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SECOND SEMESTER B.Com. DEGREE EXAMINATION, APRIL/MAY 2019

(Revised)
BUSINESS COMMUNICATION SKILLS

Time : Three Hours Maximum : 80 Marks

Answer all the questions according to internal choice.
Neatness, clarity and precise carry due weightage.
’ Question 13 is compulsory.

Section A

1. Answer any ten of the following. Each question carries 2 marks :

A R ol

(a)
(b)
(c)
(d)
(e)
)
(g)
(h)
(i)
G
(k)
M

Define Communication.

What is Silence Communication ?
What is Electronic Communication ?
What is Inquiry Letter ?

What is Co£nplaint Letter ?

Expand (i) WAN ; (ii) LAN.

What is Trade Reference ?

What is Life _Inéurance ?

What is Quorum ?

What is Agenda 7

State two characteristics of Good Speech.

What is Statutory Report ?
(10 x 2 = 20 marks)

Section B

Answer any three of the following.
Each question carries 5 marks.

Briefly explain the different types of communication.

Write an inquiry letter to Modern Electronics Ltd.
Explain the points to be kept in mind while drafting the Complaint Letter.

Write a Letter to National Insurance Co. for claiming damage of vehicle.

Explain the different types of reports.

Write a letter to your banker to close your SB Account.

(3x5=156 marks)
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Section C

Answer any three of the following and Question 13 is compulsory.
Each question carries 15 marks.

What is Business Letter ? Explain the different parts of Business Letter.

Write a letter to Shabadimath Book Depot, Gadag complaining that 20 books are defective in
printing. And also write a suitable reply to it.

Draft a circular letter to your existing customers informing them that, you are opening a New Line
of Business,

What is Written Communication ? Explain its merits and demerits.

What is Public Speech ? Explain the attributes of good speaker.

Case Study question. (compulsory) :
(a) You have Lost Your ATM card-Write a letter to your banker for issuing new ATM (_:ard.
(b) Write an application for the post of computer operator in a MNC.
(c) Write a letter to Muncipal Corporation for seeking permission, to open a stall in Exhibition.

(3 x 15 = 45 marks)
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(a)
(b)
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(e)
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(g)
(h)
(1)
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(k)
(1)
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BoTBF Bor3eBT LN BFOMYR) Jogmmon HTOL.

(10 x 2 = 20 marks)

TRETF 2TTT, O TP BWOT DETIN ITEN 2368 RT3, BoterBRRIT0S 300 Do
&2, WOOWO.

00> T WOCHON RBRYFRY Kems o8 TR0,

TOTHT SH,FOTIT wONZBEIN TRFO ARRTS FoTRM 2ot T3, wdane.
SO0 DG BEONR), DTOL.
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(3 x 5 = 15 marks)
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(3 x 15 = 45 marks)
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