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BUSINESS COMMUNICATION
Paper: BCH-1.02

Time : Three Hours ] [ Maximum Marks : 80
Before answering the questions, candidates should ensure that they have

been supplied the correct and complete question paper. No complaint in
this regard, will be entertained after examination.
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Note : Attempt five questions in all, selecting one question
from each Unit. Question No. 1 is compulsory. All
questions carry equal marks.
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1. (a) "Communication is a two-way process." Explain.
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- What is upward communica
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(b) What is grapevine ?
S A o R ?
(c) What is crosswise communication ?
SRS wam w2
(d) What do you mean by halo effect ?
AT S A T ¥ 7
(e) Explain the characteristics of a good speech.
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(f) Whatis a routine report ?
e RO o % 2
(8) What is business negotiation ?
TN At Fr R 7
(h) What is panel discussion ?
U7 = ¥ 2
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. Hon ? Discuss the
problems faced in upward communicatiop, ? How can
these problems be overcome ? 16
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. What factors would help you decide whether to write

memgo, send an e-mail, make a telephone call, leave a
voice mail message or deliver a message in person ?
Explain, 16

91132-2,100-(P-4)(Q-9)(10) {21

wo Apmsnpur smam/sdny



WO Apmy

snpur mam/sdiay

. Write short note on :
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UNIT -1
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. What do you mean by project report ? What factor will

you keep in mind while forming a project report? 16
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(i) Interpretative report
e Rure
(ii) Terms of reference’
e A o
(iii) Bibliography
el
(iv) Informational report
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. What is e-mail ? Give its advantages. What steps are

required to send and receive e-mail 7’ 16
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7. What do you mean by fax ? Describe its advantage

and disadvantage.
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UNIT - IV
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. Explain the techniques/guidelines for conducting a

meeting effectively. What are the merits of holding
meetings for a business organisation ?
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. Explain the term "Audience analysis”. Narrate the

factors, which influence public speech with respect to
characteristics of the audience.
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