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Tﬁird Semester B.Com. Deéree Examiﬁation, March 2021
" First Degree Programme Under CBCSS
English |
Language Cours_e
 EN 13#1.2 — BUSINESS ENGLISH
(2019 Admiseion-Regulaf)

‘Time : 3 Hours -‘ . 5 R o - Max._Marks 80
SECTION - A

Answer all questions, each in a word or sentence. '

—

What does ‘Headi_'ng‘ indicate in a business létter?

Expand the ehort form PFA as used in emails.

‘V‘Vhat is the t.ene to be avoided in a businesslett'er’? B

Give two examples of comphmentary close ina busmess Ietter

What does "Cc” mean in an email? | |
: Expand HRD as used in appomtment Ietters

Who i is the author of the collection Thoughts in the Cloister and the Crowd?

. What does appro mean in Gujaratr?

© e N o g &~ L N

In-which year did lnfosys start functioning?

- 10. In which year was Face‘book launched? o
: ' (10 x 1 =10 Marks)
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11,
12,

13.

14.
15.
16.
17.
18.
19,

- 20.

21.

22,

23.
24.
25.

26.

SECTION - B

. Answer any eight, each in a short paragraph not exceeding 50 words.

"‘What should be done to minimise errors in a business letter?

What is the relevance of a resume? :

“Since | want a leave | am unwell” — Correct the sentence as wrltten in a Ieave
letter. . : :

What is the im.portance of customer complaints? -

What are the different stages of réport writing?

What is the imp'ortance of making notes of business conversation?

Describe the right body language for an interview.
How should advertisements be worded?
What are the matters to be avoided while preparing the minutes of a meeﬁng?

What was the advice JRD Tata gave Sudha Murty when she tofd h|m about the
proposed Iaunch of Infosys’? ,

What are Narayana I_Vlurty's views on Ieaming from experience?

-Explam the i |mage of the frmt garden used by Narayana I\/Iurty at the end of hIS
- speech:

What is digital detox?'

Explain the phrase "den of comparison” as used in Gulati's article.

How did Narayana Murty's Indian nationality help him in Bu!garia?

What does Gu!atl say’ about sw;tchmg costs, with regard to Facebook’? :
: (8x2=16 Marks)
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27.
28.
29,

30.

31.
32.

33,
34,

- 35,

36.
37.

38.

39.

440, -
' pnvate bank. Prepare a resume for the purpose.

SECTION-C
Answer any siX, each in a paragraph not exceeding 100 words.
What are the various parts of a report?

What should an interviewer be ready with before an interview?

~As. a Commerce student write an emall to a Financial Services - company,

requestlng an lnternshlp opportunrty

Write the agenda for a meeting convened by the Secretary of a Sports CFub '
regardmg an upcoming event. '

Can social networkmg promote busmess’? State 'your views.

Draft a conversation between two entrepreneurs dlscussmg the effects of the
lockdown.. - : :

Create an advertisement for a new Television Channel.

Draft the first three questions asked at an interview for the post of Content Writer
and the respectrve answers given by a candrdate ’

What is the final piece of advice Narayana Murty gave the students regarding
the wealth one earns?

What were the admtrable tralts of JRD Tata S character’?
What is the relevance of moral values in busmess’P

How does Facebook affect the In‘e ofa teenager’? o
| (6 x 4 = 24 Marks)
SECTION - D | |

. _Answer any two each in about 300 words

erte an essay on Sudha Murtys experiences at TELCO

Imagine that you are applylng for the post of Customer Retatlons Executive ina

3 | © K-2485



41,

42,
43,

44.

Draft an email notice as the CEOQ, to the employees of a construction company,
asking them to attend an urgent meetlng Inciude the agenda and also prepare
the mlnutes of the meetmg ‘

How do you reSpOnd to Daniel Gulati's observations on socidl netwofkéng?
Summarise the v_iews of Narayana Murty as expressed in his speech.

Write.lan essay on the various means of business cdrrespondence.
' (2 x 15 = 30 Marks)
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