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Objectives: 

1. To develop better written and oral business communication skills among the students and enable    

them to know the effective media of communication.  

  2. To enhance their writing skills in various forms of business letters and reports. 

Unit 1: Introduction: Business Communication: 

Meaning Objectives Media Barriers Importance of Effective Business Communication- Modern 

Communication Methods - Business Letters: Need - Functions - Kinds -Essentials of Effective Business 

Letters - Layout . 

Unit II: Business Correspondence: 

Enquiries Replies offers and quotations - Orders and their Execution - Credit and Status Enquiries 

- Meaning - Trade and bank references Complaints and Adjustments - Collection Letters - How to write 

effective Collection letters - Sales Letters - Circular Letters. 

Unit III: Banking, Insurance and Agency Correspondence:  

Banking Correspondence - Introduction - correspondence with customer, Head office - Insurance 

Correspondence -Life insurance- Fire insurance Marine insurance Agency Correspondence 

Unit IV: Report Writing:  

Company Secretarial Correspondence Agenda, Minutes and Report Writing- Types- 

Characteristics of good Report- Report of individuals 

Unit V: Technology and Business Communication:  

Application for Jobs: Preparation of resume- Interviews- Meaning- types of Interview- 

Candidates preparing for an interview- guidelines to be observedduring an interview- Business Report 

Presentations - Strategic Importance of E-Communication. Email, Text Messaging, Slide or Visual 

Presentation - Internet- Video conferencing - Group Discussion - Social Networking.  

Text Books: 

1. Rajendra Pal, J.S. Korahilli, Essentials of Business Communication, Sultan Chand & Sons, New Delhi. 

2. N.S.Raghunathan&B.Santhanam, Business Communication, MarghamPublications, Chennai.  

3. R.S.N.Pillai and Bhagavathi S, Commercial Correspondence, ChandPublications, New Delhi. 
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    -I 

                         

            : 
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                                      ,        
             .                         
                                 . 

                           ,                 
                                              
                          .            , (Communication) 
         'Communis                                    
"    "                . 

      : 

                                              
              . 
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                   "            . 
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                                       '     ' 
                       , "                     
                                                  
                  ".                            
                                                  
      . 

                                .      ,         
                                                    
        .                                     
                                     .     , 
         . 

                  : 

                                           
                                      
                  (                         
                                        )         
        .                                      
                         .                      
                                   .               
       (Extemal Business communication)                  
                                            
                    . 

                             : 
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                    .                            
                               .  

1.                    : 

                                              
                  .                              
                                  ,               
                                        . 

2                             : 

                                               
            .                                  
                                    .              
                 ,                      
                                             
                 . 

3.                        ,            :  

                                        
                     . 

4.                        : 

                                              
       .                                     . 
                                                  
    . 

                                             
                                   .              
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     .                                 
                                  . 

5.                         :  

                                         
         .                                       
                                          
                         . 

                        (Objectives of Communication) 

                                                 ; 

1.      (Information) :  

                                             

                                                    

      .                                   ,           

                                    ,             

                            .               

                                  ,        .    

                                    ,             

                                            .        

                                                    

                          . 

                               ,             , 

           ,        ,            ,       ,            , 

          ,              ,             ,       . 

                      ,                          

         ,             ,                      , 

                                            . 
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2.        (Advice):  

                                            

                                           ,        

                                             .        

                          ,                     

                                         . 

1.                                                . 

2.                                         .  

3.                                             
        . 

4.                                                   

                                                  

     . 

3.     (Order) :  

                                   .           

                                .             

                                      .        .    

                  ,                               

                              ,                   

                                    .         

                          ,                      

                 . 

!                                       
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2.                          . 

3.                                      . 

4.        (Suggestion) :  

                                             

         “       "         .              

                                                 .    

                                                . 

                    .                                 

(React).                                                .  

      ,                             .     ,         

                                          

                                              

    .        ,                                     
                               .                  

                                 . 

5.       (Persuasion) :  

                                             

                                               

                  .                           

                 ,                              

                                         .  

                                            .     

                ,                            ,       

          .      ,                        

                                                 

               . 
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6.     (Education):  

               ,                  ,             

      ,                                          

                        ,                              

         .                                       

                                                    . 

           ,                                       . 

                   ,                              

      . 

7.               (Warning) :  

                                              

    .                                      

           .           “               ”, “      

        ”, “     "                            .         

              . 

                                                . 

                   ,                    .          

                          .      ,              

                                                

           . 

1.                         ,                     

     . 

2.                                              .  
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3.                                                   

     . 

4.                                  . 

8.        (Motivation) :  

                                          

                           .                  

                   ,                               ; 

                          ,                   

     .                                       . 

        .                                           . 

                           ,                       

                           .                       

                                                . 

                                            . 

                                                  

                                               . 

                            ,                    , 

                              .     ,           

                 .                              

                                         ,         

                .            ,                   

       ,                          . 

9.                (Counseling) : 

                ,                               

                              .                          

      ,                  .                             
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                ,                                 

                .                              . 

                                         . 

       : 

1.                                                  . 

    ,                                            

2.                                             . 

      .     ,                  .  

3                                 ,                  

              . 

10.                 (Morale Boosting) :  

                                       

        .                                    

                        .                         

                                           

        .              ,                             

                               ,                  

                ,                      ,          

                                 .          

                                              

'        .                                 

           ,                                      . 

        ,                               .       , 

                       . 

                                               . 

            : 
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1.                                            . 

2.                               . 

3.                                     . 

4.                                               . 

5.                                                     

     . 

6.                                               

                        . 

7.                                                

                                               . 

11.          (Appreciation) :  

            ,                                  
                                     .                 

                      .                              

                             ,                  

        ,                         . 

                             : 

                                             
                                                    
            . 

                      : 

1.                         .  

2                                    . 
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3.                       . 

4.                      . 

5.                              

6.                                    ,        
    ,,                    ,                   
                         ,                        .  

7.                                                  
                      . 

8.                           

9.                              ,                   
                                    . 

10.                                               
                             .                 
                                              
           .                                  ,       
                                         
            . 

11.                                            
                                                  
                        ,                  ,     
            ,                                      
                            ,                     
                                            . 
                     .  
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12                                                  
                                         
                                 .     ,       
                                 .                   , 
                                      . 

13.                                     . 

                     (Media of communication): 

                                            .  

1.                          (written communication) 

2                            (Oral communication)  

3.                         (visual communication) 

4.    -                         (Audio - Visual communication)  

5.                                  (Computer based commu- 
nication) 

1.                         (visual communication): 

                                     , 
         .                              
           .  .  : 1.                 (No smoking)        
                                      (X)          . 

2                      (School zone)  

                                                
                          (X)          . 
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3.                                                 
                           ( )                       
                     (/)                          
         .  

                           :  

    -                                           
                                       . 

 .  :         ,            ,               .       
                              . 

                                  (Computer based 
communication): 

                                         
                                          . 

 .  ::           ,                               
                                         
         .                                          
                 . 

                        (Effective communication); 

                                                  
C's               . 

1.           (Credibility) 

2.      (Courtesy) 

3.       (Clarity) 

4.         (Correctness) 
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5.              (Consistency) 

6.            (Concreteness) 

7.                  (Conciseness) 

               (Audience Analysis):  

                                               
                                                   
                                                
                        .                            
                                 ,    ,       ,     
                           .                    
                                                   
                                              . 

                    (Barriers to communication); 

                                         .    
                                                     . 

    ,                                               
               .                                  
                        .      ,                
                                           
                          .                          
                                              .    
                                               
                                     .           
(Bamiers)                                   . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 15 
 

                                             
             . (Barriers of communications) 

                                           
             . 

1.        (Perception): 

                                             
            .                               
                      .      ,             
                                         
          .     ,                                
                                                   
                                                    
                                                .  

2                                                  
                   (Semantic or Lan- guage Barriers); 

                                    
                                      .               
                                .                  
                                        .         
       ,                                      
                                 . 

                                           
                                 .                
                                                    
       .                                    
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           .                                       
                   . 

                                         
                                 .               
        (Meaning)                                   .  

3.                  (Resistence to change): 

       ,                                     
                   .                                
                               .               
                                              . 
                                                    
           .                                          
                                             
                                   ,            
                                                
              .                              
                                           . 

4.                  (Premature evaluation) : 

                                         
                                        
         .                              

 )                            .  

 )                       . 

 )                                 .  

5.                 (Per functory attention): 
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          .                                 
                      .                              
                                                 
                                           .     , 
                                              
         .                                            
            ,                              
                     . 

6.                               '    (Superior subordinate 
relationship): 

                                         
                             .                
                                               
                                   .            
                                              
              .                                       
                              .     ,           
                .                                   
                                             
                              .            , 
                        . 

7.                           (Failure to communicate);  

                                          
                                               . 
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                                                    . 
    ,                                     
        . 

8.                     (Emotional attitude):  

                                             
                                                   
                                               . 
                                              
             .  

9.             (Physical Barriers): 

                                       .  

i)      (Noise); 

                                  .      
                               .                 
                                               
          . 

 .  :                                             
                                             
                            .  

ii)      (Time): 

                                            
                                 .  

(iii)     (Distance): 
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                            ,                  
                                                  
                        .  

iv)         (Seating arrangemenbt): 

                                          
                                         .       
                                                   
         .  

10.                      (The source of communication): 

                                            
       .                                         
                 . 

11.          (In attentiveness); 

                                            
        ,                      '                
                                                
                                              
               .                                   
          

12.                         (Unsaicitated communication); 

                                                
          .                                   
                                   .  

13.                  (Poor rettention): 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 20 
 

                                               
          .  .  :                   60                  
                     .                       
                                               
         10                                      . 
 .                             4                    
                                               
          .                                       
                            . 

14.             (Dual process):  

                                            
                             .                   
                                               
    .                                         . 
                     

 

                                                   
                          .                    
                           .                       
                                         . 

1.                  (Sender oriented)) 

2                 (Receiver oriented) 

1.                  (sender oriented): 

                                         
              .. 
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i)                                    . 

ii)                                               
                .  

iii)                                            
                                      . 

(iv)                                . 

v)                                                 . 

2                      (Receiver oriented): 

                                        
              . 

i)                   
ii)                                            

               . 
iii)             
iv)                           
v)             , 
vi)                         
vii)         . 

                                           .  

                          

                                                        
           .                          

1.                                   . 
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2.                                   .          , 
                                 .                  
                 .  

3.                               .                 
                                   . 

4.                                                 
                    . 

5.                                    ,        
                             . 

6.                                          
                                             .  

7.              ,                                   
                                   . 

8.                                                 
                             . 

9.                                                      
             .                               
                         . 

10.                                               . 

11.                                         
                                                 
     . 

12.                                             
                    .  
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“           "                       .       ,          

                                                 

                                         .     , 

                                               

                                           .     , 

        ,                                          . 

     ,                                                

                      . 

“                 ”      “                    "     

                                                 

                               .      ,              

                                    .  

                             : 

                                              

                             .              , 

                                .      ,            

                                         .      

      ,                      ,                        

          .  

    ,                                      

                 .                                

     .                                           

                    .                              

     .     ,                                       . 
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1.                            (Means of Connecting with the Outside 

World) :  

            ,                                 

                                  .                

          .                                        

                                       .           . 

2.                        (Record for Future Reference) : 

                                                 
                                  .     ,             

                                            . 

3.            (Less Expensive) :  

                                              ,      

                                                  

          ,                                          . 

      ,                             ,                

                             .                 , 

                                            

                                            . 

4.            (Correct Decisions) :  

                                                

                  .                                 

                            .                

                                ,             

                     ,                          
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                         .       ,                 

                             . 

    ,                                   

          .                               

                              . 

                                     .       

              Need for Business Letters 

                          ,                    

                          .                      

                           ,           ,        ,      

                                                 . 

        ,                      ,             

            ,                  ,           , 

        ,                                  
      ,                     ,          
                   .  

    ,                                      
                          ,                 .         
         .                                    
                     .                     
                                            .       
                                               . 

                             ,                 
                                               
         .                                       . 
   .                      ,          ,     ,       
    ,                           .     ,     
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                                           .     , 
                        . 

                       Functions of a Business Letter 

  .                                                

                   .        :  

1.                 ,                                     

            

2.                     

3.                                          . 

4.                                 . 

                                                 . 

      ,                                             , 

                            .      ,                

                             ,                      

       .    : 

1.            

2.                  

3.             

4.            

1.            (Reference Function) :  

                ,                                 

                   .                            , 

                          .                      
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                 ,                                    

                                     

               ,                              

            .                                   

                                    .       ,        

                                         .  

2.                  (Legal Function) :  

                                               

                               .            

                             ,               

                                                    . 

                     ,                            

                           . 

3.             (Sales Function) :  

                                                  

          .                                         

                                        ,       

                                           . 

                                  ,               

                                                     

        .        ,                            

         .                                   

                                                

                                                  

4.            (Goodwill Function) :  
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               .                                    .    

                                                   

                      .                        

                           .       ,                  

                             .                      

                                           

                                        .        

