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1. 

2. 

1155 

In business letters, the sender can 

lay emphasis on the main or 

urgent message by: 

(A) Proper positioning 

(B) 

(C) 

(D) 

(A) 

(B) 

Repetition 

Which of the following 

(C) 

Underlining or using a 

statements is not correct: 

(D) 

larger type font 

All of the above 

Attention line and subject 

line are two different 

parts ofa business letter 

Attention line and subject 

line are same part of a 

business letter 

Attention line is used if 

the purpose of the sender 

of a business letter is to 

provide information to 

one particular person 

All the statenments are 

false 

1 

2. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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3. 

4. 

1155 

Which of the following cannot 

be included under the objectives 
of 

communication : 

(i) 

(ii) 

(iii) 

(iv) 

(B) 

(C) 

(D) 

verbal 

Choose any one of the following 
(A) All of the above 

(A) 

(B) 

Expanding contac�s 

(C) 

Exchanging information 

(D) 

Evidencc of contracts 

Building goodwill 

business 

Which of the 
statements is correct : 

None of the above 

Only (ii) 

Only (iv) 

following 

Memorandum cannot 
serve as a record for 

future reference. 

There is no similarity 
between the method of 

writing Memorandum 
and the method of writing 
letters. 

The method of writing 
Memorandum is very 
much similar to that of 

business letters 
All the above statements 

are false 

3 

4. 

() 

(ii) 

(ii) 

(iv) 

COM 104 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

pdd (iv) 

'o 
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s It includes the strect, city state 5 

6 

5p and pin code of the recipicnt, all 

of which should be placed below 
the name of the business or 

organization to whom the letter 

7. 

1155 

is being written 

(A) 

(B) 

(C) 
(D) 

(A) 

(B) 

(C) 

Which of the following is the 
objective of a sales letter ? 

(D) 

(A) 

Attention line 

(B) 

Inside address 

(C) 

Letterhead 

(D) 

Signature Lines 

Increasing The sale of A 
product or service 

Introducing A product or 
service 

Establishing 
Contact 

customers 

Which of the following is not the 

objective of a sales letter ? 

All of the above 

With the 

Increasing The sale of a 

product or service 

service 

Introducing A product or 

Establishing 
Contact 

Direct 

customers 

With 

None of the above 

Direct 

the 

6. 

(B) 

(C) eÈS 

(D)rtr aIgA 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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8. 

9. 

10. 

1155 

It is a written response from a 
representative of a business or 
agency to a customer's claim 

letter. 

(A) Memorandum 

(B) 
(C) 
(D) 

(A) 

Which of the following 

(B) 

statements is correct : 

(C) 

(D) 

Adjustment letter 
Sales letter 

(A) 

Request letter 

(B) 
(C) 

The method of writing 
memorandum very 

much similar to that of 

business letters. 

There is no similarity 

between the method of 

writing memorandum 

and the method of writing 
letters 

The part of a business letter that 

includes the name of the 

organization to which the sender 

belongs, its address, telephone 

Memorandum cannot 

serve as a record for 

future reference 

no. etc. is known as : 

All the above statements 
are false 

Attention Line 

Inside Address 

Letterhead 

(D) Signature Lines 

8. 

9. 

10. 

(A) 

(B) 

(C) 
(D) Ie 4a 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) r ISH 
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11. 

12. 

13. 

1155 

If after writing the letter, the 11. 

writer feels that somcthing 
significant that should have been 

included in the body of the letter 
is left out: he/she can add it under 

the heading: 

(A) 

(B) 

(C) 

(A) 

(D) Salutation 

Types of major letter formats are 

(C) 

(D) 

Enclosure 

Complimentary close 

(B) Four 

Postscript 

(B) 

Three 

(C) 

Business letter is that is written 

to other people in the same 

(D) 

Six 

organization for the conduct of 

None of the above 

the business is rcferred to as : 

(Ay Request letter 

Letter 

Sales letter 

Memorandum 

12. 

13. 

(A) 

(B) 

(C) 

(D) HoeA 

(A) 

(B) 

(C) 

(D) 

(A) grr va 

(B) 

(C) 

(D) 
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14. 

15. 

16. 

1155 

Which of the following 
statements is not correct: 

(A) 

(B) 

(C) 

(D) 

(A) 
(B) 
(C) 

Which of the following parts of a 
business letter contains 

(D) 

and context of the letter : 

Attention Line and Subject 

(B) 

Line are Two different 

(C) 

parts of a business letter 

(D) 

Attention Line is used if 

the purpose of the sender 
of a business letter is to 

provide information to one 

particular person 
Attention line and subject 
line are Samé part of a 
business letter 
All the statements are 

false 

Attention Line 
Letterhead 

It is a written response from a 

representative of a business or 

agency to a customer's claim letter 
(A) Memorandum 

Subject Line 
Reference Line 

Request letter 

Sales letter 

Adjustment letter 

14. 

15. 

16. 

