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UGBW-M201
B.A./B.Sc./B.Com.(Genl.)/B.Com.(CAS)/B.B.A.
DEGREE EXAMINATION, APRIL/MAY - 2024

SKILL COURSE
Business Writing
(Semester-II)

(w.e.f. 2023-2024 Admitted Batch)

Time : 1%2 Hour Max. Marks : 50

SECTION-A

Answer any Four of the following questions (4 x 5 =20)

1. Whatis dogmatic tone? What is formal tone?
BT K50 WDTREN ? WPSDE K50 DRI ?

2.  Whatis Memo? Why itisissued? -
‘BB’ 0500 B0 ? OO DOLHE e70d LR ?

3. Whatare bad news letters?
D T’ Tepen T BE0?

4. Whatis the purpose of writing complaint letter?
02,5 BPitd a0 (RED é@q’so &7

5. Whatare different types of social media?
DD BES0SS Josineedts d70¢55570e0 DD ?
S-735 1] [PT.O.



UGBW-M201

6. State the features of word processer

S5 SR5 s oo SR

Whatis pre-writing?

-1

‘pre-writing’ SR 2?7
8. Whatisblock fomat?

‘eRERm S’ o5 I0?

SECTION-B

Answerany Three of the following questions.
(3x10=30)

9. Discussthe various steps in effective writing.

10. Discussdifterent tvpes of tones.
DD BESISS (tones) D BRI Qoo

S-735 12l
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11. Discuss the various parts of business letter.

DR TP (05 DDES erPed 58 OO0,

12. Discussdifferent types of social media networking.
DDES BEBNTS SRR Hees,z0 BeSBO0H08 (1P

wSQoTsoh.

13. What is business report? Discuss various types of business
reports.

TG DIDE OSMIL0? DD SEBNBS T2,
DIBOBWO H5RY WQOSOS.

4“v P> <O
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