


B.Com, (Fourth Semester) Examination, 2020 

(Paper First): Business Communication 

Paper Code: BC-401 
  

[Time: One Hour]       [Maximum Marks: 30] 

 

This paper is to be attempted in English only by all the students. 

Paper attempted in Hindi will not be evaluated, as it is one of the 

English language paper. 

 

Attention: The cover page of the assignment must include the 

following details: 

1. Name of the student 

2. Father’s name 

3. Class 

4. Roll no. of the student 

5. Enrolment no. of the student 

6. Course/ Paper name 

7. Mobile no.  

Kindly use pages of register or A4 sheets and staple them. 

Get one extra cover page separately, carrying above information 

for the purpose of taking receipt/acknowledgement. 
 

Note: Attempt any two questions. Each question carries equal 

marks. 

 

1. Explain importance of Business Communication. Explain its types. 

 

2. Explain various types of Barriers to Business Communication. 

 

3. What is Resume Writing? How is it prepared? What are the points kept in 

mind while making a Resume? 

 

4. Explain types of Business Reports. Give its Importance. 
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                                          Note : Attempt any two questions.                                              

1       What is communication? Describe verbal and non-verbal communication? 

2       Write a brief  essay on group discussion. 

3       Explain the various parts of speech with example. 

4       Write a letter to the chairman of your municipality about irregular water supply. 

5       What is Resume? Give an example in the proper format. 

6 (A)     Complete the following sentences by using the correct forms of verb given in                      

brackets:                                                

        (i) Rakesh ____ to Haridwar last year.(go) (ii) They _____ for two hours.(wait) 

       (iii) He ____ to school daily.(go)                  (iv) I ____ up daily at six.(get) 

        (v) I ____ her yesterday.(meet)                                                                                                                                                                                   

(B)      Find out error in the following sentences and rewrite the  correct one: 

         (i) His father died from cholera.       (ii) He comes always late. 

       (iii) He gets up early at the morning. (iv) Two or two makes four. 

        (v) A angel lives in heaven. 

(C)      Punctuate the following sentences:                  

         (i) What a pity                                                        (ii) Alas she is dead 

       (iii) The teacher said honesty is the best policy  (iv) Yes they will come today 

        (v) the gita is a holy book 
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