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BUSINESS COMMUNICATION
' (Honours/Regular) .
Answer the Questions from any one Option.
Paper : BCM-AE-1014
Full Marks : 80

Time : Three hours

OPTION-A
Paper : BCM—AE-1014 (ENG)
~ (English)

1. State whether the following statements are
True or False: (any ten) 1x10=10

(@) Without analysing the audience the
chances of effectiveness of
communication arises.

(b) ‘Acquired gestures’ are imbibed from a
cultural environment.
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Managing Dire
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- (viii) Give the antonyms of ‘condemn’
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o of the following:
10x2=20

erstand by ‘noise”

in communication ? How does it

affect the flow of communication ?
2+8=10

Wﬁét do you mean by ‘formal’

nication ? Discuss its

commu )

advantages and disadvantages.
2+8=10
5+5=10

Write short notes o1 :

(1) Limitations of written

communication
(2) Limitations of oral
communication '
Write: .an €ssay on the
paralinguistic aspects of effective

oral communication.

What is a memo ? How does it

differ from a business letter ? Cite

at least two differences in support

of your answer. 2+8=10
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(3) Names of those present

iven to
(b) Answer any two of the following : Items numbered and giv

10x2=20 (4) be recorded oy
J i ni
() Draft an order subsequent to your : are Mrinal / Ml’mal}
: ] v) You ; rt of acting.
telephone conversation with a ( ifred with the a R
stationary items supplier for & licited letter to a cmem'r
despatch of a particular kind of | Write an unsolct new faces for thei
- register i ompany recruiting 1
p oA c 4 duction.
- ; ; ng pro
() You are the Managing Director of forthcoming I
AC Enterprises Ltd. Write a .
circular letter to the employees of P e

your company regarding the
opening of a creche and €numerate

the equipment and services
available therein.

(@) Inform your supplier, M/s. Plastic
' Zone, Hyderabad, that the plastic
containers supplied to You are not
up to. the quality of the samples
shown. Write a complaint letter,
suggesting cancellation of the

order, if the claim is not adjusted
satisfactorily.

(iv) You had attended the AGM of
Mahanadi Coalfields Limited. Draft
the minutes of the meeting. Your
answer should cover the following :

(I) Nature of the meetihg

00
2) Date, time and place of t _,;Q‘\ ‘.

Mmeeting Contd.
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