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Business Communication

Full Marks : 60

nstructions :

iy  There are Seven questions in this Paper.
(i) Attempi Five questions in all.
(iif) Question Nos. 1 & 2 are compulsory.
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Answer Any three of the following : 3x4=p

(a) Feedback isan important component of communicatig,,
Explain.

(b) Elaborate onthe importance of business communicatiq,

(c) Whatisagrapevine? Explain the importance of grapevine
in organizations.

(d) What isa barrier? Explain the barriers to communication

(e) Explain the merits and limitations of downward
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(iv) The marks are indicated in the right side margin. g E communication.

Answer any six questions. . 6x2=12 g g Answer any three questions: 12x3=36

(2) What do you understand by medium or channel of ;5: "é 3. Whatis areport? List on the importance of report writing.
communication? E“ E“ 4. Discuss on the structure and layout of a business letter wit.

(b) What is written communication? g— § the help of a diagram.

(c) Whatisabusiness letter? § § 5. Yourcompany has introduced a new car in the market. Draf

(d) Define amemo. 3 = a sales letter to promote it.

(¢) State some expressions of non verbal communication. 6. Anewemployee hasjoined your organization. Draft a suitatt

() State the media of oral communication. memo for it.

(£) Write some medias of written communication for 7. Discuss on the factors affecting listening. How can it
management. improved?

(h) List some media of written communication for employees. #xx  httpr/www.akubihar.com

() Listthe reasons for liking written communicatior 3911::115 [:)ie?;ﬂ:i:} ;}[112

() State some essentials of a good business letter. W Aad ¢y 3 10 s o,
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