Second Semester Five Year B.B.A.LL.B. Examination, June 2013
BUSINESS COMMUNICATION

Duration : 3 Hours Max. Marks : 100

Instructions: 1. Answer all five questions.

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

Figures to the right indicate marks.
Answers should be written either in English or in Kannada
Completely.
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UNIT -1

Q. No.1. (a) Explain the interactional process model of communication.
Describe the basic concepts of communication given by

Berlos model. Marks : 15
OR
What is two-way communication ? Explain with the help of a
diagram.
(b) Write a note on various models of communication. Marks : 5
OR

Write short note on importance of body language in
communication ?

UNIT -1I

Q. No. 2. (a) What are the different media of communication ? Explain the
meaning, merits and limitations of formal communication
channel. Marks : 15

OR

Explain the features of communication. Why is communication
considered an important responsibility of managers ?

(b) Write a note on : Video Conferencing. Marks : 5

OR
E-Commerce and M-Commerce..
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Q. No. 3. (a)

(b)

Q. No. 4. (a)

(b)

Q. No. 5. (a)

(b)
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UNIT -1l

What is an Office Memo ? Suggest guidelines for writing memos.
What purpose does it serve ? Marks : 15

OR
“A business letter should be brief, effective and should convey

the right message”. Explain the statement.
Write a note on different types of layout of business letters.  Marks : 5

OR
Write a letter explaining reasons for dishonour of a cheque.

UNIT -1V
Explain the importance of business reports. Explain the essentials
of a Good Business Reports. Marks : 15
OR

Draft the Director’s Report of the 20t" Board of Director’s
meeting. Assume own agenda.

Write a note on : Office Report and Investigation Report. Marks : 5
OR
Auditor’s report.
UNIT-V

How do you distinguish between a formal speech from an
informal speech ? Mention some of the occasions on which
businessmen may have to make a speech. Marks : 15

OR

How is speaking to a small audience different from addressing
a large gathering ? Mention the good qualities of a good
speaker.

Write a note on : Important characteristics of good speech. Marks : 5

OR
As a Union Minister of Industries, you have been requested

to address freshengineering students. Draft a suitable speech.
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