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The figures in the margin indicate full marks.
Candidates are required to give their answers

in their own words as far as practicable.

Answer the following questions.

1. What is a Cost Control? What is the importance of cost
accounting?
From the following information, prepare a Cost Sheet :

Rs.
Opening stock of Raw Materials 30,000
Closing stock of Raw Materials 20,000
Purchase of Raw Materials 1,90,000
Sales 6,50,000
Prime cost 4,10,000
Factory expenses 1,20,000
Administrative expenses 90,000
10% of the output remained unsold. There were no
direct expenses other than Raw Materials and Wages.

2+5+6
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Or

What do you mean by cost centre? What are the
different types of cost centres?
From the following information, prepare a Cost Sheet :

Opening Stock as on 01. 04. 2024 Rs.
Raw Materials 1,50,000
Work-in-Progress 45,000
Finished goods 3,750

Closing Stock as on 31.03.2025
Raw Materials 1,35,000
Work-in-Progress 37,000
Finished goods 11,250

Raw materials purchased during the year 3,75,000
Direct wages 1,12,500
Manufacturing overhead 75,000
Office overhead 12,000
Selling overhead 3,000
Sales 6,30,000

2+4+7

2. What is Goods Receipt Note (GRN)? Distinguish
between Perpetual Inventory System and Continuous
Stock Taking System.

From the following information, calculate Maximum level,
Minimum level and Re-ordering level :

(   3   )

GN-4/13 - 500

Re-ordering quantity 1,200 units
Maximum consumption 300 units per week
Re-ordering period 4 to 6 weeks
Minimum consumption 200 units per week
Normal consumption 250 units per week

2+4+6

Or

What do you mean by Store Ledger? Explain the
concept of Economic Order Quantity (EOQ) in brief.

The following transaction took place in respect of a raw
material during the month of April, 2025 :

Date    Particulars kg Rate per kg
(Rs.)

April, 1 Balance 2,000 9
April, 2 Purchased 2,500 10
April, 5 Issued 390 —
April, 8 Shortage 10 —
April, 15 Surplus returned by a

Production Department 200 12
April, 20 Issued 1,000 —
April, 25 Received from vendor 300 14
April, 28 Issued 1,200 —
April, 30 Issued 100 —

You are required to write up the Store Ledger Account
applying the Simple Average Method of pricing issue.

2+4+6
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3. What is Labour Turnover? What are the causes of
Labour Turnover? What are the different measurement
methods of Labour Turnover? 2+5+6

Or

What do you mean by Premium Bonus Plan? Discuss
the advantages of Halsey premium bonus scheme.
In a factory, the standard production (per day of 8
hours) is 960 units. Mr. Sumit produces 1,200 units per
day. Standard rate per hour is Rs. 150. Calculate the
total earnings of Mr. Sumit under (a) Halsey scheme;
(b) Rowan scheme. 2+5+6

4. What do you understand by under absorption of
overhead? What are the causes of under absorption of
overhead?

A factory has two Production Departments and one
Service Department. The Service Department (X)
renders services to Production Departments A and B in
the ratio of 3 : 2. The particulars of the departments and
the details of the overheads are given below. Determine
the amount of factory overheads chargeable to the
Production Departments.

Rs.
Rent and rates 5,200
Depreciation on fixed assets 45,000
Power 3,500
Electricity 1,200

Rs.
Canteen expenses 11,000
Insurance on assets 2,600

Additional information :
Department Department Department

A B X
Wages (Rs.) 30,000 20,000 5,000
Horse power of machines 200 100 50
Number of electric points 40 30 10
Floor space (sq. meter) 400 200 50
Fixed assets (Rs.) 5,00,000 3,00,000 1,00,000
Total assets (Rs.) 7,00,000 4,00,000 2,00,000

2+4+6
Or

What is over absorption of overheads? How is it treated
in cost accounting?