                                                . 

1.                                       ,  

2.                          , 

3.                                                .  

4.                                                  

                                    ,  

5.                                             

                                           ,  

6.        ,                                        

                         . 

7.                                                        

                                                 , 

8.                     ,                                       

                                    , 

                     : Kinds of Business Letters: 
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               ,                             
                          .     ,               

                                                . 

1.                . 

2.                       . 

3.                             

4.                       .  

5.                         , 

6.           . 

7.                 . 

8.               . 

9.                     . 

10.                       

11.                                . 

12.                      

13.                        

14.                          . 

15.                      . 

16.                     . 
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                                  QUALITIES AND APPEARANCE OF 

A BUSINESS LETTER 

                                Qualities of a Good Business Letter 

                

                                         . 

1.     (Correctness) :  

                                            

                                                   

                           .       ,     ,         , 

                                                  . 

    ,                                           

             .                                   

         ,                        ,                  

                 . 

2.      (Completeness) :  

                                               

                      .                  

            ,                                    

            .     ,                                 

                    .                             

         ,                                      

                                           

       ,                                       

    ,                          .                       

    . 

3.       (Conciseness) :  
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                                         .     

       ,                         .               

                                                    . 

                                                 
                    .       ,                    
                 .                            
       . 

1.                                     ,  

2.                                                  
               .      ,                        
            .       ,                        
                                              . 

3.                                                
                           , 

4.       (Clearness) :  

                                           
     .                            ,               
                                        .         
                                                   
                                               
                         ,                
              .     ,              ,              
  ,                                              
     . 
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                      (Reasons for Lack of Clearness) :      
                                    
            .  

1.         ,                                    
                     . 

2.                     (Pronouns)                  

3.                                      .  

4.                     .  

5.              

5.        (Courtesy) :  

                                   "      " 
         .                                     
           .                               
              .     ,                          
               .                      .      , 
                                            
                                                  
      .                                          , 
            (Courteous)            .             
(Discourteous)                                     .    
                                    

                                  .       : 
                     .                           
                 ,                           , 
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                   ,                           
                                     . 

                                        

                        .    :                    

                        ,           ,             

                           .                     

                                  . 

6.       (Cheerfulness) :  

                                  ,            

                     ,                   .        

                                               

       ,                                       

     .                         ,                  

    .                                       

                 .     ,                             

                                                   

    .                                           

                                          . 

             (The You Attitude): 

             ,                           

                     "            "         .            

                                                    

                     . 

     ‘  '                                           

                    .                            

                                              . 
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    ,                                             

                                              

                                  .         ,      , 

    ,       .                                     . 

    ,       ,                                   

                                                       

           . 

       ,            .                              

                                               . 

                     ,                     . 

                                    .                

  .            , "            ,                          

               ,                                      
                                            . 

                                                  

                                 ". 

                                        ,        
                                      
             .              .                  
                                   .             
                             .      .             
                                               
                                 .        
                                              
                     .     ,                        
                     .                            
         .     ,     ,                            
                                         . 
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                     Physical Aspects or Appearance of a Business Letter 

                                              
                             .                     
                  .                            
           .                                     
        .                                         
         .          

                                              
           . 

1.    (Paper) :  

                                         

                                                 . 

   : 1.          , 2           .      3.          , 

1)          (Quality of the Paper) :  

                                .                

                  ,                              

          .     ,                              , 

                                                  . 

       ,                    .               

                         . 

2)            (Colour of the Paper) :  

                                             

          .     ,                              .      , 

                            ,                          

     . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 36 
 

3)           (Size of the Paper) :  

         ,                                      

                                    .         , 

                                    . 

1) 8" x 10" (               ) 

2) 5" x 8" 

                                         Quarto    

             .            , "                       
                   "          .                  
                    . 

             ,                 8 4" x 11"    .       , 
5%* x 8 %"      74" x 8 %"                        .      
                                              .  

2.           (Typing) :  

                         ,                
                       .                        
                                            
           .       ,                          
                        .       ,           
                                                
                    .                               
     ;                                        . 
               ,                                     
                          . 

                                       
                            . 
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1.                          ,                      
     .                                           
     . 

2.                       ,                         
     .                                    
            . 

       ,                                         . 

3.    (Margin) :  

                                       . 

                                              .     

                               .     ,         (Decent) 

                                                 . 

       , 1%"               .                     ,       

                    , "                             

                                                   . 

                                     .                 

1"-                     .                               

     . 

4.      (Folding) :  

                                .      . 

                                               

              ,                                   

        . 
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                                        STRUCTURE AND 

LAYOUT OF A BUSINESS LETTER 

, 

                      (Structure of a Business Letter): 

                                           

                                      .          

                                         

                                  . 

1.       

2      

3.         

4.          

5.                 

6.                 

7.         . 

                                             

                        .  

1.      (The Heading) :  

        ,                                 

                                             .         

           ,                                      . 

    ,               ,             .          ,             

          .         .                           

                      .                 ,           
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                       ,                      , 

                    ,                        

                                         , 1/5      
                                                        . 

               , 

       . 20,             ,  

            (     ),  

        ,       - 600 005. 

 

                                                                        : 044-2858 1754 
                                                               : spprasanna. 1986@gmail.com 

 

                    

 

500,                . 

 

        ,       - 600 106. 

 

             ; 475 53500                                                                                                                     :      

 

         : vijay@xlweb.com 

 

                    (  )    . 

                               , 

 

94.  .   .          ,       - 600 017. 

 

:    –      : friendly@satyam.net.in                                               :  826 46374  ,825 69675 

 

2.      (The Date) :  

       ,     ,                      .         

               ,               5                  

         .                   ,                         

     .           ,          1     , 2016         .        

             ,         1, 2016.          .                  

                                                     

mailto:vijay@xlweb.com
mailto:friendly@satyam.net.in
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            .                                 

                  . 

     1/3/2016      1-3-2016                        

     .       ,                      . 

3.           (The Inside Address) :  

                        ,      ,               

                                              . 

                                                   . 

       ,                                              

                               . 

                       (Methods of Writing Inside Address) 

                                              

                                                  . 

            (Indented Form) 

                                                                     14. 

         ,       -600 0024  14,                                                                   ,       - 600002. 

 

          (Blocked Form) 

                      ,                                                                                 .              

14,          ,                                                                                                                     14.          , 

      - 600 002                                                                                                                                  - 600 002. 

 

4.          (Salutation) :  
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       "          ”, “       ", “          ” 

                 .                               

                 

                ,                           

                                          .       

                                                   ;  

   ,          ,               ,                   

        ,       ,                ,     ,                . 

                                          

                    (Some Practical Hints on the Use of Different Salutations) :  

                                          

                       – 

1)               (Sir and Madam) :  

                                                

                    .                         

                       .                             

                   .  

2)           (Dear Sir) :  

                                  

              .               ,              ,       

                    . 

3)                            (Dear Sirs) :  
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        ,            ,                               

              . 

4)          .      (Dear Mr. Rajan) :  

                                                  

                                                  , 

                    . 

5)                (My Dear Rajan) :  

                                         

                                                     

                    .                            . 

                                                  

          . 

6)          (Mesdames) :  

                                        

                              . 

5.                 (The Body of the Letter) : 

                                .                  

                               .                        

                                      .     , 

                                              

                                 .                  

          ,                                      

     . 

                 (One Letter One Subject) 
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                                          . 

     ,                , '                '          

            .                                         
   ,                              .       

                                                . 

    ,                          ,                 

            . 

                                         

                                                     

                                  . 

          ,                                  

                 ,                                       

                         .                            

             . 

                             Contents of the Body of the Letter 

                                            
                  : 

`1.           (The Opening Paragraph) :  

                                                    

         .                                         . 

          ,                                      

                                 .                

                                .     ,      , 

      ,                                             

           .                                      ,    

                                         .     , 
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                          .                         

      ,                                         

               . 

                             Use of Headlines in Letters 

                                             

           .                             . 

                        ,                       
                  .         : 

        :                                 . 

       :                              . 

       :     10    2016            . 

2.                    (The Main Communication) :  

                    ,                        
                  . 

1)              (Length of the Paragraph) :  

                                            
       .                                              
    .      ,                                       
                                       . 

2)             (Sub- Headings) : 

                                  ,          
                                                     
     .               ,            -         
        .                                      
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     .                                  
                               . 

3)               (One Paragraph Letter) :  

                           ,               
        . 

3.            (The Closing Paragraph) : 

                                        .         
                        ,                    
                           .                     
      ,                                        
                                               . 

            (Participle Endings) 

                                 "           
                    ”, “       "                       
           .     ,                               
        .                      ,                . 
    ,                      .     , “   ", "     "       
                                          
                             . 

 

         

       ,    . 

                                                                            , 

                                             ,      . 

                                                                           , 
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     ,        ,                           

            . 

6.                 (The Complementary Close or Subscrip- tion) :  

                                           

   .      ,                                        

                    .                             . 

                                           

                                               .    

                                    .  

7.         (The Signature): 

                                         

         .                                   .      

                   ,                                 

          (Facsimile)                .                  

                   ,                           . 

                                     

            .     ,                                

                                                    , 

                                    ,               

                     .                            

              ,                                    , 

                                                . 
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         , 

 

        ,       

      , 

 

          , 

 

              , 

            .     ,            

         

      . 

                 , 

 

    ,        , 

       

            , 

             

         

             

         . 

              ,             , 

 

             

       , 

 

            , 

               

              

              

             . 

 

               

            . 

 

            

 

                 

           . 

             . 

   , 

            ,         

              . 

 

                      (Fully Indented Form of Layout) 

                          .               

                                         .          

                    : 
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1.             ,          ,              ,         

                                 5                 
           . 

2.                        1%"               .          

                                                    

                 . 

3.                                                     

                  . 

4.                                             
          . 

 5.                ,                             

          . 

    (Critical Evaluation) 

                                     ,          

                                    .      ,     

                               .                      

            ,                                        

    . 

                       LAYOUT DESIGN OF INDENTED FORM 

                    

 

             : 475 44272                                                                           425,                 , 

    –        : vijay@exlweb.com                                                                                         , 

                                                                                                                                                                 r-600 106. 

 

  .   .   /  .   .                                                                                                         4      2016. 

   .   .            ,  

                        , 
                       45,         , 

mailto:vijay@exlweb.com
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                                             - 641001. 

 

             .       , 

 

                                                                     . 

                                                                    

          

 

                                                             

                                                             

                                                      .     

                                                             

                                 . 

 

                                                                     

                .                                    .           

                                                               

        . 

 

                                                        , 

  

                                                                 , 

 

                                           .   .        .   .      

 

                                                   . 

 

2.                     (Fully Blocked Form of Layout): 

                                                  

              .                                     

                            .  

1.            ,                                   .      

                                .  

2.                                             .      

    ,                                           

                                 . 
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3                                      .           , 

                                                    

                                         . 

    (Critical Evaluation): 

                                                 

        .                       ,                    
                                      .     ,      

                                   .     ,             

                     .                              

            .          ,                       ,       

                               .       ,              

      .     ,                                

                          ,                     
      . 

                    LAYOUT DESIGN OF FULLY BLOCKED FORM 

  

                

 

          : 044-2858 1754                                 20,             . 

         : sprasanna 1986@gmail.com                                                                     , 

                                                              -600 005. 

 
 

18      2016 

            .                   

     . 

 

                       

 

                      "                 "                             

                                                                

          . 

 

mailto:1986@gmail.com
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                       .                   305                  . 

                     Rs.140/-    . 

 

                                                          
         . 

 

                                                           . 

 
              

 

                    

 

  .            .         

 

        . 
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    – 2 

                  (Business Communication); 

                : 

                             ,     ,          , 
                                        
            .        .                       
            .                            
                                                  
                     .  

            (Trade Letters): 

                                             . 

1.               (Enquiry Letter) 

2.           (Reply for-Enquiry) 

3.            (Order Letter) 

4.               (Confirmation letter) 

5.                (Execution Letter) 

6.           (Complaints Letter) 

7.              (adjustment Letter)  

8.          (Collection Letter) 

1.               (Enquiry Letter) 
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                              ,               
             ,    ,                              
                         .                
                                           . 

 .  . 1.                       (Price List) 

  .  .              

                                                              14.            

                                                                 ,       16, 2008. 

                          , 

25.           , 

     

        , 

                                                    
                               . 

                                                                      ,  

                                                          .  . .           . 

 

 

 .  :2                    : 

 

                  

                                                                   25.           ,  

                                                                           . 

            .  . .            ,  
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14.           . 

      20, 2008.      , 

        . 

     :            ,             . 

     :       16.                   . 

                               .                 
                                                  . 

                                         15                 
                 .              .30,000                    
                       5                   . 

                                            . 

                                                                           . 

                                                                              . 

                                                                         .  

                                                                         . 

 

     :     

 

            

1.              (Loco price): 

                                       (godown) 
                                             .     , 
                                                  
                   . 
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2.                           (At station):  

                                               
                                              
       .                                     . 

