Bl
of products in which he/she deals
is termed as : B, B 3 A E
(A)  Quotation () A
(B)  Letter of enquiry (B)  forgme o
(C)  Both of the above (C) SWIF Ml
(D)  None of the above (D) ST A&

33, It means ensuring that the 33. I8 o 2 f TS U WAt
document gets to your recipient B U W4 98 SHD ATITFT B T9
when they need it. UEA & |
Eg; gohehren'ce (A) Aol

mphasis
(C)  Timeliness (B) SR
(D)  None of the above (€)  wHgeRya
(D) SR
1155 COM 104 Page - 13



ayR Garg § e A O @ E

4. The correct amount of ___in 34 . i

3 business communications can eI RIEERED HaT P IAHA
help readers casily access the q-é-a-’[ Y AgG X g & ?
intended message. (A) refadl
(A)  Coherence (B) AR
(B) Empha.lsis ©) T

eliness ‘
Eg)) Tzl:)::t:lg]f the above (D) i 713‘[ _

35.  Which of the following serves ~ 35. @MUR U ¥ gl & 4 wer fefd
the purpose of establishing a wrfid eR Bl P Pl & 7
proper link between sentences in (A) GG
a business letter ? (B) IR
(A)  Timeliness © el
(B)  Emphasis
(C)  Coherence (D) SR T
(D)  None of the above \ .

36. It specifying the topic of the  36. af wifiet &X 8, M WA F fawg 1
letter, if included, comes fafde @xad gY LS| Sﬁ'\’ T3 3 IRR
between the salutation and the @ < ¥ I ' i
body of the letter. (A) ©F @

(A)  Attention Line (B) dcw®s
(B)  Letterhead (C) qod ¥
(C)  Reference Line (D) faw v
(D)  Subject Line

37.  Which of the following partsofa 37, AR y3 & 3} Hﬂ] ¥ @ 9
Pusiness letter contains IR Wt & IR '&ﬁ'cﬁ .
information regarding the source A)  w ¥ .
and context of the letter : '

(A)  Reference Line (B) . KRG
(B)  Letterhead ©) & Y
(C)  Attention Line (D) favg ¥
(D)  Subject Line

- 1155 COM 104



38.

39.

40.

41.

1155

e

& The part of the recipient address 38, a1 0F ® ®a @ A &Y H
m a letter or on an envelope A e & Tar AR T @
\\ hich names the person to whom aeriaRa R aiftu -
the | S
(:} LHL"l\‘hOlI'ld ln‘|l¢ll‘lklt(1 I8 (A) Yoyl

Attention Line , re
(B)  Inside Address (B) TS T3
(C)  Letterhead (€)  dews
(D) Signature Lines (D) Rpaer crg=
The part of a business letter that 39, U @1 U R R 096 & HreH
includes the name of the P AW, I T, B o i
organization to which the sender ' .
N . ML ulldl & -
belongs, its address, telephone R, 3 w0 o &
no. etc. is known as : (A) ©H X
(A)  Attention Line (B) gIvIgs Usd
(B)  Inside Address €) R ag
(C)  Signature Lines D) Jeve
(D)  Letterhead
A letter written by a customer to  40.  Udh TTEdh gNT U IﬂT{%’ﬂ?ﬁ &I JaT
enquire about the selling price of P W el WaT T HIS Dl { A
a service or goods offered by a 3 fore v MEw g foran MO UH |
supplier. _ ) TR B
(A)  Letter of Enquiry ®) .
(B)  Quotation ,
(C)  Both of the above © 3“"1;' L
(D)  None of the above (D) m ?}'ﬁé TR

A letter that is writen by a 4l. U® UH U3 W (P WG fsmar o
prospective buyer to a prospective IAE B WEH & forv FERE aA
seller for the purpose of obtaining 3 R @ 9T @ieR gNr R
information regarding the terms T 2, T R T AR
and conditions for buying a product A) e
1s known as : 5
(A)  Quotation ®) kil

" (B)  Letter of Enquiry- © 3 li‘l Rl .