Compute the Machine hour rate from the following data :

Rs.
Cost of machine 1,00,000
Installation charges 10,000
Rent and rates for the shop per month 200
Lighting for the shop per month 300
Insurance premium for the machine per annum 960
Repairs and maintenance charges per annum 1,000
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(Store Ledger) 
(EOQ)

+ +

(Labour Turnover) 

+ +

+ +

(under-absorption of
overhead) 

+ +

(under-absorption of
overhead) 

+ +

—————

(   6   )

Rs.
Power consumption –– 10 units per hour
Rate of power per 100 units 20
Shop supervisor’s salary per month 600
Estimated scrap value after the expiry
of its life (15 years) 5,000
Estimated working hours per annum –– 2,200 (including
setting up time of 200 hours)
The machine occupies 1

4 th of the total area of the shop.

The supervisor is expected to devote 1
5 th of his time

for supervising the machine. 2+4+6

+ +

(Cost Centre) 

+ +

(GRN) 
(Perpetual Inventory System) 

(Continuous Stock Taking System)

+ +
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in their own words as far as practicable.

Answer the following questions.

1. Define Management. State three features of management.
Is management an art or science? Discuss. 2+3+7

Or

Define managerial skill. State three importance of
management. Is management a profession? If so, why?

1+3+8

2. What is Scientific Management? Discuss the benefits and
limitations of scientific management. 2+(6+5)



P.T.O.

Or

State three principles of scientific management. Broadly
explain the principles of management formulated by
Henry Fayol. 3+10

3. What is a Standing Plan? State three importance of
planning. Explain the process of delegation of authority.

2+3+7

Or

Define Strategy. Narrate characteristics of planning.
Mention the benefits of centralization. 1+3+8

4. What is leadership? State the importance of co-
ordination. Explain Herzberg’s Two-Factor Theory of
Motivation. 2+3+8

Or

Who is a democratic leader? Mention three essential
requirements of an effective control system. Discuss in
detail the role of motivation in management. 1+3+9

+ +

(   2   ) (   3   )
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+ +

+ +

+

+ +

+ +

+ +

+ +
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in their own words as far as practicable.

Answer the following questions.

1. What do you mean by Mutual Fund? Discuss the
importance of Mutual Fund. 4+8

Or,

What is Expense Ratio? Narrate the process to calculate
expense ratio with a suitable example. Briefly discuss the
features of Mutual fund. 2+4+6

2. What is Direct Plan of investment in mutual fund?
Discuss the important features of Direct Plan.
Differentiate between Direct plan with Regular plan of
investment in mutual fund. 2+4+8

(   4   )

(Sharpe Ratio) 

+ +

——————
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Or,

Define Lump-sum investment. Discuss the merits of
lump-sum investments. Distinguish between Lump-sum
investment and Systematic Investment Plan (SIP).

2+4+8

3. What is Return? Explain the ratios, used to measure risk
adjusted return. Discuss the tools used for evaluating the
performance of mutual fund. 2+4+8

Or,

(i) What is Sharp Ratio? Mention the key indicators
used to monitor fund performance regularly.

(ii) From the following information suggest the best
fund for investment based on (a) Performance
(b) Volatility

NAV (Rs.) 420 410 450
5 year’s Return 12.5% 14.3% 11.8%
Sharp Ratio 0.85 0.92 0.80
Beta 0.98 1.05 0.95

Particulars    Fund A    Fund B    Fund C  

2+4+8

(   2   ) (   3   )

GN-4/63 - 500

+

(Expense Ratio) 

+ +

(Direct
Plan) 

(Direct Plan) (Regular Plan)
+ +

(Lump-sum) 
(Lump-sum) 

(Lump-sum) 
(SIP)- + +

(Return) 

+ +
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Serial No. : FYUGP/2nd Sem/25 (NEP)New & Old

2025

Four Year Under Graduate Programme (FYUGP)

2nd Semester Examination (Under NEP)

BUSINESS COMMUNICATION

For New Session 2024-25 Paper Code : VAC - 201.1

For Old Session 2023-24 Paper Code : VAC - 2.1

REGISTRATION NO.:

SESSION

2 0 2 0

ROLL NUMBER

Important Instructions
for Multiple Choice Question (MCQ)

 Write Registration Number, Session and Roll Number in the space

provided above.

