TILAK MAHARASHTRA VIDYAPEETH

(Department of Distance Education)

S.Y. B.Com Home Assignment - May 2011-12

Subject: Business Communication Subject Code:- C-214

Instructions:
1) All questions carry equal marks (16 marks each)
2) All questions are compulsory

1.

2.

Define Communication. Explain principles of effective communication.

What is Business Communication? Distinguish between downward and upward
communication.

. State the qualities of a good business letter.

Draft an enquiry letter to D. Das and Co., on behalf of Sonata Enterprises for purchase
of watches for 200 employees.

. Define and name the four types of Reports. Discuss the points that should be

considered. While writing a report.

Write short notes on: 1. Website 3. Fax
2. Email 4, Internet
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