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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 × 5 = 15 marks)

Answer any THREE questions.

All questions carry equal marks.

1. Define Communication. State its importance.
uPÁÀ  öuõhº¦  Áøµ¯øÓ.  Auß  ¬UQ¯zxÁzøuU 

SÔ¨¤kP.

2. What are the contents of an order letter?
BønU Piu® JßÔß £SvPÒ ¯õøÁ?

3. What are the objectives of a collection letter?
Á`À Piuzvß ÷{õUP[PÒ ¯õøÁ?
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4. What are the characteristics of a good report?

J¸ ]Ó¢u AÔUøP°ß ]Ó¨¤¯À¦PÒ ¯õøÁ?

5. What do you mean by Internet?
Cøn¯® GßÓõÀ GßÚ?

PART B — (4 × 15 = 60 marks)

Answer any FOUR questions.

All questions carry equal marks.

6. Explain  the  importance  and  demerits  of  the 
Grapevine Communication.
¬øÓ\õµõ  uPÁÀ  öuõhº¤ß  ¬UQ¯zxÁzøu²®, 

wø©PøÍ²® ÂÁ¶.

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.
J¨£¢u  Ai¨£øh°À  }[PÒ  PøhPøÍ  _zu®  ö\´²® 

_¯öuõÈÀ  ö\´£Áº.  E[PÒ  Ãmk¨  £Sv°¾ÒÍ  Âuõß 

`¨£º  ©õºUöPmiØS  J¨£¢u  Ai¨£øh°À  Pøhø¯a 

_zu®  ö\´²®  £oUPõP  J¸  ¬øÚÄ  SÔ¨¥k  Piu® 

ÁøµP.
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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.

J¸ P®ö£Û°ß Á`À ÷©÷ÚáµõP, |¾øÁz öuõøPø¯z 

uÁÓõ©À  ö\¾zx®  J¸  ~Pº÷Áõ¸US  |øÚÅmk® 

Âu©õÚ J¸ ö©ßø©¯õÚ Á`À Piu® GÊxP. 

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

CÓUS©v¯õÍ¶ß  Á[QUS  J¸  {õn¯  ©õØÖU  Piu® 

÷Ási J¸ Piu® ÁøµP.

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

J¸  ]Ó¢u  AÔUøPz  u¯õ¶UP  ÷uøÁ¯õÚ  ÁÈPõmia 

\µzxUPøÍ ÂÁ¶. 

11. Explain  the  different  types  of  company  
meetings.

P®ö£ÛU Tmh[PÎß ÁøPPøÍ ÂÁ¶.

UG–7563



ws 3

12. Explain  the  role  of  computers  in  business 
correspondence.

ÁoPU Piuz öuõhº¤À PoÛPÎß £[øP ÂÁ¶.

————————
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