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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	 7 × 2 = 14
(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 do you mean by business communication?

		  ì¶mdgm{¶H$ g§Mma go AmnH$m ³¶m Ame¶ h¡?
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	 (ii)	 What is attitude?

		  A{^d¥{Îm ³¶m h¡?

	 (iii)	 What do you mean by communication barrier?

		  g§Mma ~m±YmAm| go AmnH$m ³¶m Ame¶ h¢?

	 (iv)	 What is effective listening?

		  à^mdr ldU ³¶m h¡?

	 (v)	 What is G.D.?

		  Or. S>r. ³¶m h¡?

	 (vi)	 Write two importance of effective presentation.

		  à^mdr àñVwVrH$aU Ho$ Xmo ‘hËd {b{IE&

	 (vii)	What do you mean by business letters?

		  ì¶mdgm{¶H$ nÌ go AmnH$m ³¶m Ame¶ h¡?

	 Section - B	 4 × 7 = 28
(Short Answer Questions)

Note:	 Answer any four questions. Each answer should not 
exceed 200 words. Each question carries 7 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 7 A§H$m| H$m h¡&

2)	 Describe communication process.

	 g§Mma à{H«$¶m H$s {ddoMZm H$s{OE&

3)	 Explain the importance of SWOT analysis.

	 "ñdmoQ> {díbofU' Ho$ ‘hËd H$m dU©Z H$s{OE&
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4)	 Explain the importance of business letters.

	 ì¶mdgm{¶H$ nÌmo Ho$ ‘hËd H$m dU©Z H$s{OE&

5)	 Explain the principles of oral presentation.

	 ‘m¡{IH$ àñVwVrH$aU Ho$ {gÕmÝVm| H$mo g‘PmBE&

6)	 What do you mean by body language? Explain its components.

	 emar[aH$ ^mfm go AmnH$m ³¶m Ame¶ h¡? BgHo$ KQ>H$m| H$m dU©Z H$s{OE&

7)	 Explain various types of interview.

	 {d{^ÝZ àH$ma Ho$ gmjmËH$mam| H$m dU©Z H$s{OE&

8)	 Explain the group discussion process in detail.

	 g‘yh MMm© {d{Y H$mo {dñVma go g‘PmBE&

9)	 Explain the various uses of email services.

	 B©-‘ob godm Ho$ {d{^ÝZ Cn¶moJm| H$m dU©Z H$s{OE&

	 Section - C	 2 × 14 = 28
(Long Answer Questions)

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

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$s{OE& àË¶oH$ àíZ 14 A§H$m| H$m h¡& 

10)	 ‘‘Communication is life blood of business’’. Explain and also 
discuss the importance of communication in business.

	 ""g§Mma ì¶dgm¶ H$m OrdZ a³V h¡''& g‘PmB¶o& ì¶dgm¶ ‘| g§Mma Ho$ 
‘hËd H$s {ddoMZm ^r H$s{O¶o&
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11)	 Explain the various measures to remove communication 

barriers.

	 g§Mma ~m±YmAm| H$mo Xÿa H$aZo Ho$ {bE {d{^ÝZ Cnm¶m| H$m dU©Z H$s{OE&

12)	 Explain the essentials of a good project report.

	 EH$ AÀN>o n[a¶moOZm à{VdoXZ H$s Amdí¶H$ ~mVm| H$m dU©Z H$s{OE&

13)	 Write a business letter to your supplier for timely delivery of 

goods.

	 AmnHo$ Amny{V©H$Vm© H$mo g‘¶ na gwnwX©Jr Ho$ {bE EH$ ì¶mdgm{¶H$ nÌ 
{b{I¶o&


