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Allied  II — BUSINESS COMMUNICATION
Time : 3 hours
    Max. Marks : 75

SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions

1. What are the Principles of effective communication?

2. What is ‘Quotation’?

3. Who is a Secretary?

4. What is advertisement?

5. State the contents of heading.

6. State the types of business reports.
7. What do you mean by the term ‘Agenda’ in Company meetings?
8. What are the four C’s which are required for credit worthiness?
9. Define statutory bodies.
10. What is an informal letter?

11. What is counseling?

12. Define salutation.
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions
13. What do you mean by the fully indented form of Layout?

14. Discuss in detail the various kinds of business letters.

15. What do you understand by grapevine? Why is it important in an organization?

16. What are the uses of E-mail?

17. Mention the specific hints on drafting letters to the Government.

18. What are the various characteristics of a good report?

19. Write the Format of Bio-data.
SECTION C — (2 ×15 = 30 marks)

Answer any TWO questions

20. Explain the layout of good business letter.

21. Draft an application for the post of Chief Accountant in an established public limited company dealing in stationery.
22. Draft a report on the Financial position of your form as a Manager.

23. What are the preliminary points to be considered while drafting a Report? Enumerate its contents as well.
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