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PSG COLLEGE OF ARTS & SCIENCE
(AUTONOMOUS)

BBA DEGREE EXAMINATION DECEMBER 2022
- (Second Semester)

* Branch - BUSINESS ADMINISTRATION (LOGISTICS)

BUSINESS COMMUNICATION

‘Time: Three Hours v . - Maximum: 50 Marks

SECTION-A (5 Marks)

Answer ALL questions o
ALL questlons carry EQUAL marks (5x1=5)
Commumcatlon means’ - information, feeling and thoughts, with others
(i) - To receive _ (ii) Exchange of
_(iili) Conveying ' (iv) All of the above
The listener carefully pays attention to the words of the speaker and responds accordmgly
is
(i) Empathetic Llstenmg (iiy Selective hstemng
(iii) Passive listening (iv) Active listening

- Any letter designed and directed to the gxchange of information connected with trade and
trade related activities is known as:

- (i). Business Report . . (ii) Business enquiry
(iii) Business letter (iv) Business memos
List of items to be discussed and decided in a meeting is calledas ____
(@) Resolution (i) Minutes
(iii) Invoice. (iv) Agenda

isa systematlc oral exchange of information, v1ews and opinions about a"
topic, issue, problem or situation among members of a group who share certain common
objectives. : :

(i) Presentation - (ii) Group discussion ‘
(iii)  Group interview . (iv) All of these-
| SECTION - B (15 Marks
. Answer ALL Questions .
ALL Questions Carry EQUAL Marks (5x3=15)

 Narrate the basic forms of communication.
‘ Bring out the process of communication.

_ Explaln the benefits of creative wrltlng
- OR
State the dlfferences Between Deductlve and Inductive Reasoning.

Describe the types of Busmess letters.
OR
Bring out the structure of busmess Ema11

Outline the format of busmess memorandum
OR
 State the characteristics of press release.
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Narrate the. uses of Visual alds '
e "OR . ,
Surnmanze the guldelmes beneﬁts of group d1scuss1on

S_ECTION -C (30 Marks)
" Answer ALL questions o :
ALL quest1ons carry EQUAL Marks - (5x6=30)

Descnbe the pnncrples of effectlve commumcatlon

Drscuss the Do’s and Don’ts of Busmess Vocabulary
~ “OR

, Exammethe bamers of hstemng

Descrxbe the layout of a Busmess letter

_ Process of writing E-méuls

| Draft the agenda and minutes of Annual General Meetmg of a company

OR

_‘ 'Compare Intemal and Exterhal oommumcatlon

Descnbe the structure of prQ]CCt report

"OR

‘Enumerate the Do' s and Don'ts in Resume ertmg