(A) 

(B) 

(C) 

(A) 

(B) 

(C) 

(D) 5H AIST 

(A) 

(B) 

(C) 

COM 104 
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Page - 8 

information regarding the source 



18. 

19. 

1155 

Which of the following 
statements is corrcct : 

(A) 

(B) 

(C) 

(D) 

(B) 

(C) 

(D) 

Quotations cannot be 

sent to old Or new 

customers without a trade 

(A) 

enquiry 

(B) 

Quotations can be sent to 
old or new customners 

ISSN stands for 

(D) 

without a trade enquiry 

(A): International 

Both the statements are 

i, Social Number 

Correct 

Both the statements are 

false 

International 

Serial Number 

International 

Serial Number 

known as -

Number 

Standard 

Parenthetical Referencing is also 

Indian Standard society 

Source 

Standard 

In Text Referencing 

Food Note Referencing 

(C) Endnote Referencing 

Title Referencing 

17. 

(A) 

19. 

(B) 

(C) 

(D) 

18. , ISSN Hicie : 

(A) 

(B) 

(C) 

(A) 

(B) 

(C) 

(D) 
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20. 

21. 

22. 

1155 

The objective of citation style 
manuals is -

(A) 

(C) 

(B) Attribution of other's 

(D) 

(A) 

(B) 

(C) 

(D) 

MLA stands for -

(A) 

Attribution of OWn 

(B) 

intellectual work 

(C) 

(D) 

intellectual work 

Attribution of corporate 

intellectual outcomes 
All of these 

Modern 

Association 

Modern 

Association 

APA style stands for 

Modern 

Association 

Modern Law Association 

Association 

American Psychological 

Associates 

Association 

Logical 

American Psychological 

Psychological 

Linguistic 

Americans 

Language 

Association 

of 

of 

American Psychologist 

20. 

21. 

22. 

(A) 

(B) 

(C) 

(A) 

(B) 

(C) 

(D) 

APA SA HGs -

(A) 

(B) 

(C) 

(D) a 

COM 104 
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23. 

24. 

25. 

'International Standard Audio 
Visual Number' (ISAN) is 

another form of digital object 
jdentifier which is used to -

(A) 

(B) 

(C) 
(D) Knot audio-visual works 

1155 

'International Standard Book 

Number (ISBN)' is a digit 
unique numeric commercial 

machine- readable identification 

(A) 

(B) 

number meant for monograph 

publications. 

(C) 
(D) 

Knot text-visual works 

Knot Video works 

Knot audio-text works 

(A) 

(B) 

(C) 

(D) 

Eight 

Who is responsible for assessing 

Ten 

1SBN in India ? 

Eleven 

Thirteen 

Raja Ram Mohan Roy 

Foundation, Kolkata 

National 

Kolkata 

Imperial 

Kolkata 

Library, 

New Delhi 

Library, 

National Book Trust, 

24. 

25. 

(A) 

(B) 

(C) 

(A) 

(B) 
(C) 

(D) 

foR? 

(A) 

(B) 

(C) 

(D) 

31G 
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26. 

27. 

28. 

29. 

1155 

What abbreviation is used to 

mention more than two authors 
of a rescarch work to be cited ? 

(A) at al. 

(B) 

(C) 
(D) 

(A) 

(B) 

A written response from a 

representative of a business or 

agency to a customer's claim 

letter is called: 

(C) 
(D) 

(A) 
(B) 

(C) 

(D) 

Claim Adjustment letter 
Business letter is that is written 

to other people in the same 

organization for the conduct of 
the business is referred to as : 

Memorandum 

(A) 

et al. 

(B) 

et all. 

(C) 

ot all. 

(D) 

Request letter 
Memorandum 

Sales letter 

A quotation is sent from: 

Letter 

Sales letter 

Request letter 

A buyer to a potential 
supplier 

A supplier to a potential 
buyer 
Both of the above 

None of the above 

26. 

27. 

28. 

29. 

Gyu fI GIGI ? 

(A) 

(B) 

(C) 
(D) 

(A) 

(B) 

(C) 

(D) 

(B) 

(C) 

(A) fftr 

(A) 

(B) 

at al. 

(C) 

et al. 

(D) R 4A 

ct all. 

COM 104 
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30. 

31. 

32. 

33. 

1155 

Busincss letter is that is written 
to other people in the same 
organization for the conduct of 
the business is referred to as: 
(A) 
(B) 
(C) 
(D) 

(A) 

A piece of direct mail which is 
designed to persuade the reader 
to purchase a particular product 

(B) 

or service is : 

(C) 
(D) 

(A) 
(B) 
(C) 

Sales Letter 
Letter 

(A) 

Memorandum 

Request Letter 

A letter written by the 

prospective seller to the 

prospective buyer stating the 
terms and conditions for the sale 

of products in which he/she deals 
is termed as : 

(B) 
(C) 
(D) 

Memorandum 
Letter 

Sales Letter 

Request Letter 

(D) None of the above 

Quotation 

It means ensuring that the 

document gets to your recipient 
when they need it. 

