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SECTION C — (3 %X 10 = 30 marks)
Answer any THREE questions,
16. Discuss the need for communication.
auanfls Qe Coaaiamu aloungés.
17. Exﬁlain the structure of a business letter,

cuemila Glg S 6N SienoLien 6ElaTE:ES.

18. What are the terms used in a quotation? Explain.

aflenavliLjerefulien @Hse Liwsaamen ailiflalTs dD)s.

19.  Write a letter to intimating delay in the execution
of orders.

QUTEHEeT AEITILEISDETET HTQ) SO GILILINEHET
Hiq.HLD QEEN ET(LPH)H.
20, Explain the features of a good business report.

(s Aphe cuenils bl basuien gafl §plieou elaréds.
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BFA12 — BUSINESS COMMUNICATION

Time : Three hours

Maximum : 756 marks .

SECTION A — (10 x 2 = 20 marks?f"i;/
\\ &) N 4

W

e

Answer ALL questions.

What is meant by business communication?. "t

Guemls GITL_IiL| eremnma 6Temso?

List down the principles of effective

communication.

QaiiHs Qam_indar derereasemer LI g 11651 (B,

What are the difference types of banking
correspondence?

aurid i b @BrLmAen auensEeT wImene ?

What are the contente of a report?

TI0) <l denaudl @) e apdélw o o MIGET WITEHEU?

Write a short notes on “offer”.

“apenanay' Sim GHHILL GuEmTE.

2032




10.

11.

12.

What is meant by collection letter?

UGG BlqHID GTEIMTE) GTENEn ?

What is meant by insurance?

&S erenpred ereven?

Define : Report.

D BN GUENTILID).

Write fhe contents of an order letter.

Dy ET & GlqHHE (PHEIL 21 S8 DISEET ET(LPSIS.

What do you mean by statutory meeting?

sl L¢pam sal_Lib LDl Helli widleug wimg?
SECTION B — (6 x 5 = 25 marks)

Answer ALL questions.

(a) Discuss the importance of effective business
communication.

cuanfla Qg riden (psHudgeusens eilaurd.
Or

(b) Explain the barriers in communication.

suenfla Ggm Qe Geviwhmaemar edlasl.

(a) Explain the characteristics of good report.

om fpps  sflsmsudar  @psflu LGRS
WITEnE. ?

Or ‘
2 2032

13.

15.

(b)

{(a)

(b)

(a)

(a)

(b)

Write elaborately about “minutes writing”.

‘Blapafli @By udla updl ellfleurs erpgis.

Specimen minutes of a statutory meeting.

g L_gpen L _GHlen @iy wrdfleaw eiamys.
Or

Write the uses of market report.

&han® DAMEMEUIes LILIGTSENET GT(LHSIE.

Describe the form of a press report.

LsHMaema flémauien Ligausas edlaufl.

Or
List down the advantages of a sales letter.
apuaan Sy HHHsn penenbaemer L g wiel(Hs.
State the objectives of report of individuals.
saflpLiT oiflEmsuicn Crréshismard sans.

Or
oxplain the different types of report.

oifldameuden cuanaseaer o fleurs sapis.

2032

Cid




