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Third Semester
Cement Technology

BUSINESS COMMT.]NICATION

Time: Three Hours Ma$imum Marks : 100

Note : I Attempttotalsxquestions. QuestionNo. 1 (Objectivetype)

. is compulsory. From the remaining questiors altempt anyfive .

gd E: q9q 6d ffftqr qqq trqro 1 (s-qfrE q-4'R oT)

orFrqd tr els qaii ii r\ A6 qyq o\ 56 fiftvr
ii) ln case of any doubt or dispute, the English version question

shouldbe treated as final.

ffi lfi e-cDr-{ } €it ererfl ft-qrq fr Rft ii eiffi 
'Trsr 

}
qec o\ Giftq qrfl qrlrnr

1. Choose the correct answer. 2 each

rr& s+s 6r qq=r ffft\ |

D Whatpointsareincludedina'Memo'?

(a) The designation of the receiver and the designation of the

sender

O) Reference

(c) Date and subject

(d) Alloftheabove

'fi' (sqq +s) ri otq-t ft=3ri ot r+qdaT frqr wor tZ
(er) quo-nf il srR \q qqi ql-d h GIH o-l

(q) qc{
(e) dr$s \.q frsq

(q) scq)-{d rrfr
ii) A good report should be

(a) l-engtty (b) Imprecise

(c) Subjective (d) Objective
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yo Gr.d Rd-C d-{r qrRr

(er) frEd (q) or+rE

(r+) 3Tr.qq{fl (q) ftqrqer

iii) What is the aim of writing inqury letter?

(a) formakingacomplaint

. (b) formakinganinquoy

(c) forplacing apurchase order

(d) None of the above

{qqq-t (SE-drE) q-* fusi o-r ?qr steq tz
(er) fQrorco {d o.i tg
(q) e=@I{fr (SE-.ru) &
(s) ru sniqr ti tg
(q) flt + ofi Te

lv) Process of listening involves

(a) Sersing (b) Inrerpreting

(c) Evaluating (d) All of the above

Wi fr s-frqT d qnG-a d-dr t
(er) nnqr (e) qt-Eqr

(q) {qroq (q) B!.st{d q'S

v) Non-verbalcommunicationis

(a) Interview (b) Writtencommrurication

(c) Msuallanguage (d) Speech

rTibfuo Edsq t
(er) {flqilGn'R (e) ftfu-d FEiqnT

(e) Eaq qrEr (q) qmur
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2. a)

t3l

What do you mean by minutes of a meeting ? 6

frfur (ild-o) b frfu{T (offi ft-qrur) d enq qqT HTfld t?
b) How to prepare an agenda for a meeting?

mfor (d-do) b G--ET (oTdrnfr) o) H dqri frqT qrdr t?

3. a) Explainobjectives of interview. 6

wea@-R il eedi o\ eq-srslr

b) Describe the various stages through which an interview
progresses.

t2

t2

4. a)

b)

frft--d dqFi or quiq fifr\ ftr+b qreqq r) go rfl-eflco-R 3rd
c.aor tr

Describe three basic features of technical style. 6

tfrod Rr{d fr d-{ gw ftr}vorC or quh fffrqr
Draft an office order suspending an employee. 6

ro o4u,q oi ft.ifro o-ii & \.fi ojzridq eniqt or qmq
(q{+-qT) d-qrs fifrqr
Draft a memo denying the grant of deputation of a probationer.

6

so qfrfreil qrd o) qftFEEr fr q-nET fi fr\ H (ww1fr.sy
o-r qrsq (qql-qr) d-qx frfrql

c)

5. Explain principles of effective communication.

qqTfr EanqnT il ffif o) qq-flt{}l

OR/eterqr

Draft a complaint letter .

To fQm.r{fr q-r olqTsq (q-*fr-qT) dq{ fifrqr

18
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6. Prepareanapplicationforthejobof anengineerwithresume. 18

R-'tr il srq yo efufrqs (orfu{rdT) fr ffi tg 3rTiqq d-qn fiftlr

7 . Explainbarriers to communication

wnqq fr qreneii (tfurd) ui sgrgh

, 8. Writeshortnotesonanythreeofthefollowing: 6each

a) Feasibilityreport

b) Offrcecircular

c) Telex

d) E-mail

ffin d r\ 66 ftc w €fAiE ftlq!ft ftfuqt

oT) s!-qrer qftkn (ffifrftl-& RmC)

q) ornBu q-{q-{T{

s) td-ffi

q) {-trd

18
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