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4th /Semester Examination (CCFUP: NEP)
ACCOUNTING & FINANCE

Paper : MI 4-T (Minor)

[Business Communication]
Full Marks : 60 Time : Three Hours

The figures in the margin indicate full marks.
Candidates are required to give their answers
in their own words as far as practicable.

Group - A
Answer any five questions : 2x5=10

1. State two objectives of Business Communication.
Define upward communication.

What is channel of communication?

State two principles of effective communication.

What is grapevine communication?

Sy W & T N

Mention two points of difference between verbal
communication and written communication.

What are the barriers to business communication?

e

8. Write a format of official letter.
P.T.O.
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10.

11.
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18.

19.
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Group - B

Answer any four questions : . 5x4=20

. Discuss the essentials or requisites of good

communication system.

Explain any three measures taken to overcome the
barriers to business communication.

Explain in brief characteristics of official correspondence.
State the features of a good business letter.

Draft a notice of the first meeting of the Board of
Directors of a Company.

Distinguish between official and business correspondence.

Group - C

Answer any three questions : 10x3=30
Briefly explain the characteristics of a good business

report.

Draft a letter on behalf of supplier to its customer
requesting extension of time for delivery of goods.

Draft a letter to the insurance company intimating a fire
broke out in its godown with the request to settle the
claim as early as possible.

Draft a letter to the bank manager requesting to inercase
overdraft limit.

Briefly explain the elements of the communication process.
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