BC-04

Business Communication

SATATATRIS TR

afer TTYTAIcHS T2T (Very Short Questions)

1. What is communication?
TEIYOT AT 2
2. Mention any two characteristics of communication.

GEIYO Y 1S &1 RISy sarsd|

3. What is “feedback” in the process of communication?

HEuT <t wfeRam & wferyet i R

4. Name any two media of communication?
TEINUT o oI5 &1 ATEdH o - faRad

5. What is downward communication?
STENITHY FESSOT 3817 2

6 What do you mean by horizontal communication?
ferT RIS T 31T T A 2

7 Define upward communication?

JEETTHT TFEITOT BT TICATIRTA Shisfia|

8 What is diagonal communication?
farfeRuTicHeh TwswoT /T 2

9 What is ‘input’ in the context of communication?
HEET o T-aW H $IYE T 2

10 Name any two means of visual communication.
T TEIYT o S &1 ATe STargd|

11 Name any two means of written communication.
TR |esiwoT < iE &1 AT ATl

12 Name any two means of oral communication.
TResh TEINOT o IS 3T ATE Sarsd|

13 Write full form of ‘SWOT”.
e 1 9ol & feafet

14 What do you mean by attitude?
AT & 1T T T R

15 Mention any two objectives of self-development.



TR o fohrel 3l 335%al i SISl

16 What do you mean by ‘threats’ in reference to SWOT analysis?
wie % graxl § A & 1T R T 2

17 What is effective communication?
STt EERIOT R R

18 Name any two elements of effective communication.
TSl SEIOT < RIS &1 dedl arsd|

19 Mention any two principles of effective communication.
TS HESINUT 3 1S af feaT=d srargd|
What do you mean by ‘reaction’ in context of effective communication?
TS TESOT o Tea | SfsRaT & ST R THEd 2

20 What is ‘editing’?
e 7 2

21 What is the body of a letter?
T O ST T T T Bl

22 What is complementary clause in reference to business letter?
T 31 T T W T &Il 2

23 What do you mean by ‘layout’ in context of business letter?
AT U o Gray § THEHTcHe aTerRT 1T 2T 2

24 What is business letter?
TR T o T-a¥ H fo=Ime & STTIeht T 31T 2

25 Why reference number is inserted in business letter?
ST U T 2

26 What is the purpose of postscript (p.s.) in reference t business letter?
TR T | el T T Sooia AT fehaT SITaT 2

27 Mention any two types of sales letter.
ST 3 o T & .31 399 2

28 Mention any two characteristics of formal communication.
TSk o o oIS &1 Wb SIaTgd|

29 Write any two objectives of formal communication.
HTieh GFwoT sht h1g & forRaTd srars|

30 Mention any two characteristics of informal communication
ST, TFEISTT o 1S a1 Sevd gl

31 Write any two major barriers of communication.
AT FFITUT ShT 1S &1 forRISaTg SeTsl

32 Mention any two basis of group formation.

HEINUT <Y SRS ST ST FdTsd|




33 Write two important characteristics of primary group.
HE U0 o I3 &1 AR TaTgdl

34 Write two important characteristics of secondary group.
Srorfie |vE shi 1S A farvaTd srarsd|

35 Write any two objectives of group discussion.
ferefier o <1 <A1 a1 fomivaTd srargd)

36 Write any two objectives of individual presentation.
s ferere e 36 g @ o R

37 Write any two features of individual presentation.
SR Sl Teh0T o g &1 3e SIdTgal

38 Write any two objectives of group presentation.
SR Sl Teht0T sht shlg &l feread ferfia
40  Write any two features of group presentation.

TR TEIATHL0T % i3 ol e S|

41 Write any two classification of proposal.
TS S TRA0T 3h1 g al foRTaTg, ferRal
42 Write three contents of a proposal.
TS o SIS QT aFTehtoT Tt |
43 Mention two major objectives of report writing.
ST 3T ahis o fererr wmft frRa
44 What is the purpose of audit report?
TIE e o s a1 3eed o

45 .What is ‘encoding?
TSR IS 4T 2
46 What is ‘decoding’?
femifém = 2
47 What is the purpose of sales presentation?

forsrar STeeftentoT o T e 2
48 What is ‘sampling”?

Yrafef T 2
49 What do you mean by ‘empathy’ in reference to motivational speech?

