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Explain thc following in brief:

0)脳

QuOtatiOn

00
Catalogues

tiiり 師れ―Π

Order Letter

(iv) fンコ暮町―Π

Sales Lctter

(v)測 癒

(2X5)Dcfectivc Order
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Correspondencc is the soul ofbusiness.Explain.

3. \rs qrE{Trfus-Td + ftRt" qrrit +1 Faei I \rs rtn {fuq t

Describe the different parts of Business Letter. Give an illustration. (12)

4.でoD Π爾研ざ゙ Hて劇
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Explain thc ineaning and importancc ofEnquiry lctter.

s. qs qqsflrq +..r1 qq6*.rfr ti + frqtdffi q* q+eA 
r

Prepare an imaginary Sale letter for introduction of new product. (12)

6. qftq-d + erel qE Tre +1 srgr{i t

Explain the meaning and importance of 'Circular'. (12)

(12)

(12)

7. Frq q{ ftFqufi ftrfuq :

Write note on following :

(i) ftrqlrdf * o-RUr

Causes of ComPlaints.

(ii) 3iThr erffis.n6,,r+t

Refusal of an order. (6+6)
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What qualities a salcs rcprcsentative must havc and what type ofinfoll.lation he must

keep in mind?Explain in detail。                                 (12)


