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Second Semester, Examination, 2017 

Time : 3 Hours   Max. Marks : 80 

Note : This paper is of eighty (80) marks containing three 

(03) Sections A, B and C. Learners are required to 

attempt the questions contained in these  

Sections according to the detailed instructions given 

therein. 

uksV %uksV %uksV %uksV %    ;g iz’u i= vLlh ¼80½ vLlh ¼80½ vLlh ¼80½ vLlh ¼80½ vadksa dk gS tks rhu ¼03½ rhu ¼03½ rhu ¼03½ rhu ¼03½ [k.Mksa 
^d*] ^[k* rFkk ^x* esa foHkkftr gSA f’k{kkfFkZ;ksa dks bu 
[k.Mksa esa fn, x, foLr`r funsZ’kksa ds vuqlkj gh iz’uksa ds 
mŸkj nsus gSaA 

Section–A / [k.M&d[k.M&d[k.M&d[k.M&d    

(Long Answer Type Questions) / ¼nh?kZ mŸkjh; iz’u½¼nh?kZ mŸkjh; iz’u½¼nh?kZ mŸkjh; iz’u½¼nh?kZ mŸkjh; iz’u½    

Note : Section ‘A’ contains four (04) long answer type 

questions of nineteen (19) marks each. Learners are 

required to answer two (02) questions only. 

 [ 2 ] BBA–204 

B-83 

uksV %uksV %uksV %uksV %    [k.M ^d* esa pkj ¼04½ nh?kZ mŸkjh; iz’u fn;s x;s gSaA 

izR;sd iz’u ds fy, mUuhl ¼19½ vad fu/kkZfjr gSaA 

f’k{kkfFkZ;ksa dks buesa ls dsoy nksnksnksnks ¼02½ iz’uksa ds mŸkj nsus 

gSaA 

1. Discuss the nature and scope of business 

communication. Explain the process of 

communication. 

O;kikj lapkj dh izd`fr vkSj {ks= ij ppkZ dhft,A lapkj dh 

izfØ;k le>kb,A 

2. What is the art of effective interviewing ? What should 

be the qualities of an interviewer ? 

izHkkoh lk{kkRdkj dh dyk D;k gS \ lk{kkRdkjdrkZ esa dkSu 

ls xq.k gksus pkfg, \ 

3. Explain the preparation and presentation of speech. 

Suggest guidelines for effective speech making. 

Hkk”k.k dh rS;kj vkSj izLrqfr le>kb,A izHkkoh Hkk”kk.kksa ds 

fy, ekxZfunsZ’kksa gsrq lq>ko nhft,A 

4. Discuss the role of audio-visual communication. What 

are the channels of audio-visual communication ? 

vkWfM;ks&fotqvy lapkj dh Hkwfedk ij ppkZ dhft,A 

vkWfM;ks&fotqvy lapkj ds pSuy D;k gSa \ 
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Section–B / [k.M&[k[k.M&[k[k.M&[k[k.M&[k    

(Short Answer Type Questions) / ¼y?kq mŸkjh; iz’u½¼y?kq mŸkjh; iz’u½¼y?kq mŸkjh; iz’u½¼y?kq mŸkjh; iz’u½    
Note : Section ‘B’ contains eight (08) short answer type 

questions of eight (08) marks each. Learners are 

required to answer four (04) questions only. 

uksV %uksV %uksV %uksV %    [k.M ^[k* esa vkB ¼08½ y?kq mŸkjh; iz’u fn;s x;s gaSA 
izR;sd iz’u ds fy, vkB ¼08½ vad fu/kkZfjr gSaA 
f’k{kkfFkZ;ksa dks buesa ls dsoy pkjpkjpkjpkj ¼04½ iz’uksa ds mŸkj nsus 
gSaA 

