
§·¤æ§ü / Unit-I

1. ÃØæßâæçØ·¤ â¢¿æÚU @Øæ ãñU? §â·ð¤ ¥æßàØ·¤ Ìˆß
ÌÍæ ÂýÕ¢Ï·¤ô´ ·ð¤ çÜ° §â·ð¤ ×ãUˆß ·¤è çßßð¿Ùæ
·¤èçÁ°Ð

FD-2004
B.Com. (Part-I) Examination, 2022

Compulsory

Group - I

Paper - II

Business Communication

Time : Three Hours] [Maximum Marks : 75

ÙôÅU Ñ âÖè ÂýàÙæð ´ ·ð¤ ©UîæÚU ÎèçÁ°Ð âÖè ÂýàÙæð ´ ·ð¤ ¥¢·¤
â×æÙ ãñ´ UÐ

Note : Answer all questions. All questions carry equal
marks.
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What is Business Communication ? Describe
its essential features and importance to
managers.

¥Íßæ / OR

SßæòÅU çßàÜðá‡æ âð ¥æÂ @Øæ â×ÛæÌð ãñ´U? SßæòÅU
çßàÜðá‡æ ·¤è çßçÏ ÌÍæ ×ãUˆß ·¤è çßßð¿Ùæ
·¤èçÁ°Ð

What do you understand by SWOT Analysis ?
Describe its method and importance.

§·¤æ§ü / Unit-II

2. â¢¿æÚU ×æ»ü âð ¥æÂ·¤æ @Øæ ¥çÖÂýæØ ãñU? â¢¿æÚU
×æ»ü ·ð¤ Âý·¤æÚUô´ ·¤æ ©UËÜð¹ ·¤èçÁ°Ð

What do you mean by channel of
communication ? Explain the types of channel
of communication.

¥Íßæ / OR

çÙ`ÙçÜç¹Ì ×ð´ âð ç·¤‹ãUè´ Îô ÂÚU â¢çÿæŒÌ çÅUŒÂç‡æØæ¡
çÜç¹° Ñ

(a) âæ×êçãU·¤ ÂçÚU¿¿æü

(b) âæÿææˆ·¤æÚU

(c) çß¿æÚU»ôcÆUè

( 2 )
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Write short notes on any two of the
following :
(a) Group discussion
(b) Interview
(c) Seminar

§·¤æ§ü / Unit-III

3. °·¤ ¥‘ÀðU ÃØæÂæçÚU·¤ Â˜æ ·ð¤ ×éBØ Öæ» ÕÌæ§°
ÌÍæ ©UÙ·¤æ â¢çÿæŒÌ çßßÚU‡æ ÎèçÁ°Ð

Name the main parts of a good business letter
and explain them in short.

¥Íßæ / OR

çàæ·¤æØÌè Â˜æô´ âð @Øæ ¥æàæØ ãñU? §Ù Â˜æô´ ·ð¤
@Øæ ©UgðàØ ãUôÌð ãñ´ U? §Ù Â˜æô´ ·¤ô çÜ¹Ìð â×Ø
ç·¤Ù-ç·¤Ù ÕæÌô´ ·¤ô ŠØæÙ ×ð´ ÚU¹Ùæ ¿æçãU°?

What is meant by complaint letters ? What
are the objectives of these letters ? What
points should be kept in mind while writing
these letters ?

§·¤æ§ü / Unit-IV

4. ÂýçÌßðÎÙ Üð¹Ù âð ¥æÂ·¤æ @Øæ ¥æàæØ ãñU? ÂýçÌßðÎÙ
ÌñØæÚU ·¤ÚUÙð ·¤è Âýç·ý¤Øæ â×Ûææ§°Ð
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What do you mean by Report writing ?
Explain the process of report preparation.

¥Íßæ / OR

ÙñˆØ·¤ çÚUÂôÅüU ÌÍæ çßàæðá çÚUÂôÅüU ×ð´ ¥‹ÌÚU ÕÌæ§°Ð
çßàæðá çÚUÂôÅüU ÌñØæÚU ·¤ÚUÙð ×ð´ Üæ»ê çÙØ×ô´ ·¤æ â¢çÿæŒÌ
ß‡æüÙ ·¤èçÁ°Ð

Differentiate between a Routine Report and
Special Report. Describe briefly the rules
applicable for Special Report preparation.

§·¤æ§ü / Unit-V

5. àææÚUèçÚU·¤ Öæáæ ·¤æ @Øæ ¥Íü ãñU? àææÚUèçÚU·¤ Öæáæ ·ð¤
Âý·¤æÚU °ß¢ ×ãUˆß ·¤è ÃØæBØæ ·¤èçÁ°Ð

What is meant by Body Language ? Explain
the types and importance of Body Language.

¥Íßæ / OR

âæÿææˆ·¤æÚU ·ð¤ ©UgðàØ, ×ãUˆß °ß¢ âè×æ°¡ â×Ûææ§°Ð

Explain the objectives, importance and
limitations of Interview.
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