í˛z˛õˆÏÓ˚Ó˚ !öˆÏò≈!¢ï˛ fliyˆÏö ˆÓ˚!çˆÏflT…¢ö ö¡∫Ó˚ñ ˆ§¢ö ~ÓÇ ˆÓ˚y° ö¡∫Ó˚ !°áˆÏï˛ •ˆÏÓ–

 Candidates are required to attempt all questions (MCQ). Below each
question, four alternatives are given [i.e. (A), (B), (C), (D)]. Only one
of these alternatives is ‘CORRECT’ answer. The candidate has to put
tick mark for the Correct Alternative [i.e. (A)/(B)/(C)/(D)] in the box

given at the right margin of each alternative in the Answer Script.

˛õÓ˚#«˛yÌ≈# Ï̂òÓ˚ §Ó=!° ≤Ã Ï̂Ÿ¿Ó˚ (MCQ) í z̨_Ó˚ !ò Ï̂ï˛ • Ï̂Ó– ≤Ã!ï˛!ê˛ ≤Ã Ï̂Ÿ¿ ã˛yÓ˚!ê˛ Ü˛ Ï̂Ó˚

§Ω˛yÓƒ í z̨_Ó˚ñ ÎÌye´ Ï̂ü (A), (B), (C) ~ÓÇ (D) Ü˛ Ï̂Ó˚ ˆòÄÎ˚y xy Ï̂åÈ– ˛õÓ˚#«˛yÌ≈# Ï̂Ü˛

ï˛yÓ˚ í˛z_ˆÏÓ˚Ó˚ fl∫˛õˆÏ«˛ (A) / (B) / (C) / (D) §!ë˛Ü˛ !ÓÜ˛“!ê˛ !öÓ≈yã˛ö Ü˛ˆÏÓ˚ §!ë˛Ü˛

í˛z_ˆÏÓ˚Ó˚ ò!«˛î ≤ÃyˆÏhsˇÓ˚ ÓˆÏ: !ê˛Ü˛ !ã˛•´ Ó§yˆÏï˛ •ˆÏÓ–

Example — If alternative (A) of Question No.-1 is correct, then put
the tick mark in the box given at the right side of
option (A) as shown below.

í˛zòy•Ó˚î ÈÙÙÙÈ Î!ò 1 ö¡∫Ó˚ ≤Ã Ï̂Ÿ¿Ó˚ §!ë˛Ü˛ í z̨_Ó˚ (A) •Î˚ ï˛ Ï̂Ó Ä•z !ÓÜ˛ Ï̂“Ó˚ ò!«˛î

≤ÃyˆÏhsˇÓ˚ ÓˆÏ: !ê˛Ü˛ !ã˛•´ Ó§yˆÏï˛ •ˆÏÓ !öˆÏ¡¨ ˆÎû˛yˆÏÓ Ó§yˆÏöy

•ˆÏÎ˚ˆÏåÈ ≠

1. (A) 
1. (B) 
1. (C) 
1. (D) 

 There is no negative marking for wrong answer / û%˛° í˛z_ˆÏÓ˚Ó˚ çöƒ

ˆÜ˛yˆÏöy ˆöˆÏà!ê˛û˛ üy!Ü≈˛Ç ˆö•z–

Controller of Examinations

Re-Examiner’s Signature

Head Examiner’s Signature

Scrutiniser’s Signature

Examiner’s Signature

Signature of Officer-in-Charge

Signature of Invigilator
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For New Session 2024-25 Paper Code : VAC - 201.1

For Old Session 2023-24 Paper Code : VAC - 2.1

Full Marks : 25 Time : One Hour

Answer the following questions by choosing the correct options.

