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SECOND SEMESTER B.Com. DEGREE EXAMINATION, 2014

Business Communication Skill (Old)

Time :Three Hours ' Maximum : 80 Marks
 Instructions to Candidates

% Answer the questions with strict observance of internal choices offered
neatness.

B3¢ wYPennds) 3D, AN wadndeod Hu3dAD.
% Precision and clarity carry weightage.

Begimed, 3E DI, wIhHed wiendl @33 JcBLHIHD.
% Q.No. 13 is compulsory (case study)

3,8 B0 13 smobaeNd (F,30mn ogodby)

Section - A
Do -
1)  Answer any 10 of the following questions. (10x2= 20)

3UNSIY YD Sezod 338, HU3DLD.
a) .Give the meaning of communication .
ROTTF T PF I QeBD.
b) = State any two elements of the communication.
R0TFFT WRJHTTD HTRE Spewosnivd) 9D.
¢) . What is “You attitude” in business letter ?
;damad 33,89 “am% BReos" oordesd ?
d) What is counseling ?
FRRARcBDID do0dBed ?
e) Give the meaning of Resume.

dmdds‘ Q0WTT ogs eRD.
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g)

h)

i)

k)

D

Expand the following

i) CLE. (1)) C.WO..

ij 2,608 .27, i) 2.8WA L. J3D20.

State any two merits or oral communication

VDT BoTTFT 0 HBROINIR) 3Y2D.

Who is communicator ?

3038F FDLDIID H0TT oﬁncb ?

What do you mean by “Circular letter” ?

“DIecd” I3, doubed ?

What is complimentary close in business letter ?
335008 33,80, IoTWBAIFT D 0BSER ?
Give any two occasions for lodging complaint.

Bedh 3T wRIde 0B IASesnvn) SARD.
What is Bank reference ?

239,08 ‘e’ dotderd 7

Section - B
pon-w

Answer any three of the following questions. (3x5=15)
3YNIYNY Besod Seds wu3DID.

2)

3)

4)

Discuss the various steps to be followed in effective letter writing.
‘BOmeDT0RN B3, wdaknmer eadIBeTT T,DrdR) 8.
Explain the various parts of business letter.

F3B008 I3, BOHT Y Pernd) IIOD.

What is complaint letter ? Write any four occasions giving rise t0 complaint
letter. '

deth 33, d0udesd ? Gt I3, wiahuetod Ty, Foryr YR wiewDd.
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5) What are the merits of face to face communication ?
‘Ruaesnd’ FoDFEE ubseedned ondy) ?
6) Distinguish between oral & written communication.
IPDE DD, 9D ZoBsrriY FFIriv) IANBD.
7) What are the various steps to be followed in drafting a business report ?

J3%007 JoDDT) IodNVIeL MDIFWCTT . IAG Bodried WP ?

Section - C

PN -

Answer any three of the following questions among question No. 13 is compulsory.
(3x15= 45)

Bewd e I,3ndR ev3dd. 5,3 Foa) 13 weneo@os.

8) Explain various media of communication
DY BoITFT INGSoridRd) D3020D.

9) Miss Sonali has purchased a L.E.D. T.V. for Rs.35000/- from Girijas Enterprise
of Hubli but it is not property functioning as per their manuals.

Write a letter to Girijas Enterprise & also reply letter for adjustment addressed
to Miss Sonali.

3T, BT DT ‘NDARFT’ B PodhIdom Tw. 35,000/-n¢
BOOT 20°.2.8. 83.9,00:), DOeDITWT. WS I BRL303E RRwWT
33,002 300NN 303 IN@DIY. NOWRFT’ H0t30°S FFIIOA wdowT I3,
B, 3. AeedodIDN Beomesidad seveh WwWITE =3, WBoWD.

10) a) M/s Desai & Co Bangalore dealers in “Laptop” wish to open a showroom
at Haveri write a circular letter to bring it to the notice of various college
principals.

R,[PD" IN0MWOE §,¢ Bemoo DB, FoI Wonded. I
FoIe00HO a3 3Vohew WFAh:T. A0F, BSadh DFITYL O
@, 100F T NDHRS, IS D3RS wiawd.
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