3.   .  . . (               ) (F.O.R):  

                                             
                                               
                     .                            
      .  . .                        . 4 5% 10         
     : (F.O.B.) 

                    10                      
                  5%                           
      .  

5.  .  . .         ,                  (Cost, Insurance and Freight) 

                 ,                           
                        .  

6. (cash on Delivery): 

C.O.D.                      ,                  
                                       . 

7. .   . (             ) (cash with order) : 

                                         
     .          ,                              
         . 

8.                       (carriage Pald);  
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                                    . 

 9.             (Prompt cash): 

                                 .  

         (Order Letters) 

                                         
                                                  
                       .                             
                ,                           . 
                                               
                                  .        
                                     .      
                ,                  .        
                                              
                  .  

1.     (Quality); 

                                       
                                           
                                                
          .                                          
         .     ,                                 
           .  

2.     (Quantity): 
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                              .  

3.               (Mode of Payment): 

                                            
                      .                           
                               .      
                                                
                                    . 

4.            (Price list): 

                                           , 
                                .      
                                                  
                  . 

5.              (Insurance);  

                                         
                            .             
                 .                               
                          .              
                                             . 

6.                   (Mode of transport'); 

                                           
     .                                      
               .                       ,      
                               .  
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7.                    (Packing):  

                                            
                                                
                                   .              
       .                                   
                              .             
                               . 

8.                     ,      (Time and Place  delivery of goods); 

                   ,                           
                                             , 
                                    .        
                                             . 

 .  :1.                                          

                                                 140,             , 

                                                          . 

                                                       13, 2008 

                        , 

          . 

    . 

        , 

                      :               . 

     :                        5        . 

            5                       .                  
                                 . 
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1. 12                A      . 50     . 
2. 24                B      . 70     .  
3. 12                C      . 75     .  

                                                        
                        . 

                                                                      , 

                                                                          . 

                                                                       . 

                                                                        

 

                  . 

                                                                 121,            , 

                                                                            . 

                                                                     10, 2008 

                          ,  

6.         , 

    . 

        , 

         89/1708                              . 
                                                 
                       . 

                                                                       ,  

                                                                         . 

                                                                     

                      (Confirmation of orders); 
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     .                                            
                  . 

1.                                           
    .                                      . 

2.                ,                           
                              .  

3.                                                 
                      . 

 

 .  : 1                         

                                                                 22.            . 

                                                                          . 

                                                                        30, 2008. 

      

                 &       .  

14.             , 

          ,  

        , 

     :                    . 

     :       16,             . 

                                                 
                   .               10                10            
                                    .          40              25 
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                                                             . 
                                   , 

                                                                       , 

                                                                            

                                                                 .            

                                                                        . 

                   (Refusal of order letters);  

                                        
                                            
                  .                              
                                            
                                         .         
                              . 

 

1.                           .                        
             . 

2.                                             .  

3.                                        .  

4.               (                    )  

5.                                                
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                                                              41.            , 

                                                                      , 

                                                                     10, 2008                                                  

                 &       , 

24.          , 

.     . 

        , 

     :       10                                     10    
         1600                           .     ,               
               . 250                 .                     . 300 
       . 5,000                                            
      . 250                             ,     .                 
                                                  . 

                                                                         ,  

                                                        For                      ,  

                                                                             

                                                                         . 

                

                                                                   10.        , 

                                                                    ,        10, 2008. 

                &       ,  

2.           . 

          . 

        . 
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             28          (100                           ) 
                               .                            . 8000 
                                                     . 5000.   
                                .     ,                           
                      .                                   
               . 

                                                                          ,  

                                                                           .    

                                                             for                . 

                                                                                

                                                                 (        ) 

 

 .  :3 

                      

                                                               56,          , 

                                                                      . 

                                                                      20, 2008. 

                 &       ,  

40          , 

    . 

        ,  

             20                         .               
                                                      .  

                                                    
          .                                                  
                                                 . 
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                                                                            , 

                                                                           .  

                                                                                . 

                   (execution of order): 

                                  
              .                ,            
                           . 

                                            
                     .                     
                          . 

1.                ,         .  

2.                     . 

3.                                             . 

4.                   .  

5.                                        . 

 .  .1 

                        

                                                                 22,            , 

                                                                               . 

                                                                           5, 2008. 

                 &       , 

 14.            . 
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          ..  

        , 

     :                         . 

     :       26               . 

             26                                         
                   . 

                                              
           .                                            
           .                                            
                              . 

                                                                          , 

                                                   For                        . 

                                                                             .  

                                                                          . 

 

 .  : 2 

       &        

                                                                     12.           , 

                                                                                 .. 

                                                                            1, 2008. 

                  &       , 

22          ,          . 

        , 

             21                                             
                           .  
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                10                       .  . .         
                    .  . 80,000                             .  

                                                  
         .                                          . 

                                      . 

                                                                      ,  

                                                           For              . 

                                                                      

                                                                    . 

 

                  (Cancellation of an order):  

                                              . 

                                                
    .                                        . 

1.                        .  

2.                                           . 

3.                                           .  

                                     
                                          
              . 
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 .  : 1 

     &                

                                                    28.  . .   , 

                                                                           . 

                                                                      10, 2008. 

 

                 &       ,  

23,              , 

     .         , 

     :                        . 

     :            40/08. 

                          40/08                    
                                                 .  

     10                    40/08                     
          .                                                   
                                .                             
          . 

                                                                            , 

for      &               .  

                                                                          

                                                                      

 .  : 2 

                   

                                                                  121.            ,  
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                                                                        20, 2008. 

                          ,  

6,         , 

    .  

        , 

     ;                            . 

     :          89/1/08 

     10                        200                          
            .     ,      15                                       
                       .                                  
               .                                    
         .                                                 .       
                                                            . 

                                                                           ,  

                                                                             . 

                                                                       .  

                                                                       , 

      ,          ,          : (Complaints, Claims, Adjustments); 

                                          
            .                                    
                                           
      .                        .                     
                 .  

1.                           . 
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2                                            .  

3.                     . 

4.                       . 

5.                                   . 

 

 .  : 1                                           
    . 

                   

                                                                   15.           , 

                                                                  ,      10, 2008. 

                      , 

 2.        . 

    .  

        , 

                                     .          . 200 
                                    70                     . (     
6     75    )                              . 

                                                      
                                     .                   
          . 

                                                                    ,  

                                                                          , 

                                                                     . 

                                                                    . 
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   : 2                 

                                                                      2.        . 

                                                                            .  

                                                                           16,2008 

                            , 

15,            , 

          . 

        , 

     10, 2008                 .                          
                                                         
               .  

              2                                     
           .                  2                        . 

                                                   . 
                                       . 

                                                                       . 

                                                                             , 

                                                                  K.    . 

                                                                          . 

 .  : 3                                      . 

       &        

(              ) 
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                                                             14.             . 

                                                                           ,  

                                                                     10, 2008 

                                  

22,            , 

    . 

         

              26                  10                 10    
                                  .                    
                                          .                  5 
                                                        
                                        . 

                                                                    ,  

                                                         &           ,         

                                                                      , 

            (Reply for the above complaints): 

                        

                                                                  22.            , 

                                                                             . 

                                                                        12, 2008. 

                 &       ,  

          . 

14.              

        , 
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     10                               .               
                                              .  

                 (             )                         
                                         .          . 

                                                 

                                                                               , 

                                                   for                          

                                                                           ,  

                                                                          . 

         (Purchaser)        (Duties): 

                                .  

1.                        (Purchase Requisition) 

2                                   .  

3.                 , 

4.                          . 

5.                          . 

6.              . 

1.                       :  

                                           
                                               
                                               
     . 

2.                      (Sources of supply): 
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                 .                      
                 . 

3.                  (Receiving Price list);  

                                  
                                              . 

4.                          : 

                                          
                                   (Purchase order) 
          . 

5.                           (Receiving and inspection of mate- ral) 
: 

                                          
                              .                
                                       . 

6.               (Making Payments); 

                                          
                                               
     .                                     
                            . 

 

         COLLECTION LETTER 

                   Objectives of Collection Letter: 
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                                    .          

                          ,                    

                                        . 

                                     ,         

                                                   

                                           

                  .                                

                        ,                      

               .                              

                                                   

                                       .  

                                    ,            

                                                  

       .                                                

                       .              “             

             " (Dun)                  .           

                                                

          .  

                              Guiding Principles for Collection: 

                                              

               .                                   

                                                       

                   .            ,                    

                                        .         

                                      . 

                                         

              .                           ,          
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    ,                       .                      

                        .                     , 

                                          .    : 

1.                                    .  

2                              , 

 

                      Classification of Customers 

                                               

                                                    

                                           .        

                                      .            

                                     .             . 

               . 

1.                    

2.                              

3.                                               

         . 

4.                               , 

 

                              (Strategy for Different Customers): 

1.                      (Prompt Payers) :  

                                         

                      .                            
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                              .                  

                                . 

2.                              (Good but Slow Payers) : 

                                             . 

                                         ,       

             ,                                  

                   .               ,                 

                                               , 

                               .                      

                                               

                             . 

3.                                        (Good but Continuing 

Defaulters) :  

                                       
                     .                         
                                     .     ,       
                              .            
                                              . 

4.                                     (Fraudulent or 
Reckless Customers)  

                                          
     .                              .           
                                              
                    .                        
                               . 
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                                          Hints on 
the Drafting of Collection Letters  

1.                                                
                                 .               
        .    : 

1)             , 

2)             . 

3)               , 

4)              ,       

5)               . 

 

2.                                        ,  

3.                               .. 

4.                              .  

5.                                                

                                            . 

6.                                                     

         .  

7.                               . 

8.                                             

                             . 

9.                                               
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10.                       .        – 

1.                                   .  

2)                    . 

3)                                            . 

4)                                     . 

 

                                         Faults to Avoid 

in Collection Letters 

1..         “            ” (Form Letters)                   , 

    ,                                          

                       ;              . 

                                               . 

        ,     ,                                     

                                    .           

                        . 

2.                             .  

3.                                        . 

4.                       .  

5.                                          . 

 

                    Various Stages in Collection Letters 

                               .            

                                 .                  
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                       :                         . 

                                              

     .                       

 1 -                    Stage 1-Sending Statement of Account 

                                           

                      .       ,                    

                   .                 .                 

                                            .    

                          .                   

                                                    

     .                                       ,          

                                                 
                         .                      
                              .                  
                  .                            
                           . 

                                              
            ,                                
                                 .        ,         
              . 

     II -                         Stage II- Sending Reminders 

                                        , 

                                      .          , 

                                             .        
                                                   

   .                          ,                     

             .                      ,                 
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                       .                           

                                . 

     III -                            Stage III - Stronger Reminders 

                                                 
                                     .             , 

                                                 

     . 

     .           ,                                 

                                .                

                   . 

     IV -                      Stage IV-Inquiry and Discussion 

                                                

                                     ,              

                                    .             

                                            .     , 

                                                        

          .     ,                                     

                    .                            

                         ,                           

                     .                    .       

                                                     

                                                

            .                    ,                  

                                             , 

                                . 
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     V -                     Stage V-Appeal and Urgency 

                                               

              .                                      

                                                     

                                                    

       .          ,                                      
        .                                      , 
                                                 . 
                                                
                     .     ,                
                                          .     
                                            . 
        "               " (Golden Rule Approach)    
            . 

     VI -                   Stage VI-Demand and Warning 

                                            . 
                                             
                                   .        
                                    .       5 
     10                                     
                                                 
            .                    ,       ,        
                                              . 

.   : 1                                    

    &        

                                                            120.            . 
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                                                                      5, 2008. 

                &        

720.         .  

      

        , 

      31, 2008                                          
                                             5000    .        
                                                       
                                                   
          . 

                                                                   , 

                                                           &           ,  

                                                                   . 

     :                  . 

 

 .  : 2                                                  
      . 

    &        

                                                            120          , 

                                                                   .  

                                                                 20.2008. 

                &       , 

120,         , 

     . 
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        , 

     : 1                 , 

     : 2      5,           20                      

                                                         
         .                                :                   
                 20                            . 

                                                                 ,  

                                                       &           , 

                                                                    .  

                                                                     . 

 

 .  : 3                                                       
                  . 

    &        

                                                          120.            , 

                                                                     .  

                                                                  27, 2008. 

                &       . 

120.         ,  

     . 

           .  

                                                   
                                 .                    
                             . 5000                         
                                                     . 
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                                                                      ,  

                                                              &           .  

                                                                     

                                                                     . 

               SALES LETTERS 

                      (Meaning of Sales Letter) 

“                                         

               "                              .     , 

                            .                  ,      

                                  ,                

                                  .     ,           

                            . 

                                          

                                              

                                 ". 

                                          
                                               

                 . 

                            (Purposes of a Sales Letter): 

1.                        .  

2.                                                  
     . 

3.                                                          

        .  
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4.                                   , 

5.                   . 

6.               . 

 

                        (Advantages of Sales Letters) 

1.                                                        

           . 

2.                                                   

         . 

3.    ,                             .                 

              ..  

