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ED-2004

B. Com. (Part 1) EXAMINATION, 2021

(Group—1I : Compulsory)
Paper Second
BUSINESS COMMUNICATION
Time : Three Hours
Maximum Marks : 75
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Attempt all the five questions. One question from each
Unit is compulsory. All questions carry equal marks.
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What is Effective Communication ? How communication
can be made effective ?
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What is Audience Analysis ? Explain its objectives and
types.
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What are the barriers to communication ? How do you
overcome these barriers ?
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What do you mean by Listening ? Explain the objectives

and advantages of listening. Explain its need to business
Communication.
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Discuss the essentials of an effective business letter.
Explain the structure of a business letter.
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Describe the meaning, advantage, disadvantages and
importance of written business communication.
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What is the concept of Presentation ? Describe the factors
affecting the presentation.
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What do you mean by Report Writing ? What is the
process of writing a report ? Describe.
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What is Paralanguage ? Discuss the importance and
limitations of paralanguage.
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Write short notes on the following :
(i) Fax
(i) e-mail
(iti) Video Conferencing
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