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6. Answer any one of the following questions: 4X1=4
(a) What are the media of business communication ?
(b) Discus the importance of a business letter in this modern age.
(c) Discus the full- blocked style letter with an example.
7. Answer any of the following questions: 4X1=4
(a) Draft an advertisement to be published in the daily newspaper for
pushing “Red Cow Milk™ on behalf of the company the “Red Cow
Private Ltd”.
(b) Write a circular letter on behalf of City Bank Head Office, Dhaka for
opening new Goshairhat Branch, Shariatpur.
(¢) Draft a tender notice on behalf of the principal, Govt. Shamsur
Rahman College, Goshairaht, Shariatpur for the construction of a
hostel building.
8. Write a letter on any one of the following : 4X1=4
(a) Write an application to the Managing Director, Rupali Bank Ltd.
Dhaka for the post of an assistant accountant.
(b) Write a letter to the Manager, Sonali Bank Ltd. Goshairhat for
opening a current account related form “Nupur Hardware and paint
store” Goshairhat, Shariatpur.
9. Write short notes on any two of the following: * 25 X2=5
(a) Subject line, (b) Good will, (c) D.O Letter,
(d) BCC, (e) Personal data sheet.
10. Write short answer on any two of the following question: 2.5 X 2=5
(a) What is business Communication ?
(b) Write the important parts of a good business letter.
(¢) What are the different kinds of business letter ?
(d) What is invoice ?
(e) What is a good business letter ?



