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BUSINESS COMMUNICATION

Paper–BC–101

Time allowed : 3 Hours] [Maximum Marks : 70

1. What is communication? Explain its objectives and

process.

2. What is formal communication? What are the various

types of formal communication? State out with

advantages and disadvantages.

3. What do you mean by communication barriers? Explain

different types of communication barriers.

Note : Attempt questions in all, selecting at least

question but not more than from each unit. All

questions carry equal marks.
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UNIT–I –I

izR;sd bdkbZ ls de&ls&de iz'u dk p;u djrs gq,]

ysfdu izR;sd bdkbZ ls ls vf/d ugha] dqy ç'uksa ds

mÙkj nhft,A lHkh iz'uksa ds vad leku gSaA

lapkj D;k gS\ blds mís'; ,oa çfØ;k le>kb;sA

vkSipkfjd lapkj D;k gS\ vkSipkfjd lapkj ds fofHkUu çdkj

D;k gSa\ ykHk vkSj gkfu lfgr crkb;sA

,d

nks ik¡p

(bdkbZ )

Roll No. ............................ Total Pages : 3

14001/K/426/960 P.T.O.

lapkj ck/kvksa ls vki D;k le>rs gSa\ fofHkUu çdkj dh lapkj

ck/kvksa dks le>kb,A

laxks"Bh D;k gS\ vki laxks"Bh dk vk;kstu vkSj lapkyu dSls

djsaxs\

çHkkoh lapkj ds fl¼kar D;k gSa\ çHkkoh lapkj dk egRo

le>kb;sA

O;kolkf;d i=kksa ds fofHkUu Hkkx dkSu&dkSu ls gSa\ mnkgj.kksa dh

lgk;rk ls ml ij foLrkj ls ppkZ dhft,A

os çeq• fo'ks"krk,a D;k gSa tks ,d vPNh fjiksVZ dks ifjHkkf"kr

djrh gSa\ vkSipkfjd O;kolkf;d fjiksVZ ds ekud ?kVd D;k gSa\

4. What is a Seminar? How will you convene and conduct

Seminar?

UNIT–II –II

UNIT–III –III

(bdkbZ )

(bdkbZ )

5. What are the principles of effective communication?

Explain the importance of effective communication.

6. What are the different parts of business letters? Discuss

them in detail with the help of illustrations.

7. What are the key features that define a good report?

What are the standard components of a formal business

report?

8. What are the principles of an effective oral presentation?

Explain the factors affecting oral presentation.
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9. What are the barriers to effective listening? How can

listening be improved?

10. Discuss the global communication strategies to overcome

different challenges of cross–cultural communication.

çHkkoh ekSf•d çLrqfr ds fl¼kar D;k gSa\ ekSf•d çLrqfr dks

çHkkfor djus okys dkjdksa dh O;k[;k dhft,A

çHkkoh Jo.k esa D;k ck/k,¡ gSa\ lquus esa lq/kj dSls fd;k tk

ldrk gS\

varj&lkaLÑfrd lapkj dh fofHkUu pqukSfr;ksa ij dkcw ikus ds

fy, oSf'od lapkj j.kuhfr;ksa ij ppkZ dhft,A
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