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B.Com. (C.S.) DEGREE EXAMINATION, APRIL 2016.
I YEAR — II SEMESTER

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

SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions

1. State the need of a business letter.
2. What do you mean by solicited enquiry?

3. Mention any three stages of collection of letters.
4. What is letter of credit?
5. State the types of business reports.

6. What is report?
7. Mention any four usual parts of a business letter.

8. What do you mean by order?
9. Define a circular letter.
10. List out the classification of secretarial correspondence.
11. Write some “don’ts” while drafting a letter.
12. What is meant by face-to-face communication?
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions
13. Write a note on the functions of a business letter.
14. Describe the characteristics of a good report.

15. State the qualities of a good speech.

16. What are the contents of an order letter?

17. State the important uses of the internet in modern communication.

18. Describe the qualities of a business letter.

19. Classify the customer in the collection process.
SECTION C — (2 ×15 = 30 marks)

Answer any TWO questions

20. Explain various forms of letter styles.
21. Draft a enquiry letter to income tax department regarding refund of tax.
22. Explain different classifications of reports.
23. State the terms used in quotations, and give a specimen copy of letter of quotation.
​​​​​​​​​​​​​​​​​____________






PAGE  