(C)  Both of the above (D) T A 3§ &
(D) None of the above
COM 104 Page - 15




SR, SRR

42, The word (such as “Sincercly”) 42, 0§% @ avdlER A1 A @ Ugel A1 AH
or phrase (“Best wishes™) that ¥ 4T WA T, 3Hd 1 HAeY
conventionally appears  before e B ¥d i yfafed &I U gdHe &
the sender’s signature or name at ael v (VR vaed’) P N FEl
the end of a letter, email. or ‘

are @ -
similar text 1s called : .
(A)  Held
(A)  Enclosure ,
(B) eI ¥HIfe
(B)  Complimentary Close
(C)  Postscript © ’
(D) Salutation (D) o

43. - A greeting used in a letter or  43. ¥ a1 oY forlkea T1 aifeilag darg #
other written or non-written ud PR SN SET S
communication is known as : (A) e
(A)  Enclosure (B) vy I
(B)  Complimentary Close ©) e
(C)  Postscript

(D) HOTHA]
(D)  Salutation '

44. A process in which a document 44, Uh W i R U% AT o
you include with a physical AT TP NIF B 75 TR TR
cover letter, such as a resuine or FE XD T ﬁ.\?@ T

' \iq[ﬁ ig
letter of recommendation is R R s
called : : |
(A PR Har

(A)  Cover Enclosure _

(B)  UNTHEG wwifty
(B)  Complimentary Close

C TefRshe
(C)  Postscript ©
(D)  Salutation D)3 |

1155 COM 104
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If after writing the letter, the 45, 4 wq for@s & qre AEAF B YR
witterfeels that  something g A 2 R w b adR § e
- significant that should have been e @ for D ”g““fﬁ PG| Be e
ineluded in the body:of the etter ¥ oo aw g g Mie @ med o
is left out: he/she can add it under R ‘
the heading : oy
(A)  Enclosure (B i G
B Complimentary Close
EC; SalutZtion 0 (€) T
(D) Postscript (D)  TeRee
46.  Types of major letter formats are 46, 7 g TR b UBR B
(A)  Two | (A)
(B)  Three (B) oM
(C)  Four €) R
(D)  None of the above (D) 3?17? J 'cf?f'a‘ 1
47. ISBN is applicable to : 47. ISBN & f/q9 W@ A fdam o @
(A)  Journals (A)  uf3epmd
(B)  Books (B) far
(C)  Books and Journals both () e aik W 2
(D)  None | (D) BT T
48. Which of the following serves 48 fymifaifad & § o wr AR 93
the pqupose of establishing a Tt ¥ 1 SR Riw i 3 3
proper link between sentences in S @ e &
a businéss letter ? T
(A) Coheren‘ce N
(B)  Emphasis |
(C)  Timeliness (C) 99 Uy
(D)  None of the above (D) TR & PE N ,—.,—ﬁ
¥133 COM 104 Page - 17




49 Which of the following 49. Freffeed & & & & FFF W
statements is correct : (A) BRI T Ugar)Y & /M AT
(A)  Quotations can be sent to 77'2’ TEET P A o 2

Ol.d or new custorncrs o P ?ﬁ T AT TS &
without a trade enquiry
(B)  Quotations cannot be sent ey & fr @ A o
to old or new customers FHar & |
without a trade enquiry ©) IRITT eFf Fo TE &
© Both the statements are ,
correct (D) SR Gl B A &
(D)  Both the statements are false .

50. Which of the following 50. Frfod § & & 1 &F W & :
statements is correct : (A) Premr @R w4 U
(A)  Courtesy is not one of the AP T 2

essential requirements in

business letters. (B) W A WY TF @ AR
(B)  Brevity or conciseness is T Pl Hﬁﬁ{“‘f freiear 7 2 |

not an important ©) W AiaRe IR 75 T |

characteristic of a good .

business letter. (D) @R w SR W
(C) Memorandums are not W TRl F% B A

internal business letters. g 5 X ueE B w9 g
(D)  Establishing an appropriate . B N Y TEHR R |

wavelength in  business

letters implies that it should

be written keeping in

consideration the

comprehension ability of

the reader.

’ % % ok ok K
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