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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

P.T.O.
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(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

What is meant by a précis ? What are the
characteristics of a good précis ? Explain the

problems in writing a précis. 4+8+8

(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
Write notes on any two of the following : 10 + 10
(a) Encoding
(b) Postal Life Insurance
(¢) Recruitment

(d) Conference calls

P.T.O.
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1. T gfea o fafa= osf 1 avfF sifsm 20

2. G (WTER) 3R Wibfash (SER) & HEA 3

e hifg) i gwme o fafi= 9R &t

RIS T T Hifeg| 4+16

3. 3TMYfeh Toh-lehl + U0 | fhd TR FErd

T 7 SUYH ST WET T W 20
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4. MR T H AERYD fHgr w1 9uiE
iU 20

5. (F)eU frdt g 9uer, 8 fioell & @
2l 39 T9d XYZ, T8 *l Tk U3 for@s
wHad forg § 399 TEAdH YRIREL

U5 9 1 AL TS| 10

(@)Y TH o8 feurd=a R, 7§ ool &
@t ®1 fed XYZ, R Rl Th O
fga ST di<d SARl @1 Tee e

i 1 e Sifeu| 10

6. UfEg w1 wm wed B 2 = W & M
At © 2 It faes § o areht wEemsT
! T FHifTT| 4+8+8

7. (%) frdt wgusia s o fauum #AeR
F e & fau we-TI 2 ® T TEe
fq o TH  weute Stedgd qa

EAS 10
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(@) WA-95 951 9 Yged oo W fohad Ha
fagefl W @&\ I oEvEw T, W
HifsT| 10

8. frafafed & @ fosl & W feufir fafaw .

10+10
(&) Wehdd (Encoding)

(@) e Sfad &
(M) odt
() HI3hT Hhid
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