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Paper - II

Business Communication

Time : Three Hours] ~ [Maximum Marks : 75
[Minimum Pass Marks : 25
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Note : Answer all questions. All questions carry cqual
marks.
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Write a short note on the inter-relations of
communication and self development.
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Define Business Communication. What are the
principles of effective business communication ?
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Explain the meaning of Grapevine communication
and describe its characteristics and type.
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What do you understand by group discussion ?
Mention its necessary elements or ingredients.
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What do you mean by Business Letter ?

Explain the importance and phase of a
business letter.
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What is good and bad news letters ? Explain
with examples.
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What do you mean by report writing ? Explain
the process of report preparation.
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What is the concept of Presentation ? Describe

he factors affecting presentation.
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Explain the objectives, importance and
limitations of interview.
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Write short notes on the following :
(@) Fax

(b) Video conferencing

(¢) e-Mail
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