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B.Com. (C.S.) DEGREE EXAMINATION, NOVEMBER 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. What is Business letter?

2. What is Trade reference?

3. What are the different stages of Collection letters?
4. What is an Agenda?  What are its contents?
5. State the contents of heading.

6. What is an order?
7. What is video Conferencing?

8. What are the four C’s which are required for credit worthiness?

9. What are the various kinds of Enquires?

10. Define statutory bodies.

11. What is an office memorandum?

12. What is counseling?

SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions
13. Discuss in detail the various kinds of business letters.
14. What do you understand by grapevine? Why is it important in an organization?

15. What are the uses of E-mail?

16. Explain the different types of company meetings.

17. What are the various steps in the communication cycle?

18. Write the Format of Bio-data.

19. Draft a circular letter announcing the admission of a partner of your firm.
SECTION C — (2 ×15 = 30 marks)

Answer any TWO questions

20. A company started four years back has not been able to pay any dividend so far. A shareholder wants to know from the Secretary the reasons for it. As the Secretary of the company, write a suitable reply.

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 need to computerize the activities of your department.

23. Write a letter from a prospective employer asking for a reference.
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