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ED–2004 

B. Com. (Part I) EXAMINATION, 2021 

(Group—I : Compulsory) 

Paper Second 

BUSINESS COMMUNICATION 

Time : Three Hours 

Maximum Marks : 75 

uksV % lHkh ik¡p iz’uksa d¢ mŸkj nhft,A izR;sd bdkbZ ls ,d iz’u 

djuk vfuok;Z gSA lHkh iz’uksa d¢ vad leku gSaA 

 Attempt all the five questions. One question from each 

Unit is compulsory. All questions carry equal marks. 

bdkbZ&1 

(UNIT—1) 

1- izHkkoh lEizs”k.k D;k gS \ lEizs”k.k dks izHkkoh fdl izdkj cuk;k 

tk ldrk gS \ 

What is Effective Communication ? How communication 

can be made effective ?  

vFkok 

(Or) 

Ükzksrk fo’ys”k.k fdls dgrs gSa \ blds mís’; ,oa izdkjksa dk 

o.kZu dhft,A  
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What is Audience Analysis ? Explain its objectives and 

types.  

bdkbZ&2 

(UNIT—2) 

2- lEizs”k.k esa dkSu&dkSu&lh ck/kk,¡ vkrh gSa \ bu ck/kkvksa dks fdl 

izdkj nwj fd;k tk ldrk gS \ 

What are the barriers to communication ? How do you 

overcome these barriers ?  

vFkok 

(Or) 

Jo.krk ls vki D;k le>rs gSa \ Jo.krk ds mís’; o ykHkksa dks 

crkb;sA O;kolkf;d lEizs”k.k esa bldh vko’;drk crkb,A  

What do you mean by Listening ? Explain the objectives 

and advantages of listening. Explain its need to business 

Communication.  

bdkbZ&3 

(UNIT—3) 

3- ,d izHkko’kkyh O;kolkf;d i= ds vko’;d rRoksa dh foospuk 

dhft,A ,d O;kolkf;d i= dh lajpuk le>kb,A  

Discuss the essentials of an effective business letter. 

Explain the structure of a business letter.  

vFkok 

(Or) 

fyf[kr O;kolkf;d lapkj ds vFkZ] xq.k&nks”k ,oa egRo dk o.kZu 

dhft,A  

Describe the meaning, advantage, disadvantages and 

importance of written business communication.   
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bdkbZ&4 

(UNIT—4) 

4- izLrqrhdj.k dh vo/kkj.kk D;k gS \ izLrqrhdj.k dks izHkkfor 

djus okys dkjdksa dks le>kb,A  

What is the concept of Presentation ? Describe the factors 

affecting the presentation.  

vFkok 

(Or) 

fjiksVZ ys[ku ls d;k vk’k; gS \ fjiksVZ rS;kj djus ds <ax D;k 

gSa \ le>kb,A  

What do you mean by Report Writing ? What is the 

process of writing a report ? Describe. 

bdkbZ&5 

(UNIT—5) 

5- ik’oZ Hkk”kk fdls dgrs gSa \ ik’oZ Hkk”kk ds egRo ,oa lhekvksa dks 

crkb,A  

What is Paralanguage ? Discuss the importance and 

limitations of paralanguage. 

vFkok 

(Or) 

fuEufyf[kr ij laf{kIr fVIif.k;k¡ fyf[k, % 

(i) QSDl 

(ii) bZ&esy 

(iii) ohfM;ks dkWUÝsaflax 

Write short notes on the following : 

(i) Fax 

(ii) e-mail 

(iii) Video Conferencing 
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