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End Semester Examination – April/May – 2017

	
	
	
	

	Code           :
	16BB2003 
	Duration      :
	3hrs

	Sub. Name:
	BUSINESS COMMUNICATION
	Max. marks :
	100


ANSWER ALL QUESTIONS (5 x 20 = 100 Marks)

	Q. No.
	Sub Div.
	Questions
	Course 

Outcome
	Marks

	1.
	a.
	Explain the various channels of communication.
	CO1
	5

	
	b.
	State the technological tools used in business communication.
	CO3
	5

	
	c.
	Explain the characteristics of a Good Report.
	CO2
	5

	
	d.
	Difference between intrapersonal and interpersonal communication.
	CO1
	5

	(OR)

	2.
	a.
	Discuss the important barriers in the communication process.
	CO1
	5

	
	b.
	Write a brief note on Grape Vine Communication.
	CO1
	5

	
	c.
	Distinguish between a memorandum and a business letter?
	CO2
	5

	
	d.
	Define the term feedback. Why is it important?
	CO1
	5

	3.
	a.
	How does agenda help in regulating the proceedings of a meeting?
	CO2
	5

	
	b.
	Explain the objectives of business communication.
	CO1
	5

	
	c.
	Discuss in detail the various components of business letters.
	CO2
	5

	
	d.
	How do postures and gestures aid nonverbal communication?
	CO1
	5

	(OR)

	4.
	a.
	What are the points to be considered while preparing the minutes of meeting?
	CO2
	5

	
	b.
	Give a brief note on Non-Verbal communication with examples. 
	CO1
	5

	
	c.
	Write any two personalities whom you consider as a good communicator. Why?
	CO1
	5

	
	d.
	Describe the classification of report.
	CO2
	5

	5.
	a.
	Explain the functions of bank correspondence with customers.
	CO1
	5

	
	b.
	Write few examples for organizational communication and Public communication.
	CO3
	5

	
	c.
	Explain the communication process model.
	CO1
	5

	
	d.
	Describe any five letter layout.
	CO2
	

	(OR)

	6.
	a.
	Discuss the layout of business letters.
	CO2
	5

	
	b.
	Discuss the cultural barriers of communication.
	CO1
	5

	
	c.
	State the reason of importance to circulate agenda among the members in advance.
	CO2
	5

	
	d.
	Good business correspondence promotes a company’s public relations.  Justify.
	CO3
	5

	7.
	a.
	State the guidelines to write a memorandum.
	CO2
	5

	
	b.
	Define empathy. How does it contribute to the effectiveness of communication?
	CO1
	5

	
	c.
	Briefly discuss the importance of upward communication.
	CO1
	5

	
	d.
	How are minutes of resolution different from minutes of narration?
	CO1
	5

	(OR)

	8.
	a.
	What are the measures to overcome the semantic barriers?
	CO1
	5

	
	b.
	Define Communication: Brief the purpose for communication in Businesses.
	CO1
	5

	
	c.
	Discuss the strategies to become effective oral communicators.
	CO1
	5

	
	d.
	Describe the seven C’s of communication.
	CO1
	5

	
	Compulsory:
	
	

	9.
	a.
	Enquire of your suppliers about the price and time of delivery of Raincoats and Overcoats.
	CO2
	10

	
	b.
	Describe the positive and negative impacts of information and communication technology.
	CO3
	10


ALL THE BEST

UNIVERSITY





(Karunya Institute of Technology & Sciences)


(Declared as Deemed-to-be University under Sec.3 of the UGC Act, 1956)














