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(For candidates admitted from 2022-2023 onwards)
| B.Com. DEGREE EXAMINATION, NOVEMBER 2022.
Part ITI — Corporate Secretaryship — Major
CORPORATE COMMUNICATION

Time : Three hours Maximum : 75 marks

SECTION A — (20 Marks)

Answer ALL the questions.

L. (A) Choose the correct answer from the

following: ; (5x1=5)

L eaflur sarg ustey @igugeg ————
eraTuL & mg:

(=) EpCprsduw Glg)nu'n.;

(<) GuodGrrsd Qgmiy

(@) epenevaliiiL Clgmi iy

()  gym_ens Qs

Employee transmitting his complaint is
(8) Downward communication

(b) Upward communication

(¢) Diagonal communication

() Grapevine communication

e Carfluy efeugrisemarnd Qsafle|uBSgID &lgsb

() eflsnyenenT g

() Lgld Hasb

(&) Kl eflsTrenes &igshd
(/) Gesflluy sgslbd

Letter clarifying the details sought by his is ~

(a) Enquiry letter
(b) Replay letter
(¢) Status enquiry letter

(d) Collection letter

em ugu eaamllsgamg Hpejeums hlelss, eHhs

s s CQUTBHESLTES) ?
() ehpdéams sugh () efipumen g sb
(@) Csafluy sgsbd (/r)  gQmend &igsLd

To announce the esﬁablishment of a new business,
which letter is suitable?
(a) Circular letter (b) Sales letter

{c) Collection letter (d) Agency letter
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4.

2.1 Gl

&p andng

(<) eumiGlomf) Qgm iy

() Cempadr sidarg Qg

(@) euruGond whybd CeTheer Slveng Glem iy

(rr)  Syrlens Qgmiiry

Body language comes under
(&) Verbal communication
(b) Non-Verbal communication

{¢)  Both Verbal and Non-Verbal communication
(d) Grapevine communication

@ el gdd ufleissomar Qe Gaumigus
Qurgp_sefler Ll g

(S1) @hluurees
(@) Hapsd flyed
A list of items to be transacted at a meeting is

(<)) sl(evyseT

(m)  Bhil rmiser

{(a) Memorandum (b) Articles

(¢) Agenda (d) Minutes
(B) Fill in the blanks: Bx1=25)
QUTTEENSSET epeuiDd Qgmfy Qamereug)

erey SewipsslhEns

Communication through words is called
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10.

I1.

11.

o _GHIT N DI,
wHmib o_BIGHET
DL LUTT&E&EaD

2 RIGERML WiG
T En DL 6T

2_AIEEhHENL Lig)
2_GITEN DUITS

Yours faithfully, yours truly and your sincerely
refer to

&L Qeduniul L. Qur@ml SemeT SIgliLd &y Hib

Letter written dispatching the ordered goods is

@ gl sdler pLeligsmasefian eripsliilL. Ldlay

Written record of the proceedings of a meeting is

Blmeuengdler  Geuemart erarm Gemdeder GlLImmeT

The term company secretary means

Answer the following questions: (5x2=10)

QFT_TLSEnerT euanTUImI&ESaLD.
Define communication.

cuanfle &lqgid eTeTDITEL eTamen ?

What is a business letter?
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13.

14.

16.

17.

DPIGUDE 2 5HTE| CTETDITED CTETE ?

What is an office order?

& eHleurgid eTemmTed eTete ?

What do you mean by Group discussion?

Gl L LD GTENMTE) GTesrent ?

What is meant by meeting?

SECTION B — (56 x 5 = 25)

Answer ALL questions, choosing either (a) or (b).

(1)

(=)

CueGpradhu Sseu g mYer
(PEHWLSFIUSMSE GnMIbIGSET.
State the importance of Upward
communication.

Or
peperyr  F&eld  GSrLily  cumssmer
edlenE @ miseT.
Explain the types of informal
communication.
el myem T : &l 55 Hl6hr Cpréssams
eraflanoriuBgseLb.
Highlight the purpose of enquiry letter.

Or

ST Hig SSH T 2 eTaTL_S&5maEeT 6Tebre ?

What are the contents of order letter?
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18.

18,

20.

{21}

(<)

Gigeias GHitilar Apltiludysaer QeuafiGw
Qaradr(®) eum(HRIGaT.

Bring out the characteristics of Office Note.

Or

&g SBISET WHmih GO sener

Caumiih g g miser.

Distinguish between Letters and Memos.r
@@ peo Cussmetilen GaThEMaTS Snfb&6T.
State the gualities of a good speaker.

Or
Cprramane Geudpanpulien Ligse6T eremasm?

What are the steps in interview process?

ukigsafiar  LIHPsHAOGDL  LfwbrhpsdbEib

ereman eNgE i ?

What are the difference between Transfer
and transmission of shares?

Or
upHl

auenSLILIT(H

Ceuwiens EANEE- ¥
elleurdlasa]ib.

Discuss the classification of Secretarial
correspondence.
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21.

22.

23.

24.

25.

SECTION C — (8 x 10 = 30)

Answer any THREE questions.

LIuIggierer cuewhs S&H6LED Ggm_rmsefler
psHwsgeusms GeualliLbhiaimaer.

Bring out the significance of effective business
communication.

o miser Blpeuasdlenr Lm@GsTIT @lla) Qupeias
PSS FHPHEME F4BH5008 TIPS BIGET.

Write a circular letter announcing the retirement
of a partner of your firm,

saflafl LD Al sdd ueflwureriser  sobg
Qarereug Qgriiurer  geuews  &HDOS S
2 (HEUTSHHGLD. :

Draft an office circular to employees regarding to
attend computer training programme.

Qamhaer I 55616 g fisefler
aenslitimhaamer aleuflEsa)b. :

Describe the classifications of Non-Verbal
communications.

arQdurgs sl Lgdler il sl LSS
Gpanguw @dilieru eumye] Qewiuiayb.

Draft the specimen minutes of Annual General
Meeting.

7 S.No. 6420 T