4.                                              

                                       . 

5.                                           .      

                   .                               

                        (Structure of a Sales Letter) 

                                         ,      

                                                     

                                                  

    .                                               

                        .                     

              . 

1.                       ,  
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2.                                       , 

3.                                                 

     , 

4.             . 

                                               

                                         . 

1.                       -       Attracting the Attention of Reader - The 

Beginning: 

                                                   

    .                                         

            .         .                                 

     4                            .  

1.                 (Pertinent Question) :  

                                         

                                                 

                                         ?                 

        ? 

2.             (Courteous Command) :  

                                                

      .          : “                      

                                 " 

3.                        (Quotations from Eminent Authors) : 
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                   ,                            

              . 

      : “                            ”. 

*                                                 

                 ? 

4.        (Anecdotes) :  

              ,                                

                                .                  

         ,                                       

                                                    

           . 

2.                               (               ) Creating 

a Desire for the Product (Body of the Letter) 

                                              

                                                       

                       .                         

                    ,                          

                                          . 

3.                      (               ) Convincing the Reader of 

Service (Body of the Letter) 

                   .                        

                                                   . 

                   ,                             

                                      : 

1.                    . 
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2.          ,      

3.                          

4.             (            Motivating Action (Concluding Paragraph) 

                                           

                                              

                 . 

1.                                                     

2.                                         

                                        Some Dont's 

while Drafting Sales Letters 

                                               

1.                . 

2.                                                . 

3                             

4.                                              . 

5.                                         ,      , 

6.                                  . 

1.                                  , 2.    -      

      . 

                              (Adopting Stunt) 

                                               , 

                      . 
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1.                             ? 

2.                                ? 

3.        ? 

4.                         ? 

2.    -             (Follow-up Letters) 

                                            

                                                   

           -                       .             

                                                 . 

    ,                                                   

                                                   

                                          .         
                                           
                                        .    -
            .                          
           .                                    
                                 . 

                             -              
                   .                       
          .  

                                               
                              . 

                        

           :                                           145,               

                                                               Chennai - 600 001. 
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        , 

                            (Pamphlet)                    , 
                                          .             
                                                     .  

    ,                                                     
           .                                                 
                          40%          ,                       
              5                                          
                          . 

    ,                                                  
                                   .                
            “                           "         
                                 .                   ,          
                                                             
                        . 

                                                     
                                                        
                                                   . 

                                                                         , 

                                                                            , 

                                                                   .         

                                                                             . 

 

                                                      . 

 

               

 

                                                        57.                 ,  
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                                                           (       - 628 001 

                                                                     14    2016. 

          , 

                                                     
      “            "              . 

                   .                           .    
              ,       ,     ,                         .     ,    
                                          .                    
                                                               
      .     ,                                     .        
                               .. 

                                                
              ,                                                 
                                       .                   
                                                   
             ,               V.P.P. -                 .     , 
                                         , 7,500/-            
                                                          
                           . 

 

                                                                            , 

                                                                           , 

                                                                   .        

                                                                             . 

                (Circular letters);  
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      .                                            
                                           .  

           ,                                     
                                           
                            .                   
                        . 

1.                           .  

2                    . 

3.                               .  

4.                                            

5.                                    

6.                        . 

7.                                               
           

8.                        . 

9.                          . 

10.                                          
                , 

11.                                                 
           .                                          
                 .  

1.                                         
     . 
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2.                                              
                         .  

3.                  ,          ,               
     . 

 .  :1 

                           

       &     

(      ) 

                                                                  15,          , 

                                                                            . 

                                                                         10, 2008. 

        

                         14                                
                                                                .  

                                                  
                                                         
         .     ,           10           (                 ) 25%       
                                                .  

                                                        
                                                          . 

                                                                          .  

                                                                    &        .  

                                                                            . 

                                                                             . 
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    – 3 
                     BANKING CORRESPONDENCE 

                   (Functions of a Modern Banker) : 

                                          .     

        : 

1.                                          

      , 

2.                          .  

3.                                                    ,  

4.                                                   ,  

5.         .             ,                            

      , 

6.                                                  

                 : 

                                     Elements of a Good Banking 

Correspondence: 

                                             : 

1.              (Secrecy) :  

                                    .     ,     

                                                

                        .                             
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             .                                     . 

                                                     

                                     .     ,         

                       .                               

                       . 

2.                  (Brevity any Conciseness) : 

                            ,                 

           .       ,                       

                                                    

                     . 

3.                 (Tact and Courtesy) :  

                                     

               .        ,                         

           .     ,                               

                    .            ,                    

            ,                                        

           . 

4.      (Clarity) : 

                                                      

     .                                     .       

                      .                          

                                        .        

                            .  

                             Types of Banking Correspondence : 
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                                            . 

1.              

2.               

1.             (Form Letters) :  

       ,                                     

                                           

                                                  

                    .                           

                .                    ,         

                  ,                                     

      .         ,                  ,              , 

                                                   

            .                                         . 

                                              . 

2.               (Individual Letters) :  

        (Subject)                              

                            .     ,                 

                                .                

                            : 

1)                                              

(Letters Between the Bankers and the Customers) :  

      , (1)                                     , 

     (2)                                          

           . 

(1)                                          (Letters 

from the Customers to the Banker) :  
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      ,                                ,          

                  ,                     ,          

                    ,                         

                      . 

(2)                                         (Letters 

from Banker to Customers) :  

      ,                                      , 

                                  (Standing Instructions) 

                                  ,                  , 

                                          

                                                    

         ,                                       

                        .                      

                                        . 

2)                           (Letters Between Bankers) :  

                ,                     , 

                                          . 

3)                                             

       (Letters Between Head Office and Branch Offices) :  

                      : 

(1)                                             

       (Letters from Head Office to Branch Office) :  

                            ,                  

                                               

                            . 
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(2)                                               

       (Letters from Branch Office to Head Office):  

                    .  

1.                                          ,       . 

                                            

     .  

2.                                                  

                       ..  

3.                 ,                                   

                .  

4.                                              

            . 

5.                                    . 

 
           (Bank Correspondence)                          
               . 
 
 
       
 
          S.      . 
          19.          .  
                    . 
 
      
 
                     ,  
                    , 
            .  .       , 
 
   , 
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                                                    . 

                                                               
               .                                      
                . 500                           (Payin slip)       
         .                                                
                             . 
 
                                                
 
         .                                                      , 
 
25.12.2008                                                         S.       . 
 
 
 
 .  :2                                          
                       . (Write a letter to a customer stating that his account shows 
overdraft). 
 

          (    ) 
 
      
           .      . 
              5, 2008. 
        10.               , 
          .  .   . 
 
   , 
 

     :               : 2411          
 
                     2007                                   

           .                       --                            
                                   .                   
                                    .                    
                                                        
          . 
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                                                                            . 
                                                                           . 
                                                                             . 
 
 
 .  :3                                                  
                       . (Draft a letter on behalf of customer to a bank seeking overdraft 
facility): 
 

    &     
 

33,          , 
            . 

 
                                                                      : 28.8.2008. 
 
                   , 
          .  .  .     , 
                    . 
 
                            :                    . 
 
                            :             : 14121 
 

         (2008)                                      
                                                       
          .     ,                                            . 10 
        .                                                  
       . 7      .                                . 3      
                                                .       
                   2004           10                            
                                                          
                                                             
           .  

     
 
                                                                       ,  
                                                               .       . 
                                                                         . 
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           LIFE INSURANCE 

                   (Meaning of Insurance) 

                                                

                                    .            

                                        .         

                .     ,                               

                  (Reimburse)          .                  

                                         . 

               (Contract of Insurance): 

“                                              

                                           ,            

                     ,                  ".               

                                              

                                                     . 

                   “              "      "             ” 

(Assured or Insured)              .                 "          " (Insurer) 

             .                                    

"              " (Promium)                                 

      "                     " (Subject-matter of Insurance)    
            .                                        
         "                     " (Insurable Interest)    
            . 

               (Kinds of Insurance) 

                 .                      
        : 

1.           (Life Insurance) :  
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            ,                                   
                                                
          ,                                         
(Indemnity)                      . 

2.                  (Fire Insurance):  

                                               .    

                                . 

3.                  (Marine Insurance) :  

                                                

        .      ,                                         

                                        . 

4.                      (Personal Accident Insurance) :  

                      ,                        

                            .  

                 (Principles of Insurance) 

                                              

                                                  

       .                                               

                                       .     ,         

                                                   

                                . 

1.                      (Insurable Interest) 

                 ,                                    

                                                    

                           .      ,                
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                                 ,                     

                                                        

                                          

                                                 

2.                 (Utmost Good Faith: 

          ,                                       

         .                                           

                      ,                     

               .                                    

                    .                             

           .        ,                                 

                .     ,                        

                                            .     , 

                   ,                            . 

                                                  

               .     ,                             

        . 

3.        (Indemnity) 

                                               

                                                        
                                   .             
                                               . 
                                          
              .                  ,                
                                      . 
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                                          . 
     ,      ,                                       
             .                           .          
                                                
               . 

                           : Meaning and Definition of Life 
Insurance 

                                    ,           , 

                                                     

    ,                                                   

                                               ,      

                               ,              

                                                     . 

                                                 

                                  .                      

                                     ,         

                                                        
                                                     

                                                     
               .                  ,            

                           ,                            , 

                                            

                (Kinds of Policy) 

                                                       

      : 

1.                   (Endowment Policy) :  
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             .                             

           ,                                

                                         ,          

                                            

                    .                  ,        

                                                     

                                           

          .                                              

                                          ,          
      ,     ,                                       

                                              . 

2.               (Whole Life Policy): 

                 ,                                  

                           .                   

                                               

          . 

3.                (Joint Life Policy) :  

                                                  
              .                                           

       ,                             .                    

                                             . 

         ,                        ,                   

                                   .          

                                        ,         

                                      . 

4.                         (Money Back Policy) :  
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                               .                         

                                               

          .                                            

          .                                        

        ,                                    . 

                                             .            

             3,25,000/=                                  
           .     ,            12, 1.5      20 
                               . 

 

                               Procedure to take out a Life 
Policy: 

                              ,                 

                               . 

1.                                              , 

                                           

                                                    , 

                           . 

2.                                          ,    

                                ,             

               ,                            .  

3.                                                   

   ,        ,                                   

                                   .  
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4.                                                    

          ,                                               

                          . 

5.                           ,                  

                  ,                                   

      . 

6.                                  ,                  

                         .     ,                 

                                                  .  

                                            Technical 

Terms used in Life Assurance 

                                                   

       .                                : 

1.                (Premium) :  

                                               

                  .                                     

     ,                                               . 

       ,                                

                                .                   

                        ,                       , 

                                                   . 

2.                             (Surrender Value of the Policy) :  

                                             

                                                     

     .                                       .       

                  ,        ,                         



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 108 
 

      .        ,          ,                        

                                                 . 

         ,                                                  

                                                      

                      . 

3.       (Nomination) :  

               .                                  

                                                

        .      ,                             

          ,                                .        

                                                . 

                                                       

                           .                    

            ,                              , 

                                 . 

4.            (Assignment) : 

                                                

                                      ,                  

                                      .     ,      

                                                         

                    . 

5.             (Claim) :  

                                                   
                               .               ,      

                    ,                    ,        
                         ,                        
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                            ,             
                 ,              (Claimant)              
                                              
(Succession Certificate)                                  
     .       ,                              
                                 . 

6.                          (Loan against Life Policy) :  

           ,                                   
                                          
                     .                    ,              
                                                    
              .                                     
        (Surrender Value) 75%                         
                                            .     , 
                                                    
                                                 
                                                 . 

 .  : 1                                            
           (Letter to the Life Insurance corporation regarding the willingness to 
take insurance policy). 
 
       
 
             .       , 
          19.         .          .  
                . 
      
 
                   , 
                        , 
                     , 
             . 
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   , 
 

     :                                  , 
 

                                      .                    
                                                       
                                       . 
 

     
         .                                                        . 
      15, 2008.                                                                                                       .       
 

 
 .  : 2                                                  
                                          . (Draft letter to the Life 
Insurance Corporation regarding surrender of Life policy).  
 
        
            .     . 
          12.                    .  
            .  .   . 
 
      
                     , 
                           ,  
                 , 
 

     :                             . 
     :           85101828 

 
                  2000       .5,00,000 (                   ) 

                                                               
              .                     ,                   
        .     ,                                               
(surrender)                            .                     
            .                  (surrender value)"                
                                        . 
 

     
  .  .                                                                 , 
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5.1.2008                                                            .     . 
                                                 
 
 .  : 3                                                      . 
(Write a letter to a policy holder to avoid the surrender of policy). 
 

                 
       . 

 
                                                                        5, 2008 
      
         .     . 
       12.                    . 
         .  .   . 
 
   , 

     :                          , 
     :           85101828,      31, 2008 

                                                   
 

                                                   
                              .                                 
                                             .             
          . 1,50,000.            . 1,20,000.                              
                                                     
                                      .               
                                                           
                                                          
                                             .  

