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Q-1 Write a detailed note on types of reading. 14

OR
Write a detailed note on layout of business letter.
Write a detailed note on the explanation of the Inquiry Letter and reply to the same. 14
OR

Write a detailed note on the essentials of an order letter.
Multiple Choice Questions. 07
Which type of reading involves flipping pages quickly to understand the nature and value
of the text?

(A) Scanning (B) Skimming (C) Extensive Reading (D) Intensive Reading
What is a common barrier to reading mentioned in the document?

(A) Wideeyespan (B) Lack of concentration

(C) Silentreading (D) Good vocabulary
How many words per minute does a 'poor reader" typically read, according to the types of
readers?

(A)  250-400 (B)  130-260 (©)  60-90 (D)  170-300
In the layout of a business letter, where is the date typically placed?

(A) Below the signature  (B)  Two spaces below the heading, on the right

(C)  Inthe subject line (D)  After the complimentary close
What does 'Per pro' mean in the context of signatures in business letters?

(A) Onbehalfof (B) Withrespect (C) Urgentdelivery (D) Carbon copy
Which part of a business letter enables quick filing by subject?

(A) Enclosures (B) SubjectLine (C) Inside Address (D) Post-Script
What is one key purpose of a business letter?

(A)  Tocreate confusion (B)  Building goodwill

(C) Ignoring records (D)  Reducing transactions
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