Each question carries 1 mark. 1×25=25

1. Communication is a  process.

(A) One way 

(B) Two way 

(C) Three way 

(D) None of the above 

1. ˆÎyàyˆÏÎyà •° ~Ü˛!ê˛  ≤Ã!e´Î˚y–

(A) ~Ü˛ü%á# 

(B) !mü%á# 

(C) !eü%á# 

(D) í˛z˛õˆÏÓ˚Ó˚ ˆÜ˛yˆÏöy!ê˛•z öÎ˚ 

2. Which of the following is/are considered as elements of Communication?

(A) A Sender 

(B) A message 

(C) A feedback 

(D) All of the above 

2. !ö¡¨!°!áï˛ ˆÜ˛yö‰!ê˛†=!° ˆÎyàyˆÏÎyˆÏàÓ˚ í˛z˛õyòyö !•ˆÏ§ˆÏÓ !ÓˆÏÓ!ã˛ï˛ •Î˚⁄

(A) ˆ≤ÃÓ˚Ü˛ 

(B) Óyï≈˛y 

(C) ≤Ã!ï˛!e´Î˚y 

(D) í˛z˛õˆÏÓ˚Ó˚ §Ó=!° 
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3. Which of the following is not treated as a principle of effective communication?

(A) Delay 

(B) Clarity 

(C) Completeness 

(D) Correctness 

3. !ö¡¨!°!áï˛ ˆÜ˛yö‰!ê˛ Ü˛yÎ≈Ü˛Ó˚ ˆÎyàyˆÏÎyˆÏàÓ˚ ö#!ï˛ !•ˆÏ§ˆÏÓ àîƒ •Î˚ öy⁄

(A) !Ó°¡∫ 

(B) flõ‹Tï˛y 

(C) ˛õ!Ó˚˛õ)î≈ï˛y 

(D) ÎÌyÌ≈ï˛y 

4. Anything that restrict the communicator to deliver the right message to the right people at the right time is

called 

(A) Principles of Communication 

(B) Objective of Communication 

(C) Barrier of Communication 

(D) Mode of Communication 

4. Îy•y !Ü˛å%È Îy §!ë˛Ü˛ Óyï≈˛y §!ë˛Ü˛ §üˆÏÎ˚ §!ë˛Ü˛ Óƒ!_´Ó˚ Ü˛yˆÏåÈ ˆ˛õÑÔåÈyˆÏï˛ Óyôy ˆòÎ˚ ï˛yˆÏÜ˛ Ó°y •Î˚ 

(A) ˆÎyàyˆÏÎyˆÏàÓ˚ ö#!ï˛ 

(B) ˆÎyàyˆÏÎyˆÏàÓ˚ í˛zˆÏj¢ƒ 

(C) ˆÎyàyˆÏÎyˆÏàÓ˚ Óyôy 

(D) ˆÎyàyˆÏÎyˆÏàÓ˚ ˛õk˛!ï˛ 

5. Communication ends with 

(A) Sender 

(B) Feedback 

(C) Receiver 

(D) Decoding 
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5. ˆÎyàyˆÏÎyà ˆ¢£Ï •Î˚  myÓ˚y–

