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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  /  / खÁड- क   

 Answer any two questions 

 
कुनै दईु ÿĳको उ°र िदनहुोस् 

12×2 = 24 

1.  (a) What do you understand by the term “Business Communication”? What is the 
purpose of communication in a business organisation? 

(2+4)+6 

   

 तपाईले Óयापार संचार शÊदबाट के ब»ुनहुòÆछ ? एक Óयापार संगठनमा संचार को उद ्दÔेय के हो ?  

(b) Briefly explain the principles of effective communication.  

   

 ÿभावकारी संचार का िसद ्धाÆतहł संि±Į łपमा Óया´या गनुªहोस् ।  

   

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

6+6 

   

 सÖंथामा लेखापालको पदको लािग जािगरको आवेदन पý ले´नहुोस् ।  

(b) Prepare a Resume for the above post.  

 Resume   

 मािथको पदको लािग बायोडाटा तयार गनुªहोस् ।  

   

3.  (a) What is memorandum? How does it differ from a letter? (2+5)+5 

 Memorandum   

 ²ापनपý भनेको के हो ? यो कसरी पý भÆदा फरक छ ?  

(b) Explain the points to be considered while drafting the notice of a general meeting.  

 Notice
 

 

 साधारण सभाको सचुनाको मÖयौदा तयार गदाª  िवचार गनुªपन¥ बुदँाहł Óया´या गनुªहोस् ।  
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4.  (a) Explain the principles of an Effective Oral Presentation. 6+(3+3) 

   

 ÿभावकारी मौिखक ÿÖतुितको िसद ्धाÆतहł Óया´या गनुªहोस् ।  

(b) Write a short note on: 

छोटो िटÈपणी ले´नहुोस्
(i) Visual aids in presentation  

Visual aids

 ÿÖतुितमा िभजअुल एड्स

(ii) Presentation plan. 

 ÿÖतुित योजना । 

 

   

 GROUP-B /  / खÁड-ख  

5. Answer any four questions: 

 
कुनै चारवटा ÿĳका उ°र िदनहुोस् : 

6×4 = 24 

(a) Write a short note on Minutes of Company Meeting. 6 

 Minutes   

 कÌपनी बैठक को िमनेट मा छोटो िटÈपणी ले´नहुोस् ।  

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

   

 संगठनमा स¼चारका अवरोधहł Óया´या गनुªहोस् ।  

(c) Briefly explain the various types of Business Reports. 6 

 Business Reports   

 िविभÆन ÿकारका Óयापार åरपोटªहł संि±Į łपमा Óया´या गनुªहोस् ।  

(d) Write a note on Business Manners and Etiquette. 6 

   

 Óयापार आचरण र िशĶाचार को िटÈपणी ले´नहुोस् ।  

(e) As a Sales Manager of your company, draft a report on increasing competition 
from rival enterprises and suggestions to improve it.  

6 

 

 

 

 तपाई कÌपानीको िबøì ÿबÆधकको łपमा ÿितĬÆĬी उīमहłबाट बढ्दो ÿितÖपधाª  र यसलाई सधुार 
गनª सझुावहłको मÖयौदा तयार पानुªहोस् । 
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(f) Distinguish between formal and informal communication. 6 

 Formal Communication Informal Communication   

 औपचाåरक र अनौपचाåरक संचार बीच भेद छुĘयाउनहुोस् ।  

   

 GROUP-C /  / खÁड-ग  

6. Answer any four questions: 

कुनै चार ÿĳको उ°र िदनहुोस् : 

3×4 = 12 

(a) Write a short note on Quotation Letter. 3 

 Quotation Letter   

 Quotation पýमा छोटो िटÈपणी ले´नहुोस् ।  

(b) How can you make a PowerPoint Presentation attractive? 3 

 PowerPoint Presentation   

 तपाई कसरी पावर पोइÆत ÿÖतुतीकरण आकषªक बनाउन स³नहुòÆछ ।  

(c) State the objectives of a Meeting. 3 

   

 बैठकको उद ्दÔेयहł उÐलेख गनुªहोस् ।  

(d) Define an ‘Agenda’. 3 

 Agenda   

 ‘एजÆेडा’ पåरभािषत गनुªहोस् ।  

(e) State the advantages of Video Conferencing. 3 

 Video Conferencing   

 Video Conferencing को फाइदाहł उÐलेख गनुªहोस् ।  

(f) What is the purpose of a Resume? 3 

 Resume   

 åरजमु े(Resume) को उद ्दÔेय के हो ?  

 
——×—— 

 

 


