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SECTION A – (10 × 2 = 20 marks)
Answer any TEN questions
1. Define the process of business communication
2. State the layout of a report
3. What is an Exit Interview?
4. Define structure of an advertisement copy?
5. Write one feature of a concise business letter?
6. Explain any two forms of letter styles with examples
7. Write short note on ‘Agenda & Minutes’
8. Write short note on ‘Solicited Enquiry’
9. What do you mean by credit enquiry?
10. Expand and explain F.O.B
11. What is a Quotation Letter?
12. What do you mean by Testimonials?
SECTION B – (5 × 5 = 25 marks)
Answer any FIVE questions
13. What are the most important functions of a public relations company?
14. How do the seven C’s of communication help us to write effective business letters?
15. What are the essentials of a good report? What points should be taken care of while writing a report.
16. Explain the mechanical barriers in Communications and how will you overcome these barriers?
17. Explain the importance of Internet in business communication
18. How would you define a report? And explain various types of reports? 
19. Discuss the three P's that a sales correspondent must know.  
SECTION C – (3 × 10 = 30 marks)
PART – A – Case Study – Compulsory Question 
20.  COMPANY ACCEPTING A CONTRACT (Case  Study)
A computer company was negotiating a very large order with a large size corporation. They had a very good track record with this client. 
In this corporation, five different departments had pooled their requirements and budgets. A committee was formed which had representation from all the departments. The corporation wanted the equipment on a long lease and not outright purchase. Further, they wanted all the hardware and software form one supplier. This meant that there should be bought – out items from many suppliers since no one supplier could meet all the requirements of supply from its range of products.

P.T.O.
The corporation provided an exhaustive list of very difficult terms and conditions and pressurized the vendors to accept. The computer company who was finally awarded the contract had agreed to overall terms that were fine as far as their own products were concerned but had also accepted the same terms for the brought – out items. In this case, the bought – out items were to be imported through a letter of credit. The percentage of the bought – out items versus their own manufacture was also very high. One of the terms accepted was that the “system” would be accepted over a period of 10 days after all the hardware had been linked up and software loaded. 
The computer company started facing trouble immediately on supply. There were over 100 computers over a distance connected with one another with software on it. For the acceptance tests, it had been agreed that the computer company would demonstrate as a pre-requisite the features they had claimed during technical discussions.
Now, as you are aware, if a Hero Honda motorcycle claims 80 km to a litre of petrol, it is under ideal test conditions and if a motorcycle from the showroom were to be tried for this test before being accepted, it would never pass the test. In corporation’s case, due to internal politics, the corporation persons from one department – who insisted on going exactly by the contract – did not sign acceptance since the “system” could not meet the ideal test conditions.
Further, in a classic case of, “for want of a horse – shoe, payment for the horse was held up”, the computer company tried to get the system accepted and payment released. The system was so large that at any point of time over a period of 10 days something small or the other always gave problems. But the corporation took the stand that as far as they were concerned the contract clearly mentioned that the “system” had to be tested as a whole and not module by module.
Questions: 
1. What factors influenced the computer company’s decision to accept the contract?
2. Was it a win – win agreement? Discuss?
PART – B
Answer any TWO questions
21. Draft a complaint letter regarding delay in dispatching of goods
22. Discuss the types of notices. Write a model of notice.
23. Explain the characteristics of a good classified advertisement.
24. List out the various contents of an order letter. What are the merits of printed order form? 
                                             ___________________
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