



B.B.A. DEGREE EXAMINATION – 
JANUARY, 2009

Second Year

BUSINESS COMMUNICATION

Time : 3 hours
Maximum  marks : 75

Answer for 5 marks questions should not exceed 
2 pages.

Answer for 15 marks questions should not exceed 
5 pages.

PART A — (3 ( 5 = 15 marks)

Answer any THREE questions.

1. What are the benefits of Cellphones?

ö\À÷£õßPÎß £¯ßPÒ ¯õøÁ?

2. What are the points to be remembered while drafting letters relating to cancellation of order?

\µUPõøn CµzxU Piu[PÒ GÊx®÷£õx P¸zvÀ öPõÒÍ ÷Ási¯ Âå¯[PÒ ¯õøÁ?

3. What are the points to be avoided while drafting  an application for a job?

J¸ ÷Áø»US Âsn¨¤US® ÷£õx uÂºUP ÷Ási¯ P¸zxUPÒ ¯õøÁ?

4. Under what circumstances circular letters are written?

G¢u `Ì{ø»PÎÀ _ØÓÔUøPU Piu[PÒ GÊu¨£kQßÓÚ?

5. What are Satellites?

ö\¯ØøPU ÷PõÒPÒ GßÓõÀ GßÚ?

PART B — (4 ( 15 = 60 marks)

Answer any FOUR questions.

6. Explain the defects of oral communication.

Áõ´ÁÈz uPÁÀ öuõhº¦ •øÓ°À EÒÍ SøÓPøÍ ÂÁ›.

7. Satyam Furniture Market places an order for computer chairs with TANSI. Draft an order letter.

\zv¯® AøÓP»ß A[Põi PoÛ |õØPõ¼PÒ ÷Ási hõß] {ÖÁÚzvØS GÊx® J¸ Bøn²¸U Piu® ÁøµP.

8. Draft a letter to your bank to stop payment of a cheque which has been lost a week’s before.

J¸ Áõµ Põ»zvØS •ß¦ öuõø»¢x ÷£õÚ J¸ Põ÷»õø»ø¯z uøhö\´¯U ÷Põ› ÁõiUøP¯õÍº AÁµx Á[QUS GÊx® PiuzvøÚ ÁøµP.

9. Draft an application letter for the post of Accountant, who has the knowledge of ‘Tally’.

‘÷h¼’ (Tally) AÔÄzvÓÝÒÍ J¸ PnUPõÍº £uÂUS J¸ Âsn¨£U Piu® ÁøµP.

10. As a secretary of a company, draft a circular for a annual meeting to be held on 25th January, 2008.

J¸ {ÖÁÚzvß ö\¯»õÍµõP Á¸® \ÚÁ› 25, 2008 AßÖ |øhö£ÓÂ¸US® BskU Tmhzvß _ØÓÔUøP°øÚ u¯õ›UPÄ®.

11. Draft a Report on the bad financial position of the company and the measures to be taken to set right the position.

J¸ {ÖÁÚzvß ÷©õ\©õÚ  {v{ø»¨ £ØÔ²®, Aøua \› ö\´¯  GkUP ÷Ási¯ •¯Ø]PøÍ¨ £ØÔ²® J¸ AÔUøP ÁøµP.

12. Explain any three modern means of communication and its importance.

HuõÁx ‰ßÖ |ÃÚ uPÁÀ öuõhº¦ ÁÈPøÍ¨ £ØÔ²® Auß •UQ¯zxÁzøu²® ÂÍUSP.
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