1
).

) Explain the characteristics of a report.

@M SiDsmslen sarenaamer allauf.
- SECTION C — (38 x 10 = 30 marks)

Answer any Hmmﬁwu.w questions.

Explain the importance of effective communication
in business. .

QR B QUENTIE S&EL6D QamrLmer PpEHusgasms -

deul.

Explain the structure of a business letter.

e cuanfls sy H5Hlem &1L_enolianu 6flené@s.

Explain the kinds of enquiry letters.

| enrenents slqsEHan euassaer eflaufl.

Draft an application for the post of branch

manager along with a separate bio-data.

saneflouy UL lgwCor®  Hener Gueormarit E.@@@w@.

eflarenTLIG &g HLD CUEDTE.

Explain the different kinds of dﬁmﬂammm letters.

euenflas &ly &5 60T LieoGeum een&EenarT MNeul.
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- BFA12 — BUSINESS COMMUNICATION

Time “.. Thrée hours -

Maximum : 75 marks
SECTION A — (10 x 2 = 20 marks)
Answer ALL questions.

Define ‘Communication’.

‘BE6UED @mq_lq.ﬁ.r_, GUGILIM).

What is ‘Upward Communication’?

‘Ce CrrsHw ssa1e QFTLITL| GTETDHTED GTEmen?
What do you mean by ‘Reference Number’?
‘LImTene 6TetsT GTaLlgent OlLIm(meT GTGHTGHT?

What is ‘Complimentary Close’? -

‘euanll &8 (lg.6 GTETMTE GratTan?

What is “Trade Enquiry’? | ,

‘elwiruiry efllameud’ erammmed eTeman?

Define ‘Quotation’.

‘eflenaoliyerafll euenmuim.
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What is an ‘Application Letter’?
‘ellarenTiiL Sy SID’ TG eremen?

What do you mean by ‘Reference Letter'?
‘LMTena &g I’ ereiLiBen QUm(meT ereman?

13.
Define ‘Business Reports'.
‘euenfls <ifldema euenmwigy.
What @.o you understand by ‘Market Reports’?
‘Sitsg iflémasen LD Beli ifleuer wrene?
SECTION B — (5 x 5 = 25 marks)
Answer ALL questions. 14
(a) List oE“_ the features of Business
Communication.
cuentl &S 55 6160 Qg m_me Queysamer
U1 wedl (Hé. _
Or
(b) State the limitations of Downward
Communication.
ECHEH L s50ue A5 Samisamer sms.

(a) m.wm;mm: the: Physical Appearance of the 15.

Business Letter.

. auaflsssngsdar  @Queurar Csrpmbd  upHd

afleuifl.
Or
2 . - 2257

(b)

()

(b)

(a) |

(b)

(a)

Explain the characteristics of a good
Business Letter. .
@ BHO® cuaflaoLaSlem gL dpiseman

aQeul.

What are the contents of a Circular Letter?

sHDHEmMS Sy Hb Gerblen o _GTETL&&LD WITEneu?
OH.

State the points to be oosmamumm Ew;m

writing a Letter of Enquiry.

@ laad Sgsb a@suuGD Curg seuemilss
Couehimiq Ll HHSSIEEMETS GALAEs.

Explain the contents of bmﬂﬁmwm of application

for a Job.

Cousasanar olameeiug sgssdler LG

LS smend 6eTEEs. .
Or

What are the points to be considered while
EEED@ an application letter?

@ Aaraming sgsb g Gurs seuamiss
CouaiTig W &(HSGHIGSET WTeHe?

What are the guidelines 8 ,Um mo=9<m@ tc
make a wm@ouﬁ effective?

M ofléms sroTEHs @@mg genL g bt
Ceuainmig w sllfapempser wmeneu? .

Or. . |
3 _ 225"
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