(A) ˆ≤ÃÓ˚̂ ÏÜ˛Ó˚ 

(B) ≤Ã!ï˛!e´Î˚yÓ˚ 

(C) ≤Ãy˛õˆÏÜ˛Ó˚ 

(D) !í˛ˆÏÜ˛y!í˛ÇÈÙÈ~Ó˚ 

6. Posters fall under  communication.

(A) Oral 

(B) Visual 

(C) Audio 

(D) Written 

6. ˆ˛õyfiê˛yÓ˚  ˆÎyàyˆÏÎyˆÏàÓ˚ xhsˇ≈û%%˛_´ •Î˚–

(A) ˆüÔ!áÜ˛ 

(B) ò,¢ƒüyö 

(C) ◊Óî 

(D) !°!áï˛ 

7. Orders and directives are the examples of 

(A) Downward Communication 

(B) Upward Communication 

(C) Crossward Communication 

(D) Diagonal Communication 

7. xyˆÏò¢ Ä !öˆÏò≈¢öy •ˆÏ°y  ~Ó˚ í˛zòy•Ó˚î–

(A) !ö¡¨ü%á# ˆÎyàyˆÏÎyà 

(B) |ôù≈ü%á# ˆÎyàyˆÏÎyà 

(C) ˆÜ˛yöyÜ%˛!ö ˆÎyàyˆÏÎyà 

(D) !ï˛Î≈Ü˛ ˆÎyàyˆÏÎyà 
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8. Receiving a sales order is an example of 

(A) Vertical Communication 

(B) Horizontal Communication 

(C) Internal Communication 

(D) External Communication 

8. !Óe´Î˚ xyˆÏò¢ @ˇÃ•î •ˆÏ°y ~Ü˛!ê˛  ~Ó˚ í˛zòy•Ó˚î–

(A) í˛zÕ‘¡∫ ˆÎyàyˆÏÎyà 

(B) xö%û)˛!üÜ˛ ˆÎyàyˆÏÎyà 

(C) xû˛ƒhsˇÓ˚#î ˆÎyàyˆÏÎyà 

(D) Ó!•Ó˚yàï˛ ˆÎyàyˆÏÎyà 

9. Which of the following is not considered as a type of communication network?

(A) Wheel Network 

(B) Star Network 

(C) Sun Network 

(D) Chain Network 

9. !ö¡¨!°!áï˛ ˆÜ˛yö‰!ê˛ ˆÎyàyˆÏÎyà ˆöê˛ÄÎ˚yˆÏÜ≈˛Ó˚ ôÓ˚ö !•ˆÏ§ˆÏÓ !ÓˆÏÓ!ã˛ï˛ •Î˚ öy⁄

(A) ã˛yÜ˛y (Wheel) ˆöê˛ÄÎ˚yÜ≈̨ 

(B) ï˛yÓ˚y (Star) ˆöê˛ÄÎ˚yÜ≈̨ 

(C) §)Î≈ (Sun) ˆöê˛ÄÎ˚yÜ≈̨ 

(D) ¢,C° (Chain) ˆöê˛ÄÎ˚yÜ≈̨ 

10. Which of the following is/are treated as the important characteristics of corporate communication?

(A) Clear and Concise 

(B) Correct and Concrete 

(C) Complete and Relevant 

(D) All of the above 
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10. !ö¡¨!°!áï˛ ˆÜ˛yö‰!ê˛†=!° Ü˛ˆÏ˛õ≈yˆÏÓ˚ê˛ ˆÎyàyˆÏÎyˆÏàÓ˚ =Ó˚&c˛õ)î≈ ˜Ó!¢‹Tƒ !•ˆÏ§ˆÏÓ !ÓˆÏÓ!ã˛ï˛ •Î˚⁄

(A) flõ‹T Ä §Ç!«˛Æ 

(B) §!ë˛Ü˛ Ä !öû≈˛Ó˚ˆÏÎyàƒ 

(C) ˛õ)î≈yD Ä ≤Ãy§!DÜ˛ 

(D) í˛z˛õˆÏÓ˚Ó˚ §Ó=!° 

11.  is not a modern tool of communication?

