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B.Com. DEGREE EXAMINATION, APRIL 2017.
II YEAR — IV SEMESTER

Major Paper X — BUSINESS COMMUNICATION
Time : 3 hours
           Max. Marks : 75
SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions.

1. Gestures.
2. Status-consciousness.
3. Brain drain.
4. Circular letter .
5. Free on rail.
6. Testimonial.
7. Letter of credit.
8. Kinds of marine insurance.
9. Minutes of resolution.
10. Abstract.
11. Video conferring.
12. E-mail.
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions.

13. What is the importance of advice as an objective of communication?

14. Write short notes on:

(a) The use of  esquire   (b)  Mailing notation

15. Draft a sales letter to promote the sales of some new cosmetics.

16. Due to sudden strike of transport workers of Chennai, you find it impossible to execute an order from an overseas buyer. Write an appropriate letter stating the time when you expect to ship the goods.

17. Draft a suitable reply to the manager of a firm who has expressed a desire to open a current account with your bank.

18. Explain the hints on the writing of minutes.

19. What are the uses of internet?
SECTION C — (2 ×15 = 30 marks)

Answer any TWO questions.

20. Describe with illustration the different parts of a letter.

21. Draft a letter of appointment to a candidate mentioning details of the pay scale as well as other terms and conditions of the service.

22. Discuss the main points to be considered in drafting a report.

23. Discuss the uses and limitations of website in business?  
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