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BUSINESS COMMUNICATION-II

Paper–BBA-206

Time Allowed : 3 Hours] [Maximum Marks : 80

1. Write brief notes on the following:

(a) Academic Reports

(b) Para Language

(c) Prerequisites of Interview

(d) Communication Structure in an Organisation

(e) Don’ts of Business Letter Writing

(f) Face to Face Conversation.

2. Write-an extended note on nature and scope of business communication.

Note :

Compulsory Question

Attempt questions in all. Question No. is compulsory. All

questions carry equal marks.

five 1

dqy iz'uksa ds mÙkj nhft,A iz'u la[;k vfuok;Z gSA lHkh iz'uksa ds

vad leku gSaA

fuEufyf[kr ij laf{kIr fVIi.kh fyf[k,%

vdknfed fjiksVZ

iSjk Hkk"kk

lk{kkRdkj ds fy, vko';d 'krZsa

,d laxBu esa lapkj lajpuk

O;kolkf;d i=k ys•u esa D;k u djsa

vkeus lkeus ckrphrA

O;kolkf;d lapkj dh çÑfr vkSj dk;Z{ks=k ij ,d foLr`r fVIi.kh fy[ksaA

ik¡p û

(vfuok;Z iz'u)



3 What are the barriers to business communication and how can these be

minimised?

4 What is business report and which are the parameters that determine the

substance of a good business report?

5 What points can be observed in business communication while talking on

phone?

6 Enumerate the factors which influence the internal and external

communication in a business Organisation.

7 What is listening and how can it be effectively useful in an organisation?

8. Commercial letters are drafted very meticulously keeping in view the

interests of both the sender and the receiver. Elaborate.

O;kolkf;d lapkj esa D;k ck/k,¡ gSa vkSj bUgsa dSls de fd;k tk ldrk gS\

O;kolkf;d fjiksVZ D;k gS vkSj dkSu ls iSjkehVj gSa tks ,d vPNh O;kolkf;d fjiksVZ

ds lkj dks fu/kZfjr djrs gSa\

iQksu ij ckr djrs le; O;kolkf;d lapkj esa dkSu ls fcanq è;ku esa j[ks tk ldrs

gSa\

fdlh O;kolkf;d laxBu esa vkarfjd vkSj cká lapkj dks çHkkfor djus okys dkjdksa

dk mYys[k dhft,A

lquuk D;k gS vkSj ;g fdlh laxBu esa çHkkoh :i ls dSls mi;ksxh gks ldrk gS\

çs"kd vkSj çkIrdrkZ nksuksa ds fgrksa dks è;ku esa j[krs gq, okf.kfT;d i=kksa dk elkSnk

cgqr lko/kuh ls rS;kj fd;k tkrk gSA foLrkj ls crk;saA
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