 
     

 
                                                                        , 
                                                                     .    . 
                                                                            . 

                 FIRE INSURANCE 

                         (Meaning of Fire Insurance): 
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                  .                ,           ,     

                                                       

                                                        

                                                     

          .                                       

                                                 

                        .                         

         .                                             

            . 

                         (Contract of Fire Insurance) 

                   ,                       

                                                   

                                                    

       .                            .     ,               , 

                                        . 

                          (Types of Fire Policy) 

                                       . 

                     :      

1.               (Specific Policy) :  

               ,                    ,                 

                                                      

                         .                  ,         

                            .     ,            

                                             . 
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                                                     . 

2.              (Average Policy) :  

                            “                 " (Average 

Clause)                                         .       

          ,                                          . 

         ,                 ,                

                  .                      ,               

                                                     

                                            

             . 

        , 360,000                   740,000              

                      .                            

            712,000          ,                   23     

      ,      , 78,000                          .    

       ,                                            2/3 

                             [40,000/60,000 i.e. 2/3]. 

3.                    (Floating Policy) :  

                  ,                                

                                                

            .                         ,               

                                                 

                                .                 

                                              . 

4.                  (Valued Policy) :  
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                                   ,                , 

                            ,                     

                              .         ,            

                                           

           320,000                                   . 

                                         ,          

                                       320.000-          

                      . 

5.                   (Replacement or Re-instatement Policy) :  

                      ,                             

                                              

                                              . 

6.               (Comprehensive Policy) :  

                       .                    

                 .      ,   ,          ,     ,      

                                                     . 

     ,                                              . 

 

                                                

(Procedure for taking out a Fire Policy) 

                                                       

                                    . 

1.                                                ,       

                                                  

                       . 
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2.                             ,           .         

                          .        ,                 

                ,                               

         . 

 3.            ,                                        

                                        .  

4.                         ,                          

                            . 

5.                                                   

                            ,                      (Cover Note) 

           . 

6.                                                   

        . 

 

                                       .  

                                                    

                         ,                         

                              .                 

                                                  

      .                                  ,              

                                                   .    

         .                                                

                                                        . 

                                                    

                 ,                                

               ,                              
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      ,                                                 

       .                                              

      ,                                                  

                                       . 

 
                                                 
                   . (Draft a letter stating the demage caused to fire). 
 

      &     
                                     59.           
                                        .  .   .                 31, 2008 
 
      
                     , 
                           
               
   , 
 
              :                       . 
              :          : 98101828.  
 

         7                                                    
                                               .         
                                                          
                 .     ,                                  
             .                           . 2,00,000                  . 
                                                                
                                                     . 
 
                                                                              ,  
                                                                               
                                                                              , 
 
 .  : 5                            (Reply to a Letter for claming damages) 
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                                                                     5, 2008 
      
 
                             , 
            59.         . 
                 .  .   . 
 
   , 
                 :                          
                 :          : 98101828            31, 2008 
 

                  ,                                      
                            .                                  
                                                . 
 
                                                                           , 
                                                                           . 
                                                                           . 
 
                                                           . 
(Draft a letter on behalf of National Insurance company refusing total indemnity) 
 

                     
 

          
 
                                                                    15, 2008 
 
                             , 59.  
                , 
          .  .   , 
 
   , 
 
                              .      :       13, 2008               
    .                                                . 
                            .2,00,000                       
             .     ,                                              
            . 1,50,000    .     ,                        . 2,00,000 
                  ,          . 1,50,000                      
                   .      
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                                                                         , 
                                                                    .     
                                                                       . 
 
     :            . 
 
                                   . (Loss of policy Deed) 
 
       
             .       
           19.          ,  
                    , 
 
      
                     , 
                          , 
                    . 
 
   , 
 

     :                         . 
     :                  : 90101858.. 

 
                                         . 2000      

        1                          .                         
(Duplicate)                                                      
               .                                           
                                        . 

 
     

                                                                  , 
5.1. 2008                                                          .       
 

                  MARINE INSURANCE 

                         (Meaning of Marine Insurance): 

                ,                                   
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                                                    . 

                                                        
                                                : 

        ,                                    .    , 

                    (Perils of the Sea)                     

          .                       ,         ,         , 

                          ,                        . 

                                ,                        

                              .      ,       .          

                                                  

                                          .           

                                                  

            .                ,                         

                                              

                     ,                          , 

                                     ,     ,               

                           .                    , 

       ,                   ,                       

                                     .  

                                    (Kinds of Marine Policies): 

                                                       

1.               (Voyage Policy) :  

             ,                                   

            .         ,                               
                      .                      ,         

                     .                        

                    .                                   
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   .        ,                                        
                      ,                             . 

2.             (Time Policy) :  

                                                
            .         , 6                    3     
                   .                                   
                                ,          
                             ,                         
                                   . 

3.                (Mixed Policy) :  

               ,                               
                                          . 
                  ,           , (1)                  
                                            
        , 2.                                      
                      .                          
             .     ,   ,                             
        .                ,          ,                  
                                           
            . 

4.                    (Floating Policy) : 

    ,                                           
                                          
           .                                 
             .     ,                        
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                                 .                  
                                             ,         
              ,                                 
                . 

                ,                                   

                            .                         

      ,                                               

   .                                      ,         

                   ,                                

     .          ,                                

                         .              ,         

                                    . 

5.                  (Valued Policy) :  

                                                  

                       .           ,                   

                             .     ,                  , 

                                               . 

6.                   (Unvalued Policy) : 

`                 .                                      

            .                   ,                     

                    ,                                  . 

7.               (Open Policy) :  

  ,                              .     ,    

                                             (Exhausted) 

            .                                    
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              .     ,                          

                                     .        

        ,                                           . 

               (Kinds of Losses): 

                                               

       . 

1.              (Total Loss) :  

                                       ,     ,      

    ,                                ,            

                                               

                                                  

             .                                    

      : 

1)                      (Actual Total Loss) :  

                                        ,    

                                     .         , 

                                                

                                                    

                                       . 

2)                        (Constructive Total Loss) :  

              ,                              . 

    ,                            ,            

                                                . 

                           ,                       

                                .     ,                
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                              ,              

                       .           ,         

                                      . 

2.                                (Partial Loss or Average Loss) :  

                                                  

              .                       .                 

(General Average),                     (Particular Average). 

1)             (General Average) :  

                ,                          

            ,                                       

                                                  .    

                                             .     , 

                                                     

                                               . 

2)                (Particular Average) :  

             ,                                

                                    .               

                                                   

    ,                                   . 

 
                 AGENCY CORRESPONDENCE 

                        Definition of Agert and Principal: 

               182          "                 

           ,                                      

                                            "         
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                     .                           

                 (Principal)           . 

       :                A                       B 

      , C                                      

         .   , A       "     ”     , 3            “    ” 

                              “    ”      

            . 

    ,                                  

                  . 

“         Qui facit per alium, facit per se                   

                                   .           

                                 ,                    

                        ". 

                                              

                            .                       

                                            .      

                                            .      

                                             , 

                                         . 

            (Classification of Agents): 

1.            (Factor) :  

                 .                      

                         .                    
                                        ,     
                                              . 
                                           ,       
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       . 

2.     (Broker):  

                                           
                 ,                .               
                                                 
                         .                        
                     .                         
                                            
             . 

3.          (Auctioneer) :  

                                            
                                                . 
           ,                              .           
                             .                  
    ,                                       
                                        .        
                                            . 

            ,                                  . 

     ,                                         , 

                     ,                              

                                  ,             

                                                  . 

4.         (Commission Agent) :  
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             ,                                   

                                               

        . 

5.                 (Del Credere Agent) :  

                                     ,     

                                               

                                         .       

             . 

                                (Clearing and Forwarding 

Agent) :                                              

                                         .           

                                  .                  

                                                     
        .                                         . 

7.          (Underwriter) :  

                                           

                                         .            

                                                   
        .                                       . 

8.               (Warehouse Keeper) :  

                                               

                      .                                 

                                .                

                                                   .     

                                                  

        . 
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                          Stages of Agency Correspondence: 

                                                    . 

1.                            (Letter Offering the Agency) :  

                                             . 

                                                  

                                                     

                                .        ,       

                             .               . 

2.                              (Letter Applying for an Agency) :  

       ,                             

           .        ,                                   , 

                                  .              , 

                                               . 

                   ,         ,       .              

                                          . 

3.                                           

              (Letter of the Manufacturer in reply to the Application) :  

         ,                              

                                          . 

4.                         (Other Letters from the Principal) :  

        ,                                  

                                            

                   : 

1.                                                  , 

                                      ,  
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2.                                                 , 

5.                       (Other Letters from Agent) :  

                        : 

1.                                                    

                                .  

2.                      ,                            

           . 

 3.                                          

                                               

                                  . 

             (Terms of Agency}: 

                                           

                                                         
               .                           : 

1.             (Allowance or Commission) :  

                                            

                          .                             

                                                   ..     , 

                                . 

2.              (Duration of the Agency) :  

                                          

                 .                                  , 

                                                   

                         ,               
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              .         ,       .            

                            ,              

             . 

3.                         (Area under the Agent) :  

                                           

                               .                     , 

                          .                          

               ;                                  

                     . 

 
            (Agency correspondence) 

 
1.                 (Enquiry for agency) 
 

           
                                   44         ,  
                                           .                          5, 2008 
 
.      
                                .  
                  , 
 
   , 
 

                                                        . 
                           10                      .     , 
                                                              
                  .                                        
                .           (Show room)         . 
 

                                                       
                                                .      
                                                        ,     
                                                   . 
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                                                                            ,  
                                                                   .      .  
                                                                         . 
 
                                                    
(Application for agency and terms and conditions sent by principal to agent). 
 

               
           

 
                                                                     15, 2008 
 
                            ,  
       44.         , 
            . 
 
   . 
 
                        :           

     :         5, 2008                   . 
 
1.        5, 2008                                              
                                                       
         .                                      . 1 . 2,00,000 
                       . 
 
2.             5                     .     ,                    
                                                     .  
 
3.                  . 50,000     10       .  .50,001     1,50,000      . 8 
      ,  . 1,50,001        5                                  . 
 
4.                      5                                        
       (Imprest system)                   .  
 
5.                       .2,00,000                           
     . 
 

                                                 
                   ,                                   
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                .                                            
                         .                           
                                                       
 

     
 
                                                                            ,  
                                                                               . 
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    – 4 

                          SECRETARIAL CORRESPONDENCE 

               : (Definition of a Secretary): 

            , 2013 -       2(24) -    , "              " 

     “       "       “                    , 1980 -       2(1) 

(c) -                                                     

                                                    

                        ”                . 

                      , 1980 -       2(1)(c) -    , 

“                                                

                                              ". 

    , “               ”                          

                                                

                                                    

                   .                                  205 -  

              . 

                            Functions of a Company Secretary: 

     205-    .                                 

        : 

(a)                  ,                              

                                                  

                       . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 133 
 

(b)                                                       

                                                

                                     , 

(c)                             : 

         (                                     

      , 2014 -                                        

Duties of Company Secretary as Prescribed in Companies (Appointment and Remuneration of 

Managerial Personnel) Rules, 2014 . 

                                          

                    : 

1.                                   ,                

                                                 

                                  ;  

2.                                              

                                  ,                 

                           ; 

3.                                            ,       

      .                                            

     :  

4.                   ,                                   

                                                  

                         ; 

5.                                   ;  

6.                                                   
     ; 
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7.                                                    

     .  

 

                                 Role and Responsibilities of 

Company Secretary: 

            , 2013 -                              

                              .                     

                 . 

(a)                     (As a Statutory Officer),  

(b)                   (As a Co-ordinator),      

(c)                     (As an Administrative Officer), 

    , 2013                                     

                                                    

(a)                     [As a Statutory Officer) :  

                                           

                        .          2(51) -                  

                                                 

                           . 

                                                  

                                           [     92], 

                                        [     143(12)]      

                                        

                                                
                            7(1) -                . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 135 
 

                                              
                                                
     49(III) (A) (6)               .  

                        ,              ,      
       ,            ,                            
                                              
                               .               
    , 1961 -       2(35) -                                 . 

                                               
                                              . 
                   ,                            
                  .                                
                   . 

    ,            ,          (            
       )     ,                             ,      
    ,                         ,                   
                                                 
                                           
            .      .                      
                                        
                                 .       
                                               
                                                 
                         ; 

(b)              (Co-ordinator) :  
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                            . 

         ,                                       
                    .                            
                                             . 
                                                
                                           
                                                 . 
      ,                                    
                                              
            .                              
                                            
                                     . 

                                       
                                              
                                              .     
                                                  
                                             . 

                                                   
                                                     

                                                   

                      . 

                                               

                                                    

                          . 
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                                              . 

                             ,                 

                               .                   

                                                    

        .    : (1)             ,      (2)                 

         .                                   

                                ,                 

               ,                            

                         .                           

         ,                       ,    ,           

                                            . 

(c)               (Administrative Officer) :  

                                           

                                                     

                    .                           

