0123

COM-104
B.Com 1% SEMESTER EXAMINATION, 2021-22
B.Com

(Documentation in Business)
Credit (2+0)
(CBCS Mode)

Important Instruction :

The question paper is in two sections :
Section-A (Descriptive) will be of 15
marks and Section-B (Objective) will be
of 60 marks. Section-A will be

| deposited at the end of the

examination and answer sheet (OMR)
of Section-B will be deposited.
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Section-A (Descriptive)

Time : 1 Hrs.
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Max. Ma_rks <15
AHferedd e ;- 15

IS (FD! H) :
Roll No. (In Figures)

|

FIHAD (T H) :

Roll No. (In Words) :

el @1 9 -

Student Name :

@8 UREE B BYAER / Invigilator’s Signature :

Note : (i)

Total No. of Questions are Six.

(i)  Answer three questions in all.
(i)  All Questions carry equal marks.

e () % v oo Ry W E
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What are the points of attention in writing a business letter ?

FAGIh oG ¥ 7 o drelt 41 ar ¢ 2

2

2: What are presentation issues in business correspondence ?
ATHIAD T3 ATER ¥ RSB D JGa a1 — FT 8 ?
3. Describe the process of inviting quotations.
eI SEXV T ST B 1 fhar Ty |
4. Elucidate any sales letter.
fee fsy o3 @ we P S|
S. Discuss the basic features of Memorandum.
A0 B IR et & fader i |
6. Explain the issues in sending quotations.
SR Yo ¥ it T @ Iy
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Section-B (Objective)
. CcoMlo4
B.Com 1" SEMESTER EXAMINATION, 2021-22
‘ B.Com
~ (Documentation in Business)
Credit (2+0)
B s (CBCS Mode)
RUBBER STﬁE‘ED Paper ]I)
Date (R : o S
. i
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Roll No. (In Figures) ! ==
S (TR )
Roll No. (In Words) :
Time : 1% Hrs. Max. Marks : 60
S - 11, EOR fread A® - 60
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Important Instructions : e
1. The candidate will write his/her Roll Number | 1. 3peft U FTHEA® 3o o A ® R
only at the places provided for, i.e. on the cover o T fae ™ & wulg T e 2
page and on the OMR answer sheet at the end T TS T 6 R T WoTHodRe TR T

and nowhere else. W, T I 78 T8 R
2. Immediately on receipt of the question booklet, | 2. W YR fem @ st @ W TS
' the candidate should check up the booklet and o® @ o e B T gRae 3 R 98
ensure that it i:ci'nl.nin&rnil the pages and that no # sl B = E @ T 8 AR B
question is missing. If the candidate finds any & o v ‘gﬁ%l‘ﬂ“ﬁﬂfl % 10 fide & W

discrepaney in the uestion booklet, he/she 8
e : b o TRUEE W e oo wee AR R R
|

should report the invigilator within 10 minutes
of the issue of this booklet and a fresh question
booklet without any discrepancy be obtained.




1. It 1s a name given to that file U8 BIgA DI ﬁl‘ﬂ T A B
‘ (A)  Nick name (A) STTH
(B)  Real name ®) awhE T
(C)  File name
(C) wigd M
(D)  Both (A) and (C) PRI
2. Which of the following should g B e s s G e G
not be a part of Resume ? (A) uﬁ;ﬁ AT
(A)  Religious Affiliation (B) AR 3fEE
(B) Employment history © i Rl
(C)  Contact Information o) s
(D)  Education
3.  Resume isa ____ word which WA TP I & EET Aded ¢
means Summary (A) 1,'[’)?1
(A) French (B) T
(B) German ©) SR
(C) [Italian D) e
(D)  American _
4. Reports that provide data, Roé o arde, TR, Rveww 3k
findings, analyses, and sy BT
conclusions are : (A) EA® fRaré
(A)  Informational Reports ®) W R
(B)  Progress Reports © wx
(C)  Summaries
(D)  Analytical Reports ®) R
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5. Reports - Convey informations,
answer, questions, and ___
(A)  Present your opinion
(B)  Comply with Government

Regulations

(C)  Solve problems
(D)  None of these

6.  Which one is used for the
shortest document. among
technical written documents ?' -
(A) Report

" (B)  Website
(C)  Summary
(D)  Paragraph
7. APA style stands for
| (A) American Psychological

5,  Rog A gy, Sw¥, g, AR A

g 8 —

(A) MU faam
(B) EYoN fam
(C) GARIRI BT &
(D) sﬂﬁﬁﬂﬁé%"r

6. fmod fufed swgiT ¥ ¥ €
PH—] YW BIeT SEGI< & ?

