
3870A

Ear

ct+iq<d,i2icb  t|aqR i.  ctiici<iii2ich  qal. i± T5iF tft tqTRIT qrmi

ct+|q<]ii2}q`  T[a  i*  a|Tq¥qiF  aTwh.  ffl  iaFT  a  ife iifir\

(4+8)

5.     (E)  life Hat fflT ¥7 life Hgiv ri 6fi"The
iRIft  a*  qFiqT  iHT  HifiIT  ¥7                                     (6)

(.q)  ag ed a. iTtFT an th TUTffi. TIT ed qrm\  (6 )

en

(tFT)   tmutffil  fflT. ¥?   enaliffii{  tit  irmFT  rd  Er  to
iin-ian. ti{ ed qmi                            (6)

(RT)  mFTat  HtEfJ  th in ed HIT  €zTFT S ed ffla
ed. ffiT rfu qREi                                    (6)

(500)

[This  question paper  contains  8  printed pages.]

Your  Roll  No ...............

Sr.  No.  of Question  paper  :    3870A                              J

Unique  paper  code               :    2416000001

Name  of the  Paper               :   Business communication
SECUGCF  (SOL)

Name  of the  Course             :    SEC

Semester                                    :    II/IV/VI

Duration  :  2 Hours                                 Maximum Marks  :  60

Instructions  for  Candidat-es

1.      Write your Roll No. on the top immediately on receipt

of this  question paper.

2.      Answer  all  questions.

3.      All  questions  carry  equal  marks.

4.      Answers may be written either in English or in Hindi;

but the  same medium  should be used throughout the

Paper.

P.T.O.



3870A

iFT# i± fck iafu

1       iH TTFT-qiF a ith a t3;qT te TTT fitfiRF TRTtR  erqFT

er5fro ire i

2.     Tenftwh.aT8iRaftr  \

3.       enfui!FTi}  3fEFTtT"£.i

4.     iHRTqafflFT Girmt]TianianvEFT vrm+.apife

enft ed. ffiT mezFT PEF fl in rfu I

1.      (a)   "Effective  communication  is  the  cornerstone  of

successful business operations." Do you agree with

the  above  statement.                                                   (6)

(b)  Explain the various flows  of communication used
in modern organizations.                                            (6)
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(a)   What  are  Semantic  Barriers?  Suggest  measures
to  overcome  semantic  Barriers.                             (6)

(b)  Listening is a vital tool of communication. Discuss
the guidelines to  effective listening.                     (6)

2.      (a) What do you understand by the term bibliography?
What   are  the   steps   involved  in  preparing   a
bibliography.                                                                      (6)

(b)  "Courtesy  and  Clarityare  essential  in  effective
writing. "Discuss.                                                               (6)

OR

(a) Write  a  short  note  on  references  and  footnotes.
(6)

(b) Briefly  explain  the  principles  and  guidelines  of
effective writing.                                                           (6)
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3.      Explain why a formal Business Report is essential for

every modem organization today.As a Sales Manager
of M/s.  Verma  and  Co.,  you  have  noticed  a  steady
fall  in  product  sales  over  the  last  quarter.  Write  a
report  to  the  Marketing  Director  of  the   company
analyzing  the  reasons  and  proposing  suggestions  to
improve  sales  performance.                                        (4+8)

OR

What  is  an  annual report?  Write  a  short note  on
the principles  of summarizing the annual reports.   `                ,
Briefly discuss .the  structure  of an annual report.

(2+4+6)  J

4.      Write two  advantages  and  disadvantagesof an e-mail
over conventional form of communication.Draft an e-
rna-il for the following:

The   Ministry   of  Environment   and  Forests   has
introduced  a new  policy to  reduce  plastic  use  in  all

government   offices.   This   policy   requires   all
departments  to  stop  using  single-use  plastics  within

the   next   three   months.   As   the   Director. o.f  the
Department  of Administrative  Services,  you  need to
inform all  department heads  about this policy.  Write
an e-mail to be sent to the department heads.  (2+2+8)

3870A

OR

Explain  the   significance   of  Business   Letters   in
Business   Correspondence.   Describe  in  detail  the
essential  parts  of a  Business  Letter.                     (4+8)

5.      (a)   What   is   an   oral   presentation?   How   oral

presentations  can  be  made  more  effective?     (6)

(b)  Discuss the  strategies to be  successful in  a group
discussion.                                                                             (6)

OR

(a) What  is  an interview?  Discuss  the  guidelines  for
facing interviews.                                                         (6)

(b)  Describe  the  factors  to  be  kept  in  mind  while
planing an effective presentation.                      (6)
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