15.

16.

17.

18

19.

20.

(@) Write a short notes on: “Correspondence with
the Shareholders”.

Sm GHIL S : LRIGSTI(HLD Sl S ICLTEGEUTSID.
Or
() Discuss what basis reports are classified?
fsmssdr  eaaueuamsude  GflsslLBEpg)
* eramugener edleul.

SECTION C — (3 x 10 = 30 marks)

Answer any THREE questions.

Bring out the qualities of an Effective Business
Letter.

@ Hpbs cuaflss sg s e @M!ﬂ&mme}s Qarenris.

How do you classify Enquiry Letters?

eflenrenenté Sy HRIGMET creueumm euans LI (HSEI6lI.
Narrate the stages involved in Credit Enquiry.
gL e edemreeanuie 2 arer Flancvaaner eleurflés.

Write a letter to the Banker Requesting for an
overdraft.

aurdwuib Hastiunn Ceuary &g HLd eT(PFIS.
What are the characteristics of a Good Reporﬂ?

@ E0HS @1[51&35@53@6& @ uwieL|seT wmeneu?
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(For the candidates admitted from 2012-2013 onwards)

B.Com. DEGREE EXAMINATION, NOVEMBER 2017.

~ First Semester
BUSINESS COMMUNICATION
. Maximum : 75 marks
SECTION A — (10 x 2 = 20 marks)
Answer ALL questions.
What is Communication?
B&eUE WFTLITL GTaTLIg) de‘msr?
List out the functions of a Business Letter.
(1 cuanllas slqssdlem Lanflaamer uflensliLi(hGs)s.

What are the occasions in which letters of enquiry
are sent? T

THS Gphlameasatie cllgmyenanréd &g Bl &I
sigtiutiu@femen?

What do you mean by Quotation?

afleneLiyerefl LHM et sileug) wirg?




10.

14 1

Bring out the purposes of Complaint Letters.
L&TTE Sigsrisei e Chrashismand Cemeauris.

Give the objectives of circular letter.

R &HDHEMES Slgs5d6n CHTESREMETS S(HS.
What are the types of Banking Correspondence?
aubiflé sig55 AgTLMA6m aumESSET WTamal?

List out the various elements of a good banking
correspondence.

@0 poo ands &s955 @pmmler LeSTILLL

epesmismer QeuallsE0smemriTs.
What is a Report?

SIDEMS GTETLIG] WNg)?

How will you organize a Report?

sifsamsuiiean § creuauamsuier gpLB S eUML?
SECTION B — (5 x 5 = 25 marks)

Answer ALL questions.

(a) State the objectives of communication.
geeue Qgm_mier CErEsmsmaTs MHs.
Or

(b) Mention the different functions of a Business
Letter.

om aallss syssdar LaCan Comasamen
cllendEs.
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12.

13.

14.

(a)

(b)

(@)

(b)

(a)

(b)

What are the points to be remembered while
writing an Enquiry letter?
@M edsmamans &gsb euamryb @AUTWE
souasfer Qamerer  Ceusimiqui  cllaguiriser
wimeneu?

Or

List out the contents-of a letter of execution
of an Order.

gn o  HonGudys
o ererL&asdamar auflensliL(H&g!s.

sl sSHan

Name the elements of a Good Complaint
Letter.

S HDBS ST SiqSSH6 saSMET 6T(LHSIS.
Or

Bring out the faults to be avoided in a
Collection Letter.

em @G syssd selssiuL  Ceudmigus
SEUNIGEET & (5.

What are the terms involved in an Agency
Agreement?

@M @ 2L e igen 2drer elfopamadr
wimeneu?

Or
Write a letter to a bank asking for a loans.

aundlée sLer Cal () @ S4B eT(LHEIS.
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