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 BCOLA-138  

BACHELOR OF COMMERCE (GENERAL) 

(B.Com.(G)) 

Term-End Examination 

June, 2022 

 

BCOLA-138 : BUSINESS COMMUNICATION 

Time : 3 hours Maximum Marks : 100 

Note :  Attempt any five questions. All questions carry 

equal marks. 

 

1. What is verbal communication ? Explain 

different types of verbal communication. 4+16 

2. Discuss purpose of business communication 

giving appropriate illustrations. 20 

3. Discuss various factors influencing the choice of 

communication channel. 20 

4. (a) Write a letter of complaint to the 

Superintendent, Railway Parcel Section, 

New Delhi Station, about the non-delivery 

of the consignment to Mr. XYZ, Meerut, 

which you dispatched about a month ago. 10 
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(b) Write a letter to the Editor, XYZ Newspaper, 

New Delhi complaining the misrepresentation 

about your company regarding the supply of 

fresh milk. 10 

5. Explain the meaning and importance of the 

minutes of a meeting. Describe briefly the 

precautions followed while drafting the minutes. 4+16 

6. Explain the concepts of the following phrases 

with suitable examples : 54 

(a) Employee empowerment 

(b) Forecast 

(c) Non-Performing assets 

(d) Price point 

(e) Thinking outside the box  

7. What is meant by a conference call ? Describe 

important preparations for a conference call. 4+16 

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

(a) Resolution 

(b) Essentials of a good report 

(c) Video Conferencing 

(d) Evaluation of job advertisement 
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~r.gr.Amo.Eb.E.-138 : ì`mdgm{`H$ gåàofU 

g_` : 3 KÊQ>o  A{YH$V_ A§H$ : 100 

ZmoQ> :  {H$Ýht nm±M àíZm| Ho$ CÎma Xr{OE & g^r àíZm| Ho$ A§H$ g_mZ 
h¢ & 

 

1. empãXH$ gåàofU Š`m h¡ ? {d{^Þ àH$ma Ho$ empãXH$ 
gåàofUm| H$mo ñnîQ> H$s{OE & 4+16 

2. Cn`wº$ CXmhaUm| H$s ghm`Vm go ì`mdgm{`H$ gåàofU Ho$ 

CÔoí`m| H$s MMm© H$s{OE & 20 

3. gåàofU M¡Zb Ho$ M`Z H$mo à^m{dV H$aZo dmbo {d{^Þ 

H$maH$m| H$s MMm© H$s{OE & 20 

4. (H$) {ZarjH$, aobdo nmg©b {d^mJ, ZB© {Xëbr aobdo 
ñQ>oeZ H$mo EH$ {eH$m`V nÌ {b{IE {H$ AmnZo Omo 
nmg©b lr XYZ, _oaR> H$mo H$ar~ EH$ _mh nhbo ^oOm 
Wm, dh A^r VH$ Zht nhþ±Mm & 10 
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(I) gånmXH$, XYZ g_mMma-nÌ, ZB© {Xëbr H$mo EH$ nÌ 
{bIH$a {eH$m`V H$s{OE {H$ CZHo$ boI _| AmnH$s 
H$ånZr Ûmam VmOm XÿY gßbmB© H$aZo Ho$ ~mao _| JbV 
VÏ` {XE JE h¢ & 10 

5. {H$gr g^m Ho$ H$m`©d¥Îm Ho$ AW© Am¡a CgHo$ _hÎd na 
àH$me S>m{bE & H$m`©d¥Îm {bIVo g_` AnZmB© OmZo dmbr 
gmdYm{Z`m| H$m g§{já dU©Z H$s{OE & 4+16 

6. {ZåZ{b{IV _whmdam| Ho$ g§X^© H$mo C{MV CXmhaUm| g{hV 
ñnîQ> H$s{OE : 54 

 (H$) H$_©Mmar ge{º$H$aU 

 (I) nydm©Zw_mZ 

 (J) AZO©H$ n[agån{Îm`m± 

 (K) _yë` {~ÝXþ 

 (L>) qWqH$J AmCQ>gmBS> X ~m°Šg 

7. H$m°Ý\«|$g H$m°b H$m Š`m AW© h¡ ? H$m°Ý\«|$g H$m°b Ho$ {bE 
Amdí`H$ _w»` V¡`m[a`m| H$m dU©Z H$s{OE &  4+16 

8. {ZåZ{b{IV _| go {H$Ýht Xmo  na {Q>ßn{U`m± {b{IE : 10+10 

 (H$) g§H$ën 

 (I) AÀN>r [anmoQ>© H$s Amdí`H$VmE± 

 (J) dr{S>`mo H$m°Ý\«|$qgJ 

 (K) Om°~ {dkmnZ H$m _yë`m§H$Z 


