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B.B.A./B.COM.I.S.M. DEGREE EXAMINATION, 
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I YEAR — I SEMESTER

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

SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions
1. What is verbal communication?    

2. Write a short note on written communication.

3. What is salutation?

4. Briefly explain the occasions for writing complaint letters.

5. What is meant by Insurance?

6. Who is Commission Agent?

7. What do you mean by Minutes? 

8. Write note on ‘Annual Report’. 

9. What is multimedia?  

10. What is meant by voice mail?

11. What is agenda?

12. What is FAX?

SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions
13. Explain the various types of communication.

14. Write notes on: a) Inside Address  b) Heading

15. Write a letter to the banker, asking explanation for dishonour of cheque. 

16. Write note on: a) Agent’s Report  b) Press Report 

17. What do you mean by Internet?  State its uses.

18.  Appreciate an agent, who secured and booked many orders from his area.  Write an energetic letter to him. 

19. Write short notes on:  a) Video Conferencing  b) E-Mail

SECTION C — (2 × 15 = 30 marks)

Answer any TWO questions
20. What are the barriers to effective communication?

21. Draft a sales letter to promote the sales of gift articles. 

22. Write a letter to the Insurance Company about the fire accident in your godown and asking them to arrange for early inspection. 

23. Describe the characteristics of a good report. 
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