HATHSITOTTCHsh TYOT o T+l § T & HATTehT 71 3T 2
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Write any two steps of process of speech.
TSOT SITSRAT o TS a1 =0T SraTsd|
What is ‘rehearsal’?
freeiel (T 37w 7 2
Write any two functions of gestural and oral communication.

TIE-HT9 o Hohd ¥ 31T T 9 2

Write any two functions of gestural and oral communication.
gk 9 HehdTeHe TEIN0T o IS S ferfad|

Write any two characteristics of gestural and oral communication.
Hfgeh T HehdTcHeh TFINUT 1 ahiS T forRaTy, fetfasi|

What is ‘space language’?

T ST 3FIT 2

What does represent ‘green colour’ in the symbolic communication?
Tichfcreh TEISOT | B T7 foheent fafferea shtar 2|
What is ‘facial expression’?

gL hl Irfireaeh T

What is the purpose of ‘eye-contact?’

TG 3 TFYeh ShT 4T 3 2

Write any two advantages of body language.

ITRITER wITHT 3 %15 af o foTRal

What is pitch in context of para language?
I-HTAST o Teael T Ty (T o1 SO =@Td) &1 7 379 2
Write any two elements of effective listening.

TNl 207 o &1 dedl JdT8d|

Mention any two features of a good listener.

Teh 31 2T sh! & forIvaTd srega|

What are the two important principles of effective listening?

TSl #FeT0T o & HeeaqUl fHeaT=d s

Write down two major barriers to effective listening.

STl 2FeIT o a1 e ey ferfied|



65 Mention any two objectives of interview.

TIHATHR % hS a1 I TS|

66 Write any two techniques of interview.

TTETChT T RIS &l AohrTeh TATSH|
67 What is personal resume?
ST ferewor = 2
68 Who is interviewer?
HTETchIeRAT i BrdT &
69 What is e-mail?
A T 2
70 Write two main advantages of internet.
g-aie o 21 g o fofiadl]
71 What is the difference between telephone and mobile?
S F HieTse H T ST B
72 Name any two means of electronic communication?

TGk ST % s &l Te sIdTgd|

TITcHeh T4 (Short Questions)

. Mention the elements involved in the process of communication.
TEIYT ST SR H STTHe Teal hi sargd|

What are the objectives of communication?

HFIYUT o T 355 2

What is the need of communication?

GEINOT <Y ST STAIIhT 2

. What are the main elements of communication?

HEIYT o T dcd 4T 2
What is the need of downward communication?

STLITHT GEINT T ST STESIhdT 2

What is the purpose of horizontal communication?

&rcf IS SEIYOT ShT SR 329 B
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Mention basic elements of effective communication?

ST HESIOT o H ded S|

Give some examples of upward communication.

JERTTHY TEITOT 3 FS IETET arSd|

Mention the significance of ‘principle of feedback’ in communication.

T H YRR o RreaT=d %1 Aeed s

What are the means of oral communication?

Hifger GEINoT & G SdTgd)

What are the means of written communication?

ferfaa gwsmor & gree sarE)

What are the means of visual communication?

T HEIYT o HTE S|

What do you mean by ‘self-development’?

I-forehTE § 319t FRIT JTTIIT 2

What are the basic objectives of self development?

w-forehTe o T 3evd 1

What is inter-relationship between self-development and communication?

GEINUT & faend § ST-dare4 sdred|

What is positive and negative attitude?

HehTcHeh o ThIcHe STy T 21

Mention importance of effective communication in business enterprises.

THTE FEIYUT ShT Ueh SATETRISh €78 § a1 Hecd &

What do you mean by ‘principle of completeness’ in effective communication?

STt FEOT & qUidT o RreaT= & 3119 sh 1 37T ¢

What do you mean by ‘principle of clarity’ in effective communication?

Tl FEINOT § €qvedr o feeaT=d @ 3119 k1 1 37T 2|

Describe the quality of a good listener.

Teh 3T AT o &0 Jd183|

Mention the basic guidelines of effective writing.

TTell TG i Hed Hrieyeh fofg sTergal
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What main steps are required in writing skill?

TR I oh T =T T 2

What is the need of planning for writing a message?

Teh 2T o oG o ToTu FRISi <Y s/ STTaseha 2

What are the important parts of business letter?

ST T o HEqUT W oRIT T gl

What do you mean by the term ‘body of letter’ and why it is important?

T o HEd W § SATUehT AT AT €, T A 3T Heaqul 1 aidl &l
What is memo and why it is written?

