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Subject: Business Communication & Report Writing Paper: 8C403 Time: 3 Hrs. Marks: 100

NOTE: Attempt ALL questions. All questions carry equal marks.

Ql: Define the following:

l) 0ffice orders

ll) Courtesy

lll) AIDA plan

lV) lnside address

V) Post scrlpt

Vl) Concreteness

Vll) Manuscript speech

Vlll) Physiologicalnoise

lX) Active listening

X) Direct request

Q2: What is communicatlon channel? Explain its components.

OR

A proper flow of communication between employees and management is a key to successful
worklng in an organization. Explain.
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Q3: Wrlte a sales letter to promote Sptcy tomato ketchup incorporating the following
characterlstics :

treshness

Hygiene

Tasty

OR

You ordered 20 grlnders and mixers. Two of the above are defective. write a letter of complaint

for replacement.

Q4: Explaln the given Market termr :

ll Ardour of the ma*et ii! dumping ili) merket prlce iv) buoyance of the market vlcap
prlce vilvolume of buslness vil) lame duck of the ma*et

OR

Water shortage is an lncreaslng lssue faced by your locality. Write a report mentionlng causes

and effects of the lssue. Suggest some precautionary measures to avoid the grave sltuation in
future.

Q5: What is a Dunnlng letter? Explain its four stages.

OR

the post of an Actountant is lying vacant in The Orient. You have recently read the detalls ln

the Daily Mail. Apply for the said post mentlonlng clearly your qualificatlon and other detalls.
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