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BACHELOR OF COMMERCE
(GENERAL) [B. COM. (G)]
Term-End Examination

June, 2026

BCOLA-138 : BUSINESS COMMUNICATION

Time : 3 Hours Maximum Marks : 100

Note : (i) Answer any five questions.

(it) All questions carry equal marks.

1. Describe different steps of the process of

communication in detail. 20
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2. “The communication without using words,
such as gesture, body language, facial
expression 1s called non-verbal
communication”. Elaborate it by
giving different types of non-verbal
communication. 20

3. Discuss the arrangement of a business
letter. 20

4. (a) What 1s money order ? Explain the

procedure of sending money order. 10

(b) What is Value Payable Post (V.P.P) ?
Explain the advantages of V.P.P as a

means of remittance. 10

5. What is meant by notice ? State the points
which should be kept in view before issuing

notice of meeting. 5+15
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6. Explain  the procedure of  report

writing. 20

7. What is meant by a conference call ?
Describe important preparations made for a

conference call. 5+15

8. Write short notes on any two of the

following : 10+10

(a) Chronomatic Barriers

(b) Agency letters

(c) Agenda

(d) Brand
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