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B.B.A. DEGREE EXAMINATION —
JUNE 2009.

(AY 2004—05 batch onwards)
Second Year
BUSINESS COMMUNICATION

Time : 3 hours Maximum marks : 75
PART A — (3 x 5 = 15 marks)
Answer any THREE questions.
All questions carry equal marks.

1. Define Communication. State its importance.

SHeUD  QFTLIY  euarwenn. ST  (PSHWSFeUSmSs
GG

2. What are the contents of an order letter?

DTS Hlg LD PETMIET LGS ST Wmeneu?

3. What are the objectives of a collection letter?

UGD SlgsSSlen CHTESBISET WITENE?



4. What are the characteristics of a good report?
@ ApbHe Sdsemsuder SpUdudLser wrameu?

5. What do you mean by Internet?

©)EETWILD GTEITMTE) 6TEITEN?
PART B — (4 x 15 = 60 marks)
Answer any FOUR questions.
All questions carry equal marks.

6. Explain the importance and demerits of the
Grapevine Communication.

(pEOOEFTFT SHEH6LI6D Qg mLm e PSS WSFIUSENSLLD,

SenwseamemLd aflaufl.

7. As a self-employed person offering shop cleaning
services on a contract basis, write an offer letter to
Vitan Super Market in your area, offering to clean their
shop on a contract basis.

UIUBs SgliueLuied Bhisdr smLgmer &5z GlFuwb
FLQsTed Qaiueur. o msedr eIl (LU u@dHulaierer edlsmer
GuuT rsEbslignE @uUUbS SlgliuamLuld somLemud
&&sD Qaybd uamissts qm weae GOHUSEH &gsb
US.
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8. As a collection manager of a company, write a gentle
remainder to a customer who does not normally delay

payments.

@@ sbauaiuier auge CuoCaryrrs, Hlaimeis Ggrasamuis
seupmoe)  CFSSHID @@ msTCaurms@ Hlanarapl (Mib
SNlgLOmaT 6 (1 (O LDETENLOWITEN 66D SHlgHLD 6T (LS.

9. Write a letter to an importer bank to issue a letter of

credit.

@nsgudwreriler oumdlésEE e Brawrl LIHMEG &HgsHD
CeuamTly. (1 Slg.HLD CLENTS.

10. Explain the guidelines to be followed to make a
report effective.

Rm Snbs ANsmas swurflss Csameuwrer eusT g &
FrggIssamer elaufl.

11. Explain the different types of company
meetings.

FDGLENS gnl L misailer cuengssener edleuifl.
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12. Explain the role of computers in business

correspondence.

auanfllas siqg5 QgrLme saflaflsatien Lkiams aflou.
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