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(For the candidates admitted from 2008-2009 onwards)
B.Com. DEGREE EXAMINATION, APRIIL/MAY 2018.
First Semester
BUSINESS COMMUNICATION
(Common for B.Com. (CA))

Time : Three hours Maximum : 75 marks
PART A — (10 x 2 = 20 marks)

Answe]; ALL questions.

1 Define communication.

H&6eUe CSTLITL| euanyuim).

2 What is meant by barriers to communication?
886U QTLTN6 SML&ET GTATDITE GTETE?
o) What is enquiry letter?

eNlEmEnEnTS: Sig.GLD GTETDTE) GTEEN ?

4. Give the meaning of offer.

DT | (5HHET GTEITLISET GILIT(HET (.

6.

10.

11.

Write a note on complaint letters.

L& Slg Shiser LHMl GOILL euenrs.

Write any two causes for cancelling an order.

Ry ETEG e @Qrsg Qeusisster  @Quert(
STTERTRISEN 6T GT(LDGIS.

State the meaning of bio-data.

sw efleuy Siblsens LHH CLTmHET H(Hs.

What is bank correspondence?
eI HlgH5S QSMLITL| GTETDHTE GTETEH?
What is an agenda?
gal L Bl&pES Slred eremmmed ereven?
What_ is a press report?
Caid 2ifldend cramimed erevmes?

PART B — (5 x 5 = 25 marks)

Answer ALL questions.

(a) State the objectives of communication.
856160 Qgr_mler GNH&Candaamend gnms.

Or

“(b) What are the functions of business letters?

auentlas sigshiseafler Lenflaer wreneu?
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12.

(a)

(b)

(a)

(b)

What are the wvarious types of enquiry
letters?

Nemyenens sysnseiar LLGaum IMESET

Wwimeneu ?

Or

Draft an order for the supply of text book on
financial accounts.

HE semadlud ur sdpsener rHed Hefés
Couairig 6p(H NG &g HLD QUG TS.

Explain the occasions on which the circular
letters are written.
spmhléms sgshaa eT(PSUILGD ShHETUILRGEmET

elemé @,

Or

Write a complaint letter to a company for
sending the goods in a damaged condition
and also for replacement of the goods.

Flenevulled
i@ uspsrsabd, sgamar QuHns derar(,
Geupy QuinpLsemer Hpbu S@ILbLIG @
HyeuarsShE s s b Qe eT(psIs.
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CapenL_pHg @Lim(pL_sener

14.

15.

(a)

(b)

(a)

(b)

As a proprietor of a trading concern write a
letter to your bank asking them to provide
an overdraft facility for ¥ 10,000.

R0 igss pneagda 2 fewvwranrs, [
o engnienl_t eumldluimae e 10,000 Goeeuanyl)
Ubm eussdl Sefl&@Gorn @ sl &b uamTs.

Or
Write a letter to SHIFA marketing agencies,
chennai about your offer of an agency to deal
your company product.
Ceenenandler oetar SHIFA sposlpeos
pEdEG 2@l Hineiens Qurmener
sllpueen Gelicugne wamws Carfl @ siqsld
UGS,

As a share holder of a company, you are
asked to write a letter to the company
stating that you have not received the
dividend warrant on your shares of the
company.
@ sbduaillear URGSTIITS, 2 e
ukigsailen  Bg URSTESTW  SenlLTeeRT
Qupms Qareratraniod @Plég Hnwsdne sigsh
REN) GT(HSIS.

Or
What are the guidelines to be followed to
make a report effective?
RO vwedrer Mlsms swurflés GDerupp
(Sm‘ezs'zfrqu uUPlpEn HEET wimeneu?
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16.

L,

18.

9.

PART C — (3 x 10 = 30 marks)
Answer any THREE questions.

Describe the layout of a business letter.

R uallss sy ss58an s1_Lawlnleaner efeu.

Write a letter to Madurai Aluminium Co. Ltd
enquiring the prices, terms of sale etc. also replay
to the letter.

gl S@ibflelun sbCduel AL &G efama,
dipuemar  fupsoasd wopnd Lo Csml  gm
dlemymens &4sb e(pgIs CLEI USHE Ldled
BlLHPLD 6T(HE!5.

Prepare a circular letter to inform the opening of a
new branch of your company.

2 msEheaLw Hiniogdler L daner gem geurkiEeug)
&NSg @ FHOPEma sy b LSS,

Draft an application for the post of manager in a
reputed business firm.

Spuewiorer  @m  waflls Hpeaasdd  Cueamrarn

LSeN&&TET 6NeRTERTLILILD 6UEMTE.
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20:

Bring out the steps to be followed while preparing
a report.
e ofsms surlagn Qurupg Weaunp Coemguws

wpansmer Ceuafls Gamamis.
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