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UNIVERSITY OF NORTH BENGAL 

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  / িবভাগ-ক / Hkkx -d 

 Answer any two questions 
fdUgha nks iz”uksa dk mÙkj nhft;s 

েয-েকান dিট pেűর উtর দাও 
dquS nqbZ iz”udk mÙkj ys[uqgksl~ 

12×2 = 24

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

 lapkj (communication) ds fofHkUu vkdkj ds ckjs esa fyf[k;sA 

 িবিভn pকােরর েযাগােযাগসাধন ব°বsাgিল িক িক?  

 lapkj (communication) dks fHkUu :ig: ds gks \ 

(b) Explain the different barriers to communication. 

 lapkj (communication) ds fofHkUu ck/kk,¡ ds ckjs eas fyf[k;sA 

 েযাগােযাগসাধেনর েkেt িবিভn pকােরর বাধাgিল সmেn েলখ। 

 lapkjdks fofHkUu ck/kkg: dks O;k[;k xuqZgksl~A 

  

2.  (a) What is Business Letter? 2+10

 O;olkf;d i= (Business Letter) D;k gS \ 

 বািণিজ°ক পt (Business Letter) বলেত িক েবাঝ ? 

 O;olkf;d i= (Business Letter) ds gks \ 

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

 O;olkf;d i= ds ysvkÅV (layout of Business Letters) ds ckjs esa foLrkj ls fyf[k;sA 

 বািণজ°ক পেtর িবিভn pকার িবন°াস আেলাচনা কর। 

 O;olkf;d i=dks ysvkÅVdks fooj.kek O;k[;k xuqZgksl~A 
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3.  (a) Write a Job acceptance letter with reference to the appointment letter for the post 
of an Accountant. 

6+6

 ,d vdkÅVVsaV ds iksLV ds fy;s Lohdf̀r i= cuk;s tks fdlh fu;qfä i= ds lnZHk esa 
gksA 

 িহসাবরkেকর কমর্িনেয়াগ পেtর সােপেk একিট নমুনা কমর্ সংযুিk পt (Job acceptance letter) 
েলখ। 

 ys[kkikydks (Accountant) indks ykfx fu;qfä i=dks lUnHkZek jkstxkj Loh—fr i= 
ys[uqgksl~A 

(b) What are the essential features of Oral Presentation? 

 ekSf[kd izLrqfr (Oral Presentation) ds egRoiw.kZ fo’k;ksa ds ckjs esa fyf[k;sA 

 েমৗিখক উপsাপনার আিবশ°ক �বিশŶ°gিল আেলাচনা কর। 

 ekSf[kd izLrqfr (Oral Presentation) dks egRoiw.kZ fo”ks’krkg: ds-ds gks \ 

  

4.  (a) What is Business report? Discuss the various types of Business report. 2+6+4
 O;olkf;d fjiksVZ (Business report) fdls dgrs gSa \ fofHkUu izdkj ds O;kolkf;d 

fjiksVZ (Business report) ds ckjs eas fyf[k;sA 
 বািণিজ°ক িববৃিত (Business report) িক ? িবিভn pকার বািণিজ°ক িববৃিত সmেn েলখ। 
 O;olkf;d fjiksVZ (Business report) ds gks \ fofHkUu izdkj dks O;kolkf;d fjiksVZg: 

ckjsek NyQy xuqZgksl~A 
(b) Briefly explain the steps in Business Report Writing. 

 O;olkf;d fjiksVZ ys[ku (Business Report Writing) ds ik;nku ds ckjs esa la{ksi eas 
fyf[k;sA 

 বািণিজ°ক িববৃিত pকােশর বা িলখেনর িবিভn ধাপ সংেkেপ বণর্না কর। 

 O;olkf;d fjiksVZ ys[kudks pj.kg: ckjsek fcLrkjek O;k[;k xuqZgksl~A 

  

 GROUP-B / িবভাগ-খ / Hkkx -[k 

5. Answer any four questions: 
fdUgha pkj iz”uksa dk mÙkj nhft;s  
েয-েকান চারিট  pেűর উtর দাওঃ 
dquS pkjoVk iz”udk mÙkj ys[uqgksl~ 

6×4 = 24

(a) What is effective communication? Discuss the general principles of effective 
communication. 

