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‘The figures in the margin indicate
Jull marks for the questions.

OPTION-A . ,
Paper : BCM-AE-1014 (ENG).
~ (English)
1. State whether the following statements are
True or False: (any ten) 1x10=10

(@) Without analysing the 'audie.nceA' the
chances of effectiveness of
communication arises.

(b) ‘Acquired gestures’ are imbibed from a
~cultural environment.
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() Office orders are authoritétive
directions that always flow upward.

(d) E-mail system usually provides a
" * readymade format which the user can .
use daily.

(e Haptics is the discourse of ‘touch’ in a
communicative situation.

() The negative attitude of subordinates
is not-a barrier to an effective
organisational communication. '

(g) . Communication gap.arises when there

- is no gap between the -content and
emotional impact.

(h) Sales létters ‘perform the “salesman’s

function of educating and perSuadmg
‘customers..

. () Like letters, memos and internal

reports, press notes are not meant for
the masses.

() ~ Reports submitted by individuals like
Auditor, Works Manager, Company

Secretary etc. are known as Annual
Reports.

(k) The notification period for a
- shareholder’s meeting must be at least
+ 21 days before the meeting.

() Our sensory preceptors are limited.
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(m) In written communlcatlon effective
hstenlng is vital.

(n) Two-way communication does not allow
any scope to ensure that the intended
message of the sender is understood
by the receiver.

(o) Formal communication has nothing to
do with the line and authonty of an
orgamzatmn

(p) Electronic mail is an important oral
media of communication.

(@ There is no difference in the
pronunciation of language of different
. countries and reglons

() Jargon should be avoided when ta_lkmg
‘to someone unfamiliar with the subject
matter.

2. Answer aﬁy Jive of the following: 2x5=10

(@) Mention two merits of oral
ccommunication.

(b) Why is non-verbal communication more
reliable and more effective than verbal
communication ?

(c) Write a short note on ‘feedback’ in the
communication process. -

(d) What strategy should be implemented
.in drafting a sales letter ?
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() What is ‘encoding’ in ‘the_
communication procé\ss ?

() Give two examples- of one-way
commumcatlon

(9) What is the importance of ! grapevme
to an organization ?

M What are- different types of busmessh

.' letters? ' ‘ 4
") Make a list- of the 7Cs of
communication.

(i)  Define good news letters and bad news
: letters citing an example from each. -

3. Answer the following : .. 5%4=00
| (@) Correct any five of the following : '
. 1x5=5

(i) She has returned back from Delhi.

:(ii) Manik is working here since five
years. '

(i) I am not sure which book she is
referring to.

(iv) Nitin was_ appointed as the
Managing Director.

(v) Plumber was able to fix the leaklng
. pipe. .
(vi) A little learning is a danger thing.
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(b) Correct-any five of the words that have
been italicized : ©1x5=5

(i He will right/write off the assets

' from the book. ‘

(i) The teacher explained the
" principals/ pnnczples of economics
clearly.

(iii) A _general education is 'a
prerequisite/ perquisite to live in-the

. modern society.
(iv) He is an effective/ efficient speaker -
' and can influence thé audience
- easily. .

(v) The settlers were forcefully/ forcibly
evicted from the hills.

(vij The hotel has hundred rooms
altogether/ all together.

(c) Choose the correct option : (any five)
1x5=5

(i) There will be a meeting of the
Board of Directors on every .
alternate/alternative Monday.

(i) The essays have been amended/
emended. )

(i) The bird has distinct/distinctive
green and brown wing markings.

4 (Sem-1/CBCS) BCM-AE/MIL/G 5  Contd.



(iv) Everyone - complimented/
complemented the bride on her
appearance.

(v). Goals are accomplished quickly
when the morale/moral of the
team is high.

"~ (vif The plan is not practical/

- practicable in . the present
circuimstances.

(d) " Do as directed : (any five) 1x5=5‘ .

(i) Shyama was elected by the public
as their representative.

(Change the voice) “

- (i) Listen to me and I will tell you all.

(Change to complex)

(iii) The Manager said that the typist
was typing the report.

) (Change to direct speech)

(iv) A ﬂyover is being constructed at
~ Maligaon. (Change to negative)

(v) The writing that cannot be read.
(Express in one word)

(vi) Make a sentence with ‘a blessing -
in disguise’.’

(vii) Give the synonyms of ‘eliminate’
and ‘renounce’. :
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(viii) Give ‘the antonyms of ‘condemn’
‘and ‘humility’.

| 4. (o)  Answer any two of the following :
- . '10x2=20

(i) What do you understand by ‘noise’
in communication ? How does it

~ affect the flow of communication ?

' 2+8=10

(i) What do you mean by ‘formal’
communication ? Discuss its
advantages and disadvantages.

-2+8=10
(iij) Write short notes on:  5+5=10
(1) Limitations of written
communication
(2) Limitations of oral
communication

(iv) Write an essay on the
paralinguistic aspects of effective
.oral communication. '

(v) What is a memo? How does it
differ from-a business letter ? Cite

at least two differences in support
of your answer. 2+8=10
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(b) Answer any two of the following :
10x2=20

(i) Draft an order subsequent to your
telephone conversation with a
stationary items supplier for
despatch of a partmular kind of
register.

(i) You are the Managing Director of

- AC Enterprisés Ltd. Write a

circular letter to the employees of

your company regarding the

opening of a creche and enumerate

the equipment and services
available therein.

(iii) Inform your supplier, M/s. Plastic
Zone, Hyderabad, that the plastic
containers supplied to you are not
up to the quality of the samples
shown. Write a complaint letter,
suggesting cancellation ‘of the
‘order, if the claim is not adjusted
satisfactorily.

iv) You had attended the AGM of
Mahanadi Coalfields Limited. Draft
- the minutes of the meeting. Your
answer should cover ithe following :

(1) Nature of the meeting
(2) Date, time and place of the
meeting
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" (3) Names of those present

(4) Items numbered and given to
be recorded

(v) You are Mrmal/Mrmahm and
gifted with the art of acting.

Write an unsolicited letter to a cinema
company, recruiting new faces for the1r
forthcommg production.
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OPTION-B
Paper : BCM-AE-1014 (ASM)

 (Assamese)

(Modern Indian Language )
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OPTION-C
Paper : BCM-AE-1014 (BEN)
| ( Bengali )
(Modern Indian Language )
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OPTION-D ‘
~ Paper: BCM-AE-1014 (HIN)
' (Hindi )
(Modern Indian Language)
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OPTION-E
Paper : BCM-AE-1014 (BOD)
(Bodo) -
(Modern Indian Langiage)’
Answer in Bodo. |
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| OPTION-F.
Paper : BCM-AE-1014 (NEP)
| ( Nepali)
(Modern Indian Language)
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