



B.B.A. DEGREE EXAMINATION – JUNE 2008.

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. Explain different forms of written communication.

GÊzx ÁÈ uPÁÀ öuõhº¤ß ÁiÁ[PÒ ¯õøÁ?
2. What are the points to be remembered while drafting an order refusal letter?

\µUPõøn ©Ö¨¦UPiu® GÊx®÷£õx PÁÛUP ÷Ási¯ P¸zxUPÒ ¯õøÁ?

3. Explain the principles underlying an insurance contract.

Põ¨¥miß Ai¨£øhU TÖPøÍ ÂÁ›.
4. What are the steps involved in report writing?

AÔUøP u¯õ›¨£vß {ø»PÒ ¯õøÁ?
5. What is the importance of teleconferencing?

öuõø»z öuõhº¦ ©õ|õmiß •UQ¯zxÁ® GßÚ?
PART B — (4 ( 15 = 60 marks)

Answer any FOUR questions.

6. Explain the layout of a business letter with an example.

J¸ ÁoPU Piuzvß Pmhø©¨ø£ J¸ ©õv›²hß ÂÍUSP.
7. Write a circular letter informing the conversion of a partnership firm into a private limited company.

Tmk ÁoP {ÖÁÚzøu Áøµ¯ÖUP¨£mh P®ö£Û¯õP ©õØÔ¯øu AÔÂzx _ØÓÔUøPU Piu® JßÖ ÁøµP.

8. Draft an application for the post of a company secretary

J¸ P®ö£Ûa ö\¯»õÍº £uÂUPõÚ Âsn¨£UPiu® ÁøµP.

9. Draft the minutes of the meetings of the Board of Directors of a company.

C¯US|ºPÎß Tmh |iÁiUøPU SÔ¨¦ JßøÓ GÊxP.
10. Draft a speech by the Chairman in the Annual General Meeting of the company.

{ÖÁÚzvß Bsk¨ ö£õxUTmhzvÀ {ÖÁÚzuø»Á›ß ÷£a_ JßÖ ÁøµP.
11. Draft a report of the experts on raising additional capital of the company.

{ÖÁÚzvß TkuÀ ‰»uÚzøuz vµmkÁx £ØÔ¯ {¦nºPÒ SÊÂß AÔUøP JßøÓz u¯õ›UPÄ®.
12. Explain the role of internet for the development of communication.

uPÁÀ öuõhº¤ß ÁÍºa]°À Cßhºö|miß £[QøÚ ÂÁ›.
——————
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