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BBM/D-21 24013
BUSINESS COMMUNICATION-II
Paper-BBA-206

Time Allowed : 3 Hours] [Maximum Marks : 80

Note :

Attempt five questions in all. Question No. 1 is compulsory. All
questions carry equal marks.
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Compulsory Question ( 3Tamrd ¥9)

1. Write brief notes on the following:
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(a) Academic Reports
e Heh LI
(b) Para Language
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(c) Prerequisites of Interview
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Communication Structure in an Organisation

Teh 989 § HOR Gl

Don’ts of Business Letter Writing
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Face to Face Conversation.
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2. Write-an extended note on nature and scope of business communication.
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3  What are the barriers to business communication and how can these be
minimised?
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4 What is business report and which are the parameters that determine the
substance of a good business report?
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5 What points can be observed in business communication while talking on
phone?
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6  Enumerate the factors which influence the internal and external
communication in a business Organisation.
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7  What is listening and how can it be effectively useful in an organisation?
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8. Commercial letters are drafted very meticulously keeping in view the
interests of both the sender and the receiver. Elaborate.
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