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18BFHC04 Official Correspondence Noting and Drafting 
Course Outcomes: 

1.  Learn types of Letter 

2. Learn Noting and Drafting 

3. Learn concept of Commercial & Business  Letter 

4. Learn Language used in Letters 

5. Learn different types of Technical terminology 

 

                                                                PART A                                                    10x1=10 

Lkgh mRrj dks xksykd`r dhft,%A 

1- Mk;jhdkj vkofr;ksa dks fdlds ikl ntZ djkrk gS\                   CO1K1 

a.  fujh{kd     b. vuqHkkx vf/kdkjh   c.  funs”kd    d.  lfpo 

2- Hkstusokys dks gh ykSVkus ds fy, fdl dk iz;ksx fd;k tkrk gS \        CO1K2 

a. ifji=     b. dk;kZy; Kkiu    c.  i`’Bkadu    d.  Kkiu 

3- Eaka=h] iz/kkuea=h vFkok jk’Vªifr vkfn ds }kjk fy[kh xbZZ fo”ks’k fVIif.k;ksa dks D;k dgrs 

gSa\                                                        CO2K1 

a. fVIi.k    b. elkSnk     c.  feuV     d.  ljdkjh i= 

4- ljdkjh i= dk nwljk uke D;k gS\                                  CO2K1 

a. jkti=     b.   ifji=     c.  Kkiu     d.  ”kkldh; i= 

5- nq?kZVukvksa ls gksusokyh {kfr dh iwfrZ dSls gksrh gS\                     CO3K2 

a. chek     b.   cSad     c.  lwpuk izkn~;kSfxdh  d.  okf.kfT;d 

6- og laLFkk tks /ku dk Ø;&foØ; djrh gS] D;k dgykrh gS\            CO3K2 

   a. O;kikfjd nwdkj    b.   cSad     c.  lgdkjh lfefr   d.  chek daiuh 

7- izfrHkwfr%                                                        CO4K1 

a. Scrutiny    b. Deposit      c. Security     d. Document 

8-  izHkkj% 

a. Clause     b. Open cover       c. Charge      d. Consignee 

         CO4K1 

9-  Brokerage:         CO5K1 

       a. e/;Lrrk     b.   lko/kkuh    c.  ewY;kadd   d.  nykyh                 

10-  At par:                                                                                               CO5K1 

      a. leewY; ij   b.   tek [kkrk    c.  O;kid chek   d.  pkyw [kkrk 



Part B                      (5x6=30) 

400 “kCnksa esa ;k nks i`’B ls vf/kd mRrj u fy[ksaA 

11- v- ljdkjh i= dks le>kbZ,A                                    CO1K2 

;k 

11- vk- dsanzh; jftLVªh esa Mkd dh jftLVªh dSls dh tkrh gS\             CO1K2 

12- v-  i= fy[kus ds fu;eksa dks le>kbZ,A                           CO2K2 

;k 

12- vk-  elkSnk dSls rS;kj dh tkrh gS\                              CO2K1 

13- v-  ifji= ds ckjs esa fyf[k,A                                   CO3K3 

;k 

13- vk- i= dh fo”ks’krk,¡ fyf[k,A                                   CO1K3 

14- v- okf.kfT;d ;k O;kolkf;d i=ksa ds ckjs esa fyf[k,A                CO3K1     

;k 

14.   vk-  vf/klwpuk dks le>kbZ,A                                   CO3K1 

15- v- Kkiu dk ,d uewuk i= fyf[k,A                             CO4K1            

;k 

15- vk- dk;kZy; vkns”k ds ckjs esa fVIi.kh fyf[k,A                      CO2K1 

Part C                          5x12=60 

800 “kCnksa esa ;k pkj i`’Bksa ls vf/kd mRrj u fy[ksaA 

16- v- fVIi.k ds izdkjksa dks le>kbZ,A                                 CO1K3 

;k 

16-  vk-  i=ksa ds izdkjksa ij ,d ys[k fyf[k,A                          CO1K3 

17- v-  elkSnk ys[ku dh :ijs[kk ,oa fo”ks’krkvksa dks le>kbZ,A            CO2K3 

;k 

17- vk-  chek ds izdkjksa dks le>kbZ,A                                 CO2K3 

18-  v- cSadksa ds ykHk vkSj muesa fgUnh ds iz;ksx ds ckjs esa fyf[k,A         CO3K3 

;k 

18- vk- ljdkjh i= ds vko”;d xq.k ;k y{k.k ds ckjs esa le>kbZ,A        CO2K3 

19- v- okf.kfT;d ;k O;kikfjd i= ds fy, vko”;d xq.k D;k D;k gSa\       CO3K3 

;k 

19- vk- ljdkjh i= ,oa O;kikfjd i= esa D;k varj gSa\                    CO4K3 

20- v- izsl dE;wfud ,oa izsl uksV esa varj dks le>kbZ,A                  CO3K3 

;k 

20- vk-  chek laxBu ds izdkjksa ij ,d ys[k fyf[k,A                    CO3K3 
******* 


