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BUSINESS COMMUNICATION
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Vhi %Vhi %Vhi %Vhi %Vhi % [k.M ̂v* esa nl vfry?kwŸkjh iz'u gSa] ftUgsa gy djuk vfuok;Z gSA [k.M
^c* esa y?kwŸkjh ç'u ,oa [k.M ̂ l* esa nh?kZ mŸkjh ç'u gSaA [k.M ̂ v* dks
lcls igys gy djsaA

Note : Section 'A', containing 10 very short-answer-type questions, is compulsory.
Section 'B' consists of short-answer-type questions and Section 'C'
consists of long-answer-type questions. Section 'A' has to be solved first.

Section - 'A'

fuEukafdr vfry?kwŸkjh ç'uksa ds mŸkj ,d ;k nks okD;ksa esa nsaA
Answer the following very short-answer-type questions in one or two
sentences.     (1x10=10)

ç'u 1- O;kolkf;d lEizs"k.k ds vko';d rRo D;k gS\
What are the essential features of  business communication?

ç'u 2- lapkj ekWMy D;k gS\
What is communication model?

ç'u 3- vaxwjhyrk lEizs"k.k dk D;k vFkZ gS\
What is meaning of grapevine communication?

ç'u 4- izfrosnu ls vki D;k le>rs gSa\
What do you understand by report?

ç'u 5- izHkkoiw.kZ lEizs"k.k ds fdUgh nks fl)karksa dks crkb,A
State any two principles of effective communication.
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OR

fcØh i= D;k gS\ ,d fcØh i= fy[krs le; fdu fcUnqvksa ij /;ku nsaxs\
What is a sales letter? What points should be kept in mind while writing a
sales letter?

ç'u 4- izLrqrhdj.k dh vo/kkj.kk D;k gS\ izLrqrhdj.k dks izHkkfor djus okys dkjdksa
dks le>kb,A
What is concept of presentation? Explain the factors affecting the
presentation.

OR

izfrosnu ys[ku ls D;k vk'k; gS\ izfrosnu rS;kj djus dh izfØ;k le>kb,A
What do you mean by Report Writing? Explain the process of report
preparation.

ç'u 5- vk/kqfud O;kolkf;d lEizs"k.k esa fdu lk/kuksa dk mi;ksx fd;k tk jgk gS\
buls gksus okys ykHkksa dks crkb,A
What forms of communication are being used in the modern business
world? Explain their advantages.

OR

vHkkf"kd lEizs"k.k ds fofHkUu izdkjksa dh O;k[;k dhft,A
Explain various types of non-verbal communication.
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ç'u 6- dk;kZy; Kkiu D;k gS\
What is office memorandum?

ç'u 7- izLrko fdrus izdkj ds gksrs gSa\
How many types of proposal are there?

ç'u 8- foØ; izLrqrhdj.k ls vki D;k le>rs gSa\
What do you understand by sales presentation?

ç'u 9- Hkk"kk izfr:i D;k gS\
What is para language?

ç'u 10-ohfM;ks dkWUlÝsaflax D;k gS\
What is Video Conferencing?

Section - 'B'

fuEukafdr y?kq mŸkjh; ç'uksa ds mŸkj 150&200 'kCn lhek esa nsa
Answer the following short-answer-type questions with word
limit 150-200                                                                                               (5x5=25)

ç'u 1- O;kolkf;d lEizs"k.k ds fofHkUu :iksa dh laf{kIr O;k[;k dhft,A
Explain briefly various forms of  business communication.

OR

izHkkoh lEizs"k.k dh lhekvksa dks le>kb,A
Explain limitations of an effective communication.

ç'u 2- vukSipkfjd lEizs"k.k D;k gS\ bldh gkfu crkb,A
What is informal communication? State its disadvantages.

OR

O;fDrxr vojks/k D;k gS\ le>kb,A
What is personal barrier? Explain.

ç'u 3- ,d vPNs O;kolkf;d-i= dh fo'ks"krk,a crkb,A
State the characteristics of a good business letter.

OR

vkns'k i= fy[krs le; fdu-fdu ckrksa dks /;ku esa j[kk tkrk gS\
Which factors should be kept in mind while preparing the order letter?

ç'u 4- ekSf[kd izLrqrhdj.k ds fy, fdu fl)karksa dk ikyu fd;k tkrk gS\
Which principles are followed while making Oral Presentation?

OR

losZ{k.k vk;kstu dh izfØ;k le>kb,A
Explain the process of conducting survey.

ç'u 5- vHkkf"kd lEizs"k.k ls D;k vfHkizk; gS\
What do you mean by non-verbal communication?

OR

ohfM;ks dkWUÝsflax dh lEisz"k.k esa Hkwfedk dh foospuk dhft,A
Discuss the role of  Video Conferencing in communication.

Section - 'C'

fuEukafdr nh?kZ mŸkjh; ç'uksa ds mŸkj 300&350 'kCn lhek esa nsa
Answer the following long-answer-type questions with word
limit 300-350                                                                              (8x5=40)

ç'u 1- O;kolkf;d lapkj D;k gS\ izca/kdks ds fy, blds egRo dh foospuk dhft,A
What is Business Communication? Discuss its importance to managers.

OR

Jksrk fo'ys"k.k D;k gS\ blds mís';ksa dk o.kZu dhft,A
What is Audience Analysis? Describe its objectives.

ç'u 2- lapkj ekxZ ls vkidk D;k vfHkizk; gS\ lapkj ekxZ ds izdkjksa dk mYys[k
dhft,A
What do you mean by Channel of Communication? Explain the types of
channels of Communication.

OR

lk{kkRdkj ,oa fopkjxks"Bh dk o.kZu dhft,A
Describe Interview andSeminar.

ç'u 3- f'kdk;rh i=ksa ls D;k vk'k; gS\ bu i=ksa dks fy[krs le; fdu&fdu ckrksa
dks /;ku esa j[kuk pkfg,A
What is meant by complaint letters? What points should be kept in mind
while writing these letters?
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