(A) Fax 

(B) Telegram 

(C) E-mail 

(D) Video Conferencing 

11. È  xyô%!öÜ˛ ˆÎyàyˆÏÎyˆÏàÓ˚ üyôƒü öÎ˚–

(A) ú˛ƒy: 

(B) ˆê˛!°@ˇÃyü 

(C) •zÈÙÈˆü•z° 

(D) !û˛!í˛Ä Ü˛öú˛yˆÏÓ˚!™Ç 

12. Which of the following is an example of Audio-Visual Communication?

(A) Video Conferencing 

(B) E-mail 

(C) Fax 

(D) Telephone 

12. ö# Ï̂ã˛Ó˚ ˆÜ˛yö‰!ê˛ ◊yÓƒÈÙÈò,¢ƒüyö (Audio-visual) ˆÎyày Ï̂Îy Ï̂àÓ˚ í z̨òy•Ó˚î⁄

(A) !û˛!í˛Ä Ü˛öú˛yˆÏÓ˚!™Ç 

(B) •zÈÙÈˆü•z° 

(C) ú˛ƒy: 

(D) ˆê˛!°ˆÏú˛yö 
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13. The telephonic transmission of scanned, printed material normally to a telephone number connected with an

output device is termed as 

(A) E-mail 

(B) Fax 

(C) Telegram 

(D) Postcard 

13. ˆÎ ˛õk˛!ï˛ˆÏï˛ flÒƒyö Ü˛Ó˚yñ ü%!oï˛ ï˛Ìƒ ˆÜ˛yˆÏöy xyí˛zê˛˛õ%ê˛ !í˛û˛y•zˆÏ§Ó˚ §yˆÏÌ §ÇÎ%_´ ˆê˛!°ˆÏú˛yö ö¡∫ˆÏÓ˚ ˛õyë˛yˆÏöy •Î˚ñ ï˛yˆÏÜ˛ Ó°y

•Î˚ È

(A) •zÈÙÈˆü•z° 

(B) ú˛ƒy: 

(C) ˆê˛!°@ˇÃyü 

(D) ˆ˛õyfiê˛Ü˛yí≈˛ 

14. Which of the following is not a feature of E-mail?

(A) Use of Digital platform 

(B) Ability to store address in an address book 

(C) Ability to send same message to multiple recipient 

(D) Inability to send pdf file 

14. ö#ˆÏã˛Ó˚ ˆÜ˛yö‰!ê˛ •zÈÙÈˆü•zˆÏ°Ó˚ ˜Ó!¢‹Tƒ öÎ˚⁄

(A) !í˛!çê˛y° ≤’ƒyê˛ú˛ü≈ ÓƒÓ•yÓ˚ 

(B) !ë˛Ü˛yöy §ÇÓ˚«˛ˆÏîÓ˚ «˛üï˛y 

(C) ~Ü˛y!ôÜ˛ ≤Ãy˛õÜ˛ˆÏÜ˛ ~Ü˛•z Óyï≈˛y ˛õyë˛yˆÏöyÓ˚ «˛üï˛y 

(D) !˛õ!í˛~ú˛ ú˛y•z° ˛õyë˛yˆÏöyÓ˚ x«˛üï˛y 

15. A document given to a candidate after his/her selection in a recruitment process is known as 

(A) Acceptance letter 

(B) Offer letter 

(C) Joining Report 

(D) Any of the above 
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15. !öˆÏÎ˚yà ≤Ã!e´Î˚yÎ˚ !öÓ≈yã˛ˆÏöÓ˚ ˛õÓ˚ ˆÜ˛yˆÏöy ≤ÃyÌ≈#ˆÏÜ˛ ˆòÄÎ˚y í˛Ü%˛ˆÏürê˛ˆÏÜ˛ Ó°y •Î˚ 

(A) @ˇÃ•î˛õe (Acceptance letter) 

(B) xú˛yÓ̊ ˆ°ê˛yÓ̊ (Offer letter) 

(C) ˆÎyàòyö !Ó˚̂ Į̈ õyê≈̨  (Joining report) 

