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Third Semester
Cement Technology

BUSINESS COMMUNICATION
Time : Three Hours Maximum Marks : 100

Note : i)  Attempt total six questions. Question No. 1 (Objective type)
is compulsory. From the remaining questions attempt any five.
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i)  Incase of any doubt or dispute, the English version question
should be treated as final.
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1. Choose the correct answer. 2 each

g IR P I DI |
)  What points are included ina ‘Memo’?

(a) Thedesignation of the receiver and the designation of the
sender

(b) Reference
(¢) Date and subject
(d) Allof the above
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i) A goodreport should be
(a) Lengthy (b) Imprecise
(¢) Subjective (d) Objective
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i) What s the aim of writing inquiry letter?

(a) formaking a complaint

(b) formaking an inquiry

(c) forplacing a purchase order

(d) None of the above
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(W) T QT A 8g
(3) & A % =
1v)  Process of listening involves
(a) Sensing (b) Interpreting
(¢) Evaluating (d) Allofthe above
L T Tfora & enfver gar &
(31) wde (3) ==
() "egi (3) ST
v)  Non-verbal communication is
(a) Interview (b) Written communication
(¢) Visuallanguage (d) Speech
i for e 8
(31) ATercpR (3) faRed w=wor
(®) ge (2) wor
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2. a) Whatdoyoumean by minutes of a meeting? 6
=T (Saw) & HfRT (Prfard favor) R 3T FT T &P
b) How to prepare an agenda for a meeting? 12
AT (3 % ToiveT (i) B 9 AR fer ST 27
3. a) Explainobjectives of interview. 6
RTEPR & I BT AHT |
b) Describe the various stages through which an interview
progresses. 12
faf il &1 auig SR s T ¥ o Grerer
S
4. a) Describe three basic features of technical style. 6
cfTee e Y i g Rdwaret @ qvf B
b)  Draft an office order suspending an employee. 6
W PHIN B T TR 29 W efed SReT % uRey
(miten) R B
¢)  Draftamemo denying the grant of deputation of a probationer.
6
T Rl a1t Y AR B T B g A8Y (o o)
B oY (FRAET) SR B
5. Explain principles of effective communication. 18
Tt T 6 Rl @) g
OR/37@r
Draft a complaint letter .
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6. Prepare an application for the job of an engineer withresume. 18

foogm & T v gRifaR (Sifrian) 6t Atet 2 smeeT R S

7. Explain barriers to communication. 18

Ty Y qrenet (SRRf) @ FHsTE

8. Write short notes on any three of the following : 6 each
a) Feasibility report
b) Office circular
c) Telex
d) E-mail
frifea 4 @ feedl i o= dfam feoooft faRau)
) e wftded (Hisfifdferd Rurd)
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