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APRIL/MAY 2018

UFA12/UCM22/SCM12 — BUSINESS
COMMUNICATION

| Time : Three hours Maximum : 75 marks

SECTION A — (10 x 2 = 20 marks) .
Answer ALL questions.
Each answef not to exceed 50 words.
1.  Give the classification of communication.
g,aseush(g)mgpuﬂ;smsm auaEIL[HSS SO S(HS.

2. State any two features of business communication.
eQuirLimy  S&EeUDPEDUIlE, Apuwueyser gGseb
@remgenand GHIUEES.

3. Mention the basic principles in drafting business
letters.

eSlwimumy asq.g;iscmg .GT(I:QQJLb perpullen SiglLeL&

Qararamasmer GHUNHS.
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10.

Give different parts of business letter.

eflwnuny sgssHar LOGaun LGS EMETS H(HS.

What do you mean by circular letter?

SHDHEDS Slg LD GTETDITED GTETERT?

Explain the complaints letters.

aflsmyemants s ssms elaul.

What are the essentials qualities of letter of
application?

ameniiL Gl sdden sl ua'vr;_laseir wmeneu?

What are unsolicited letters?

CampliuLg &y SRIGET eTeLIET WTenau?
What do you mean by committee report?
glanm SN EMS GTATDHTED 6Temmen?

What do you mean by routine report?
ALt Sifléems erempmed ereirar?
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SECTION B — (5 x 5 = 25 marks)

Answer ALL questions.

Each answer not to exceed 200 words.

11. (a)
(b)
12. (a)
(b)

Define the term communication. Explain its

features.
BEEUD WPD TETUSET QVESRD ([, Dseflen
Spulweysener elleTs@s.

Or

Describe  the different types of
communication. g

geau®  QsmimGar  uGCam  cuassd
efleufi&saLb.
What are the essentials of an effective
business letters?
cuantlas s s5HHE Csmanuna oisSHureaudu
S@GS HeT Wmeneu?
. Or

Explain the different media of
communication. ' :
LIQUESLITET S&6aI0 QBTLITL STSQIEISHET upd
Neuflgg eT(s.
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13.

14.

15.

()

®)

(@)

®)

(a)

(b)

Draft a circular letter informing the opening

of a new branch.

em ydu Eoaewu  Splug Qzfelss

sHDHEDS Sy HLD Peenn SWT Celis.
Or

Draft a letter asking for quotation for the
purchase of office furniture to your

organisation.

o miGdT HneUaISENE ADICIDS DMDWIETSHET
aumiis elemeiul g wed Cal () Slg b eue e, L.

Draft an application letter for the post of
Junior accounts officer in a textile mill.
gianfl 2penar @andlnE QeTHlamasaméE igiewiT
ugalésrer edamanLiULD QeThlaner euas.

Or
Write a short note on reply letters.

udle sy gramarts undl Hm Gl euenys.

What are the features of press reiyort?

ugdfaama Sifléamsuder ApLidud st wrama?

Or

What are the various types of business
report?

auanfls oifléenaudlen LaGCeumy cuaasseT WTame?
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16.

17.

18.

19.

o

'SECTION C— (3% 10=30 marks)
Answer any THREE questions.

Each answer not to exceed 200 words.

What are the basic elements of communication?

saeued pemudlen g LILIML. (P& MIGET 6T 6TLIGT
wreneu?

What is meant by media of communication?
Explain different media of communication.

s&seudd QBTLIY SISEIBGET GTENDTD GTeiie? LG
cuamsWTaT saeue QgrLiy srsamasdar upd eleuflsg
T(PGIS. '

What is collection letter? What are the guidelines '
to be followed while writing collection letter?

QUG SHlgSHIGET GTEIDITE) CTENEN? QUGHE HlgHLD GTLHFID
Gung seuailéas Cauarg wi eullpenp&eT Wraneu?

What is bio-data? Draft an application for the post
of a computer operator in a public limited

company.
gan Flawiféms creampmed erean? (b LM mmrfu.:g
Apeasde saiudurd Qusspt uselss 26

cla@menTiIL &Hig S GT(LHSIS.
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20.

Drafit a report of a committee regarding the
Possibilities of opening a new car factory at Delhi.
IO @welluer . yHu  srr  QsmPperameeny

Germigeug Gsriiurer G SiPsmsmu sum
Qews. '
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