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B. Com. (Sem.-11I)
(CBCS) Examination
November - 2022
Business Communication-1
(New Course)

214544

Time : 2} Hours / Total Marks : 70

Instructions
(1) The figures to the right after the first line of each question indicate full
marks of the respective questions,

(2) Attempt all questions.

1 Write short notes on Any Two of the following 20

formal channels of communication.

(1) Formal an
(2) Different parts of a business letter.
(3) Outward appearance of a business letter.

(4) 8 Cs and other essentials of a business letter.

2 Write detailed answer for Any One of the following :
(1) What is communication ? Discuss in detail the process and

objectives of communication.
(2) How does one understand barriers to communication ? Explain
mechanical and semantic barriers with the strategies 10

overcoming the same.

3 Prepare short notes for any Two of the following :

(1) Verbal Communication

(2) Body Language

(3) Advantages and limitations of Oral Communication.

(4) Advantages and disadvantages of written communication.
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Draft a letter for Any One of the following

(1) A letter of inquiry for purchase of large quantity of different
mobile accessaries from a manufacturing unit

(2) A suitable reply 10 the buyer wanting 1o purchase goud quantity

of mobile accessories.

Draft a letter for Any One of the following
(1) A letter placing an order on behalf of Mahavir Stationers

Morbi, for the immediate supply of different note -books.

pens, pencils and other such matcrials
A suitable reply as from Arihant Productions, Ahmedabad to

@
Mahavir Stationers, Morbi, who placed an urgent order for

stationery materials.
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