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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¡&

1) (i) What is communication?

  g§Mma ³¶m h¡?
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 (ii) What is formal communication?
  Am¡nMm[aH$ g§Mma ³¶m h¡?

 (iii) What do you mean by Group Discussion?
  g‘yh MMm© go AmnH$m ³¶m Ame¶ h¡?

 (iv) What is Business Report?
  ì¶mdgm{¶H$ à{VdoXZ ³¶m h¡?

 (v) Write two aspects of attitude.
  ÑpîQ>H$moU Ho$ Xmo-nj {b{IE&

 (vi) What is communication barrier?
  g§Mma ~mYm ³¶m h¡?

 (vii) What is up-ward communication?
  Adamohr g§Mma ³¶m h¡?

 (viii) Write two characteristics of business letters.
  ì¶mdgm{¶H$ nÌm| H$s Xmo {deofVmE± {b{IE&

 (ix) What is effective listening?
  à^mdr ldU ³¶m h¡?

 (x) What is grapevine communication?
  A±JyabVm g§Mma ³¶m h¡?

 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& Amn 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¡&
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2) Write the essential element of effective communication.

 à^mdr g§Mma Ho$ à‘wI VËdm| H$mo {b{IE&

3) Differentiate between formal and informal communication.

 Am¡nMm[aH$ d AZm¡nMm[aH$ g§Mma ‘| AÝVa ñnîQ> H$s{OE&

4) Discuss the advantages and disadvantages of video 

conferencing.

 {d{S>¶m| H$mÝ’«|$pÝg¨J Ho$ bm^ d Xmofm| H$s {ddoMZm H$s{OE&

5) Write a business letter for supply of goods in a departmental 

store.

 EH$ {S>nmQ>©‘oÝQ>b ñQ>moa ‘| ‘mb H$s ny{V© Ho$ {bE EH$ ì¶mdgm{¶H$ nÌ 
{b{IE&

6) Discuss in detail the different channels of communication.

 g§Mma Ho$ {d{^Þ ‘mÜ¶‘m| na {dñVma go MMm© H$s{OE&

7) Explain the dis-advantages of non-verbal communication.

 gm§Ho${VH$ g§Mma H$s hm{Z¶m| H$mo ñnîQ> H$s{OE&

8) Discuss the various types of Body Language.

 emar[aH$ ^mfm Ho$ {d{^Þ àH$mam| H$s ì¶m»¶m H$s{OE&

9) Explain the various steps involved in conducting a group 

discussion.

 EH$ g‘yh MMm© H$mo g§Mm{bV H$aZo ‘| CR>mE OmZo dmbo H$X‘m| H$mo g‘PmBE&

 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.



284

BC-04 / 400 / 4  (4) 

(IÊS> - g)
(XrK© CÎmar¶ àíZ)

{ZX}e  : {H$Ýht Xmo àíZm| Ho$ CÎma Xr{OE& Amn 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) What do you mean by business communication? Explain 

various barriers in communication process. How we can 

remove these barriers.

 ì¶mdgm{¶H$ g§Mma go AmnH$m ³¶m Ame¶ h¡? g§Mma à{H«$¶m ‘| AmZo dmbr 
{d{^ÝZ ~mYmAm| H$m dU©Z H$s{OE& h‘ BZ ~mYmAm| H$mo {H$g àH$ma hQ>m 
gH$Vo h¡?

11) What is Interview? Explain various types of interviews with 

their merits and demerits.

 gmjmËH$ma ³¶m h¡? {d{^Þ àH$ma Ho$ gmjmËH$mam| H$mo CZHo$ JwU d Xmofm| Ho$ 
gmW g‘PmBE&

12) What is SWOT analysis? How it helps a manager in business 

management.

 ñdm°Q> ³¶m h¡? EH$ ‘¡ZoOa H$mo ì¶dgm¶ à~ÝYZ ‘| SWOT (ñdm°Q>) {H$g 
àH$ma ‘XX H$aVm h¡?

13) Write short notes on: 

 g§{jßV {Q>ßnUr¶m± {b{IE&
 (i) Self Development / ñd-{dH$mg
 (ii)  Techniques of Digital communication / {S>{OQ>b g§Mma H$s 

VH$ZrHo$&


