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Assignment 2026
B.com sem 11l
Business communication skills
Time Allowed: 1 Hour. MM:20
Attempt any four Questions ( =T 9 351 =1 3T 39)

Q1. Define Business Communication and explain its objectives, importance and principles of

effective communication in detail. =maaEe d=r Fi afonfyd = 37T 39+ 32991, Aecd 3T I §9R & fagiar
&I faar g guE)

Q2. Explain the various types and media of communication. Discuss written, oral, face-to-face,
visual, audio-visual and modern media of communication with suitable examples. =R & fafs= g&ri
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Q3. Explain the various types and media of communication. Discuss written, oral, face-to-face,
visual, audio-visual and modern media of communication with suitable examples. d=r & fafs= gt
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Q4. Explain the wrong choice of media as a barrier to communication. Also discuss the role of

different comprehension of reality in creating communication barriers. 91 ® ST€1 360 i Tt HATEAH
% Tt S ol SAREAT IS |re &, AredfaeRdr 1 = gae §aR H ST 3 i H 1 qiHew (i g, 39 W o ==l
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Q5. What 1s a business letter? Explain the layout and different kinds of business letters. Discuss
any four types with suitable examples. =samaarie o F1 giar 87 36 &9 AR fafy= ger & e Hifs)
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Q6. Explain the purpose and format of inquiry, quotation, order, sales and complaint letters.
Discuss the essential features of an effective business letter. gsdam, Hiesm, ey, foshl 3R Rewmd w=i *
Je9 I gy it sare Fifsu ur g9t sraafes o i savaes Sewaren w ==t fifsg

Q7. What 1s report writing ? Explain the essential elements, structure and characteristics of an
effective business report. faiE o 1 &7 T T saarte Ui & savas dal, §=A1 3R [Searsti i Sme
EAIE LY

Q8. Explain the importance of effective listening in business communication. Discuss the process
of listening and the factors that affect effective listening. =maafs dam & yu7d G0 & Hecd HI w98 FHIfSQ
gt <61 gfskar 3T gyrelt gaor &t gaifad S STl SRR I 9T il
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