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Bachelor of Commerce (B.Com.) Semester–III Examination

BUSINESS COMMUNICATION AND MANAGEMENT

Compulsory Paper—2

Time : Three Hours] [Maximum Marks : 80

Note :— (1) ALL questions are compulsory.

(2) All questions carry equal marks.

1. (A) Explain communication with its objectives. 8

(B) What is audio-visual communication ? Write down its advantages. 8

OR

(C) What are the barriers in communication process ? Give suggestions to overcome these barriers.
16

2. (A) What are the principles to be adopted for effective business communication ? 8

(B) What is ‘House Journal’? What are the objectives of preparing house journals ? 8

OR

(C) Write down the role and qualities of public relations officer in business. 16

3. (A) Describe functions and characteristics of management information system. 8

(B) Explain the role of social media in business communication. 8

OR

(C) Describe the role of internet in business communication. State limitations of it. 16

4. (A) What are the elements used under MS Word ? 8

(B) “M.S. PowerPoint is an important tool of effective communication.” Justify it. 8

OR

(C) Explain procedure for use of MS Excel for financial presentations. State its advantages and
limitations. 16

5. Write short answers :

(A) Define oral and written communication. 4

(B) What are the advantages of group discussion ? 4

(C) What are the features of computerised communication ? 4

(D) What are the rules of writing function in Excel ? 4
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¼ejkBh ekè;e½
1. ¼v½ lans'kogu R;kP;k mfí"Vka lfgr Li"V djk- 8

¼c½ n`d JkO; (Audio-Visual) lans'kogu Eg.kts dk; \ R;kps xq.k Li"V djk- 8

fdaok

¼d½ lans'k ogukrhy vMFkGs dks.krs vkgsr \ ;k vMFkG;kaoj ekr dj.;klkBh f'kQkj'kh |k- 16

2. ¼v½ izHkkoh O;kolkf;d lans'k oguklkBh dks.krh rRos LohdkjGh ikfgtsr \ 8

¼c½ varxZr fu;rdkyhd Eg.kts dk; \ vUrxZr fu;rdkyhd r;kj dj.;kph mfí"V dks.krh vkgsr \ 8

fdaok

¼d½ tulaidZ vf/kdkÚ;kph Hkwfedk vkf.k tulaidZ vf/kdkÚ;kps xq.k fygk- 16

3. ¼v½ O;oLFkkiu ekghrh iz.kkyhps dk;Z vkf.k oSf'k"Vs ;kaps o.kZu djk- 8

¼c½ lkekftd ek/;ekaph O;kolkf;d lans'kogukrhy Hkwfedk Li"V djk- 8

fdaok

¼d½ O;kolkf;d lans'kogukr baVjusVP;k Hkwfedsps o.kZu djk- o R;kP;k e;kZnk fo'kn djk- 16

4. ¼v½ ,e-,l- oMZ e/;s mi;ksxkr vk.kys tk.kkjs izeq[k ?kVd dks.krs vkgsr\ 8

¼c½ ,e-,l- ikWoj ikWbZaV gs izHkkoh lans'kogukps ,d egRokps lk/ku vkgs- fl) djk- 8

fdaok

¼d½ foÙkh; lknjhdj.kklkBh ,e-,l- ,Dlsyph izfØ;k Li"V djk] frps xq.ka vkf.k e;kZnk fo'kn djk- 16

5. laf{kIr mÙkjs fygk %

¼v½ ekSf[kd vkf.k ys[kh lans'kogukph O;k[;k djk- 4

¼c½ xV ppsZps Qk;ns dks.krs vkgsr \ 4

¼d½ lax.kdh; lans'kogukph oSf'k"Vs dks.krh vkgsr \ 4

¼M½ ,Dlsy e/;s ys[ku&Qyukps (Writing function) fu;e dks.krs vkgsr \ 4
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¼fgUnh ekè;e½
1. ¼v½ lans'kogu mldh fo'ks"krkvksa ds lkFk Li"V dhft;s A 8

¼c½ n`d JkO; lans'k ogu (Audio-Visual) ;kus D;k rFkk mlds xq.k Li"V dhft;s A 8

vFkok

¼d½ lans'k ogu dh ck/kk;sa dkSulh gSa \ bu ck/kkvksa ij fot; ikus ds fy, lq>ko nhft, A 16

2. ¼v½ izHkkoh O;kolkf;d lans'kogu ds fy, dkSu ls rRo Lohd`r djuk vko';d gS \ 8

¼c½ varxZr fu;rdkyhd D;k gS \ varxZr fu;rdkyhd cukus ds mís'; dkSuls gSa \ 8

vFkok

¼d½ tulaidZ vf/kdkjh dh Hkwfedk rFkk tulaidZ vf/kdkjh ds xq.k fyf[k;s A 16

3. ¼v½ O;oLFkkiu lwpuk iz.kkyh ds dk;Z rFkk fo'ks"krkvksa dk o.kZu dhft;s A 8

¼c½ lkekftd ek/;eksa dh O;kolkf;d lans'kogu esa Hkwfedk Li"V dhft;s A 8

vFkok

¼d½ O;kolkf;d lans'kogu esa baVjusV dh Hkwfedk dk o.kZu dhft;s mldh e;kZnk;sa crkb;s A 16

4. ¼v½ ,e-,l- oMZ  esa mi;ksx esa yk;s tkus okys izeq[k rRo dkSu ls gSa \ 8

¼c½ ,e-,l- ikWoj ikWbZaV ;g izHkkoh lans'k ogu dk ,d egRoiw.kZ lk/ku gS AÞ fl) dhft;s A 8

vFkok
¼d½ foÙkh; lknjhdj.k dh ,e-,l- ,Dlsy dh izfØ;k Li"V dhft, A mlds xq.k ,oa e;kZnk;sa crkb;s A

16

5. la{ksi esa mÙkj fyf[k, %

¼v½ ekSf[kd ,oa fyf[kr lans'k ogu dh ifjHkk"kk dhft;s A 4

¼c½ xV ppkZ ds ykHk dkSu ls gSa \ 4

¼d½ lax.kdh; lans'kogu dh fo'ks"krk,a dkSulh gSa \ 4

¼M½ ,Dlsy esa ys[ku Qyu (Writing function) fy[kus ds fu;e dkSu ls gSa \ 4


