



B.B.A. DEGREE EXAMINATION — 
JANUARY, 2009.

First Year

Marketing Management

BUSINESS COMMUNICATION

Time : 3 hours
Maximum marks : 75

Answer for 5 marks question should not 
exceed 2 pages.

Answer for 15 marks questions should not 
exceed 5 pages.

SECTION A — (3 ( 5 = 15 marks)

Answer any THREE questions.

1. What are types of Communication?

uPÁÀ öuõhº¤ß ÁøPPÒ ¯õøÁ?

2. State the difference between formal and informal letters.

•øÓ\õº ©ØÖ® •øÓ\õµõ Piu[PÎß ÷ÁÖ£õkPÒ ¯õøÁ?

3. What is letters of enquiry?

Â\õµønU Piu[PÒ GßÓõÀ GßÚ?

4. What are law guidelines for writing a claims letter?

÷PõµÀ Piu[PÒ GÊx® ÷£õx Pøh¤iUP ÷Ási¯ ÁÈPõmk ö|Ô•øÓPÒ ¯õøÁ?

5. Write a note on sales letters.

ÂØ£øÚ Piu[PÒ «x SÔ¨¦ ÁøµP.

SECTION B — (4 ( 15 = 60 marks)

Answer any FOUR questions.

6. What are the kinds of business letters?

ÁoPU Piu[PÎß ÁøPPÒ ¯õøÁ?

7. What do you mean by quotation? What are its essentials?

Âø»¨¦ÒÎ¨£mi¯À GßÓõÀ GßÚ? Auß •UQ¯zxÁ[PÒ ¯õøÁ?

8. What is an order form? What should the seller check in an order form?

AÝ¨£õøÚ GßÓõÀ GßÚ? AÝ¨£õøÚ°À, ÂØ£øÚ¯õÍº \›£õºUP ÷Ási¯øÁ ¯õøÁ?

9. As a manager of a  college, make an order to a stationary dealer for the stationary requirements of the college.

PÀ¿› JßÔß ÷©»õÍµõP, GÊxö£õ¸mPÒ ÷uøÁUS, GÊxö£õ¸Ò ÂØ£øÚ¯õÍ¸US Piu® JßÖ GÊxP.

10. Write a circular letter about the change of your branch office to a new comfortable place.

¦v¯ Á\vªUP ChzvØS E©x A¾Á»P® ©õØÓ¨£mhx SÔzx _ØÓÔUøP Piu® GÊxP.

11. Write a letter to your banker for the extention of overdraft facilities.

÷©ÀÁøµ £ØÖ }mi¨¦ Á\v ÷Pmk, E©x Á[QUS Piu® JßÖ GÊxP.

12. Write short notes on :

(a)
Agenda

(b)
Quorum

(c)
Annual report.

]Ö SÔ¨¦ ÁøµP :

(A)
{PÌa] {µÀ

(B)
SøÓöÁs

(C)
Bsk AÔUøP
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