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Note: The question paper is divided into three sections A, B and C. 
Write answers as per the given instructions.

{ZX}e : ¶h àíZ nÌ "A', "~' Am¡a "g' VrZ IÊS>m| ‘| {d^m{OV h¡& àË¶oH$ 
IÊS> Ho$ {ZX}emZwgma àíZm| Ho$ CÎma Xr{OE&

 Section - A 10 × 2 = 20
(Very Short Answer Questions)

Note: Answer all questions. As per the nature of the question 
delimit your answer in one word, one sentence or 
maximum up to 30 words. Each question carries 2 marks.

 IÊS> - "A'
(A{V bKw CÎmar¶ àíZ)

{ZX}e : g^r àíZm| Ho$ CÎma Xr{OE& Amn AnZo CÎma H$mo àíZmZwgma EH$ eãX, 
EH$ dm³¶ ¶m A{YH$V‘ 30 eãXm| ‘| n[agr{‘V H$s{OE& àË¶oH$ àíZ 
2 A§H$m| H$m h¡&
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1) (i) What is meant by formal communication?

  Am¡nMm[aH$ g§Mma go ³¶m Ame¶ h¡?

 (ii) What is Grapevine communication?

  "A§JyabVm g§Mma' ³¶m h¡?

 (iii) What is Memo?

  ‘r‘mo ³¶m h¡?

 (iv) What is effective communication?

  à^mdr g§Mma ³¶m h¡?

 (v) What do you mean by business letter?

  ì¶mdgm{¶H$ nÌ go Amn ³¶m g‘PVo h¡?

 (vi) What is mock interview?

  H¥${Ì‘/~ZmdQ>r gmjmËH$ma ³¶m h¡?

 (vii) State different types of Non-verbal communication.

  gm§Ho${VH$ g§Mma Ho$ àH$ma ~VmBE&

 (viii) What is proposal writing?

  àñVmd boIZ ³¶m hmoVm h¡?

	 (ix)	 Define	Listening.

  ldU H$mo n[a^m{fV H$s{OE&

 (x) SWOT Analysis.

  ñdmoQ> {díbofU&
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 Section - B 4 × 10 = 40
(Short Answer Questions)

Note: Answer any four questions. Each answer should not 
exceed 200 words. Each question carries 10 marks.

(IÊS> - ~)
(bKw CÎmar¶ àíZ)

{ZX}e : {H$Ýht Mma àíZm| Ho$ CÎma Xr{OE& AnZo CÎma H$mo A{YH$V‘ 200 
eãXm| ‘| n[agr{‘V H$s{OE& àË¶oH$ àíZ 10 A§H$m| H$m h¡&

2) Explain the features of business communication.

 ì¶mdgm{¶H$ g§Mma Ho$ bjUm| H$mo ñnîQ> H$s{OE&

3) Describe the essentials of effective communication.

 à^mdr g§Mma hoVw Amdí¶H$ ~mVm| H$m CëboI H$s{OE&

4) How does an attitude change through communication.

 g§Mma Ho$ Ûmam ÑpîQ>H$moU H$mo H¡$go ~Xbm OmVm h¡?

5) What is group discussion? Describe its advantages.

 g‘yh {dMma-{d‘e© ³¶m h¡? BgHo$ bm^m| H$m dU©Z H$s{OE&

6) What are the uses of internet? What are the barriers in its way?

 BÝQ>aZoQ> Ho$ ³¶m Cn¶moJ h¡? BgHo$ ‘mJ© ‘| AmZo dmbr H$m¡Z gr ~mYmE± h¡?

7)	 Define	Interview.	Discuss	different	kinds	of	an	interview.

 gmjmËH$ma H$mo g‘PmB¶o& gmjmËH$ma Ho$ {d{^ÝZ àH$mam| H$mo g‘PmB¶o&

8) Describe in brief various steps of writing skills.

 boIZ MmVw¶© Ho$ {d{^ÝZ MaUm| H$m g§{jßV dU©Z H$s{OE&
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9) Discuss the importance of business letters.

 ì¶mnm[aH$ nÌm| Ho$ ‘hËd H$mo g‘PmB¶o&

 Section - C 2 × 20 = 40
(Long	Answer	Questions)

Note: Answer any two questions. You have to delimit your each 
answer maximum up to 500 words. Each question carries 
20 marks.

(IÊS> - g)
(XrK© CÎmar¶ àíZ)

{ZX}e  : {H$Ýht Xmo àíZm| Ho$ CÎma Xr{OE& AnZo CÎma H$mo A{YH$V‘ 500 eãXm| 
‘| n[agr{‘V H$aZm h¡& àË¶oH$ àíZ 20 A§H$m| H$m h¡& 

10) “The process of communication begins with a sender” - Explain 

this statement and discuss the process of communication.

 "g§Mma H$s à{H«$¶m ^oOZo dmbo go ewê$ hmoVr h¡' - Bg H$WZ H$mo g‘PmVo 
hþE g§Mma à{H«$¶m H$m dU©Z H$s{OE&

11) Explain the importance of business communication.

 ì¶mdgm{¶H$ g§Mma Ho$ ‘hËd H$mo g‘PmB¶o&

12) Give the guidelines of effective writing skill.

 EH$ à^mdembr nÌ boIZ Ho$ {bE Amdí¶H$ ~mV| H$m¡Zgr h¢?

13) Which are the modern ways of communication? Discuss in 

detail.

 g§Mma Ho$ AmYw{ZH$ gmYZ H$m¡Z-H$m¡Z go h¢? {dñVma go dU©Z H$s{OE&