T T ®, T I T foIGT ST 2

What is persuasive letter and why it is written?

Tk U T ®, T I 1 fora ST 2

What is the use of ‘collection letter’?

IEUT U1 Rl T 3T 2

What is formal communication?

S=Tieh GRIYoT T 2

What is informal communication?

TR GEIYOT 7 R

What is the use of informal communication?

SR GEIYOT Shi T SUAAICT 2

What is ‘grapevine communication?’
ST FFSIoT 3R 2)

Define ‘group’.
BEREARRGIEREAIE LY

What is primary group?

STTefireh TE T 2

What is the difference between primary and secondary group?
srerfires wE o feforrer &g & I SfaT B

What are the main advantages of primary group?

STTrfirer WHE o e AT T 2



37 What do you mean by ‘presentation’?

SRR & 3T oRT e 2
38 What are the main pre-requisites before presentation?
STECTREOT & 6 IR oY e R STTasIehaTd 2
39 What is informative presentation?
HEATH eI T &
40 What is persuasive presentation?
SOTTCHR S TehLoT T 8l
41 What is ‘report’?
frare @ 2
42 What is formal report?
sttt e @ 21

43 What is difference between proposal and report?
T 9 i H R i 2
44 What is ‘feasibility report’?
Hvrerar frare 2l
45 What is training presentation?
STTRTEOT ST T 8
46 What do you mean by ‘interview ?
HTETChHT & 3T 7 qd 2
47 What is ‘extempore speech’?
TS WTS0T T 2

48 What is the significance of ‘sound’ in oral presentation?

Hifareh SEATehtoT H af T T Heed 2l
49 What is ‘speech’?

HTYOT 7 2

50 What is ‘motivational speech’?

LT 90T T )

51 What is the role of facial expression in speech?

WTIT & =EX 3l STt i I ffireh )
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What is the role of audience analysis in speech?

WTYOT T 21T forser=Tor <At 3T Sffireh 2

How ‘gesture and posture’ communicates?

BTE-HTd o Fohd R JehT TFIN0T Ld 2
What do you mean by ‘body language’?

IR ATST § 319 T GHEd 2

What indicates ‘proxemics’?

YIS TNT 3T Yohe hidl 2
Why ‘sign language’ is used?
Hiohfcreh GFIY0 2 T forerent afaffere shtar 2|

What is ‘kinesics’?

T (3T fo=ame ) 2

Explain ‘face is the mirror of the heart’?

e €T T U7 BT ... T ol A0

What is para-language?

T THTEST T 2

What are the main advantages of para language?
Y-S o & AT T 2

What is effective listening?

YT 0T T 2

What is the importance of effective listening?

YTt ST T RIT Heed 2l

What are main qualities of a good listener?

3T AT % T 0T T 2

What are the physical barriers to effective listening?

Tt Zeor § sfifdes STy 4T R

What are the basic qualities of a good interviewer?

3= FTETTehRhd o H&d 10T T 5

What are main contents of personal resume?

SR foraror ot e foremr |t =R €



67

68

69

70

71

72

What important factors should be kept in mind before facing an interview?
HIEATCR o | I foft Teearqul ferg Al o1 €T 1@ ST =1fey
What is ‘structured interview’?

HEford FTETTeehIL T 8

What are the means of electronic communication?
ESEAIEER I L REACIBECRIER]

What are the benefits of fax?

e o T AT 2

What is e-mail id?

$-HT SIS AT

What is w.w.w and where it is used?

ToCISoaISeq] T &, Ud TUHT STANT gl fohalT STl 8

fraeerTenss 921 (Essay type Questions)

1

“Communication is an exchange of facts, ideas, opinions and emotions by two or
more persons” explain it with the definition and mention characteristics of

communication.

GEIYOT &1 3T &1 | ATk kAl & e T, fomrm, T, F T o1 3TEH Y&
LS , afeare wfed sareat IS o grsmor i farivard sarga

Explain the process of communication in detail.

TEINOT Gk ! foea i & gwzmsd|

“Communication is bound to environment” explain it and describe the nature of

communication.

FEIYOT SATATSRT © UIGafeerd 2....... THETES o HEyur sht Yehf srarsa|

“Lack of communication leads to chaos, misconception, and misunderstanding.....’

explain it in the light of importance of communication.

