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B.Com. DEGREE EXAMINATION, NOVEMBER 2017.

First Semester

BUSINESS COMMUNICATION

(Common for B.Com. (A & F) and B.Com. (CA))

Time : Three hours

Maximum : 75 marks

PART A — (10 x 2 = 20 marks)

- Answer ALL questions.

1. What is meant by communication?

gaeue Qi eramugen ummar wrg?

2. What is the main purpose of a business letter?

@ ouanllss s ssHan (psdlu Crrésid cramen?

3. -~ What do you mean by order?

e |Bése GHsg Sl vidlaig wrg?

10.

What is a circular letter?

 HDONEMS Slg HLd CTETDTED GTETEN?-

State the primary functions of a bank.
auriSluden (psenaLols Lienflaamend gamis.

What do you mean by agency correspondence?
(g)e&@meﬁmmmé;. sigsid LHM BellT sileig) erener?
Define Agenda.

Blapgdl Hlred QUG TLINISSELD.

What is Report?

2 DISEE GTETDTE GTEIG0T?

What is Video Conferencing?

srllenmedl &mSSTHIE Greing)r@ ereman?

What is meant by Group Discussion?

G eSleungid urrbgﬁ Sifleug) eremen?
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12.

(a)

(b)

(@)

(b)

PART B — (5 x 5 = 25 marks)
‘Avnswer ALL quesfions;

Write a short note on communication media.
geaue) Qsmiy ergend Ghlss fn GOHLY
QUGS

Or
What is layout of business letter?
auanflas siq shisaflen auigeIELDLIL| GTaTLIS| WIME)?
How to execute an order letter? Explain.
R AT HlgESMS GTLiLlg QEuOLBSFIUTL?

e @s.

Or

What are the various hints on. drafting

collection letter?

UG slgsFms euemrubd Gumg o arer G@OLiL&6T

WwImeneu?
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13.

14.

15.

(@)

(b)

@

(b)

(a)

State thé different types of banking

correspondence.

cumdl L saflen ouamasHmens Fnmis.

Or

' List out the basic principles of insurance.

ST g 6 Sl L& QareTanssenar

Ul gwedl(hs.

How should minutes ,bé written?

Hl&pssls @Hlly ereueumm erpsLiL. Ceuam(Hin?
Or

What are the characteristics of a good
report? '

R BV SiPlGEmESUNGT G THSLIBISET WiTene?
Briefly explain the different process of
interview.

Corupas Corellen CeuciCoum Gewdpanpsamar

F(HEHLONEG 646 Es.

Or
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16.

3 o

18.

(b) Briefly explain the various types of

interview.
Crrupss Cairedler yei)@eugj CUENSHEENET
F(HEHLONS 6l 6Ts &6

PART C — (3 x 10 = 30 marks)

Answer any THREE questions.

Explain the barriers to communication.

s&6ue GgTMmier sanL_sener 6flardEs.

Draft an enquiry letter to HMT watch company
asking price list.

eT&.6TID.Ig &lg&My Bneuasdn@ eflene L gwied Cal @
cllgmyenanTd Hlg FLd RETEND CUGHTE.

Write an application letter for the post of bank

clerk. -

and et Caumasstar ellararius &ligHD

AUMTS.
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19;

20.

Explain the different types of reports. .

<ifsmsden QeuciCoin eumasamar elaTéEs.

Explain the guidelines to write an application.

eflamrantiLID er(pgiaugnasTar cufl pampamer el euflés.
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