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BUSINESS COMMUNICATIONS
! (2018 and 2019 Batch)

' Duration : 3 Hours Max. Marks : 80

Instructions : 1. Answer all five Units.

2. One essay type question and short note is compulsory
from each Unit.

3. Figures to the right indicate marks.

4. Answers should be written either in English or Kannada
o completely.

UNIT =

| Q. No. 1. a) “If the formal communication is the skeleton of a company,

‘ then the informal communication is the central nervous

system.” — Explain. Marks : 10
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OR/ug=
What is Body language ? Explain its role and aspects. Marks : 10 P
-
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b) “Face is an index of mind." — Explain. Marks : 6
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Proximics, Marks : 6
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Q. No. 2. a)

b)

Q. No. 3. a)

b)
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UNIT -1l

“There can be no such thing as perfect communication.” —
Justify and explain the barriers of communication. Marks : 10
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“In business communication courtesy and clarity are as

important as conciseness and completeness.” — Discuss. Marks : 10
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Closed mind. Marks : 6
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Physical Barrier. Marks : 6
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UNIT = Il

What is Business correspondence ? What are various types
of Business correspondence ? Marks : 10
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Explain the different parts of Business letter with an

illustration. Marks : 10
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Letter Head. Marks : 6
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OR/eg
Post script. Marks : 6
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Q. No. 4. a)

b)

Q. No. 5. a)

b)
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UNIT = IV

Define Business Report ? Explain the various kinds of

Business Report. Marks : 10
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Draft a report as Secretary to the Board of Directors about

the need for an immediate ad campaign. Marks : 10
BT T poinT 3o Wi, ABFeZEs Soowert
Soamoten Snch Tk

Performance Report. Marks : 6
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OR/eg=»
Abstract. Marks : 6
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UNIT -V

Prepare a Press Release to announce the diversification
programme of your company. Marks : 10
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OR/egan

Define Press Release. Explain the characteristics of a good

Press Release. Marks : 10
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5W'’s of Press Release. Marks : 6
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Significance of clarity in Press Release. Marks : 6
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