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15BCPC12- Business Communication
Part-A 10x1=10

Choose the correct Answer
1) The main objective of communication is ---~--=-m--—---,

a) Information and persuasion b) Skill and personality development
¢) Control d) Interaction
2) e channel of communication called the grapevine.
a) Formal b) Informal
¢) Horizontal : d) Vertical
3) Appropriate salutation for an application is ~~-----m=e-mm-
a) My Dear Sir b) Sir
c) Dear Sir d) Dear madam
4) Margin to a letter is like ~—----~cmmmmmv,
a) Frame of a picture b) Evidence for the communication
c) Engine to a machine d) Framing a channel
5) The official record of the proceeding of a meeting is known as ——-~cmeemmmee -
a)Agenda b)Minutes
c) Prospectus ' d) Report
6) The participants of a board meeting are .
a) Member b) Directors
¢) Member and directors d) BOD
7) A report is a basic management tool used in ~—----m-m—eeemv,
a) Personality development b) Individual development
¢) Decision—making d) General Quality
8) Press reports refer to ----—---m-memmnee .
a) Reports in newspapers b) Reports through letters
¢) Oral communication d) Report through mail
9) A document giving full details of goods being sent is called ag —--—-—--—-—-- )
a) Agreement b) Adjustment
¢) Invoice d) Manual report
10) Sales Promotion Letter must possess “AlDA” qualities; ‘I stands for --—----------—--,
a) Interest b) Improvement
¢) Indifference d) Inactive
Part-B 5x6=30

Answer All the Questions
11. a) Explain the objectives of communication.

(or)

11. b) State the importance of video conferencing.

12.a) Explain the need for business communication.

(or)
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12.b) Write a specimen of sales letter.

13. a) Explain the import and export correspondence.

(or)

13. b) Draft a resume to the neat professional format.

14. a) Explain the functions of a report.
(or)

14. b) Draft a specimen of agenda of a company meetings.

15. a) State the principles of oral communication.
(or)
15. b) Define the training presentation.
Part—C 5x12=60
Answer All the Questions
Answer should not exceed 800 words or four pages
16. a) Explain the barriers of communication.

(or)

16. b)Discuss the verbal media of communication.

17. a) Enumerate the layout of business letters.

(or)
17. b) Write a letter on enquiry and reply.

18. a) Wirite a letter on insurance related communication.

(or) ’

18.b) Write a letter on to applying the post of sales executive.

19. a) Explain the types of business report.
(or) ,

19.b) What are the principles governing the preparation of report.
20.a) What are the factors affecting the presentation.

(or)

20.b) Briefly discuss the commerce and industry sectors.
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