(A) R
() W
(C) WR
D) R

7. APA wisd &1 ddad &

(A) 3mER®A SIEEIRIINETS

Association NS
i ychological . i

(B)  American Psychologica ®)
Associates

(C)  Association of :
i : (C) TAIRTYH aife WEaaidd
Psychological of
American ; SIRg aﬁﬁﬁ

(D)  American Psyhchologist (D) 3R L FEIR IR
Association TEIRTIH
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ISSN stands for

8.  ISSN &1 weleid 8
(A) Internation| standa
rd :
A) TR Wree A T
social number 5 0
(B) International source serial ®) . s By
number (©) WW éﬂ@é AR
(C)  International standard THR
Sel‘i'al number (D) zfeg wres Arrge! TR
(D)  Indian standard society
number
9. Leaming to communicate with 9. ¥R & WY WG HCN UG
others is key to w 2
(A)  Winning the approval of ' :
(A) 99 & g Suierd @t @l
everyone around you X '
(B)  Establishing rewarding Ll
relationships (B)  WMEN FHH I
(C)  Never being (©) T ITefd Tel FHEAI
isunderstood i :
At (D) I W ARl  INRSD
(D)  Eliminnating all of your
listerner’s  physiological N AR @ a“-\r
noise
10. Which term below refers to the 10. ¥4 3 T A o w T @
process of transmitting o wgE @ e @ fon f i
information from one person Of CaRiiIR E PEl g7
group to another ? (A) qiﬁﬂﬁé
(A)  Feedback (B) ¥uR
(B)  Communication ©) ﬁﬁi
(C) Sendﬁr (D) G
(D)  Receiver -
123 = v e COMeI04 Fage=3
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BREa Lt S L s S R S
i » - -

11.  Which of the following parts ofa 11, e@@iad @ o faefafed = 3 @
business letter contains LG IRE! @ i au weH 3
~ information regarding the source R | o I YT & -
and context of the letter :- I
of the letter Ay w=d o
(A) Reference Line S
(B)
(B)  Letterhead :
A (C) e ufdd
(C)  Attention Line '
(D)  Subject Line (D) W ey
12.  Which word or phrase on the 12, @\ ¥ Y& I1 970 AQHRAS 73 3
business letter tells the mail clerk TP P WGHdT B U TF @ fa
to deliver the letter to the @ R 7 @) sdiar & 7
recipient unopened ? A) a3 R
(A)  For the attention of
35 (B) s wfaferfd
(B)  Courtesy Copy :
C) fawz
(C)  Subject ©
(D)  Confidential (D) M9
13.  Which part of the business letter  13. TqUAG U3 &1 D 9 eq qa@
states that the brochure is placed 2 & R o) foere § war T @
in the envelope ? (A) WﬂﬁﬁéﬂT R
(A)  Attention line ®) :
(B)  Enclosure
(© I
(C) - Carbon copy
D :
(D)  Reference ®) W -
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14, The

subject of Business Letter

h
< SCUICIDS . (A) o o 89 ) wwmE 8
A)  Aslong - ) : '
(A)  Aslong as possible @) Wi, e ok e
(B)  Brief] clear and Relevant © E!E'I?JIT gk
(C)  Stretched and Irrelevant ; BB
S
(D)  None of these =
I5. Types of major letter formats 15. U3 & &I YRV @ :
arc.- ( A) -rnq
A .
(A) . Three ®) =R
(B) Four
(C)=8
(C)  Six ‘
| (D) SR d ¥ 3 T
(D)  None of the above _
16.  Which of the following statement  16. 7= # § & W & $HEN e
is incorrect about enquiry Letter? 3 fore Mo
(A) Letter to Enquiry is (A) ' Fﬂﬁﬁi IR Ao 3 3
written to provide details e forar o @
Letter to Enquiry is : :
o : (B) FFN oex Ry 1 @ forw
written to fetch details _ :
| R fora &
(C) Letter to Enquiry - is
lwritten to make (©) R i ?IE'\’ R T D
c.omplaint for foran e @
(D)  None of these (D) T A P T
0123 COM-104 Page - 7
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'7. Which of the following 17, frefyed & @A @ @A IR

statements is correct about Letter 39 90 79 @ foy W) §
Placing an Order ? (A) 7 fagwor gard A B ﬁ’ltf
(A) It is written to provide Rrar & &
detail
g (B) € ReEd 3o A D ﬁ"m

