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BCOLA-138 : BUSINESS COMMUNICATION 

Time : 3 Hours     Maximum Marks : 100 

Note : Answer any five questions. All questions 

carry equal marks. 

1. Describe different steps in the process of 
communication. 20 

2. Differentiate between posture and gesture. 
Explain different types of postures in non-
verbal communication. 4+16 

3. How has modern technology helped 

communication ? Explain giving appropriate 
examples.  20 

4. Discuss basic principles of a business letter. 20 
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5. (a) You are the owner of a book store, New 

Delhi. Write a letter to Messers XYZ, 

Meerut, requesting them to send the 

catalogue of their latest publications in 

Commerce. 10 

(b) You are the proprietor of a big 

departmental store in New Delhi. Write a 

letter to Messers XYZ, Mumbai requesting 

them to appoint you as the agent for their 

cosmetic products. 10 

6. What is meant by a précis ? What are the 

characteristics of a good précis ? Explain the 

problems in writing a précis. 4+8+8 

7. (a) You are applying for the job of a marketing 

manager in a multinational company. 

Prepare imaginary curriculum vitae for the 

same.  10 
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(b) Explain the different key points to be noted 

in an advertisement before reading the 

application. 10 

8. Write notes on any two of the following : 10 + 10 

(a) Encoding 

(b) Postal Life Insurance 

(c) Recruitment 

(d) Conference calls  
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      BCOLA-138 

okf.kT; Lukrd (lkekU;) 

ch- dkWe- (th-) 

l=kkar ijh{kk 

fnlEcj] 2022 

ch- lh- vks- ,y- ,--138 % O;kolkf;d lEizs"k.k 

le; % 3 ?k.Vs     vf/dre vad % 100 

uk sV % fdUgha ik ¡p iz'uksa ds mÙkj nhft,A lHkh iz'uksa ds 

vad leku gSaA 

 

1- lEizs"k.k izfØ;k esa fofHkUu inksa dk o.kZu dhft,A 20 

2- eqæk (ikW'pj) vkSj lkadsfrd (tsLVj) ds eè; vUrj 

Li"V dhft,A v'kkfCnd lEizs"k.k esa fofHkUu izdkj dh 

eqækvksa dks Li"V dhft,A 4$16 

3- vk/qfud rduhdksas us lEizs"k.k esa fdl izdkj lgk;rk 

nh gS \ mi;qDr mnkgj.kksa lfgr Li"V dhft,A 20 
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4- O;kolkf;d i=k ds vk/kjHkwr fl¼kUrksa dk o.kZu 

dhft,A   20 

5- (d) vki fdlh iqLrd Hk.Mkj] ubZ fnYyh ds Lokeh 

gSaA vki eSllZ XYZ, esjB dks ,d i=k fy[kdj 

dkWelZ fo"k; esa muds uohure izdk'kuksa dk 

lwphi=k Hkstus dk vkxzg dhft,A 10 

([k) vki ,d cM+s fMikVZesUVy LVksj] ubZ fnYyh ds 

Lokeh gSaA eSllZ XYZ, eqEcbZ dks ,d i=k 

fy[kdj muds lkSUn;Z mRiknksa dk ,tsUV fu;qDr 

djus dk fuosnu dhft,A 10 

6- izsfll dk D;k vFkZ gS \ vPNs izsfll dh D;k 

fo'sk"krk,¡ gSa \ izsfll fy[kus esa vkus okyh leL;kvksa 

dks Li"V dhft,A 4$8$8 

7- (d) vki fdlh cgqjk"Vªh; dEiuh esa foi.ku eSustj 

dh tkWc ds fy, izkFkZuk&i=k ns jgs gSaA blds 

fy, vki ,d dkYifud thouo`Ùk rS;kj  

dhft,A  10 
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([k) izkFkZuk&i=k Hkstus ls igys foKkiu esa fdrus ewy 

fcUnqvksa ij è;ku nsuk vko';d gS] Li"V 

dhft,A  10 

8- fuEufyf[kr esa ls fdUgha nks ij fVIif.k;k¡ fyf[k, % 

10+10 

(d)  ladsru (Encoding) 

([k)  Mkd thou chek 

(x)  HkrhZ 

(?k)  dkWUÚsal dkWy 

 

 

 

 

 

 

 

BCOLA–138   