1. What do you understand by business communication ? 

O;kikj lapkj ls vki D;k le>rs gSa \ 

2. Discuss the objectives of business communication. 

O;kolkf;d lapkj ds mís’;ksa ij ppkZ dhft,A 

3. Explain the techniques of business report writing. 

O;olk; fjiksVZ fy[kus dh rduhdsa le>kb,A 

4. Explain press communiqué. 

izsl foKfIr le>kb,A 

5. Describe techniques of interviewing. 

lk{kkRdkj dh rduhdksa dk o.kZu dhft,A 

6. Discuss planning and procedure of problem solving 

conferences. 

leL;k gy djus dh lEesyuksa dh ;kstuk vkSj izfØ;k dh 
ppkZ dhft,A 
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7. What is the importance of body language in non-verbal 

communication ? 

xSj&ekSf[kd lapkj esa ‘kjhj dh Hkk”kk dk egRo D;k gS \ 

8. Explain the role of public relation in business 

communication. 

O;kikj lapkj esa lkoZtfud laca/k dh Hkwfedk dh O;k[;k 

dhft,A 

Section–C / [k.M&x[k.M&x[k.M&x[k.M&x    

(Objective Type Questions) / ¼oLr¼oLr¼oLr¼oLrqfu”B iz’u½qfu”B iz’u½qfu”B iz’u½qfu”B iz’u½    

Note : Section ‘C’ contains ten (10) objective type 

questions of one (01) mark each. All the questions 

of this Section are compulsory. 

uksV %uksV %uksV %uksV %    [k.M ^x* esa nl ¼10½ oLrqfu”B iz’u fn;s x;s gSaA izR;sd 

iz’u ds fy, ,d ¼01½ vad fu/kkZfjr gSA bl [k.M ds 

lHkh iz’u vfuok;Z gSaA 

Indicate whether the following are True or False : 

bafxr dhft, fd fuEufyf[kr lR; gSa ;k;k;k;k vlR; % 

1. The facial expression is a verbal communication. 

psgjs dh vfHkO;fDr ,d ekSf[kd lapkj gSA 

2. The communication is the task of imparting 

information. 

lapkj lwpuk nsus dk dk;Z gSA 
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3. In communication process, decoding, encoding, 

feedback and response are communication functions. 

lapkj izfØ;k esa] fMdksfMax] ,UdksfMax] izR;qŸkj vkSj izfrfØ;k 

lapkj dk;Z gSaA 

4. In business, the purpose of writing is mainly to both 

inform and persuade. 

O;olk; esa] ys[ku dk mís’; eq[; :i ls lwfpr djuk vkSj 

eukus ds fy, gSA 

5. The typical format of minutes of the meeting does not 

include name of the organization, subject, date, time 

and place of the meeting. 

ehfVax ds feuVksa dks BsB Lo:i cSBd] fo”k;] rkjh[k] le; 

vkSj ehfVax ds LFkku dks ‘kkfey ugha djrk gSA 

6. The purpose of a typical employment interview is not 

to evaluate an interviewer who is applying for a post in 

the organization. 

,d fof’k”V jkstxkj lk{kkRdkj dk mís’; fdlh 
lk{kkRdkjdrkZ dk ewY;kadu djus ds fy, ugha gS tks laxBu 
esa fdlh in ds fy, vkonsu dj jgk gSA 

7. An oral report is a face-to-face communication of an 

impression or observation. 

,d ekSf[kd fjiksVZ ,d izHkko vFkok voyksdu dk 
vkeus&lkeus dk lapkj gSA 
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8. The delivery of a good speech involves the preparation 

for the speech and the delivery of the speech. 

,d vPNs Hkk”k.k dh izLrqfr esa Hkk”k.k dh rS;kjh ,oa izLrqfr 
vUrfuZfgr gksrh gSA 

9. The buyer sends order letter to the seller for the 

purpose of buying the materials. 

[kjhnnkj lkexzh [kjhnus ds mís’; ls foØsrk dks vkns’k i= 
Hkstrk gSA 

10. A circular letter is different from the other types in its 

layout, content and matter. 

,d ifji= vU; izdkj ds i=ksa ls blds ysvkmV] lkexzh 
vkSj ekeys esa vyx gSA 
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