



B.B.A. DEGREE EXAMINATION –
JUNE, 2009.

First Year

Computer Applications

BUSINESS ENGLISH

Time : 3 hours
Maximum  marks : 75

PART A — (3 ( 5 = 15 marks)

Answer any THREE of the following.

All questions carry equal marks.

1. What is Communication?

2. Bring out the main reasons for writing business letters.

3. Name the four elements that are contained in a well-drafted complaint.

4. Bring out the purpose of a good letter of complaint.

5. What is ‘‘Circular’’?

PART B — (4 ( 15 = 60 marks)

Answer any FOUR of the following.

All questions carry equal marks.

6. Objectives and scope of Communication.

7. What are the qualities of a good business letter?

8. Bring out the contents of an order letter.

9. Write a circular letter of Raj and Co. Chennai to their clients about the opening of a new branch in Trichy.

10. Draft a letter on behalf of Vasavi Trading Co. to Universal Agency asking them to settle the accounts (Last Reminder).

11. Bring out essential points of good Business Report.

12. Give the layout of the Resume.
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