CARMEL COLLEGE OF ARTS, SCIENCE & COMMERCE FOR WOMEN
SEMESTER END EXAMINATION - APRIL 2018
 SEMESTER: IV B.COM                                                                                    Date:27/04/2018                                         
SUBJECT:  BUSINESS COMMUNICATION
Max Marks: 70                                                                                                  Duration: 2 Hrs
Instructions: 
1. All questions are compulsory.
1. Figures to the right indicate marks assigned to each question.	
Q1. Write a report on any one of the following. (250 words approx.) 	               (10)
A) Your firm, Mehra Enterprise, which deals with the supply of traditional sweets and Mithai in Pune is experiencing low sales. Mehra Enterprise is now strategically planning on opening its branch in Goa. As prospective Branch Manager, write a feasibility report, to the head office, Pune giving all the necessary details to the company helping them in their choice of shop location and customer preferences of the local Goan market.
OR
B) The company, Lahore Supplies, which deals with the supply of Ethnic wear has its head office in Delhi. It has noticed that the company branch in Mumbai is not functioning well with falling sales and lack of market goodwill. The company has appointed you to head the committee, which will investigate the functioning of the company branch in Mumbai. Write an investigative report.
Q2.  Answer any two the following (120 words approx.)		                  (5x2=10)
A) You are the manager of Business enterprise Co. Pune. You are working on the idea of upgrading your Co. by renovating, refurnishing and upgrading the technology. Write a letter of enquiry to a firm of architects, with whom you have been having long term business relations, asking for plans and quotations.
 
B) Your firm deals with the sale of branded four wheelers. You have noted that the demand for a particular brand of vehicle is increasing. With the aim to retain the customers and boost the sales, write a letter placing orders with that particular company/Industry for 50 vehicles. Indicate further plans if this strategy boosts your sales.

C) You have opened a new Resort-Spa in Panjim, Goa. As a part of the business strategy to increase sales, write a Sales letter to customers, to allure them to buy your services. Make use of business tactics to enhance the goodwill of the Resort-Spa and upsurge the future sales.

Q3.Attempt any two of the following (120 words approx.)		                  (5x2=10)
A) You need a letter of reference for a candidate whom you wish you hire for your company. Write a letter to the referee mentioned by the candidate.

B) Write a warm testimonial/recommendation letter to a company recommending a candidate who has sincerely delivered honest services in your company/Institute for 5 years.

C) Write a cold testimonial for a security guard, who initially worked in your firm and failed to deliver ethical services on many occasions.

D) [bookmark: _GoBack]Write a note on the interview skills that one needs to acquire or practice prior to giving an interview.



Q4. Answer any two following (120 words approx.)	   		                  (5x2=10)	
A) Write a note on ‘Business letters and their relevance in the business world, highlighting some of their functions. 

B) Write a note on ‘Goodwill letters’ and their importance in the business world and relationships.

C) Your Institute has recently conducted interviews to recruit candidates for the Sales department. In keeping with the decisions taken during the interview, write a letter of appointment to be sent to the selected applicant.

D) Your Co., Natasha Enterprises, has had long term business affiliations with Sanco and sons Pvt. Ltd. You have noted that a recent service delivery by them was disappointing and caused you a loss. Write a letter of complaint, clearly stating the details of the issue and specify your claim.
Q5. Answer any two of the following. (120 words)	 		                  (5x2=10)
A) It has been brought to your notice that one of the employee is constantly breaching the regulations of your company despite the warnings and memos issued. It is decided that his/her employment be terminated.  Write a letter informing the employee of this termination. 

B) It is noted that your employee has been delivering excellent and honest services and satisfied the heads of your company. Write a letter of promotion to be sent to the employee informing and commending with regards to the same.

C)  You have been working in Williams & Sons, Delhi for the past 5 years. You have received no increment despite dedicated services. The Benetton Corporation has offered you a higher post in their company, with a substantial salary increment. Write a letter of resignation to your company.
Q6. Answer any four of the following (120 words approx.)	                             (5x4=20)
A) Write a note on how the RTI act 2005 is an empowering tool to the citizens of India.

B) Describe the process of filing an RTI and briefly explain the distinction between RTI and other fundamental rights of Indians.

C)  Your employer Laser Light-Touch is launching a new innovation, i.e. Z-phone 6 in the market. Draft a press release for the print media.

D) Your Co., Sunshine and Services has recently celebrated it’s the silver jubilee. Write an article to be published in the newspapers which will not only be informative but also enhance the company’s image in the market.

E) The PWD department needs immediate upgradation of its infrastructure, which includes complete renovation, right from the flooring up. Draft a tender notice to be published in the newspaper, giving all the necessary details.
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