GEITUT o STHTS s RIOTIT STE=ATST I TAdheH] & &9 H SIdl 2...... Ith Y i
GrINT & HEed & gy d gHEEd|

Explain different dimensions of communication existing in an organization.
Teh G113 | GFIoT o forferT ST hl gaesa)
What are merits and demerits of downward communication?

SETTTH SO 3 707 Q=11 ohT U shiTSTY)
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What is the need of upward communication in an organization? What are its

advantages?

AT} FETITOT T Ueh TS H T STTSIhaT 2| Sk T AT 2
What are the essentials of an effective communication? Describe it in detail.
ST HFSIOT o HET Acdl hi shi § ol TodT § Jui hifey|
Describe the main guiding principles of effective communication.
TS TS o AT TaSeh ReaT=dT o1 Jui shifoid|

What are the oral Medias of communication? Explain it in detail.
GEIYOT o HRges GT8E hid hiF 9 8, foed® & gwemsa)

What are the written means of communication? Explain it in detail.
forfare TS 3 T T e R, foream & wwee

What are the visual techniques of communication? Explain.

79T TEIO B R I bk 8, EHEEd)

Define the concept of ‘self development’. What are its objectives?

Tg-forepTa Sl AT sl afTRTd S| 3Heh T e 2

What is attitude? Mention its characteristics.

sifirafer 7o 21 gl FaRaTd s

What is SWOT analysis? What is the process of SWOT analysis?
T forseteToT 3T 81 SEeht TshaT sramsd]

Mention co-relation between self development and communication. How self

development play an important role in communication.

- eI o SEINOT T ST=cierrsel STaTgal| Toi-forehre HroT H ¥ Hecaqui yfHehT fur
2l

Define ‘effective communication’. What are its elements?

ST |07 ShT AReTRI ShISTY) Sk T ded R 8

“Effective communication is foundation of sound management” explain it in

reference to importance of effective communication.

THTET HEITOT G5 Yoirel Sl 19 7. 36 e hi THTE! HEIN0T o HEcd o 9w H
LEEIES]
What are the seven “Cs” relating to principles of effective communication? Explain

it in detail.
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30

T GEIOT o fereeTedl o gvad § grd ot o 2| fored ) @ gHesa|

What important elements should be taken into account for making effective process

of communication, describe in detail.

TS ToreR & Ui ShiT

What is writing skill? Mention important guidelines for effective writing.

G IS AT 8| THTal TG o HTieseh fofg srargdl|

How would you plan a business letter? Mention the important steps involved in

planning of a business letter.

HTY T ST T shi ToHT 8 HU[| Teh SATSATIIh o1 oh i H forfyi= weeaqut

<N} SRl ST

What points are to be considered while revising first draft of a business letter?

Why it is essential?

SATSATRI T o T G oh FUIE o6 foTq fefit weearqul ferg Al =1 & Tt =iy
REERICIC e

What are the important integral parts of a business letter? Describe these in details.

ek ST U o STk HEaqUl I i shiv ¥ 8| $7hT fofed & Ui shifery
What is the difference between a memo and a letter? Draw a format of memo.

Teh UHT o Ueh U1 § 9T 37 2| Ueh HHT a7 I 133

What is a sales letter? Which points should be considered for writing a sales letter?

Tershar oot o/t 21 fershar oot ahl forrd wwe fort fohe fermgant sht & vt =iz

You are the head of sales department of a company. In a letter, one client has

shown interest in your product. You are to reply. Draft a letter of reply.

HTT Teh HFUHT o TIsha TormT o ST €, Tk Ol H Tk T8k o SATThacdTa o qvelrel
I Tohe T ©, SATIeh! UTEeh o U5l ol 3T AT 2 $Hh ToTd Ueh U ohT WY qIH ShifsTy)

What do you mean by ‘collection letter’? Write a  collection letter to a customer

for recovery of over-dues pending for one year.

TR U § SATTeHT FT ST 2| Toh UTEh ohi AT UMY ohi Tl oh 1o HHE0 9
et

What are the advantages and disadvantages of formal communication?

SRR GEINOT o T 1Y TS 39T 2

Differentiate between formal and informal communication?
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SIO=TGR Te ST QST # S arsd|
Explain different types of ‘grapevine communication’ in detail.

ST FEIT % ferfirT Sehrt ot feream & Eweea
Explain the different communication barriers in brief.
wET 3 R aTeriet skt e § gweme)

Explain different types of group with their characteristics.

