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BUSINESS COMMUNICATION

Paper: BC-101

Time : Three Hours] [Maximum Marks : 80

Note : Attempt five questions in all, selecting atleast one question

from each unit but not more than two. All questions carry

equal marks.

UNIT–I

( –I)

1. What do you mean by Business communication? Explain

the various models of communication. 16

2. Explain the following :

(a) Interdependence between self-development and

communication.

(b) Steps of Audience analysis. 8+8
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3. What is corporate communication? Explain the significance

of corporate communication. 16

4. What is meant by presentation? Explain the purposes and

types of presentation. 16

UNIT–II

( –II)

5. "In an effective communication, conciseness and

completeness are as important as courtesy and clarity".

Discuss. 16

6. What is meant by collection letter? Explain its purpose and

in-series the letter written for collection to customer. 16
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7. What is Business Report? Explain the objectives and qualities

of a good business report. 16

UNIT–III

( –III)

8. What is meant by Oral Presentation? Discuss the main

principles of Oral Presentation. 16

9. What is effective listening? Explain the principles and

guidelines for effective listening. 16

10. What is Time Management? Explain the needs and

techniques of time management. 16