(D) í˛z˛õˆÏÓ˚Ó˚ ˆÎÈÙÈˆÜ˛yˆÏöy ~Ü˛!ê˛ 

16. Intimation by the Principal to the students in respect of a national holiday is an example of 

(A) Agenda 

(B) Resolution 

(C) Minutes 

(D) Notice 

16. xôƒ«˛ Ü˛ï,,≈˛Ü˛ çyï˛#Î˚ å%È!ê˛Ó˚ !Ó£ÏˆÏÎ˚ !¢«˛yÌ≈#ˆÏòÓ˚ xÓ!•ï˛ Ü˛Ó˚yÓ˚ ˛õk˛!ï˛ˆÏÜ˛ Ó°y •Î˚ 

(A) Ü˛ü≈§)!ã˛ 

(B) !§k˛yhsˇ 

(C) Ü˛yÎ≈!ÓÓÓ˚î# 

(D) !ÓK˛!Æ 

17. A written document of a business meeting that incorporates discussion, decisions, attendance of members etc

is called 

(A) Resolution 

(B) Quotation 

(C) Minutes 

(D) Circular 

17. ~Ü˛!ê˛ ÓƒÓ§y!Î˚Ü˛ §û˛yÓ˚ !°!áï˛ ö!Ì ˆÎáy Ï̂ö xy Ï̂°yã˛öyñ !§k˛yhsˇ Ä §ò§ƒ Ï̂òÓ˚ í z̨̨ õ!fli!ï˛ xhsˇû%%̨ ≈_´ Ìy Ï̂Ü˛ñ ï˛y Ï̂Ü˛ Ó°y •Î˚ 

(A) !§k˛yhsˇ 

(B) ˆÜ˛y Ï̂ê˛¢ö 

(C) Ü˛yÎ≈!ÓÓÓ˚î# 

(D) !ÓK˛!Æ 
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18.  letters used to convey same information to mass people.

(A) Minutes 

(B) Circular 

(C) Offer 

(D) Acceptance 

18.  !ã˛!ë˛ §yôyÓ˚î üyö%£ÏˆÏÜ˛ ~Ü˛•z ï˛Ìƒ çyöyˆÏï˛ ÓƒÓ•*ï˛ •Î˚–

(A) Ü˛yÎ≈!ÓÓÓ˚î# 

(B) §yÜ%%˛≈°yÓ˚ 

(C) xú˛yÓ˚ 

(D) @ˇÃ•î˛õe 

19. In a notice the name of the organisation is written at the 

(A) Top of the document 

(B) Bottom of the document 

(C) Middle of the document 

(D) Below the date time 

19. ~Ü˛!ê˛ !ÓK˛!ÆˆÏï˛ ≤Ã!ï˛¤˛yˆÏöÓ˚ öyü ˆ°áy •Î˚ 

(A) í˛Ü%̨ Ï̂ü Ï̂rê˛Ó˚ í z̨̨ õ Ï̂Ó˚ 

(B) í˛Ü%̨ Ï̂ü Ï̂rê˛Ó˚ ö# Ï̂ã˛ 

(C) í˛Ü%̨ Ï̂ü Ï̂rê˛Ó˚ üyé˛áy Ï̂ö 

(D) ï˛y!Ó˚á °y•zˆÏöÓ˚ ö#ˆÏã˛ 

20. Credit collection letter includes 

(A) Deadline for payment 

(B) Debt details 

(C) Payment instructions and acceptable modes 

(D) All of the above 
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20. }î §Ç@ˇÃ• !ã˛!ë˛ Ï̂ï˛ xhs≈̌û%%̨ _´ Ìy Ï̂Ü˛ È

