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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

Explain the meaning and importance of the

minutes of a meeting. Describe briefly the

precautions followed while drafting the minutes. 4+16

Explain the concepts of the following phrases

with suitable examples : 5x4

(a)
(b)
(c)
(d)
(e)

Employee empowerment
Forecast
Non-Performing assets
Price point

Thinking outside the box

What is meant by a conference call ? Describe

important preparations for a conference call. 4+16

(a)
(b)
(c)
(d)

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

Resolution
Essentials of a good report
Video Conferencing

Evaluation of job advertisement
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6. 371, UA. U.-138 : SATTATIRIeh TFWoT

qqy : 3 g2 S7ferhad 37 : 100
Jie:  [H3 gia yo91 & IR T | gy 3ol & 3E GHA
g

1. wnfscsr Tmuw =1 7 2 faftm yer & snfee
TEIYOT bl TS HIfTT | 4+16

2. 3IUYH ICEWN h TEEAT & SATEEIIH TET 6
Iewl i ==t Hif | 20

3. TUNU I9A o TIT ! UWIHGd HH o T
HTThT <hl =T hIFT | 20

4. (%) Tilges, @9 UEa fowm, T8 fooht @@
WRE H TH ReeEd o9 fafag R s S
qEd 2 XYZ, A8 i e Teh HIg T8l Wl
o, o8 1wl deh &l ug | 10
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(@) TE®, XYZ GHER-UA, T8 fdoctt &l Th oo
forget e Fifse 6 37k @ d 3R
FEA GRI AT g4 |eclls i o o) T
a2y fau M g | 10

forelt |1 % HREgT Y IR Ik HEW W
TR AT | Hriga foi@d T0d 319HTE S arelt
GrayT=a w1 Gietd guiH i | 4+16

frfafed geredi & Ted =+ 3fud 3gEwn afed
Tse i 5x4

(%) HHART TR

(@) qaigem

(1) 3TSieh gt
(

(

a) qed fomg

) iR smzenmEse T afd

HITHH T BT FT G B ? HIIHT Hid & [T
AT G&I AT =1 qui HIfTT | 4+16
frafafea & @ foedl g1 w feoafort forfe - 10+10
(%) Hehed

(@) =t e it rmaveRand

() <fife iz

(a) Sia fasiTom o1 et
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