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BBA {Sem.-1*)
BUSINESS COMMUNICATION-I

Subject Code : BBA-104 (Balch-2012)

Paper lD: [C112al
Time :3 Hrs. Max. Marks :60

INSTRUCTION TO CANDIDATES :

1. SECTION-A is COMPULSORY consisting qf TEN questions carrying
TWO marks each.

2. SECTION-B conslsts of FOUR Subsections : Unils-|, ll, lll & lV Each
Subsection conlains TWO questiotrs each ca ying TEN marks each
and sludenl has to attempi any ONE queslion from each Subsection.

bla*s with cor.ect fonn ofpresent lense.

sEcltoN-B

I'NIT . J

2. Corcct thc puDctuation in tlrc follorving pangraph :

tlcrc is a Iiinit to qhat the Iedcral ReseNe can do in this situ0lion even

though the reserves ofthis couhtry are the,nost powcrful in the $hole
$orld the mehbes ol lhe Federal Resene Board e placed on that
board to exeruise their o$n minds and lheir own.iudgmedts and not to
blindly succunb 10 &gunents that havc Iittlo basis according to them and

colld lead lo disastrous codsequences this neans, rhat accodnrg to thenr
i1 is heler wise to iollo* placidly alonB rvben good judsment should
dictate otherwis€ there is a phrase fial dilics oleconomic Forecasling
like l,tr use gile an economist a e$,lL you $.ni.id he'll find tbo nunbcts
10 juslilt ir
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j. she lread) a boolq uhen I _ (calll on her Fill in the

OR

Discuss dre V iotrs t}?es ofNouns rvith examples.

II

Dlain the vadous Blres oftransibmed se.tences.
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What is s adjectivel Cne examDles.

Civc s)Boryms of: Comnencq lluctuatc,

Gire aDton)ms ol: ScaDrr'. Flexible.

Corecl lhe lbllo$ine senlences :

i) Dr Aiil Shdna .ating along with his childrcn, wcrc prcscnt in

ii) I wish you $'iU not be lac for clas.

Whrr re tE esenlial qualiiies old sood busines letter?

Gnc one sord subslinxes for the lollo$'inq :

i) A petso. $no docs not sDokc or dlink.

ii) A place rvhere birds are kepL.

\Yhat is the role oflositive seslures?

Whcn $r Gat). lehphone tirg). rill in thc
blanks wilh co cct lbm ofthc p,lscnt tcrsc.

 ftcr thc sucst , thc hosl (go, rcsr). Fill in the bla l$
sith the appropriate past or past pedect tense.

5. Quolc tho cxa'npls fo! Direct and Indircct sp.cch

UNIT , III
6. Give in detail the larious ll)es olCommmication.

OR

7. Discuss thc csscntiah ofllfl.ctive Busin*s Conrmunication.

UNIT . Iv
8. Drat a circularEgading the chdge in linings ol lhe O'ganisdlion.

OR

9. Explain thc various blsincss cliqucttcs on the tclcphone.
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