B.Com. DEGREE EXAMINATION MAY 2015.

Second Semester

Paper 2.4 — BUSINESS COMMUNICATION SKILLS

(Revised)

Time : Three hours

Maximum : 80 marks

Answer the questions observing internal choices offered.

Question No. 13 is compulsory.

SECTION - A

1.  Answer any TEN of the following :
81 YNTI) YD o) mEts BR) JBrivrt evgdrd

(a)

(b)

(c)

(d)

(e)

()

(8)

(h)

(i)

0)

(k)

()

What is business communication?
qsdaad J0TTF-TordeB orndeso?

What is visual communication?
q)&g’wczsd R0JTF Rories Horwseso?

Define credit.

IS (evB) 0,33, SLR0.
What is cash credit?
TR 3B DorBedd?

What is business report?
=[He07 SO HorBerd?

What do you mean by Minutes?
e3¢ (Minutes) dowdemy?

Mention two occasions for writing enquiry letter.
D500 T, WIoLeL HORB FoWIFNYR), IO

What is complementary close?
0033008 PToRN 0TTeTO?

What do you mean by video conferencing?
‘DR0dee FITYBIoN® HorBeRd?

Mention any two essentials of a sales letter.

8,00 TIZB H0R> 3 TSR 230D,

State the contents of an order.
esg3es a’!@ddmedﬁmhcbd :::xamda{ 3920,

State two characteristics of public speech.
FIF BT PoRHT H0B vgerids) 390,

(10 x 2 = 20)
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SECTION - B

f any THREE of the following : (3x5=15)

IR TTe J0e08, 6v3d20 :

Explain the essentials of a good bﬁsiness letter.
3= NXB0T BB VST voBrivR) 30D,

What are the points to be noted while writing a letter of enquiry?
5T B3, wodwmen RRodRIesr Bo3nvy ol ?

Write a letter to the bank requesting it to sanction an overdraft facility.
L0 a3, o, erBeeden A) 1,080 B33 Saods I0s0.

What are the essentials of a good report?
3D Iohodb asszsasnvag (Alefotble)

What are the objectives of various types of interviews?
DG TT0T 30838 BT vt eBrUR) 3920.

Briefly explain the objectives of circular letter.
SOIZ T (Rodped) oVt eBridR), Foggmen DTOLD.

SECTION - C

Answer any THREE of the following including question No. 13 which is
compulsory : (3 x 15 =45)
B8 02l 13 Tw0dD0NBY. ev¥BIHrvd odnF)mente SoB BB rer eu3d2D :

What is meant by a ‘report’? Explain the different types of report.
0B 208BeR1? IIF FFo0T DR, HIDD.

Write a letter of enquiry to the suppliers requesting to quote prices for various
articles and terms for bulk purchases.

o) mcasoz.;m DAY INY IFPYBT0SAWIN u)rid wdmag 0 dvaa‘l: I3R6d
D0eBDMN 2003 édsgﬁeéabd 3PR0T03 Beed, wor V3T af:@;ia&gl 30D,

What is oral communication? Explain its advantages and disadvantages.
I700% FoTTE T0TseB HoBTeRO? ¥T0 emmosmm‘t Fone ummosnvai 200300,

Draft a copy of resume in detail.
DIVTT BBF o BT I50r3dadE, S0P,

As a trader, you would like to insure your goods in your godown against fire.
Write a letter to the insurance company regarding this.

ez wy) TH0AIRN, AR NeewedNd, ACLT FTBIMYR) Wod AN wezdRen 20, 8
QR0 BodB1 DB FoIAM 2030 B3, WELD.
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13. Cast Study Analysis :
A Lo] VPR MBeRS

()

(b)

z“\s a student leader you want to establish ‘consumer club’ and
communication club’ in your college for the benefit of the students. Submit

a reyort to the Principal explaining the need for establishing ‘consumer
club’ and ‘communication club’.

VD) 229 DB DDA IR BOW,OOHE JTPFMY WYSedrimN ‘Consumer

Club’ 353 ‘Communication Club’rids, sedogmen winted. 260 vsggdod wil
TG SoBodo), AR T9,wecdFon 3dEen 303R02.

In sports, a clash between two teams of students, takes place in a college.
What measures do you suggest to settle it?

SOBIIR,00HTE), $edrith SBdadwen SO Sodrie BB PP9,03> evoksdNG. 8
0B 3orne BT PTRPT LI, FOSAREL adRT ZRoNYry, 3900 HI02.

You are appointed as a sales manager in a company. Draft a Joining Report
to be submitted at the time of reporting for duty.

D) wotdd 5osoobq Swoeks ;%dmf.woah SeoBoaNRed. Sesnt ﬂc&imlgpaﬂ A3t
Aecb SoDabLE) 303000,
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