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IV Semester B.Com./B.B.A/A. E.D.P. and Other Examination, June /July 2026
(SEP 2024 - 25)
COMMERCE/MANAGEMENT
Soft Skills For Business

Time : 1% Hours Max. Marks : 40

Instruction : Answer to the Question either in English or Kannada.

SECTION - A

Answer any five of the following sub-questions. Each sub-question carries 2 marks.
(5%2=10)

1. a) Give meaning of PoP,.
PoP, @5?&3&; Qe&.
b) What is a Memo ?
R0RFR 0TTEI ?
c) Whatis e-mail ?

Q-20eCF 0TTER 2

d) What is dunning letter ?
B o T, 0TTEO ?
o

e) What is 70/30 rule in Negotiation ?
22083008, 70/30 20RO 20T3TE0 ?

f) What is CC in e-mail communication ?

Q-0 FOTTITE AR 0TTEO ?

g) What is public speaking ?
TOTE LT TR 0TTEID 9

P.T.O.
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SECTION B

Answer any four of the following questions Each Question carries 5 marks. (4x5=20)

2

Differentiate between professional and personal communication.

3, $T0 DA §, DT TOITIT SRS 3, 3% 398,

Explain features of digital communication.

Qe TOTTIT FIF NIy LIoR.

What are the five elements of business letters ?

3, BH2T T, 1 DT LOBN ACRT)ey) 2

Explain role of subject line, greeting and closing in professional e-mail.
3,8TT B-Boee IO IROD L0, BoyTeZoDd WY WNFIONT T, /R, WBOA.
Explain techniques to overcome stage fear.

5e0EC LOBI), V0RO 0, NFRY, DE0K.

SECTION -C

Answer any one of the following questions. Each question carries 10 marks. (1x10=10)

7.

8.

Anand Cement Works of Mangalore has sent you 50 bags of poor quality
cement, which cannot be used in construction. As a buyer lodge a complaint
and also write a reply letter on behalf of Anand Cement Works.

ToONERDT SH0n* 0L FFF IO 50 wWew IV mmmag:s ATO0LF FLORAT,
[T VTRF TG, WINTHTOPHOE,; DORTITTIN TR AR T3, WI0WD TR
Slolmd Tnblel % d DT £ TN emgdaagt D W3OWD.

Explain role of agenda, minutes and action reports in effective meeting
management.

BOFRTO B DT BHADE, FTODFRAL, DTN T 8,030 TCONE T3, Fedd 9
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