9144/BA1 OCTOBER 2009

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 marks)

Answer any FOUR questions.

All questions carry equal marks.

Answers not to exceed 1 page.

1. Explain various method of addressing.

2. Write a complaint letter of the delay in execution
of the order

3. Write an enquiry letter for the supply of
machinery.

4. Write a letter to the income tax commissioner
seeking permission to pay the income tax in
installments.



5.  Explain the records management process.

6. What is alphabetical system of classification of
filing? What are its advantages?

7.  What is a flow chart? What are its types?

8.  Write short notes on;
(a) Strip index
(b) Vertical card index
(c) Signal.

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

Answers not to exceed 3 pages.

9.  What are the points to be considered while writing
adjustment Ie_tters?

10. Describe the importance of proper lighting and
ventilation to increase efficiency of office work. .

11. Write an application with resume for the post of
account offices with imaginary data.

12. Explain the modern method of filing.
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13. Explain the merit and demerit of mechanization of
office function.

14. Write a collection letter to a customer enclosing
the statement of account containing particular of goods
and price payable.
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