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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.  

 (ii) 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 is 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 is 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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 BCOLA–138 

okf.kT; esa Lukrd (lkekU;) 

[ch- dkWe- (th-)] 

l=kar ijh{kk  

twu] 2026 

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

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

uksV % (i) fdUgha ik¡p iz'uksa ds mÙkj nhft,A  

 (ii) lHkh iz'uksa ds vad leku gSaA 

1- lEizs"k.k dh izfØ;k ds fofHkUu pj.kksa dk foLrkj ls o.kZu 

dhft,A   20 

2- ß'kCnksa dk mi;ksx fd, fcuk lapkj tSlk fd b'kkjk] 

'kkjhfjd Hkk"kk] pgsjs dh vfHkO;fDr dks ekSf[kd lEizs"k.k 

dgk tkrk gSAÞ fofHkUu izdkj ds xSj ekSf[kd lEizs"k.k nsdj 

bls foLr`r dhft,A 20 
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3- O;kolkf;d i= dh O;oLFkk ij ppkZ dhft,A 20 

4- (d) euh vkWMZj D;k gS \ euh vkWMZj Hkstus dh izfØ;k 

dk o.kZu dhft,A 10 

([k) Mkd }kjk foØ; (oh- ih- ih-) D;k gS \ oh- ih- 

ih- ds izs"k.k ds lk/ku ds :i esa ykHkksa dk o.kZu 

dhft,A  10 

5- uksfVl ls D;k vfHkizk; gS \ ,d lHkk dk uksfVl tkjh 

djus ls iwoZ fdu fcUnqvksa dks /;ku j[kk tkuk pkfg,] 

O;k[;k dhft,A 5$15 

6- fjiksVZ ys[ku dh izfØ;k dk o.kZu dhft,A 20 

7- dkWUÝsal dkWy ls D;k vfHkizk; gS \ dkWUÝsal dkWy djrs 

le; dh tkus okyh rS;kfj;ksa dh O;k[;k dhft,A 

5+15 



 [ 6 ] BCOLA–138 

D–4115/BCOLA–138 

8- fuEufyf[kr esa ls fdUgha nks ij laf{kIr fVIif.k;k¡  

fyf[k, %   10+10 

(d) ØksukseSfVd ck/kk,¡ 

([k) ,tsalh i= 

(x) ,ts.Mk 

(?k) czk.M 

× × × × × 

 

 

 

 

 

 

 

 

 

 

 


