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Second Semester B.B.A.,LL.B. (Hon.’s) 5 Year Course
Examination, June/July 2012
BUSINESS COMMUNICATION

Duration : 21/2 Hours Max. Marks : 70

Instructions : 1. Answer all five questions.

2. One essay type and one short note question from each Unit
have to be attempted which is referred as Part (a) and (b) in all
units.

3. Figures to the right indicate marks.

4. Answers should be written in English or Kannada
Completely.

UNIT – I

Q. No. 1. (a) Explain the importance of communication.  Marks : 9
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Write a note on channels of written communication.
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(b) Write a note on ‘Body Language’. Marks : 5

‘������		� !�	’	������	"��#$		%&�'���
OR/�����

Write a note on ‘Features of Good Communication’.
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UNIT – II

Q. No. 2.(a) Explain the physical and semantic barriers in communication. Marks : 9
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OR/�����

Explain the pre-requisites of ‘good communication’.
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(b) Write short note on upward and downward communication. Marks : 5
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OR/�����
Write short note on ‘grape vine’ communication.
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UNIT – III

Q. No. 3. (a) Explain the layout of a good business letter. Marks : 9
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What are the seven ‘C’ s of good correspondence ?
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(b) Write a note on functions of a letter. Marks : 5
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OR/�����

You have received a big order for socks of various sizes and

colours, but you are unable to execute it on time, owing to

certain difficulties. Write a letter to the customer asking for

extensions of time, explaining the cause of delay.
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UNIT – IV

Q. No. 4. (a) What are the important principles which should be kept in mind

while drafting a business report ?   Marks : 9
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Define a report. How are reports classified ?
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(b) Write a note on Routine and Special reports. Marks : 5
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There has been remarkable decline in the sale of sports goods,

manufactured by a company. The  marketing manager has

been asked to report with recommendations for stopping the

decline prepare a report.
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UNIT – V

Q. No. 5. (a) Draft a complaint to be filed before the District Consumer

Redressal Forum. Marks : 9
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A university and a research centre want to enter in a move to

organise research work in legal field. Draft a move.
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(b) Write a letter to the Superintendent of the Police complaining

about the increasing thefts in your district. Marks : 5
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Write a letter to the municipal officer complaining about

the garbage accumulated on the streets.
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