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UNIVERSITY OF NORTH BENGAL

B.Com. Programme 6th Semester Examination, 2023

SEC4-COMMERCE
BUSINESS COMMUNICATION
Time Allotted: 2 Hours Full Marks: 60

The figures in the margin indicate full marks.

GROUP-A /Tel-</@ve- &

Answer any fwo questions 12x2 =24
A-CFI 715 etaa Ted wie
P 53 UHD! IR g

1. (a) What do you understand by the term “Business Communication™? What is the  (2+4)+6
purpose of communication in a business organisation?

TP QIS @10 6 @i 2 @l il AfSSie qisticial-a Sl & ¢
YS! SR AR TeqTE D 5878 ? U IR FHSTH] TR Pl 3G & 8l ?

(b) Briefly explain the principles of effective communication.

SIS i Mo i w0
THTEPRT TR BT RIGHTIe% HieTH HUHT RN TeI |

2. (a) Write a job application letter applying for the post of an Accountant in an 6+6
organisation.

G5 B BARTH R A &) HIFAIT SEWe 7 (12 |
WMGNIMC’DI Uahl ?*I'Iﬁ\_rl 1 €$ KIEES] qgl’(ﬂi?jﬁl‘{'l\l

(b) Prepare a Resume for the above post.
TG 2[(nd &) @16 G1e71f@ (Resume) AN |
H 5455 USp! AT FRITSTET TR 7 '_ig 3 |

3. (a) What is memorandum? How does it differ from a letter? (2+5)+5
EGsaGIG (Memorandum) F 9 7 (2 Goir g F 9
SO HIeh] b 81 2 AT HALY U Tl TReh © ?
(b) Explain the points to be considered while drafting the notice of a general meeting.

@b e Iel-3 (AR (Notice) LT @R e 7d (¥ Rzl RKieaval wace =1
BIRNEEE

RATER ATep] GaTeh! AT TR Tl fIaR o Jares Rem Tay |
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4. (a) Explain the principles of an Effective Oral Presentation. 6+(3+3)
SRR R ToigiE Ao i w0
TTeRT HRgeh TRferep! A ETTess e Ty |

(b) Write a short note on:

FR e GBIl (5128

Bie Rugult dreqer

(1) Visual aids in presentation
THE7IE W18 7S (Visual aids)
ST e Tew

(i1) Presentation plan.
T3 el |
IR ST |

GROUP-B/ [Teid-4 / @ue-@

5. Answer any four questions: 6x4 =24
@I 5115 2lres Tes nies
PT IRICT THDT IR &8 :

(a) Write a short note on Minutes of Company Meeting. 6
@36 @A itk -92 fif s (Minutes)-93 7R FRg Bt @721
HFOT 35 BT e AT BieT fewault eiege |

(b) Explain the barriers of communication in an organisation. 6

CIANICAS AL CFeq [Rfon 2@ Adiels i F41

HIGTHT F5ARP HERTEEH AR B |

(c) Briefly explain the various types of Business Reports. 6
Rifen epiza IRF FeoAT (Business Reports) 903 7R i<t (5741
=T TrepTepT SATIR RUTEERs i HUHT R TB 1 |

(d) Write a note on Business Manners and Etiquette. 6
IR W2 ¢ FiRor 790s @6 TR FEFY DIl =741
IR 3YTERYT R IR o fewaulf oRege |

(e) As a Sales Manager of your company, draft a report on increasing competition 6

from rival enterprises and suggestions to improve it.

GFe Ry I8 AR (oM @R eforal afevitr v@l efscafiel I ¢
G2 SRER TR &) G0 RS (@741

qUTS T fashT Tawerhep! HUHT Hfcigra! ITHERAIC Ieal RIedd I Iies JoR
T GHATaED! HRIIGT TR UTa |
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(f) Distinguish between formal and informal communication. 6
Formal Communication '8 Informal Communication-&€3 SI&J 1</ (572

3iTETRe R SFITETRS FAR 419 e BTSN |

GROUP-C / [qetal-9t / @ue-T

6. Answer any four questions: 3x4=12

R b1FfT 2o T mies
T IR THPT IR B :

(a) Write a short note on Quotation Letter. 3
va7q (Quotation Letter) s " Ere BIsel #1411
Quotation =T BleT feoquft ?@jﬁ?{ |

(b) How can you make a PowerPoint Presentation attractive? 3
PowerPoint Presentation (& [FSIR SF4S 341 @09 2N ?
TS AR UTER AT TR IR 3T e SIS TGO |

(c) State the objectives of a Meeting. 3
@36 -z Sl fkge =)

JSDD] IGRIEH ool T8Iy |

(d) Define an ‘Agenda’. 3
B0 (Agenda)-a9 G WG |
TorveT IR TR |

(e) State the advantages of Video Conferencing. 3
Video Conferencing-«3 AR Rge 41
Video Conferencing ' HISaTEn Iecid ﬂﬂ%ﬁ?{l

(f) What is the purpose of a Resume? 3
Giifé (Resume)-a3 Sowsly {5 9

ﬁ\_{lﬁ (Resume) Gl GE\%{Q’J FHE?
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