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B.Com. (Part-1)

Term End Examination, 2017-18

Group - A
Paper - 11

Business Communication

Three Hours] [Maximum Marks @ 75
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- Answer all questions. All questions carry equal

marks.
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What  do  you understand by  self-
development ? How is it developed ?
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What is Seminar ? Discuss its features. How

will you organise a successful seminar ?
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What is meant by Report-writing ? Explain the

importance of report and also explain the

various types of reports.
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What is an effective communication 7 Explain

in brief the principles and importance of
effective communication.
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What is meant by business letter ? Explain its
importance. Discuss the different parts of a

. Hqqr / OR business letter.
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Write notes on any two of the following :
(@) Dunning letter
(b) Order letter

(¢} Circular letter
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What is oral presentation ? What are the

principles of oral presentation 7 Explain those
factors which effects presentation.
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What is Chairman’s speech ? Give the main

contents of Chairman’s speech of a company
and present a specimen.
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You get called for an interview for the post
of “Sales Executive’ in a multi-nutiun_ul
company. How you should prepare himselt for
appearing before the interview board 7
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Write short notes on the following -
(@) Video Conferencing

(b) E-mail
{c) Internet
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