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Y. What are the contents of heading in a business latter?

6. What is the Different between payment of C.0.D basis and payment on C.W.()
Basis? - | |

7. Which pointé is must be specifie.d n a latter of inquiry ?

8. Why does purchaser request the suppliers to send samples?
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Wa:3 Write an inquiry letter on behalf of Timekeepers, Near S.T.Bus Statjon, Rajkot 360

001 to The Time-Jewel Clock Company Mahatme Gandhi Raod, Veraval-362 265
for the following goods, ' (10)
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Filling the blank. (Any Five) )]
I. . is effective communication (written, oral, Picture)
2. Manager gives order to clerk is communication

(Downward, upward, Horizontal)

3 _“is slow communication. (written, oral, picture)

4 salutation use for malty user person. (Dear Sir, Dear Sirs, Sirs)
5 Communication is Way process. (Two, Three, Four)

6 Punctuation marks should be used after salutation.

(Comma, Full stop, Colon)

7 is electronic communication. (post, courier, e-mail)

Give the abbreviation. (Any Five) (5)

1. COD  2.CBD  3CWO 4PTO

5. C.C. 6. B/O 7. A.GM.
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