18,

17

18.

19,

20.

SECTION C — (3 x 10 = 30 marks)

Answer any THREE questions.

Explain the principles of communication.

s&Hale) QgniSler gdaairismert) Lh efef.
Explain the layout of a business letter.

quentls siqgsEar oenolamu efleud.

Write a letter to a banker asking extension of time

for repayment of loan instalment. '

aundl BlireundlaE s en seuenan QFa)ss ST jesTED
CouenTiy. &80 a6

You are the secretary of a joint stock company.
Prepare the notice for a meeting of the board of

directors.
sl ukg Hpaagdao 6 Geuer Hnee

Qus@pre@s@ sl b ubhlu Sdelimu  guni
(ol&us,

Explain the importance of Video-conferencing in
Education.

sevailudwiedled ] e.(m
(péEfwggleusamg eflel,~, -,

&EIhGIGNITILITL Ol

~ =
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BABA23A — BUSINESS COMMUNICATION

Time : Three hours -

Maximum : 75 marks

-

o

SECTION A — (10 x 2 = 20 marks} <>~ 2, ™\

2

..’.:"I.':(:"' /

Answer ALL questions. [/= /

i =5 2

What is ‘Grapevine Communicati011".}*{\\“-,‘ N

W e

apidM6amg Cgm iy eremma eremen? .Q\; 7

e e o

Write short note on upward communication.

CuoaGrréad Gamm | uppl Ap @Goliy eenrs.

What is mean by ‘every letter is a sales letter’?

‘Gei@eunm  SgHPD  GHUMET SHD  GTEILIGE
G LIT(mert Grewren?

What are the possible replies to an order?

openenTasTan FnGSwiomer LiFle)ser oresan?

Why do companies write collection letters?

| GaaflliL sigsid eren Hmeuanssre aienruiu®&ng?

What is valued policy?
L|eTer BeTaTens GTETmmED 6reres?
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10.

1.

12.

What are formal meetings?

(PENMHWITET Fol_L_BISET UITEHE?

What is minutes?

Blapass @Hlyser erenmie crebien?

What is smart phone?

BH&® 2ieneGLIS eremmmey erere?

What is meant by fax?

Clgmeneumae eranmite) 6remmar?

()

(b)

(a)

SECTION B — (5 x 5 = 25 marks)
Answer ALL questions.

Discuss the process of communication.

poai® gm_mier Qewapammsener TP,

Or
What are the types of communication?
HHaI CFm_mder LoGeaiy aiamsseT wirane?
What are the three different styles adopted
in business letters? Which do you prefer?

auenfle  si0e G mden  apeimy apadluinme
Unewflacr eranan? ifléy § ergena e mibid Csimay
(FiGumi?

Or
2 961

13.

14.

15.

(b)

(a)

(b)

(a)

()

(a)

(b)

What are the essential features of an offer
letter?

el LLdleN L) sig sdHen HpUnwieser erema?
What are the feature of collection letters?
Caafliin sgsoEl6r Sl s6r ereem?

Or

Why is bank correspondence unique and
important in business communication?

sl sushd g gallGsaTenownwg LHMILD
DIBET (PHEISHQISMNS 6T(LDG)5.
Draft a specimen notice for formal meetings.
peopwinar gal L gHlparear wrdfl  odlellianu
swr Qalis.

Or

What are the responsibilities of a company
secretary?

imeuer Gawefer GummliLser eremen?
What are the advantages of the Telex
Services?
Qg reney oiF5 HETENLOSET LITena?

Or
What are the advantages of fax technique?
Ggrene mEedla HemeLOGET WiTana?
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