                                          

                         .                        

                                               

                                           

                                                 . 

                                                

Statutory Duties and Liabilities of a Company Secretary 

                                           , 

                                   ,                  

                    ,                                

             ,                            ,            
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                                            , 2013-      

                                   .          

         : 

1.                                                
[     7(1)(b)| |Declaration regarding Compliance with Requirement of Registration (Sec. 7(1)(b)]] :  

                                               

                                                   

       ,                                            

                                                   

                               . 2013 -      7(1)(b)     
           .                                          
                                        
         ,                   ,                 , 
                                        ,        
                                                   
                             . 

2.       ,                                   
               [     21] [Authentication of Documents, Proceedings and 
Contracts [Sec. 21) :  

                                           
                    .                           
                                                  
                                                   
                                               
                                               
                                          . 

3.                             (Signing of Share Certificate] : 
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(                                             
(                  )               )              
                                         
                   . 

4.                            [     92(1)| |Signing of Annual 
Return (Sec. 92(1)) :  

                                               
                                             
                   .                       
         ,                                     
                          . 

5.                              [     134(1)] [Signing of Financial 
Statements [Sec. 134(1)] :  

                                           
                                                 
(                                           
                                  ),                   
                      (                       
             )                    . 

6.                                             (     432) 
|Appear before NCLT |Sec. 432]] :  

                                             
                                     . 

7.                       (Secretary of Audit Committee) :  
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              . 

8.                                          |Secretary as 
Compliance Officer of Listed Company) :  

                              ,                ] 
                                           47(a) -
   ,                                             
                                    
                 .                            
                                          
                                                  
                      .         .             , 
                  ,                                 
              . 

9.                    (Demat Shares) :  

                            ,         
                                              
                    . 

10.             (Additional Duties] :                       
                   ,                  ,         
             ,                                     
                                              
                   . 

                                                      
             . 
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                                                                                                                                                                28,            ,  

                                                                    , Chennai-600 014. 

                                                                                                                                                                            23    2016. 

   .   .             , 

4,            , 

          - 641 001. 

         , 

                                                                

                                          .                     

                                          .      ,               

            . 

                                                      

                                                .              

       (  )                                                            

                         .                                       

                                                                

           . 

                                 ,                      

                                .     .                       
                                                       
                            . 

 

                                                                     , 

                                                               .          

                                                                      . 
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                                        . 

 

                         

                                                              1.             , 

                                                                   , Chennai-600 002. 

                                                                    23 may 2016. 

   .   .            

  . .   .  ., 9.  

                     , 

Chennai-600 004. 

 

         , 

       1    2016                                       
                                                                 
         . 

                                                          
                                                                
             .                                              , 
                                          .     ,             
                                                        
          .                                           
          . 

                                                     
                          . 

                                                                             ,   

                                                                                                                                                                        .                                 
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                                                                                                                                                                                           . 

                                                      
                   . 

                         

 

                                                                                                                                                          1,             , 

                                                                , Chennai-600 002. 

                                                                                                                                                                   30    2016. 

   .  .       ,  

12,               , 

      . Chennai-600 020. 

 

           

         , 

                                                         & 

   .                                                     

                                .             ,                

                                                     

                                                             . 

         ,             , 2013 -       188 -                          

       . 

                                                           

                             .                             

        . 

                                                                                  . 

                                                                                                                                                                      , 

                                                                                                                                                         .             
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                                                                                                                                                                             , 

                                                                
            . 

                     

                                                                                                                         54,                   ,                                   

      - 600007. 

                                                                                                                                                                                               8    2016. 

       .      , 

35,             ,  

Chennai - 600 108. 

          , 

       5    2016                           .  

                                                              

                                                           

                                                          

                            .                            

                                                                

     . 

     ,                                                       

                                                        .           

                                                         
                                  . 

                                                                                                                                                              , 

                                                                                                                                                                 .     

                                                                                                                                                                   . 
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                                            , 

                        

           : 20,   .   .    ,          ,        - 620002 

                                                                                                                                                                                    19      2016. 

Rs.100      50,000                          

      .       , 

96,               , 

         ,        - 620 001 

        , 

                             (Equity Shares)                    

                         ,                 50                

                                          . 

                                                          20 

                .     ,                                   

          29     , 2016                                      

                       . 

                              ,                              

                                   .       ,                     

                                        .  

                                           

 

50 1,000 

 

                                                                        ,  
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                                                                                                                                                        (  )   .       

                                                                                                                                                                     . 

 

 

.                                                . 

        :--------------                                                                                                           19      2016. 

      .      

67.            . 

         626 001 

        , 

                     100                           .     , 

                                                       

                           . 

                                                    

                              . 

                                        ,                 

                                         ; 

 

                                                                        , 

                                                                                                                                                           (  )   .        

                                                                      

                       (Kinds of Company Meetings): 

                                            .    : 

 1                        Meeting of the Members or Shareholders: 
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                              .                 

               . 

7.                      (Annual General Meeting) :  

                                             

               .                                      

     .                     ,                  

                                               

     .     ,                                    

                                      . 

2.                   (Extra-ordinary General Meeting) :  

                                     
                          (Ordinary Meetings)    .          

                                            (Extra-ordinary 

Meeting)       .                                        

                                                 . 

                                          

                                              . 
                                           
                                               
                                     . 

3.                              (Class Meeting) :  

                       ,                     
          .                                      
                      .              ,          
                                             , 
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                               .                 
                                             
        (Special Resolution)                  . 

2                    (Meetings of the Board of Directors): 

                                          . 
                        ,                     
                                                    
                      .                        
                                        .     , 
                                                . 
                                                  
              (Policy Decisions)          ,               
                         ,                      
                                            
                    . 

                        (Collective Responsibility) 
        .     ,                              
                                                   
     .      ,                                     
                       (Managing Director)                
                         (Articles)                   , 
                                          . 

                                         
     .                                        
                                                 
                          .     ,                
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                     .                         
(Standing Orders)         . 

3.                      (Meeting of the Debenture Holders): 

                                          . 
                               (Terms of Issue)             
               ,                               
                                      .        
                                               (Debenture 
Trust Deed)                                           
     .                                       
                        . 

4.                    (Meeting of the Creditors): 

                                            

             .                                       

                                                

                                                    , 

              (Amalgamation),      (Absorption)               

       ,                                          . 

                                       . 

                                           

       Duties of the Secretary in the Board Meetings and Other Meetings 

                                             

                             . 

1.                                       (Duties Before 

the Meeting): 

1.                                     ,  
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2.                                                     

                   , 

3.                            ,        ,                

                                .       

                            .  

4.                       ,                               

                                            . 

2.                                          (Secretary's 

Duties During the Meeting): 

1.                                                  

      

2.                                            

                                                   

      . 

3.                                       .  

4.                                                   
               , 5.                             

                              

3.                                             

(Secretary's Duties After the Meeting) 

1.                                                ,  

2.                                          

                                                

(Some Hints on the Contents of the Notice)  
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        .  

1.              (Nature of the Meeting) :  

                                                      

                              .                   

                                        

                            .                      , 

                                                 

                      . 

2.                  (Date of the Meeting etc.) :  

                  ,    ,                          

                     .     ,                       

                       .                      

                         . 

3.               (Date of the Notice) :  

                                       .          , 

                                                      

                                                         

                     .                              , 

                              21                   

            ,                                      

                . 

4.                  (Nature of the Business) :  
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                  ,              (Ordinary Business). 

               (Special Business)                            

           .                                         

                                             

             

5.                 (Appointment of Directors) : 

                                              

                      .                            

                 . 

6.              (Text of the Resolution) : 

                                   ,              

                                      . 

7.       -                  (Proxy Forms and Rules) :  

                                              

                  ,                               

                                            

                                   . 

8.              (Explanatory Statement) :  

                                        

           ,                                         

      ,                                         

                                     . 

9.                     (Documents Available for Inspection):  

                                            

           ,                                      
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                           ,                        

                         . 

                             (Meaning of Minutes): 

                                             

                                                

                                       (Resolutions)       

             (Decisions Arived)             .               

                .                              

                          . 

            , 2013 -  18                             

                                                 

        (Fair)            (Correct)                      

                                 .              

                                                  

   .     ,                                           

                                               . 

                             Kinds of Writing Minutes: 

                                            . 

                                             

               .           ,                          

       .                           .         , 

                                           ,         . 

                          ,                     , 

                                                 

         ..                        Minutes of Narration     

             . 
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        (Some Hints on Writing the Minutes): 

                                              , 

                           .     ,                 

                           .                      

                       ,                          

  .                                       .       

                        .                  ,         

                                                   

     .                        ,                     

                   . 

“                                 ?" (How to take 

minutes?)      .        (E. Martin)                          . 

     “                                                

                                             ” 

                                 .              

                                        

                .                                     

                                                 .     

                                                     

                 .                          ,      

                                     ,              

(Without any ommission)              . 

                                                     

                                      . 

1.       (Heading of the Minutes) :  
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    ,     ,                                           

     .                                      . 

"                                                2016 

                 20        ,                  3       

                                                 ". 

                                                      

        .        

"                                            20-06-2016 

     3                      ”. 

2.                               (Names of the Members Present) :  

                         ,                 

         ,                                      

                                                

                                         .           

            ,                                

                                               . 

3.              (Sub-headings of the Business) :  

                                          
                               .     ,                    

                 (To facilitate future reference)                  

            ,                            ,               

                             .                

                   .                            

                                   .             

                                . 
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4.                      (Figures and Dates) :  

                     ,                 ,      ,     

                               .                   

                                           .             

                   . 

5.                            (No Reference to Personal Feelings) : 

                                          

                                                    

           . 

6.       (Brief and Short) :  

                                                

           .                                       

                     .                               

                                                 

                             .                       

         .                                                

     . 

7.                         (Special Resolutions etc.) :  

                                              

                          .                         

                     .     ,                  

                              ,                 

                                   . 

8.                         (Tense and Voice) :  
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                                        (Past Tense) 

                                 .     ,            

(Active Voice)                                          (Passive 

Voice)         .         ,                           

          (It was decided)                             

          . 

9.        (Rough Draft) :  

                                                  

      ,                                        . 

    ,                                               
                   ,                          

                    . 

 

             REPORT WRITING 

                Meaning of Report: 

                "Reportare"                           

                   .                            

       .                   ,                            

                                                   

                            .                         

                              : "                , 

                                                  

                                      ". 

                               Characteristics of a Good Report : 

                                             

     .             ; 
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1.        (Precision) :  

                                           . 

                                                 

                                                  

                                                   

                  . 

2.      (Accurate) : 

                                          

     .                                      

              . 

3.                (Relevance) :  

                                                

     .      ,                                   

                       .            ,        

                                               

     . 

4.                       (Reader Orientation) :  

                                                    

                     ,                            

    ,     ,                                       . 

5.       (Clarity) :  

                                                  
         .                                           

                                             

                            . 
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6.                         (Simple and Unambiguous Style) :  

                                             

     . 

7.         (Recommendations) :  

                                             

                              .                  

                                                   

      

                    (Classification of Reports): 

                                                   . 

1.                                   (Classifi- cation on the basis of 

Legal Formalities):  

                                                

          .    : 

1.                   ,      

2.                   . 

                                                 

              .               .              

                   Formal Report 

                                                  

                                                  

                                                 

                          .    : 
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1                ,       

2                   .  

1.                (Statutory Reports) :  

                                                

                                                .   . 

                                                   . 

        ,                                    

        ,                         . 

2.                    (Non - statutory Reports) : 

                                                 

                                      .  

    ,                         ,                

                                          .         

                                                  

    .         ,                    ,                

             .  

2.                                    (Classification on the basis 

of the Persons Preparing):  

                                             

          .    : 

 1.                ,      

2.            . 

1.                 (Report by Individuals) :  
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                    .         ,                   , 

                                          . 

2.             (Report by Committees) :  

                                                . 

                                  .                   

                                                     

                .                                

                                                 . 

3.                                   (Classification on the basis of 

the Nature of the Report) :  

                                             

                  .        : 

1.                    (Informational Reports) :  

                                              

                                       .           

                                     .                

                           .                    

                           .    : 

1)            (Periodic Report) :  

                                             

                                               . 

     ,                                                

            .                             

           .                                       

          .                                       
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       .         ,                             , 
            ,              ,                       
                      . 

2.              (Progress Report) :  

                                                   
                        

                  ,                          

                                                    

                       .    ,         ,               

                                                 . 

        ,     ,                                     
                  

2.            (Examination Reports) :  

                                              

              .                                        

                         ,                      

                                                 . 

                                                 

            . 

3.                      (Analytical Reports) :  

                                           

                                                 .     

                                                

                                              

         .     ,                ,                   
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                   .                          

         ,                                       . 

4.                         (Statistical Reports) :  

                ,                  ,          

                           . 

1..                             (Defining the Purpose and Scope) :  

                                         

                                               . 

                                              

                                                

                                          

                                                 

2.                        (Determining the Audience) :  

                                                 

              .                                    

                                                   

              .                                   