2+4

 izHkkoh lapkj (effective communication) fdls dgrs gSa \ izHkkoh lapkj ds fl)akr 
(principles of effective communications) ds ckjs esa fyf[k;sA 

 কাযর্কারী েযাগােযাগসাধন বলেত িক েবাঝ ? কাযর্কারী েযাগােযাগসাধেনর সাধারণ নীিতgিল বণর্না কর। 

 izHkkodkjh lapkj ds gks \ izHkkodkjh lapkjdk lkekU; fl)kUrg: NyQy xuqZgksl~A 
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(b) Write note on: 
uksV fyf[k;sA 
টীকা েলখ: 
fVIi.kh ys[uqgksl~A 

3+3

  (i) Letter of Enquiry 

   iwNrkN i= (Letter of Enquiry) 

   েলটার অব ্  এনেকায়াির 

   Lkks/kiqN i= (Letter of Enquiry) 

  (ii) Quotation Letter 

  দর পt (Quotation Letter) 

  Quotation i= 

(c) What is a cover letter accompanying a resume? 6

 doj i= resume ds lkFk fdls dgrs gSa \ 

 একিট জীবনপিĂর (Resume) বািহ°ক খাম (Cover letter) বলেত িক েবাঝ ? 

 dHkj ysVj fjtqesdks lkFkek ds gks \ 

(d) Distinguish between Horizontal and Upward communication. 6

 Horizontal vkSj Upward lapkj ds chp varj fyf[k;sA 

 অনুɛিমক (horizontal) এবং  ঊƤর্ািভমুখী (upward) েযাগােযাগসাধেনর পাথর্ক° েলখ। 

 rslksZ j mdkyks lapkj Horizontal and Upward communication chpdks Qjd 
ys[uqgksl~A 

(e) Write a circular appealing to employees to donate blood. 6

 fdlh O;kolk; esa dke djus okys yksxksa dk jDrnku djus ds fy;s ,d circular i= 
cuk;sA  

 সমs কমর্ীেক রkদােনর জন° আেবদন কের িনেয়াগকতর্ার পেk িবjিp রচনা কর।  

 deZpkjhg:ykbZ jänku xuZ vihy xnSZ ldqZyj ys[uqgksl~A 

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

6

 Ykach fjiksVZ (long reports) dh lajpuk dk D;k egRo gSA yacs fjiksVZ ds fofHkUu Hkkx ds 
ckjs eas fyf[k;sA 

 দীঘর্ িরেপাটর্ গঠেনর pেয়াজনীয়তা িক ? এর িবিভn অংশgিল সmেn েলখ। 

 Ykkeks izfrosnug:dks (reports) lajpukdks egÙo ds gks \ ykeks izfrosnudk fofHkUu 
Hkkxg:dks O;k[;k xuqZgksl~A 
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 GROUP-C / িবভাগ-গ / Hkkx -x 

6. Answer any four questions: 

fdUgha pkj iz”uksa dk mÙkj nhft;s  

েয-েকান চারিট  pেűর উtর দাওঃ 
dquS pkjoVk iz”udk mÙkj ys[uqgksl~ 

3×4 = 12

(a) What is Video Conferencing? 3

 Video Conferencing fdls dgrs gSa \ 

 Video Conferencing বলেত িক েবাঝ ? 

 ‘fHkfM;ks Conferencing’ ds gks 

(b) What do you mean by agenda and notification? 3

 Agenda vkSj notification fdls dgrs gSa \ 

 Agenda এবং Notification বলেত িক েবাঝ ? 

 ,tsUMk j lwpuk (Notification) Hkusdks ds gks \ 

(c) Why is it necessary to mention the subject at the top of a memo? 3

 fdlh Hkh eseks (memo) esa] fo’k; (subject) dk fy[kuk D;ksa vfuok;Z gS \ 

 Memo–এর উপিরভােগ িবষয় উেlখ করার pেয়াজনীয়তা উেlখ কর। 

 eseksdks “kh’kZek fo’k; mYys[k xuZ fdu vko”;d N \ 

(d) Define Heading and Postscript. 3

 Heading vkSj Postscript dh ifjHkk’kk nhft;sA 

 Heading এবং Postscript–এর সংjা দাও। 

 ifjHkkf’kr xuqZgksl~ & Heading and Postscript. 

(e) What is non-verbal communication? 3

 vudgk lapkj (non-verbal communication) fdls dgrs gaS \ 

 িনবর্াক েযাগােযাগসাধন (non-verbal communication) বলেত িক েবাঝ ? 

 xSj-ekSf[kd (non-verbal) lapkj ds gks \ 

(f) What is Informal Communication? 3

 vukSipkfjd lapkj (Informal Communication) fdls dgrs gSa \ 

 Informal Communication বলেত িক েবাঝ ? 

 vukSipkfjd lapkj ds gks \ 

 
——×—— 

 


