16.

i

18.

19.

20.

(@) Discuss the functions of electronic
communication.

Wlein paeued G MG Lianflsmen o enéies.
Or
(b) Explain the importance of Internet.
QenamrugsensSen WpESuSguSmS 6Sourl.
SECTION C — (3 x 10 = 30 marks)
Answer any THREE questions.
Enumerate the okjectives of Communication.
goeue) Qgmmier Srnssmisamer <iie| Clais.

Draft a collecticn letter for the non-payment o
debt.

CUGMETSHE HL_6% LIETLITLITE R CUEED SlgHLd IS,
Draft a applicaticn for the job of a sales executive.
aflbuener Qeweni LsallgsTer aﬂmﬁmﬁuugmg sl
Describe the various classifications of reports.
<ifldamauian LG cumasdr GHlss olerses.

Examine the modern means of electronic
communication.

paler Llenengy) sasad: Qgmimlenar aflauf.
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BABA23A — BUSINESS COMMUNICATION

Time : Three hours

Maximum : 75 marks
SECTION A — (10 x 2 = 20 maxrks)

Answer ALL questions.
What is Communication?
s&6eue) QFTLITL erampmey eranen?
Write the meaning of written communication.
arpSgieufl peeus Wemmllar Qummenar 67(Lps)s.
What do you mean by offer?
FEENS GTEILIGE ClLIm(mer eremen?
Define the term quotation.
eflena il ig w6 arany LigdHlenar eueywim.
State any two advantages of circular letter.
aOnilEms sig.s5Elem @) a6 HerenDsmaT (L.
What is bank correspondence?
el &eue QBT eremmmed eremeu?
What is Insurance Premium?

sTUSLQ ebar eranmmed eremen?
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10.

1Ak

12.

What do you mean by minutes? (b)
flapeser eranmre eremer?

What is e-mail?

LOl6UT <2 (EH & eV GTEIITGEY 6T 6iTen?

What do you mean by Video Conferencing?

gparl] 2.1 e bHIEnFUITL_6) cramLigen Ol Lim(peT Grsi:‘rﬁm’é
SECTION B — (5 x 5 = 25 marks)

Answer ALL questions.

(a) State the importance
Correspondence.

of Commercial

auanflas susd Germdear wsHlusgeuseans
GOUGHs.

ok _14. (a)

" (b) Explain the types of Communication.

s&eu® QgTmden euenssanar aileu.

(a) What are the points to be remembered while
writing an enquiry letter?

@'@ edlemyenand Ggsh  eu@pD  CUTpE (b‘)
HeaTHE 0 GlemererCeusrig.u ol el i 6T
IWITEmeL ? '

Or
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List out the contents of a letter of execution
of an order.

@0  oar  HopCaunps

S Slam
e ererL&sgdlanan auflanslili(sg . -

Explain the elements of a good banking
correspondence.

Apbs cukifls s g5Hler samsamer afeur.

Or

Write a letter to insurance company
regarding complaint for loss of stock due to
fire.

& eflugg smyamrons Qur@ger @iy GHEs
a&miSL® HlneiessnE sig.sib euays.
Discuss the various steps 'in the preparation

of a report.

M Eens
cllend;@s.

swrilgeler L  Ligblencsener
Or

What are the points to be considered while
writing a minutes?

Hlapeysener GT(PIHILD
G etriq ILENGUSET WITene?

Gurg Houarl &
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