                                              

                                                  

                ,                      .     ,     

                                      

                      . 

3.              (Collection of Data) :  
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                                              . 

                                                   
                    .             : 

                    

(1)                

 2)                      , 

3)               , 

4)            . 

2.                (1)              

2)                . 

4.            (Analysis of the Data) :  

                                         
                                                   
     .                                     
                              ,             , 
                                          .     
            ,                               
                                             . 
                                  ,         
                         . 

5.                    (Making the Outline) :  

                                               

                   .                             

           .                                      



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 165 
 

                                                 . 

                                                 

                                .                    

          .                                    

                                                 

                              .              

                                          

         . 

 

                                     . 

 

                                                                                                                                                                            12,               , 

                                                                                                                                                                                             625001. 

 

        , 

      .                   ,  

12,               , 

     - 625 001. 

 

                                        

         , 

                                 2.45                             
                                                               

                                     . 

                                    230                        

                                                                . 
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              .                                                

               .                                               

       ,                                 .                    

              .                         5                         

     .                                                          

                                                    .     

                                                     

              . 

                  ,                           .                 

                                                            

              .                                       ,        

                                               .                   

                                         .                      

      .                                                    

              .       ,                . 

                                                              , 

                                                         .        

                         45,000/-                             . 

                                                               

           .                                 .             

                                                               . 

 

            24,50,000/-                  . 

     - 625 001                                                     , 

15 may 2016.                                                    .  .    

                                                                    , 

 

                                      .               
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                                                              56,                ,  

                                                                        - 625 002 

        . 

                            ,  

     - 625 002 

        . 

      :                           

18    2016                                           

              ,                                                 

             . 31      2016                                        

      31,00,000    .              74,000                      352,000 

          . 

                           ,                       

                                                   :        

                                        : 

1.                                                       

                                                    .            
                                        . 

2.                                        ,                   

                                                                

                       .     ,                               

                            . 

3                                                                

                                                       . 

4.                                                      

                  .                                           
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                                      .                     

                                                   .  

                                                         
     .                      78.900           .                   

                                                        . 

                                                                         , 

                                                                                                                                                                     .           

                                                                         . 

 

            (Market Report): 

                                                       

                                                .     

                                                     

                           .. 

                         (Uses of Market Report)  

                                 : 

1.                       ,                         

                                               

         . 

2.                                           

              .     ,                             

                                     . 

3.                                              

                                                 

           . 
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4.                                                  

                                                   

                                            . 

 5.                    ,                          

         ,                                   . 

                         (Contents of a Market Report)  

                                           
         . 

1.                       -      ,                 .  

2.                                               . 

3.                           

4.                                            .  

5.                                    ,              

          ,                 ; 

6.                     . 

7.                                         .  

8.                                                    

 

                     (Writing of a Market Report): 

"                                           
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                          :  

1.                                       ,           , 

           ,                      . 

2.                           .         ,                , 

                   .  

3.                                                    

                        . 

5.                                         

 6.                            ,          ,             

                                  . 

7.                                                 

8.                                          .          

                                .  

9.                                               

                                       .  

10.                                                 

          .  

11.                                  . 

12.      ,                    ,                         

                . 

                  SPECIMEN MARKET REPORT 

                                             WEEKLY 

REPORT ABOUT THE MADRAS EDIBLE OIL MARKET 
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                       .                       

                 .  

                  7400       14,400             171 

                      .                        

                               20                 330     

      .                                            

      516,000      17,500    . 

16.5                                              

                   32,475-             32.015 -       .     

             32,250 -         . 

                          3150      3300    

                    , 

            Press Report: 

             ,                             

                                  .                 

            .                                          

                     .   ,          ,        

                                               

                       .           ,           ,     , 

                                                     

                 .    ,                       , 

                         ,                           , 

                                                    

                                  .              

                                                

                         . 
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                       Writing of a Press Report : 

                                              

           . 

 1.                                                         

           .  

2.                            . 

3.                                                   

                          . 

4.                                                     

                                                . 

5.                                                    

     .  

 

                  

                         "    "       ! 

                

                                        ,      

                                               . 

                                                   

     30                       . 

                                                  

                      ,        ,        ,        

  ,               ,                .                          
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                .                        

                 ,                        .  

                                            

                                      .     ,     ,    

                                  . 

                                                 

                     ,                        

                                                 . 

                                              

                                             

                            ,                    

               . 

      ,                                 
                             .         
                                                
                     ,                         
                                       
             . 

                    

                                           
              . 

 )                                        .  

 )        ,                                     
                                 .  
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 )                                               
                                       .  

 )                                            
             . 

 )                                            .  

 )                                        

                : 

                       (Different Basis)                 
            . 1.                           (On the basis of 
purposes): 

                                . 

1.             

2.              

3.           

4.               

5.                 

6.               

1.             

                                            
                     .                (Routine reports) 
                 .  .  :                   
                    .                          
         ,                                     
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              .  

2.                

`                                              
                                             
          .                                       
                 .  .  :                             
                                                  
                          . 3.            (Examination 
Report): 

 

                                              
                                               
                               .                    
                                           . 

 )                                             
     .  

 )                                      . 

 )                                    .  

 )                         . 

4.                

                                                
                                         .         
       (Analytical Repon)                  .       ,    
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                 . 

                                            
                          .                        
                                  (Stepts) 
              .  

 )                            

 )                   . 

 )                                  .  

 )                                         , 

5.                   

                                           
      ,                                      
         .  .  :                        .  

6.                

                                              
                                 .                    
                                  . 

 )        

 )           . 

 )      . 

ii.                          

                                  . 
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1.                 

2.                 

                 . 

                    .  

1.                  

                                         
                                                   
                                               . 
                                        
          .  .  :                               
                                        .          
                             .                 
                                .     

i.                 ii.                       

                                               
          .  .  :                                   
                                            ,      
              . 

                                  
                                               
                                   .  .  ;" 

 )                                  . 

 )                . 

 )                    .  



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 178 
 

2.                 

                                             
                                                  
           .                                 
       .                        . 

 )           . 

 )              . 

                                 (On the basis of number of 
persons preparing the report)                         
            .     

1.                

2.            

1.               (Individual report):  

                                       
          .  .  :                  ,             
       

2            

                                       
                             .                        
                                                
                         .                      
                                   .                 
                       .                     
                      . 



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 179 
 

 )               .  

 )                  . 

 )               : 

                                 .              
                                        
                                               . 
 .  .                                  .            
       

                                                
                                        .          
                                     .  .          
                                              
          

1.               

                                            
                                          .       
                                             .  

2.                   : 

                                    . 3. 
                  (Director's report):            1956,      217  
                                              
                       .     ,                   
               .                                      
                       .  
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 )                                                 
                                .  

 )                               .  

 )                                        . 

 )                                        .  

 )                                   . 

4.                  

                                          .     , 
                                                   
                                . 

 .  :  

 )              .  

 )                  .                       (Clean Report) 
                                

1.                                             
                                                   
                                                  
                                  ,                 
                        

2.                                         ,      
                                                   
                                                  
                                            
          , 2.                                    
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                                                    . 

                                          
                                     .            
                                              . 
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    - 5 
             (Job Application) 

                                              

                                .                   

                                                   

          .                                       

                                              .      
                    (Personnel correspondence)             

             .                                    

                                                      

       .                    ,                      

                                               

        .  

                                            

                        .                      

                                              .    

                                                . 

                                                    

(Onterview letter)                  .                      

                                     .  

 

A –               - Attention 

                  I  -                -  Interest  

                 D   -             -  Desire 

                 A -               -  Achievement 
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` Robert IShurter                                

                                       . 

1.     (Attention) 

 2.      (Desire) 

3.            (Conviction) 

4.         (Action) 

                            (Purposes of an application letter); 

                                               . 

1)                                                     

       .  

i i)                                                

                                 .  

II)                                            

                             . 

                  (Types of applications): 

                                           . 

1)                      

 2)                       

1)                      (Solicited applications): 
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                                      . 

2)                       (Unsolicited applications): 

                                               

                                 .  

                                                  

(Points to be considered while drafting an application): 

1)                                                 

     . 

ii)                                                  

     . 

iii)                                                    

     . 

                        (Structure of Letter of Application);  

                                                .  

1)                 ,               

2)                              

3)            

 4)              

5)                    

6            
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7)          

8)         

1)                            (Name and address of the applicant): 

                                           

          .                                         

                                .                  

                              (From)               

            .     (Date -     )                
                      . 

          : 

       

              . "   ", 

          12.          . 

                   ,  

                     -11. 

 

2)                             (The name and address of the 
employer): 

                                     
                     .                         
             (Receivers' address)             .            
                    .                             
                          ,                         
     . 
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                   , 

                  , 

         -20. 

              (    ) 

      . 

              

    -20. 

                                                          
           ,                                      .          
                                                      . 
                                   (Inside address)              
                                 .  

                       . 

1.           ,                                                           

             33                                                    : 32 

           -11,                                        C/o                

                                                                            . 

3)                             (Salutation) :  

                                          .            
                                                    .     
                                         . 

   , (Sr)      (Sirs)                               .       

                (Sir)                          . 

4)             (Introductory Paragraph) : 
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     . 

    :       ------------------                                           

         . 

5)           (Body of the letter) : 

                                       

                                     .      

                                 . 

i)          ,                                          

     . 

ii)                    ,                    , 

                                                 

iii)              (Referee)               . 

    '                                                   

                             . 

6)          (concluding paragraph) :  

                                                . 

                                         .      

                                                  

      . 

1)                                 

                                           

          .  
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i)                                                    

                                          
        . 

7)          (Complimentary close) : 

                                                  

     .                                        

                  .                               

                     .                       . 

                                                                                                                                                         

 .  :    ,                                                                                                                                                  

 

                                               

(Yours falthfully)               . 

8)          (Signature) 

                                              

     .                             .          

                                      .             

                                      . 

9)         (Enclosures); 

                                           

                                    .      

                                               

           . 

1)                                 
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ii)                                 

                            Enclo            

                          Enclos                 

     . 

                         (Testimonials): 

                                                    

                                    .                

       .                                           

            . 

L                                           (Testimonial from 

the head of the education institution): 

                                             

                                                        

     .  

i)                                                  ,        
                               .  

ii)                                    

11.                                           Testimonial 

from employer); 

                                            .  

i)                            

ii)                                                     

                                                      . 

            To whom so ever concerned'                            
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          . 

          (Contents):  

                                                

        . 

i)                                    

ii)                        

iii)                                    

v)        

vi)                                        

vii)           

 

                          (Resume Building); 

                          (Resume Building):        

                                ,    .          , 
     ,                                           

          .                                       

                                .               

                                                   

                                .  

                                                  

            .                                      . 

                                                

                                              



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 191 
 

        .                                    

                                              

        . 

 

                                              (Points 

to be considered while writing a resume): 

 

                                                   

              . 

i)                                 (1)        

     .  

ii)                                   

                               .  

iii)                                         . 

iv)                                    .  

v)                           . 

vi)                                             
             .  

vii)             (concluding paragraph)                     

                                    . 

          (Contents): 

1)                                         .  

1.     (Name): 

                                .            

                                          . 
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2.                 

i)    ,            

2)               (Career objective);  

                                        .        

                                                 .  

i)                              

i)             iii)                                      

3)             (Educational Qualifications);  

                                               

                   . i)             

ii)                     

iii)                                                

    ,                                          

                . 

 .    .                     

     

    

     

 

4)      (Experience): 

                                            

                        .                             

                                  . 
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(i)             
(ii)                           

(iii)             

(iv)                 v)               

5)                   (Activities and Awards): 

                                      

                                         . 

6)         (References): 

                                        

                                                    

                                       . 

7)            (Hobbies): 

                                             . 8) 

        :                                         

                   . 

 
        (INTERVIEW) 

 
        (Interview): 

Interview          'intrevue'                     .     
                                                    
                                         
             .                               . 
 
           : 
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             .                            
                                    .        
                                               
              .                                        
                   .                          
                                                .  

 
                                             

            .                                  
                                  .         
                                               
                                                
                                            
(                          )                  
             .                                   
                                            
                            . 
 

                                        
        .                                       
                                          
        .                                    
                                     .             
                            .                  . 
                                                 
                                         
                            . 
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      )                                       
                               . 
ii)                                           
                 . 
 
iii)                                                 
                             . 
 
       (Features): 
                                   .  
 
1)           (Face to face) 
2)          (Oral) 
3)           (Observation)  
4)                (Personal appraisal) 
5)       (Aim) 
 
1)           (Face to face 

 
                                          . 

                                          
                                                . 
                                        . 
                                         .      
                                       
                   . 
 
2)          (Oral): 
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     .                                      
                       .                         
                             . 
 
3)          (Observational): 
 

                      (interviewer)             (interviewee) 
                       .     ,             
             .                                 
             .                                        
                             .                  
                                      . 
4)                (Personal approach); 
 

                             ,          , 
     ,                                           
                   .  
 
5)       (Aim): 

       (employer)                                     
             .                                   
                    . 
 
