- 7162/BAl OCTOBER 2008

BUSINESS COMMUNICATION AND OFFICE
MANAGEMENT

(For those who joined in July 2003 and after)
Time : Three hours Maximum : 100 marks
SECTION A — (4 x 10 =40 m.grks)

Answer any FOUR questioﬁa.
Answer not to exceed 1 page.

1. State the significance of business communication.

2. Mention the precautions to be taken while writing
refusal letters.

3. As a Branch Manager, write a letter to the Head
Office recommending confirmation of a Probationary
Assistant.

4. Write a circular letter intimating the inauguration
of a new business.

5. ; Explain the importance of office in modern
business organisation.

6. Narrate the advantages of office manual.

7.  Describe the importance of proper lighting and
ventilation in an office.

8.  Explain the significance of records management in
modern office.

SECTION B — (3 x 20 = 60 marks)
Answer any THREE questions.

Answer not to exceed 3 pages.
9.  Explain the structure of a business letter.

10. Draft an unsolicited application for the post of
office manager in Reliance Fresh Super Market,
Chennai.

11. Write a letter to the Income Tax Commissioner
asking permission to pay the Income Tax in
instalments.

12. Discuss the functions of a Modern Office.

13. Ezxplain the essential features of a good filing
system. i

14. Explain the merits and demerits of mechanisation
of office functions.