(B) It is written to file a

Pmemd
(©) T IyW T I W G
fre ok < @ fo fora

complaint
(C) It is written to place an

order for goods / product

(D) It is writter to get your _ Wl &
views published in 5 (D) J& U Y& & IEER H
Lowopaper | YERE e @ forv forar
)5
I8.  Letter written for searching or 18, RIERURCITE i) fore it o= forar e
seeking a job is called i : i
(A) Resume (A) ‘}G@ =3
(B)  Job application ®B) Fﬁﬁﬁﬁﬁﬂ _E- =5
E CV |
& © =@

(D)  Prospecting Letter .
@) T

19. A memorandum (memo) is 19.  T& T @ %lﬁqa ?ﬂfm TUa &

considered a brief form of : ¥ Wy Ay e 2
written communication for (A) WP g ¥
(A)  Legal use S (®B) S T 3 _ 3
(B)  Formal use . © e i
(C) Internal use ~

D) gy g & 1

(D)  External use

el i L
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Rt
()
A A cnplimeniry sl
)
W) ASawion
2\ h\ﬁ\wmmmm“ 3l \
N N R T T ¥ I
(N You | g o o
M) Our customers A okl b
©  Bverybody T ) (R
(1) Dear Customers (€ M W
- ~ ) R s
2 e oroutiee Report 22 ... P W oww W R
T e R T
mm:\mlly ‘ e mmﬁhmt “““““
(A) Periodic Reports 1 (ﬁ)\ e e
(8) - Foimoal Reports (@) shwwifer R
(©)  Progress Reports S © iy R
(D) Conference Reports * (O) o= R
23, Feedback is a listeners 23, s O v e ¥
(A) Verbal Critique of your (A) o ® Wyw r@eT
S ‘ @) WA awh e
(B)  Aversion (o a message © WV AR
(C)  Acceptance of a message O Wu ¥ A I
(D) Verbal or nonverbal Sl R
responses (o 4 message
0123 OOTSIU“ Page - 9
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24. The Job application and resume 24,
perform yadl e 8
(A) The Same task A) T 8 ‘o7d
B Two different task
(B) Tv i e‘ren asks B) 2 et BT
(C) Wwo opposite tasks
: ; © @ fanda F
(D) Overlapping tasks
() fvard & ;
25. The form of communication used ~ 25.  3U® QoA ¥ afdm & foafed Ha
most of the time for written 7 aReE wE W ey e drel
message to persons inside you FaR BT ﬁ?{%
organisation is called 3
(A) 994 |
(A) Memorandum :
. (B)  aHId® U3
(B) Business letter : :
: C Eﬁﬁﬁl
(C) Pamphlet ©
(D) Adjustment letter (D) gt
26.  Which part of the letter consists ~ 26. U & BN W AT § I BN W,
of an E-mail address, telephone 2opE 3R By fAfed B
and fax (A) N
A) Letterhead :
(A) B) WIS
B Enclosure
(B) © s
(C)  Salutation .
: (D) TEEN
(D)  Signatory
B i
0123 11 COM-104 Page - 10



27.

