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B.Com. Programme 6th Semester Examination, 2022

SEC4-COMMERCE

BUSINESS COMMUNICATION
Time Allotted: 2 Hours Full Marks: 60

The figures in the margin indicate full marks.

GROUP-A / <@i9-F / 9T =&

Answer any two questions 12x2 =24
foregl a1 UeAl BT IR I
- 715 &teid Ted wis
F1 T3 UTTH IR =8

1. (a) What are the different forms of communication? 6+6

VAR (communication) & faf¥= MHR & IR # foRay |
Rfen eiEa @i el [ &y
IR (communication) I I~ wUE® & & ?

(b) Explain the different barriers to communication.
VAR (communication) & faf¥= IRM & Ix # faRey |
eCAIsPCE (g ffen epies Aaree 750 @12
HARD! A= TS B ARAT T8 |

2. (a) What is Business Letter? 2+10
IqaTd® 9o (Business Letter) &7 & ?
Jifdfers 7@ (Business Letter) I#10® & (IRl 9
FqaTdd YA (Business Letter) & & ?

(b) Explain in detail, the layout of Business Letters.

FJJATIS U3 B e (layout of Business Letters) & IR # fawar & foRa¥ |
qifderss #icas [fen e Ky Sl F1
JIATAS BT RIS edh! fAaRoH T @rer T |
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3. (a)

(b)

4. (a)

(b)

(a)

6166

Write a Job acceptance letter with reference to the appointment letter for the post
of an Accountant.

TUh PTHece d URE & (o Wigld uF 99 ol fhdl Figfh o3 & daw 4
&l |

RANEHCFT S 216q9 AT @S T T 7IFF 1 (Job acceptance letter)
(Gl

SGMITAD] (Accountant) U&dl SR YR U=dT A=HAT ISR WPl T
a@lﬁ q |

What are the essential features of Oral Presentation?

AR UK (Oral Presentation) @ HgqUl f[qwdl & IR H fIRa |
(MR Torgroiee S (aiErefs sienar ¢
HIRge UM (Oral Presentation) @1 #ecdqul [IRIVdTEs ®- B ?

What is Business report? Discuss the various types of Business report.

Fqaryd KU (Business report) fod @ed g ? faf= uoR @ a@arys
A (Business report) @ R H fo1fRey |

Jifdfers RIS (Business report) & ¢ [fen ez Alfdfers [yfs e @74

a1 RAIC (Business report) @ 8l ? faf¥=1 g&R &1 a@diie Ruces
IR BA%S THE |

Briefly explain the steps in Business Report Writing.

e RUIE @ (Business Report Writing) & U™ & R # We™ H
forfRe |

JiffETe [ ez At foracea [T ait skeweet afq 52
FATRIS RUIE oEed] IRUES IRAT [TARAT AT TR |

GROUP-B / f[et-4 / w1

Answer any four questions:
fp=l oR wedl &1 IR R
-1 B0 et e e

F1 ARACT UTADB] IR R8N

What is effective communication? Discuss the general principles of effective
communication.

ATl HaR (effective communication) fH ®ed g ? 99EI HOR @& g
(principles of effective communications) @& IR H faIRa¥ |

SIS @ENCIPTILE o & @I 9 SR EicispiEs Mg ffowfs g )
JAEHR] FaR & B ? GHGDHRI AIRSD] AAR RIgraes sdhd THer |

6+6

2+6+4

6x4 =24

2+4
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(b)

(c)

(d)

(e)

®
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Write note on:

Are forRay |
Bl 74

fewofl eieger |
(i) Letter of Enquiry
Yodis UA (Letter of Enquiry)
(F0R OF G NE
ARYS UH (Letter of Enquiry)
(i1) Quotation Letter
74 7iq (Quotation Letter)
Quotation T3
What is a cover letter accompanying a resume?
$HIR UF resume & AT A FHad § ?
@b GRF71E (Resume) 25 <N (Cover letter) 0o {3 @RI 9
TR ofex RADT ARAT & & ?
Distinguish between Horizontal and Upward communication.
Horizontal 3R Upward ¥aR & 9/ iR failRay |
S f5F (horizontal) @R TS (upward) @INCINAIICTT AL @2

ddl ¥ STl HaR Horizontal and Upward communication €@ TR

ST |

Write a circular appealing to employees to donate blood.

Y g™ W B BT dTol AN BT YaderT B b fod Ub circular U
T |

I FHICP TSV &) SN B0 Waieeia “icF [Keefe a0 5401

BHARIGRATg Thald T4 Tl TG HhelR oe]sd |

What is the importance of structuring long reports? Explain different parts of long
report.

dT RUre (long reports) @1 HEAT &1 T 78 ¢ | od RAC & Al wrT &
IR ¥ R |

Y oG 109 ermwaTe [ 2 a9 [fen weiefs = @2

ATl Ufdedaged! (reports) WRTHTR! Hewd & & ? oMl Ufddaddl fafi=
ANTERD] ARAT T |

3+3
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(a)

(b)

(c)

(d)

(e)

6166

®

GROUP-C / Reial-at / 97 -1
Answer any four questions:
fhgl IR Ul BT IR QIR
- BIFf6 e Teg wies
F1 ARACT UTADB] IR R8N

What is Video Conferencing?

Video Conferencing f&d &&d & ?

Video Conferencing TS [ @Rl 9

“f9f$AT Conferencing’ & &

What do you mean by agenda and notification?
Agenda 3R notification f&d wed & ?
Agenda @3¢ Notification IeTCe & @RI 9

oSl X @1 (Notification) TIPHT & Bl ?

Why is it necessary to mention the subject at the top of a memo?

fosdt +f1 791 (memo) ¥, AT (subject) BT fora=m @t <A & ?

Memo-43 Toifeicsl 3 Tra a1 e el Sead F11
HH1ep! AT favg Seerg T fdbe arawds © ?

Define Heading and Postscript.

Heading 3R Postscript &1 TiRHTST ST |

Heading @<k Postscript-4< el 1€ |

9RATYT T8’ — Heading and Postscript.

What is non-verbal communication?

3FHE! HAR (non-verbal communication) f&t Fad & ?
i NP (non-verbal communication) IS & @RI ¢
iR-AIRE® (non-verbal) FAR & &I ?

What is Informal Communication?

FIeR® AR (Informal Communication) ft &ad g ?
Informal Communication &1 & @< 9

IFITER® IR & 8l ?

3x4=12



