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BUSINESS COMMUNICATION

(BCA-%Q@? |
Time : 14 Hours | \Q‘b§ [Maximum Marks ; 75
Note : Attempts@estmns from all sections
as per instructions.
Section-A
Note : Attempt any two questions. Each
guestion carries 7.5 marks, yery short
answer is required. Not exnjeedmg 75
words., | /Ex? 5=15
1. Give two limitations of facsinije as a too!

for commumcatio:.

c L punication”?
P.T.0O.

3 What s "Interactive

3.

S.

What a1€ the barriers to listening and

how does 0N€ Overcome them?

What is circular? Specify the difference
between ndtice and circular,

What is statutory report?

Section-B

Note : Attempt any one gquestion, out of

an

the following three questions. Fach
question carries 15 marks. Short
®nswer is required not exceeding 200
'fmrds. 1x15=15
Difff_:reﬂtiate the official letters and
business letters,
SPecty how Information Technology is
helPifg managers transmitting and

f“".-."IVP .i':._r' + - -
rig ‘“fﬂﬂ‘natiun, data by using 11

Fraofe o0, :
LAl =3 i L‘-‘Jt:‘tf;l"tr
A5
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g What is art of listening? Explain the

principles of good listening.

Section-C

Note : Answer any two questions out of

~ the following five questions. Each

question carries 2%@ marks, Answer
is required m,g&%h's 2><22 5=45

S. Define th%ﬁrm feedback. Explain its

process, method and guidelines to make

effective feedback.

10. (a} "Kinesics plays an important role

N communication”. Discuss this

statement.

(b} Explain the Importance ¢f 7 ¢'s of

communication as given by Francis
). Bergin. |

120n4(Cv-11)/3 P.T.O.

11.

12.

13.

What do YOU mean by internet? What

are its uses? Also writes the barriers In

its way.

(a)

"Complaints are not routine letters.

The writer has to write them with
special case and skills."Do you

agree to this view? Justify your

answer.

(b) Draft a sales letter to promote the

(b

(a)

i.
i

sales of some new product. -
Comment on the importance of
public address system.

Comment on Enquiries and reply

letters.,
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