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PART—A i ' ‘ [Marks : 20

Answer all questions (50 words '\e\‘ach),

\

All questions carry equal mér‘k;s_‘..

PART-B f -[Marks : 50
»(Answer five questions (250 words each), selecting one

-

question from each Unit. A]] questfons carry equal marks

PART-C [Marks : 30 .

Answer any two questions (300 words each)

All questiong carry equﬁl marks
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PART-A

questlons :

Answer the following
nformal Commumcatmn

1.

(j> What does the tern’l I

mean ?

Communlcatlon

(iyy Define ‘the |
Busmess Message mean'

(1U What ‘does the term

u mean by Sale letters ?.

(iy) What do yo
(W Define a Report

two differences in between Business

(wi) Write any
Report and Academlc Reports

(VrﬂJ/erte any four channels _'of'/ effective

Commumcatmn o /,
(viitf Deﬁn‘er the Interview. '/f‘l." :

$5,9¢8 Deﬁne the Resume '
\
(\)}/Wnte an

\ i
Presentation. ‘ .

y two dlsadvantages of Project

 PART-B
UNIT-I

2. Write a Short/".note the seven Cs of Communication:

tive

I

3~ Write a short ;1ote on the Barriers of Effec

Commum cauon
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6.

)

UNIT;-V
-10. Write a Job application for the post ‘of HRD Manager
in a Multinational Company y

BCA-206/420/1,320 %3 P.T. 0.

UNIT-II

rew b

Write a short note on Planning a Business message.

Imagine that you are a Sales representative of a
' \

Fast Food Restaurant \yrite an offer letter to the
HRD Manager of a Cmnf)\any to offer him your best

offers for the employees df his company.
UNIT-III

Write a short note on the importance of language

skills in writing a report. |

1y

Write a préss report’on the ongoing Youth festival in

your 'college.

UNIT-IV

~ Write a short note on' Good Listening.

~r

/

‘Write a short note on the Advantages andl

Disadvantages of Meeting.

Scanned with CamScanner

wr



0

hr Write a shbrt note on Business Negotiation.' A )
PART-C

12. Write an essay on the' importance of effective

]

Communication.

. » ] ; i
13. Write a Persuasive L?{tter that makes a charitable .

request to help the §‘ﬁum dwellers of your area.. |
14. “India and Palcistar}i—Can we ever be friends ?” Write

» 1: ' ‘a Report analyziné past trends.

15. Write an essay on the art of Interview.
. 74 ‘ ‘. . ' | l ‘- o,
16. Write an essay on Project Presentation.
,. oy
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