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BACHELOR OF BUSINESS ADMINISTRATION 
 

BFB 3204:  BUSINESS ENGLISH 
  
DATE: DECEMBER 2016            TIME: 2 HOURS 

INSTRUCTIONS:  Answer question one and any other two questions. 
 

QUESTION ONE (30 MARKS)  

a) You are the C.E.O Nupita enterprises and you have noticed laxity among the employees.  

This is affecting their productivity and hence that of the organization.  Write a memo 

with an aim of highlighting the issue and also correcting it.  Outline stern measures to 

those who do the contrary to the expectations of the company.    (15 marks) 

b) Imagine you are an office manager in a very busy organization, cite five ways a 

dictionary would be a useful office tool to you.      (5 marks) 

c) As an upstart business entrepreneur, explain five reasons why businesses should embrace 

modern technology          (10 marks)  

QUESTION TWO (20 MARKS) 

a) Using illustrations, explain the following terms  

(i) Suffix          (2 marks) 

(ii) Prefix           (2 marks) 

(iii) Synonym         (2 marks)  

(iv) Antonym          (2 marks) 
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b) Having attended a business meeting, define what an agenda is, and illustrate your answer   

(2 marks) 

c) Imagine you are the secretary of Umoja football club.  There is going to be a meeting to 

discuss the problems facing the club, an inter-club football match and change of coach.  

Remember there was another meeting held before this.  Write down the proceedings of 

the meeting           (10 marks) 

QUESTION THREE (20 MARKS) 

a) You are in-charge of admissions at Hurhghan University.  Many aspiring students have 

written letters to you inquiring about the courses offered at the University, fees structure 

and whether students get accommodation at the campus or not.  Write a reply responding 

to the letters of inquiry.         (9 marks) 

b) Identify the nouns in the following sentences and indicate whether they are proper, 

common, collective or compound.   

(i) The crowd relaxed after the thief was arrested by the police officers.  (2 marks) 

(ii) The organization my brother works for has transferred to Uganda   (2 marks) 

(iii) The parliament is discussing a very important matter; the choice of the Deputy 

Chief Justice          (2 marks)  

c) Change the following sentences according to instructions given after each. 

(i) The regulations have been changed by the management (Change into active 

voice)          (1 mark) 

(ii) My father asked me if I had spent all the money on beer.  (Rewrite in reported 

speech.)          (1 mark) 

d) Underline and indicate whether the verbs in the following sentences are transitive or 

intransitive 

(i) Mary sweeps the house everyday       (1 mark) 

(ii) He walked into the room hurriedly      (1 marks) 

(iii) He came home late         (1 mark) 

QUESTION FOUR (20 MARKS) 

a) Outline the main features of an email.       (2 marks) 

b) Explain three advantages of an email message to a letter.     (6 marks) 
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c) Indicate whether the pronouns in the following sentences are personal, possessive or 

reflexive  

(i) Those books are yours, mine are in the cabinet.     (2 marks) 

(ii) He gave himself a break after the examinations.     (2 marks) 

(iii) I told myself that she will never beat me again.     (2 marks) 

d) Re-write the sentences below putting the verbs in brackets in the correct form.   

(i) The board of management (decide) the fate of the student by Monday next week.   

(2 marks) 

(ii) If it (rain) we (plant)         (2 marks) 

(iii) The bus (left) when I (arrive)       (2 marks) 

 

QUESTION FIVE (20 MARKS) 

a) You are the secretary of Huduma Co-operative Society.  Explain four reasons why you 

need to write the minutes of a meeting.       (4 marks) 

b) List the ten parts of formal minutes.        (5 marks) 

c) Indicate the correct spelling of the words in brackets. 

(i) James conducted himself with impeccable (demeanor, deamenor)  (2 ½ marks)  

(ii) Students find it hard to get good (accomodation, accommodation)  outside campus  

(2 ½ marks) 

d) Re-write the following sentences correctly. 

(i) The new computer equipment are being delivered today.   (2 mark) 

(ii) Lady’s clothes are on the third floor.      (1 mark) 

(iii) Although I didn’t think it possible but I still passed the exam.   (2 mark) 

(iv) This morning I lost my car’s keys      (1 mark) 