(A) ˛õ!Ó˚ˆÏ¢yˆÏôÓ˚ §üÎ˚§#üy 

(B) }ˆÏîÓ˚ !ÓÓÓ˚î 

(C) ˛õ!Ó˚ˆÏ¢yˆÏôÓ˚ !öˆÏò≈¢öy Ä @ˇÃ•îˆÏÎyàƒ üyôƒü 

(D) í˛z˛õˆÏÓ˚Ó˚ §Ó=!° 

21. Which of the following is not considered as a characteristic of a good business report?

(A) Accuracy 

(B) Objectivity 

(C) Irrelevancy 

(D) Simplicity 

21. ~Ü˛!ê˛ û˛yˆÏ°y ÓƒÓ§y!Î˚Ü˛ ≤Ã!ï˛ˆÏÓòˆÏöÓ˚ ˜Ó!¢‹Tƒ !•ˆÏ§ˆÏÓ ö#ˆÏã˛Ó˚ ˆÜ˛yö‰!ê˛ !ÓˆÏÓ!ã˛ï˛ •Î˚ öy⁄

(A) ÎÌyÌ≈ï˛y 

(B) ÓyhflÏ!ÓÜ˛ï˛y 

(C) x≤Ãy§!DÜ˛ï˛y 

(D) §Ó˚°ï˛y 

22.  shows the updated information of a project within a specific time interval.

(A) Progress Report 

(B) Research Report 

(C) Informational Report 

(D) Marketing Report 

22.  !ö!ò≈‹T §üˆÏÎ˚Ó˚ §yˆÏ˛õˆÏ«˛ ˆÜ˛yˆÏöy ≤ÃÜ˛ˆÏ“Ó˚ §!ë˛Ü˛ ï˛Ìƒ ˆòáyÎ˚–

(A) x@ˇÃà!ï˛Ó˚ ≤Ã!ï˛ˆÏÓòö 

(B) àˆÏÓ£Ïîy ≤Ã!ï˛ˆÏÓòö 

(C) ï˛Ìƒ ≤Ã!ï˛ˆÏÓòö 

(D) !Ó˛õîö ≤Ã!ï˛ˆÏÓòö 
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23. A business report starts with 

(A) Abstract 

(B) Title page 

(C) Introduction 

(D) Table of contents 

23. ~Ü˛!ê˛ ÓƒÓ§y!Î˚Ü˛ ≤Ã!ï˛ˆÏÓòö ÷Ó˚& •Î˚ È  !ò Ï̂Î˚–

(A) §yÓ˚yÇ¢ 

(B) !¢ˆÏÓ˚yöyˆÏüÓ˚ ˛õ,¤˛y 

(C) û)̨ !üÜ˛y 

(D) !Ó£ÏÎ˚Ó› §)!ã˛ 

24. A formal report includes 

(A) Headings 

(B) Procedure and Findings 

(C) Conclusions and recommendations 

(D) All of the above 

24. ~Ü˛!ê˛ ú˛ü≈y° ≤Ã!ï˛ Ï̂Óò Ï̂ö xhsˇû%̨ ≈_´ Ìy Ï̂Ü˛ È

(A) !¢ˆÏÓ˚yöyü 

(B) ˛õk˛!ï˛ Ä ú˛°yú˛° 

(C) í˛z˛õ§Ç•yÓ˚ Ä §%˛õy!Ó˚¢ 

(D) í˛z˛õˆÏÓ˚Ó˚ §Ó=!° 

25. Which part of a business report provides supplemental information?

(A) Introduction 

(B) Conclusion 

(C) Appendix 

(D) Recommendations 
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25. ~Ü˛!ê˛ ÓƒÓ§y!Î˚Ü˛ ≤Ã!ï˛ˆÏÓòˆÏöÓ˚ ˆÜ˛yö‰ xÇˆÏ¢ x!ï˛!Ó˚_´ ï˛Ìƒ ≤Ãòyö Ü˛Ó˚y •Î˚⁄

(A) û)̨ !üÜ˛yÎ˚ 

(B) í˛z˛õ§Ç•yˆÏÓ˚ 

(C) ˛õ!Ó˚!¢ˆÏ‹T 

(D) §%˛õy!Ó˚ˆÏ¢ 