A good coVer letter will

27: % 1 HAR o} Bl &
(A) - Make " a good first (A) & 30T T T T
e B) T w R
(B)  Answer the questions :
(€)  Present your qualification ©), pola iﬂTFfl AR el
directly .(D) PRl Gl
(D) All of these
28.  Job letter is 28. A @ fou o3 %
(A) Formal : (A) 3vERe
(B)  Informal B) FERS
(C) Both (A) agd (B) © (A R @)
(D)  None of these
(D) SR B T
29. The ability to communicate 29. YW 3T ¥ HaS BN F &HAT
effectively | A T TERE TR & W
(A) Is a natural talent that A 48 o wFar
cannot be learned B) S ¥W 7§ B A B
(B) Depends on the education
level of those around you L
(C) Can be learned R
(D) Depends on not using - (C) ¥ o T §
technology  to send ) Ve a1 S W @
messages W W fPR @ §
0123 COM-104 Page - 11
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30. To decode a message is to 30. HeW @ T@Tﬂﬂ"l Eh_\’T'IT :
(A)  Translate Ideas into Code ( A) ﬁ.’ﬁn‘\?r & fh"[@ H qga
(B) Interpret a message (B) Tﬁﬂ Gl EII@I
& Reject a message : ;
ED? Eleuate a mscsiage & ?ﬁﬂ 4 31@_‘51"5
(D) WY &I TedIdT HA
31. A folder within (Inside) a big 31. U@ & FIeeX & <X B Blosy @I
folder is called FE 3
(A)  Deputy folder (A) WERIT PIER
(B)  Container folder (B) A heey.
(C) Internal folder (C) IR® Bloes
(D)  Sub folder (D) AIhIoeY
32. If you have wrongly named a file  32. I M T & BIEA T Blosy & A
or folder or made a spelling a‘,’f R TRy &R Y Teid ford
mistake while typing name of oS T e e T B B
your file or folder, you.can' A) .Iﬁfw e ' :
(A) Rename ®) ﬁ'@f o~
mamiEE e LA
(D) Recreate (D) NS iﬁﬁ -
33, MLA stands of 3. MLA 9l 70ed &
(A) Modern Language (A) IS QO TR
Association (B) e fomfaufes vafee™
(B) Modemn Linguistic (©) W airmel TARIEE
Association D) Tﬂ?&‘?{ Y
(C) Modern Logical : -
Association ;
(D) Modemn Law Association
m—— COM-104 Page - 12
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34,

A llst of [l]ustratmns ﬁgures and 34. @ "‘1?'!1 ﬁ aﬂ-\, m

: tableﬂ placed on e ©
(A) Abstract Vismn (A) _. ey gfte
(B) 'i"ltle page -' (B) agaa b |
(C)  Table of contents () fawa &1 caq
(D)  Bottom line (D) TS A
35. Which of these is not a parameter ~ 35. &7 & DI W Rure @1 Refer 78
In a report ? : 37
(A) | Entent of Information (A) G &
(B)  Ouality of Information
(C)  Age of Writer B __W gl s
(D) Ability to  acquire (C) S Pl 3
Information (D) Y I G P
36.  Which of the following 'is__nnt fin 36?_. ﬁﬁr 3 A PN W o R
Essential function of a word ‘\HTQEﬂ't‘I? ‘Tﬁ?ﬁl @ U6 JAWS F
processing software package ? qEr e ?
(A) Indcxmg ; (A) &P
(B) Saving (B) 9ud
(C) Editing (C)  HUeA
(D) Formatting (D) w@&9
37 The Instruction you have been  37. W T D o s fy Ru aw
-provided are for creating a 2 g oA s A
resume in which word - (A) W AR
processing prog:n:;:e B) e anftrw
(A) Microsoft 0
(B)) Open office C) Ml
(C) Note pad D) T
(D) Word pad DR o~
COM-104 Page - 13
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38. A spelling checker is also called
(A)  Electronic Encyclopedia W & |
(B)  Electronic thesaurus () wEhe REen
(C)  Electronic dictionary ®) Wﬁﬁ GOkl
(D) None of these % e L
© I

39.  CV stands for 39. @ & & AW
(A) Curriculum Vitae ( Aj zﬁﬁajaq argel
(B)  Curriculum velocity B) RGe et
(C)  Curriculum volt 3 ({_4,).' i*ﬁ?*ﬁ“ e
(D)  Curriculum verse

| (D) DR T
40. The part of the file name that 40. W TH B & AT A DA D
. Indicates the file type is called E'I'g,"q & 9T &
(A) Primary name A) 7= T
'T ., (B} Entension ®) ﬁ'ﬁ{ﬂ

- (C) . Domain CDqE Gf i

(D) None of these - R
D) & AP T
PP o
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