AN 0244

Second Semester 5 Year B.B.A. LL.B. (Hon’s)
Examination, June/July 2015
BUSINESS COMMUNICATION

Duration : 21/2 Hours Max. Marks : 70

Instructions: 1. Answer Q. No. 8 and any five of the remaining questions.

2. Q. No. 8 carries 20 marks and the remaining questions
carry 10 marks each.

3. Answers should be written either in English or Kannada
completely.
Marks : 4x10=40

Q. No. 1. Reports are written for various purposes. Explain at length the
types of Routine and Special reports.
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Q. No. 2. What is communication ? Explain in brief each of the eleven
objectives of downward communication.
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Q. No. 3. Most of the socio-cultural barriers operate at the emotional level.
Which are they ? Explain.
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Q. No. 4. The four qualities which are essential for a good business letter
are called the C’s of communication. Elaborately write on each
one of them.
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Q. No. 5. Aspeechis atalk given to a large gathering for which preparation
is done in four stages. Explain each one.
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Q. No. 6. ‘Body language makes a powerful impact on others’.
Elucidate with reference to its many aspects.
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Q. No. 7. Write short notes on any two of the following : Marks : 2x5=10
3T %@%&d QT DRODNG 2oed £3:39 LB,
a) Listening skill
e 93,
b) Advantages and disadvantages of E-mail in business
productivity
gwmdd NBZONY ‘90 'T eI MR Sﬁw.
c) Minutes of a meeting — method of drafting.
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Q. No. 8. Answerany two of the following problems : Marks : 2x10=20
39 BRLITT CIRYTHTTL QTWRY, YVBORO :

a) Apply forthe post of ‘Administrative Officers in Legal and
Marketing’ to ‘Oriental Insurance Company Ltd. New Castle
Road, Bangalore. Any graduate in law can apply.
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A college library intends to buy display boards and racks.
Draft the college Principal’s letter asking Jupiter Displays
for their catalogue and quotation. The letter should stress
that a substantial concession is expected as it is for an
educational institution.
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Madhusagar Fruit Canning Company, Nagpur, proposes to
open a branch factory in Goa in order to take advantage of
the different variety of fruit available in the region. A Sub-
committee of Directors has been appointed to examine the
feasibility of the proposal. Write the report recommending a
suitable location for the factory.
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