18
17,

18.

19;

.20.

SECTION C — (3 x 10 = 30 marks)
Answer any THREE que,stion_us.

Explain the principlzs of effective communication.
saeue derLimder &= emmsamart LDl edleifl.

Explain the layout of a business letter.
alenf|s &lq.8 566 i Lisn afleul.

Rs.80,000 as outstandirg for the past 10 months.
Draft a suitable callestion letter to collect the
amount from him.

Blyieuengdlan eumq SerHwmer @meut epumis 80,000
Ce@ssriLL g Csresirs 10 wrgnsemns 2 derms
gn il GesiillIL| &lg.5D cLenys.

Write a letter to 2 shareholder clarifyirg his
doubts about transfer of shares to his wife.

Hlpjeuan LRIGSTIHSE G0 Saab euey Lkigsmyflen
LIBISNS Sa1g) LoanaTedd i ierimicudled o erer swile Lh.

Explain -the gridelnes  for conducting

video — conferences.
gatle @ sopglenrun_sler auflsr Gaasmer 6 aufl.
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BABA23A — BUSINESS COMMUNICATION

¥e : Three hours Maximum : 75 marks

SECTION A — (10 x 2 = 20 marks)
Answer ALL questions.

Define communication.
euanlls Hlg.6 ST T eianTILIms.

Write short note on Downward Communication.
EbCpradlu seeue Qamil| uhdl Hm GBI eueys. .

-What is an order letter?
el mEiLmlell L SigLb reipmeD Greer?
What is a letter of enquiry?
eSl&mTaeanT SHiq.HLD GTEITDT6) GTeiey?
What is a circular Letter?

SO0 Hlg HID GTEMHTE ereiren?

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

anmolé&amsullern (pedlu HniGucdyser arana?

What is Agenda?
HlaEp&s] Blireo eremmmed eretren?

954




10,

11,

12.

() What are the objectives of communication?

What are Informal Meetings? : 13.

@)Gﬂ)[DUJ[bﬂ) FoL_L LD GTGITD eV GTahIenT?

What do you understand by Telex" .
Qgrana Basaed Gmnug,] bl b qrﬂg@ @a;rrempgj crénan?

| Define Video — Conferencmg

gpafl 2 (1h BQBEIEHTUITL G GUGHTILDIE.
SECTION B — (b x 5 = 25 marks)

Answer ALL questions.

(a) Discuss the importance of communication for 14.

a Business Organisation. .
auenfle Elmeuarsm Grsua_m‘ggj geeU® HHmiL
(p&El LD TeTg) ?

Or

Se6ua gL mler CHréahi e eromenn?

(a) Describe the funetions of a business letter. ; 15.

cuanfls &lq s58 e Lientlsanerts LDl er(Lpgis.

Ox

(b) What are the features of a reply to an
enquiry letter?
el miyenenr astq.g,g;@m@ Ldlear &ﬂg}uu&;m GTEITGN?
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(a)

(b)

(a)

(b)

()

®)

What are the advantages of sending a
circular letter? . _

ahm  SPE®ms  Sj@uusedlar  (psdugsiend
GTGITEU?

Or

Write a letter to an insurance company
asking them details about packages
available for life insurance.

%MW&EWL_ILSLHLq.&T Lieb Geumy ﬁu_rmasemsrru Lol
clourrisamar Cul @ smill @ HneiessnE oo
H4.EID (LG5

What are the ob]ectwes of a business
meeting?
euanile gn L Sdler Cpaeiai e ereme?

Or

Plepare a specnnen Agenda for a board
meeting.

plpieuer sl L gglhamar wrdlfl Flapas by gu_mrr

ol IS,

‘What guidelines would you keep in mind
- while drafting an e-mail?

WBemaneree  euapyb  QLmps seuefssiu
Gouanriqw eublsmiig. Clpolpanpsar eremer?

Or

State the 1mportance of video- confelencmg in
business.

auenflssglen @erﬂ 2.(m  sebglarulr el

(PESUSTH UGS Tm)B.
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