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Business Correspondence
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Answer any FOUR of the following (4X15=60)

1. Describe the Importance of Business Correspondence.

2. Draw the Layout of a Business Letter and Explain its parts.

3. Point out any ten terms used in Business Letter with Expansion.

4. Write a status enquiry letter and a favourable reply for that.

5. Write a letter to Indian Bank, Madurai for opening a savings bank account.

6. Prepare a Resume for the post of Accountant.
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