TR o ol TR T formieTd wmasal

What is the basis of group formation? Explain the need and significance of group

in a business organization.

TR AT o T HTHT 81Tk SATSRTIIh STe H HHg shl STTIehdT Ud Heed sdgd|

What is group discussion? What are its advantages and disadvantages?

quE forem formd o ) 36 v e S R Rl

What is an interview? Explain different types of interview?

HTeTTcoh R RIT 2] TTETTeeh T o faIfi=T Jeh X SIdTs3|

What is presentation? Explain individual and group presentation.
ST T &) SAThTTd Tel FHE SR ThLoT shl HeTs|

What factors should be kept in mind before a presentation?

SRRl | el fohet fofit el ol &4 H Wt =1iey

What are the objectives of presentation?

SREATERAUT 3k T 38 2

Explain the different types of presentation.

e o Tyt e awemsa

Why report is prepared? What is the significance of report writing?

e 1 dumR St STt 81 e oRe ot R Heed |l

How would you define report? What are its characteristics?

frare sht oA shifsTg) seeht R fareiyard 2

Explain different types of business report in detail.

gk faTe & fafirmr Yo foear @ gesa

Explain different phases of report writing.

TraTe Tie o fafy= =0T gl
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What is oral presentation? Explain the process of oral presentation.
Reeh SR I 81 HIfaeh S iehtor 3t Sisha sl

What are the factors affecting oral presentation?

e TECTehoT shl THTIId 3 ATt deall shl S0 shifSg

Explain the principles of oral presentation.
e TEqieoT o freaT=di =t avid hifsy)
What skills are needed for an effective oral presentation?
SISl HTRgeh STt o FoT T &R TUTT Sl STkl it &
What do you mean by speech? Explain the process of speech for motivation.
WTSOT & STTORT ST ST 21 ST o T, syreor 1 Sfsharm |wesal

Explain the essentials to be included in motivational speech.
SRUTTeRe HTSoT 7 WfEferd T et s aHEsl
Explain the factors affecting speeches for motivation?

TXUTTcHeh HTYUT Skl THTfId hTA STl HICehl ohl THEATS|

Explain the process of speech for an effective communication.

TTell FFSoT o forg ot Tfskam ot ST

What is gestural communication? Mention the functions of gestural

communication.
GehdTcHeh TFIYIT T 81 HehdTeHsh TVIYIT o hid oIdTsd|

Explain the different components of gestural communication.

HohdTcHeh TFIYUT o T Teeh aweiTsd|

What are the merits and demerits of gestural communication?
HehTereh HESISOT o 3T 707 1T &

What is ‘space language’? Describe different types of space languages.

T AT SRIT & T ATST o ffer=t ermi o aoiq shifs)
What is body language? Explain the nature of body language.

TR WIS T 81 $9eh! Tehid aweiTsd|

Describe different forms of body language in detail.

TR 9TST o fafe=T Torri ht forea R & avie i)

Explain the different elements of para language.
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Q- o ferfir= deatt it e
What are the advantages and limitations of para language?
YU S T T U ET B aEsd|

Define effective listening. Explain the process of effective listening.

Tl 21T st iRt Shifste) gurelt gorer A ufsham o awes)

Describe different types of listening in detail.

o7 Iiskat o fafsr= gertti skt foreame @ ool Sifsr)

What are the principles to be observed for effective listening?
STET s1avT o fore fore fort Rear=at a1 e fomarm i =i
What are the barriers to listening? Explain in detail.

T o STV T T 2| foream & wwemean

Define ‘interview’. What are its characteristics?

HT&ATChTT sl TIHTIT hiTSTT) SEeht FhT farsiydTd )

What are the different techniques used in conducting interview?
TTEATRI T T I I qehiloh 2

What are the important elements of a resume? Draft a model resume for seeking an

employment.

SR foreroT o ST e T &) USHTR TTfH o foTu Ueh S11eY Ry o1 Wreht siTsdl|
Explain the process of interview in detail.

HTEATehR TshaT i forea & weimsal

Describe the machines/equipments used in modern communication system.

HTY ek SR T H 6T | ST el 7)/3UehRul =61 foed® @ s shifs)
Explain the process of sending e-mail?

-9 Ao Y wfshar Bt e

Explain the process of receiving mail from an e-mail id.

-1 AT U U ITH A shl ThAT hl TS|

What are the advantages and disadvantages of Internet?

2L o AT ATH U Q19T B




