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Pe: () vemyE ARar § 994 8 e wia & I dod |
Note : Question No. 1 is compulsory, answer any FIVE questions from the remaining.
(i) ¥ 5T & T 9FT) ) FHAR T T & B |
Solve all parts of a question consecutively together.
(iii) ¥ 5 B 73 98 @ IR Ffod |
Start each question on fresh page.
(i) 7 st 7 e &7 1 1R 7 i sga @ = 8 |
Only English version is valid in case of difference in both the languages.

1. e wflra & augnse
Explain the following in brief :
(@) R

Minutes
(i) fergE
Notification
(iii)) s<=d @il
Savings Account
(iv) 3iTee o
Job-application letter
(v) ¥
Cheque (2x5)

2. vEUS 9E ¥g HaeA-vA fakea |

Write job application letter for the post of a Manager. (12)

(1 0f2) P.T.O.
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3. OUEIUF I E 7 T ud Sadiie v FAa wee Hif |

What are official letter ? Differentiate between official and business letter.

4. = = wngmu:
Explain the following :
() oefmm
Telégram
(i) PR

Agenda

5. et <t gt aiffe s o <t gaen AR Hifv |
Draft a notice for the tenth annual general meeting of the company.

6. = eI
Explain the following :
() JAewsEHwE
Demi-official letter
(i) raEE SEn

Quorum

7. &rE 9 R fawga ow fafew |
Write a detailed note on credit letter.

8. Fewdlaaa ﬁ“lﬁiﬁ :
Write short note on the following :
(i) QIR
Interview
(i) =T el a9
Trade Reference Letter
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