Letter of enquiry 
Both of the above 

Coherence 

Emphasis 
Timeliness 
None of the above 

30. 

31. 

32. 

33. 

(A) 
(B) 
(C) 

(A) 
(B) 
(C) 

(A) 

(B) 

(C) 

(D) 

(A) 
(B) 
(C) 
(D) 
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34. 

36. 

37. 

The correct amount of 

1155 

business communications can 

help rcaders casily access the 

intended message. 
(A) 
(B) 
(C) 
(D) 

35. Which of the following serves 

(A) 
(B) 
(C) 

the purpose of establishing a 

(D) 

proper link between sentences in 

a business letter ? 

(A) 

Coherence 

(B) 

Emphasis 

(C) 

Timeliness 

(D) 

None of the above 

It specifying the topic of the 
letter, if included, 

body of the letter. 

(A) 

Timeliness 

between the salutation and the 

(B) 

Emphasis 

(C) 

Coherence 

(D) 

None of the above 

Attention Line 

Letterhead 

in 

Reference Line 

Which of the following parts of a 
business letter contains 

and context of the letter : 

Subject Line 

information regarding the source 

Reference Line 

Letterhead 

Comes 

Attention Line 

Subject Line 

34. 

35. 

37. 

(A) 

(B) 

(C) 
(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) fagy va 

COM 104 
Page - 14 



38. 

39. 

40. 

The part of the recipicnt address 
in a letter or on an envelope 

lRvhich names the person to whom 
the letter should be handed is : 

1155 

(A) 
(B) 
(C) 
(D) 

(A) 
(B) 
(C) 

The part of a business letter that 
includes the name of the 
organization to which the sender 
belongs, its address, telephone 
no. etc. is knoWn as : 

(D) 

(A) 
(B) 
(C) 

(A) 

Attention Line 

(B) 

Inside Address 

A letter written by a customer to 
enquire about the selling price of 
a service or goods offered by a 
supplier. 

(C) 

Letterhead 

(D) 

Signature Lines 

Attention Line 
Inside Address 
Signature Lines 
Letterhead 

(D) 

41. A letter that is written by a 
prospective buyer to a prospective 
seller for the purpose of obtaining 
information regarding the terms 
and conditions for buying a product 
is known as : 

Letter of Enquiry 
Quotation 
Both of the above 

None of the above 

Quotation 
Letter of Enquiry 
Both of the above 
None of the above 

38. 

39. 

40. 

41. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 
(C) 
(D) 

(A) 
(B) 
(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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42. 

44. 

The word (such as Sincercly") 

or phrase ("Best wishes'") that 

conventionally appcars before 
the sender's signature or name at 

the end of a letter, email. or 

1155 

similar text is called: 

(A) 

(B) 

(C) 

(D) 

43. A greeting used in a letter or 

(A) 

(B) 

other written or non-written 

(C) 

communication is known as: 

(D) 

Enclosure 

Complimentary Close 

Postscript 
Salutation 

(A) 

(B) 

(C) 

called : 

(D) 

A process in which a document 

Enclosure 

you include with a piysical 

Complimentary Close 

cover letter, such as a resuine or 

letter of recommendation is 

Postscript 
Salutation 

Cover Enclosure 

Complimentary Close 

Postscript 

Salutation 

42. 

43. 

44. 

. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

COM 104 
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45. 

46. 

47. 

48. 

1155 

If after writing the lctter, the 
writer feels that something 
significant that should have becen 
included in the body of the letter 
is left out; he/she can add it under 
the heading: 
(A) 

(B) 

(C) 

(D) 

(C) 

Types of major letter formats are 

(D) 

(A) Two 

(B) Three 

(A) 

(B) 

(C) 

(D) 

Enclosure 

Complimentary Close 

ISBN is applicable to : 

(A) 

Salutation 

(B) 

Postscript 

(C) 

(D) 

Four 

None of the above 

Journals 

Which of the following serves 

the purpose of establishing a 
proper link between sentences in 

a business letter ? 

Books 

Books and Journals both 

None 

Coherence 

Emphasis 
Timeliness 

None of the above 

45. 

47. 

48. 

HchtI : 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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49. 

50. 

1155 

Which of the 

statemcnts is correct : 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

Quotations can bc sent to 

(D) 

following 

old or new customerS 

without a trade enquiry 
Quotations cannot be sent 
to old or new customers 

without a trade enquiry 

Which of the following 
statements is correct: 

Both the statements are 

Correct 

Both the statements are false 

Courtesy is not one of the 

essential requirements in 
business letters. 

Brevity or conciseness is 
not an important 

characteristic of a good 
business letter. 

Memorandums are not 

internal business letters. 

Establishing an appropriate 
wavelength in business 
letters implies that it should 
be written keeping in 
consideration the 

comprehension ability of 
the reader. 

(A) 

(B) 

(C) 

(D) 

(A) 

(B) 

(C) 

(D) 
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