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BUSINESS COMMUNICATION

(Maximum marks: 100)

PART - A

(Maximum marks: l0)

I Answer a// questions in one or two sentences. Each question carries 2 marks.

1. Describe listening process.

2. List out different stages in collection series.

3. State the meaning of letters of trade reference.

4. State the meaning of collection letter.

5. Describe letters of credit.

PART - B

(Maximum marks: 30)

il Answer any five of the following questions. Each question carries 6 marks'

1. List out business communication skill.

2. Explain various ffis of listening.

3. Constuct a letter relating to placing order'

4. State the meaning and importance of commercial correspondence.

5. What are the details which are to be included in an application for agency ?

6. What are the circumstances under which bank made correspondence ?

7. Draft a letter seeking an insurance policy'
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PART - C

(Maximum marks: 60)

(Answer one fi/'l question from each unit. Each fi.rll question carries 15 marks.)

Uulr - I

Explain the different barriers of communication.

On

Explain the different t),pes of communication.

UNrr - II

Explain essentials of a good business letter.

On

(a) What are the points to be included in a trade reference letter ?

O) Draft a cancellation of order stating the reason ttrat delay in execution and fall in
market price.

UNrr - III

(a) Explain the meaning and importance of circular letters.

(b) Draft a letter announcing the cancellation of an agency.

On

(a) Draft a circular letter on behalf of IWs. Poppy umbrella, Poppy Bazar, Alappuzha
regarding the introduction of new Umbrella Poppy Magrc.

O) Explain various collection tools that are to be used by business organizations.

Ururr - IV

(a) Draft a letter to the Manager, Cental Bank of India, Mallapuram asking for an

overdraft of Rs. 20 lakhs.

(b) Draft a letter to the Manager, Met Life Insurance Co. Ltd. for surrender of the
policy for Rs. 2 lakhs.

On

X (a) Describe the contents of letters of credit.

(b) Draft a letter of Credit.
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