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BACHELOR OF COMMERCE 
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[B. COM. (G)] 

Term-End Examination  

December, 2024 

BCOLA–138 : BUSINESS COMMUNICATION 

 Time : 3 Hours    Maximum Marks : 100 

Note : Attempt any five questions. All questions 

carry equal marks.  

1. Define Communication. Explain the various 

types of Business Communication with the help 

of appropriate illustrations. 4+16 

2. Discuss the various factors influencing the 

choice of communication channel. 20 
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3. (a) Discuss basic principles of business  
 letter.  12 

 (b) Briefly discuss arrangement of business 
 letter.  8 

4. Write notes on any two of the following : 10+10 

 (a) Precis writing 

 (b) Encoding 

 (c) Essentials of a good report 

5. Explain the meaning and importance of the 
minutes of a meeting. Describe the precautions 
followed while drafting the minutes. 4+16 

6. (a) Write a letter of complaint to the Editor, 

 PQR Newspaper, Old Delhi complaining 
 the misrepresentation about your company 
 regarding the supply of fresh milk. 10 

 (b) Messers A, B, C & Co., Jaipur wants to 
 have an agency of the Delhi Boot Factory, 

 Delhi.  Draft the necessary letter from 
 Messers A, B, C & Co. 10 
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7. Describe different steps in the process of 

communication. 20 

8. What do you understand by a business report ? 

Explain the various essentials of a good  

report.   20 
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BCOLA–138 

okf.kT; esa Lukrd (tujy) 

[(ch- dkWe- (th-)] 

l=kkar ijh{kk 

fnlEcj] 2024 

ch-lh-vks-,y-,-–138 % O;kolkf;d lEizs"k.k 

le; % 3 ?k.Vs     vf/dre vad % 100 

uk sV % fdUgha ik ¡p iz'uksa ds mÙkj fyf[k,A lHkh iz'uksa ds 

vad leku gSaA   

1- lEizs"k.k dh ifjHkk"kk fyf[k,A mi;qDr mnkgj.kksa dh 

lgk;rk ls fofHkUu izdkj ds O;kolkf;d lEizs"k.kksa dks 

Li"V dhft,A 4+16 

2- lEizs"k.k pSuy ds pquko dks izHkkfor djus okys 

fofHkUu dkjdksa dk foospu dhft,A 20 
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3- (d) O;kolkf;d i=k ds vk/kjHkwr fl¼kUrksa dk  

 foospu dhft,A 12 

 ([k) O;kolkf;d i=k dh O;oLFkk dk la{ksi esa o.kZu 

 dhft,A 8 

4- fuEufyf[kr esa ls fdUgha nks ij fVIif.k;k¡ fyf[k, % 

10$10 

 (d) izsfll ys[ku 

 ([k) ladsru 

 (x) vPNh fjiksVZ dh vko';drk,¡ 

5- fdlh lHkk ds dk;Zo`Ùk dk vFkZ vkSj egRo Li"V 

dhft,A dk;Zo`Ùk fy[krs le; vko';d lko/kfu;ksa 

dk o.kZu dhft,A 4+16 

6- (d) lEiknd] ih-D;w-vkj- lekpkj&i=k] iqjkuh fnYyh 

 dks ,d i=k fy[kdj f'kdk;r dhft, fd 

 vkidh dEiuh }kjk rkts nw/ dh vkiwfrZ ds 

 fo"k; esa mudh fjiksVZ Hkzked gSA 10 
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 ([k) eSllZ A, B, C ,.M dEiuh] t;iqj] nsgyh cwV 

 iSQDVªh] nsgyh dh ,tsUlh ysuk pkgrs gSaA blds 

 fy, eSllZ A, B, C ,.M dEiuh dh vksj ls 

 vko';d i=k fyf[k,A 10 

7- lEizs"k.k izfØ;k esa fofHkUu inksa dk o.kZu dhft,A 20 

8- O;kolkf;d fjiksVZ ls vki D;k le>rs gSa \ vPNh 

fjiksVZ ds vko';d rRoksa dk o.kZu dhft,A 20 
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