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23BLABC1 Business Communication

* Course Outcome:
CO1. Apply business communication strategies and principles to exchange information.
CO02. Learn to write business letters.
CO3. Attain oral communication skill for effective oral presentation.
CO4. Acquire skills to prepare reports.
CO5. Enrich written communication skill foe employability.

Part A
Choose the correct answer

1. What is the term for verifying that the receiver has understood the message
a) Decoding - b) Sending
c) Feedback d) Encoding

2. Complete understanding of message by the recipient, as it was encoded by
the sender is called

a) Encryption b) Decoding

c) Decryption d) Cryptography
3. A collectioh letter is associated with .

a) Deblors - b) Creditors

c) Company . d) Customers

4. AStatutory Report is
a) An iriformal réport b) Not having legal sanction
c) Always a statistical report d) Formal report

5. The Main part of the report is
a)Conclusion b) Recommendations
¢) Description d) References

6. The official record of the proceeding of a meeting is known as
a) Agenda b) Minutes
c) Prospectus d) Report

7. Practice of designating a person for receiving the benefit of policy in the event
of death is
a) Assignment b} Surrender
c¢) Nomination d) None

8. Which of the following best describes a quotation in business?
a) A proposal applicable to everyone
b) A particular offer made to an individual or company
¢) An unidentified offer without specific details
d) A general request for prices

9. An authoritative communication is
a) Order b) Persuasion
c) Advice d) Counseling

10. A written Higssage which is conveyed aver an electronic network is
a) Notice : b) Fax '
c) Télegram d) E-mail .
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Part B
Answer ALL questions
Each answer should not exceed 400 words or two pages
11.a) Write down the principles of Effective\Communication.
o (Or)
11.b) Explain briefly about the modern techniques of communication.

12.a) Write a complaint lefter to the sales manager of M/S Bajaj Electronics Ltd.
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* (On)
12.b) Write down the needs and functions of Business correspondence.

13.a) Explain the various stages in agency correspondence.
(On) ‘
13.b) State the guidelines to be followed while writing a public relation letter.

14.a) What is the main objectives of Writing circular letters?
(On)
14.b) Write press report on the following:
1) Fuel hike 2) Education up to 5th standard in Tamil medium

15.a) What is the purpose of sales presentation?
. (Or)
15.b) What are the various kinds of essay? Explain them briefly.

PartC
Answer ALL questions
Each answer should not exceed 800 words or four pages

16.a) Elaborate the various types of communication barriers.
(Or)
16.b) Justify why do we need communication? Give a few reascns.

17.a) Write sales letter about new mobile introduced in market.
(Or)
17.b) What is Business Letter? Explain the essential qualities of a good
business letter. ’ .

18.a) Discuss briefly the various theories of communication.
(Or)
18.b) Describe the various types of Business report.

19.a) List out the various elements of an effective presentation in a speech.
(Or)
19.b) Write a report by the works manager of a company to his directors about
the fire accident occurred in the factory?

20.a) Draft an module notice of company meeting.
(Or)

20.b) Draft a letter to a newspaper about a bad road which needs an urgent repair.
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