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Second Semester of B.B.A. LL.B. (5 Years Course) Examination,
December 2013

BUSINESS COMMUNICATION

Duration : 3 Hours Max. Marks : 100

Instructions : 1. Answer all 5 questions.

2. One essay type and one short note or problem question
from each unit have to be attempted.

3. Figures to right indicate marks.

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

UNIT – I

Q. No. 1. (a) i) What is communication ? Mention different types of
communication. Marks : 15

OR

ii) Explain the process of communication with a diagram
and illustrate.

(b) i) Write short note on advantages of written communication. Marks : 5

OR

ii) Write short note on body language.
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UNIT – II

Q. No. 2 . (a) i) “Life is a communication centered activity. If we cannot
communicate effectively, we cannot live effectively”.
Explain the statement and describe the various aspects
of body language. Marks : 15

OR

ii) Explain the pre-requisites of good business communication.

(b) i) Write a short note on verbal communication. Marks : 5

OR

ii) Write a short note on non-verbal communication.
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UNIT – III

Q. No. 3. (a) i) Place an order with Kirti Fruit Centre, Bangalore for the
supply of different types of fruits required by you. Ask
them to despatch the fruits through lorry transport and to
supply the best quality fruits. Marks : 15

OR
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ii) Explain how do you write a letter of enquiry from the
“Jeevan Sports of Hubli, dealing in sports goods to be
addressed to the ‘Sky Line Sports’ of  Pune enquiring
about the sports materials.

(b) i) Explain the characteristics of a good business letter. Marks : 5

OR

ii) Write a short note on complaint letter.
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UNIT – IV

Q. No. 4. (a) i) What is report ? Mention different types of company
reports. Marks : 15

OR

ii) What are the importance of the report ?

(b) i) Write a note on periodical reports. Marks : 5

OR

ii) Essentials of a good report.
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UNIT – IV
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UNIT – V

Q. No. 5. (a) i) What is press note ? Why  is it so important for business
firm ? Marks : 15

OR

ii) Draft a  press release on getting the award for the highest
exports.

(b) i) Write a short note on speech. Marks : 5

OR

ii) Use of Visual-aids in presentation.
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