                (Types of interviews):  
 
                                        . 
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1.             (on the basis of object): 
                                                   . 
 

i)                (Clinical interview) 
ii)                   (Selection interview) 
iii)                 (Diagnostic interview)  
iv)             (Research interview) 

 
1)                (Clinical interview):  

 
                                             

                                      .       
                                         
          . 
 
2)                   (Selection interview); 

 
                                           

                   .                           
                                           .  
 
3)                 (Diagnostic interview): 

                                 
                           . 
iv)                 (Research interview): 

                                          
                                   . 
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I                                   (On the basis of 
number of interviewers):  
 
                                                 
             .    ,  
1)            (Group interview) 
2)                (Individual interview 
 
II.                (On the basis of form):  
 
                                                 . 
   , 
 
i)                      
 
ii)                       
 
                                                  
    . 
 
1.                 (Stress Interview):  
 

                                           
                                       
            .                             
            . 
 
1)                                            .  
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ii)                                            
          
 
iii)                                     . 
 
v)                                                     
          
 
v)                         ,               , 
                                                   
                                      . 
 
           (Board interview): 
 

                                     
                               .           
                                                 
                                        
                                               
         , Panel interview                   .  
 
             (Walk interview): 
 

                                       
                                       
                           .                 
                                                 
                                 . 
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                      .                            
                                   .          
                                              
     . 
 
       (Advantages); 
 
i)                         .                   
           .  
 
ii)                                                   
                                              
                        . 
 
(iii)                                         . 
 
Iv)                                                
                         . 
                ,                               
            . 
 )         
 )            
 )               
 )                 
 )                 
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       (Demerits): 
 

                                    .  
1)                                                  
               ,                                 
                                       .  
 
ii)                                             
            .  
 
iii)                                       
                                           
                                                  
                  
 
                  (Telephone interview): 
 

                                         . 
                                                  
                                            .       
                                                   
                 .                             
               . 
 
               (One man interview): 
 

                                     
                               . 
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         (Suitability); 
 
                                              

           . 
i)                                
 
ii)                                                   
 
iii)                                        
 
iv)                                          
          
 
       (Merits): 
 
1)                                                  
                 . 
ii)                                           
       .  
 
ii)                                              . 
 
iv)                    . 
 
vi)                                            
           . 
 
       (Demerits): 
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i)                                    
             .  
 
(i)                                                
                                              . 
 
iii)                                           . 
 
iv)                    . 
 
              (Sequential interview):  
 

                                          
                                       . 
 
       (Features); 
i)                  
 
ii)                                              . 
 
ii)                       . 
 
iv)                                        
            . 
 
v)                                                
            . 
 
       (Merits): 
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1)                                              .  
 
ii)                                               
             . 
 
(iii)                                   . 
 
iv)                                             
      . 
 
v)                                . 
 
vi)                            . 
 
       (Demerits); 
 

i)                            .  
ii)                        . 

 
iii)                                    

                       .  
 

iv)                            . 
 
    v)                           . 
                                               . 
                                            . 
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i)                  : (Formal interview) 
 

                                           
                                           
        .                                        
                                           
             .     ,                           
                         (Planned Interview)              
                    . 
 
ii)                    : (Informal interview). 
 

                                            . 
                                               
                                                 
          (Personal Information)                       
                            . 
 
Iii)                           : (Patterned interview) : 
 

                                     
                           .                     
                                                . 
                                          .     
                                          . 
                                          
                                          . 
 
(v)                     (Non Patterned interview):  
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                            . 
 
v)                      (Group Discussion Interview); 
 
 

                              .          
                                      
                                                
                  .                               
               .                                   
                                 .             
                                             
                                                
                    .                            
               .        ,                     
                  (Top level officers)                  
                      . 
 
vi)                    (Panel Interview):  

 
                                                

                                    .        
                                                  
             (          ,                       ) 
                                    .                



 
 

Manonmaniam Sundaranar University, Directorate of Distance & Continuing Education, Tirunelveli Page 207 
 

                                            
            .        ,                      
                            . 
 
                    (Importance of the Interview):           
                             . 
 
1)                          (Best method of getting information): 
 
                                                
           .                ,                , 
                                                 
       .  
 
2)                                            
(Securing information from persons at all levels): 
 

                                      
                                           . 
                                      
                                    . 
 
3)            (Psychological method):  
 

                                      . 
                                           
        . 
 
4)           (Method of stimulation);  
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                                        . 

                                                
       .  

 
5)          (Verification): 
 

                                           
               . 
 
                   (Purposes of interview): 
 

                                               
            .                                 
     .                                        . 
 
                                          .    , 
 

i)          
 

ii)             
 

              
 

v)                           
 

vi)                       
 

vii)                                  
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viii)                   
 
                                               
                          .                  
               .                             
                      .              .                
                                           . 
                                        
 
                                 . 
 

i)                
 
ii)                
 
iii)          
 
iv)                      
 
v)                                               
                        . 
 
               (Elements of interview): 
 
                                            .  
 
1)         (Truthfulness) 
2)          (Sincerity) 
3)             (Frankness) 
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4)         (Politeness) 
5)        (Dedication) 
6)                    (Genuine desire to serve) 
7)           (Self confidence) 
8)                                         (Desire to 
bring out a change for better) 
 
                (Interviewer); 
 

                                          
                 .                             
                                .            
                   , (f)                          (i) 
                                       (II)         
                                           
            . 
 

                                        
                                           
             . 
 
                    (Interviewer): 
 

                                              
                                      
               .                                
                                                . 
                                                  
                                          1)        
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          . 
 
i)                                               
     . 
 
ii)                                                
     .                                              
                    .. 
 
iii)                                           
                               .                    
                                                   
(bad impression)                            . 
 
iv)                                  (officer)     
        .                                   
                                               
                 . 
 

                                              
                            (subjectmatter)         
             .                                      
                             .                 
                               .  
vi)                                                  
     .                                             . 
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vi)                                            
                                  
              .  
 
vii)                                                
          .                                
         .      ,                               
                                                
     .                                           
                   (good)             . 
 
(ix)                                                
                             . 
 
x)                                               ' 
         .                                
                         . 
 
                                           
                     . 
 
                                                 
(Principles to be followed while conductioning an interview): 
 

                                              
            .                                       
                   .                                
                                    . 
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                 .                               . 
 
1)                                            
                                              
     .  
 
ii)                     (Job applifications)                   
                                            
     . 
 
iii)                                                . 
iv)                                         ." 
                                                  
                                     . 
 
V)                                     .  
 
vi)                                         
                        .  
 
vi)                                              . 
 
 vii)                                         
                              .  
 
x)             (Simple language)                      . 
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x)                                        .  
xi)                                             
 
xii)                                       . 
 
                                                . 
 
                                                
                                                   .  
 
                        (Qualities of a good interviewer):  
 
1)           (Self respect) 
iii)                  (Appreciation of knowledge)  
iii)           (Love of sympathy) 
iv)                         (Sincerity and impartiality) 
v)       
 

                        MODERN FORMS OF COMMUNICATION 

 

                                                  

                .  

         ,                                  

                       .                         

            .                                      

                                                  

                 .                      
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                                              .     , 

                                                  

                            .                   

              .                                       

                                                     

                                   .             

                                                 

1.       (Internet). 

2.                    (Wond Processing). 

 3.         (E-Mail). 

4.          (Voice Mail).  

5.            (Fax). 

6.                                         (Video Conferencing or Tele 

Conferencing). 

7.         (Multimedia). 

8                               (Telephone Answering Machinc). 

 

      (Internet): 

                             .         

                                             .    

                                    ,            

                         .               

                            ,                  

                     ,                              

           . 
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      .                                              

                               .                   

                                                  

               .                             

                                             

    .            ,         .                     , 

                                             ; 

                      ;                       

               .             ,                      

                           .                    

                                           

                              .                  

        ,           (Website)                   

                                       . 

               (Uses of the Internet): 

                          :  

1.    -      (E-Commerce) :  

                         -         .    -     . 

                                                

                             .      .            

                                           .    

       ,                                         
       .                                      

                                                   . 

                                          

                          . 
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   -                                      .    

                            ,         (Network)     

                       ,                           , 

               ,        ,                            

                                              . 

        .               -                      

           .                            .           

        - 

“                           ,                     

      (World Wide Web)                              . 

      ,                                           

   ". 

   -                                            

    .                                    ,          

                                                

           -         .    -                         

                                   ;               , 

                                               
       .                                            
      ,                                 ,              

                                                   

             . 

2.         (E-Mail) : 

                                      

      .                                           

                                                     

                                               . 
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       ,                                .       

       .                   :                      

          . 

3.                  (Electronic Data Inter Change (EDI) :  

                                              

          (Value Added Data Service (VADS))                  . 

                                                  

                                 .               

                                             

                                     .             
                                           
         .                                      
            .       ,                             
    . 

4.             (Teleworking) :  

                                              
                                               
          .                             
              .                         
           .                                      
                                              
                .                           
                             . 

5.               (Distance Education) :  

                             ,       
                                            .      
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             .                                     
             .      ,                     ,            , 
       ,       ,                                   
                                 .              
“             ”      ,              (Multimedia Offering) 
                                              

                                     .            ,    , 
      ,               ,                         

               . 

6.           (Entertainment) :  

                                  .          

                           ,                       , 

        (Website)                                     . 

                  ?                ? 

1.        (Website): 

         (Website)              (Electronic Brochure)      

           .                                         

              .                        .    

                                              

                                                    . 

                   (World Wide Web (www))                

     .                                             

     .                                               

                 .                                  

                                            .      
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                                       .            

                                       .  

                                             

                       .    : 

1.                                                     

                                                 

                .  

2.             (Web Page)                       .          

                                               

                                                

    . 

3                                                

                                                   . 

                                            

                               ;              .         

     ,                                        

                 ;                                 

                                                

                  ;           ,             ,        

                                     .              

       . 

                    (Word Processing): 

                               ,              , 

                                                 

                .                   (Micro Computer)       

                    (Software Programmes)                
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                                                 (Word 

Perfect)                       (Microsoft Word)          . 

                              ,               

                                               

                                       .            

                                              

                                         

                                         ,       , 

       .                   .                        

(Permanent Hard Disk)                                     

    (Floppy Disk)                                   

           . 

                                               

                  ,                              

                             ,          ,        

                       ,                    ,     

                   ,                         , 
                                               
      ,                                            
     ,                                 ,      
                    . 

                                        
                                             .     
                                     
                                  .            
                         (Grammar and Punctuation Checker)        
                  ,                    ,      
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                  .                              
     

                              (Desk Top Publishing (DTP) 
Software)                                      
       .                      ,               
                          ,                  . 
                            (Word Processing Software)     
                                                     
                                    .        
                                .                   
                                   (1.ascr Printer)     
            .                                        . 
                                                 
        . 

 

                                              :  

1.        . 2.         , 3.                         
      . 4.            5.                . 6.        . 7. 
                             . 

1.         (Electronic Mail (E-Mail) : 

   ,                                            
                 .                                
     ,             ,     ,            (Fax)           
                   .                         
                .                              
                               .                  
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                                             .     
                                           
            .                            , 
          ,           ,                    
                   .                       .    
                                              
                .                                 
                         . 

                                        

                                            

                                              

             .                                      

                 -                                
       . 

2          (Voice Mail): 

                                          

         .                                        . 

                                  ,             

                         ,                     ,     

                       .                 , 

                                               

                               .                     

                                  .                  

                                                   

                .      ,                             

             .                                     

                                          . 
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             . 

                            ,                 

          .                            ,           

                  .                         

                             ,                      

       . 

                                              

                             . 

1.                                                 

                            .               

                                             

                                 .  

2.                                                      

                                             . 

3.                                              

     .       ,                             

         ,                                

                            .     ,               

                                          
                                   . 

3.                               Cell Phones and Paging Devices: 

                                         

       .                                          
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                             .       ,               

                                                 

                                   .              

                                .     ,          

                          ,            ,           

                             (Om)                  .    

        ,                                       

                                                      

                   . 

                                 ,          

                                      .           

                                                

                                                

     

4.            (Fax) 

        ,                  (Receiving Unit)         

                                                    

                                              

         .         ,                               

                (Scanner),                               

                     (Impulses)                    (Image). 

                     ,                              . 

                                  ,                

                                                   
                                   .      , 

                 ,                                        
               . 
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5.                                         Video Conferencing or 

Tele Conferencing 

                       ,                        

                                             

            .                           -            

           .         ,                                

                                                

                  .        ,    ,                    

         .       ,                                     

                                              

           .                                  

                                            . 

           ,          ,                               

                                                    

                  . 

6.         (Multimedia) 

                                                 . 

         ,          ,    ,    ,          (Text),           

                                   (Animation)          

                                              

                           .              

                              ,                   

                  .                          

                                .                   

              (Flophy Disc)                 .           

                                                  , 

                                             ,     

                                            . 
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7.                               Telephone Answering Machine 

                                                 

                                                     

                                          .               

                                                  

                        .                        

                                                   

                                      

              . 

 


