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BUSINESS coMMUNICATION
(Moderm, Indian Language)

(Honours/Regular)
Answer the Questjons from any one Option.

Paper ; pcM-AE-1014
Fuj; Marks : 80

Time . Three hours

The figures in the margin indicate
P41 maryeg for the questions:

o OPTION-A
aPer : Bom-AE-1014 (ENG)

(English))

1. State .
True o ether the following S 0-10

or False: (any ten)

@ o sb
TMunication js a Mea" ange is

behaviom‘ is modifieds © oductive
eﬁ'ected’ information iS made PT

als are achievedo

| T




]

(®) Excellent com%cation skill is nof a
prime determinant of succesg

Communi?auon is avoidable and
therefore it is not a continugyg process.

(c)

d oral. communication g message is
tranSImtted orally a'nd therefore it is not
casy to fix respOfISIbility and this leads
to carelessness 1n the implementation

of the message.

owing the audience and the occasion

(e) ;s not essential for a speaker to speak
" effectively |

cultural gap between the speaker ang

7 o listener is not a barrier to effectiye

job application is a saleg letter at its

N st through which one offers g g¢)) his
. or her services.

. er is an
) office ol'dor instrl.lcct)irder containing
" directions ) Ons issueq by a

pordinate which are to e Complied

with by 2 superior receiVing th

uld be avoi
argon ShO "voided wh ,
) 'tjo gomeone unfamiliay, °n talking
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() Theminuteg of 3 meeting are the records
of the discyugsions or decisions taking

place during the course of the meeting.
 An €-mail message should be written on
@ single theme so that it may serve the
desired purpose.
@) Criticg) listening does not require critical
€Xamination of a topic being discussed.
m Cu’,‘""’ulum Vitae (CV) is 2 Latin word
Which means ‘Course of life’.

M) Effectiye communication is goal oriented

“ Listening is a skill that involves
recepti(’n, interpretation and feedback
on the part of the listener t0 the message

et by the speaker.
N i ions : (any five)
following questi v/
(@ : .
) ZY)nte two characteristics of
(b MMunjcation. |
) What is decoding in the communication
Process »
(c) .
z:vnte two demerits of oral
omml,]_nic a tion.
Contd.
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3.

@)

Answer the following :

(@)

" (b)

What is a quotation ?
What is a business report

Differentiate between offj.
ce
office notes. . orders and

Differentiate between intrapersonal and‘

interpersonal communicatjop,

5x4=20
Correct the following : fany five) 1x5=5
(i) She has lost one ten-rupees note.
(i) The man gave false witness,

(i) 1gave him many advices.

(iv) My brother is comparatively better
today.

(v) They reached the station at time
(vi) Wait until I do not retyrn_

Correct the words that hay ,
e
italicized : fany five) 15;:2

(i) The Principal is not €asy of exces
S.

(i) 1 got this picture from 4

artisan. famous
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(i) She spent a considerate sum of
‘ money for my treatment.

(iv) He Will come her (4 direct.

() The morgiof the Indian Army is very
high,

(v) The man spent a large sum of
Money for beneficent purposes.

ChOOSe the correct option : (any ﬁve)
1x5=5
d a judicial/

) They gemande :
about the riot.

Judicioys enquiry
@) To ey :s human/humane.

(iij) | always try to 0 0 the route/root

°f the problem..

All hig attempts were in vain/vein.

(iv)
(v)

(,vl) I never prefer corporeal
- Punishment.

His manners are decent/ descent.

/ corporal

o ; 1x5=5
aS directed : (any fivel

0 The window was broke®
(change

last night.
the voice)

Contd.




(ii) None can deny the tryth,
. (Make an interrogatie sentence)

(iii) Without hard work you cannot
succeed.

(Make a compound sentence )

(iv) Raj said, “I have written this book.”
(Change to direct speech)

(v) Give the antonyms of ‘Weal’ and
‘Unity’.

(vi) Give the synonyms of ‘Pertinent’
and ‘Accord’. '

4. Answer the following questions : (any two)
10x2=20

(i Define communication. What are the
elements of the Communication
process ? 2+8=10

(i) Discuss various types of barrierg in
communication.

(iii) Discuss the 7Cs of . .
communication. ffective

(iv) What is non-verbal communicagioy,
on

Explain different types o
communication. f non-verpal
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S.

(v)

What ig a circular letter ? Draft a circular
letter to dealers to announce a discount
fiuring Durga Puja on all electronic
Items, S

Answer the following questions : (any two)

()

(@)

(iii)

10x2=20

You are the Managing Director of a
“omp any. Write a specimen memo to

TePrimanq the Customer Relation Officer

°f your company for not attending to a
c .
UStomepsg complaint.

Draft an application for appointment to
the Post of g Sales Manager in Bhar.',}t
“Mpany Ltd., Hyderabéd. Refer "co their
advertisement published in the Times of
i Address your application t0 the
Human Resource Manager of the
“*Mpany,
pur import parcel of shirts from
Thalland reveals that they arc b.uttoned
On the Jef; flap as against the right ﬂflp
7 Indig, Write a letter t0 the supplier

refue:
fusing the goods.

* em-1/cBeg) oy Contd.
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‘(v) You are the Manager

(iv) You are the Proprietor »f ABC
Entertainment, Guwahqtj deal?ri;g with

computer equipments, Noy, you want to

buy some computers from' i

. S €rs.
Draft a quotation letter askingutzp;imte
the prices of computerg and other

conditions.

; of H un
Trading Company, Kal‘nat alltgla%ou
placed an order to a com; ’

of some furniture. But nﬁany for supply

W v
cancel the order. Draft a | t you want to

the order. °r cancelling
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