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Q1. Write down the characteristics of adjustment letter.

Ans 1: i- This letter should be written immediately on the receipt of complaint letter.

Ans 2: ii- This letter should be written in a positive manner for provinding satisfaction to costomer.

Ans 3: iii- If the compaint of customer is justify then the seller should apology in theletter.

Q2. Write down the four kinds of Business letters.

Ans 1: i- Inquiry letter ii- Quotation letter

Ans 2: iii- Claim letter iv- Circualr letter

Q3. Define Business letters.

Ans 1: The letters which are written by buisnessmen to each other toi settle their matters, called business letters.

Q4. Define adjustment letter.

Ans 1: An adjustment letter is a reply to a complaint letter. Complaints or claims should not be discouraged, otherwise, it is a risk
of losting customers.

Q5. Define job applicaton.

Ans 1: Job applicatons are commony invisite for the posts that fall vacant in a business or governemnt office through
advartisements.

Q6. Define Routine letters.

Ans 1: The letters, which are written for routine matters like personal or domestic affairs, suggestions and advices, etc. called
routine letters.

Q7. State the characteristics or qualitie sof business letters.

Ans 1: i- Simple language ii- Correctness



Ans 2: iii- Concisencess

Ans 3: iv- Cohesiveness v- Creates of favourble impression

Ans 4: \vi- Courtesy vii- Effecitve viii- Positive manner ix- arrangement

Ans 5: x- A good start

Q8. What is Business letters.

Ans 1: The letters, whihc are written by business mean to each othe to settle their matters, called business letters.

Q9. What is meant by order letter.

Ans 1: Letters containing orders for certian goods are clled order letters, Order letters must contain the kind, quantity, quality, price
of the goods, the terms of payment and the time of delivery. etc.

Q10. What is meant by circular letter.

Ans 1: A circular letter is written and sent to a number of persons engagedin business. the natur eand pattern of this letter is like an
announcement to convey some definite message or inforamtion to the correspondents.
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