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B.Com. (C.S.) DEGREE EXAMINATION, APRIL 2017.
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. Define communication.
2. What is a complimentary close?

3. What are post scripts?

4. Give the meaning of Quotation.
5. Define circular letter.
6. State the stages of collection letter.

7. What is a reference letter?

8. What are the classifications of company correspondence?

9. What is a report?

10. What is the composition of a Speech?

11. What do you mean by reference Number?

12. What is a Complaint letter?

SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions
13. List out the different parts of a Business Letter.

14. State the functions of a Business letter.

15. Discuss the points to be remembered while writing a Bio-Data.

16. What are the essential features of a good circular letter?

17. Imagine that you are the secretary of ABC Ltd in Trichy. Prepare the notice for Annual General Meeting. 

18. Explain briefly the role of computers in present business correspondence.
19. Briefly describe the important steps in preparing a report.

SECTION C — (2 ×15 = 30 marks)

Answer any TWO questions

20. What do you mean by Order? List out and explain the essential elements in Business Order.

21. Draft a letter to a dealer of Dell laptop asking Quotation for supply of 100 numbers of laptop for your college and reply for the same.

22. As a secretary draft a letter to shareholders regarding refusal for effecting transfer of shares by stating the reasons for refusal.

23. What are the characteristics of a good report?
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