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Business Communication

1. Answer any four of the following questions : 5×4=20

(a) Distinguish between formal and informal communication. 5

(b) What do you mean by interpersonal barriers of communication? How can it be
overcome? 2+3

(c) What is a business report? Mention the typical components of a good business report.
2+3

(d) What is notice? What are the requisites of a valid notice? 2+3

(e) Explain the principles of oral presentation. What are the factors that affect effective oral
presentation? 2+3

(f) What is visual communication? State two advantages and disadvantages. 2+3
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2. Answer any two of the following questions : 10×2=20

(a) Draft a notice along with agenda of the First Board Meeting of a public limited company.
10

(b) Draft a letter to your supplier complaining about the inferior quality of goods supplied and
asking for suitable remedy. 10

(c) Draft the minutes of the Annual General Meeting of a Co-operative Society. 10

(d) Draft a job application letter for the post of accountant. Enclose your resume with it.
10
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Or,

Paper - SEC 2-T
E-Commerce

  Full Marks : 25 Time : 2 Hours

1. Answer any two of the following questions : 5×2=10

(a) Distinguish between Debit Card and Credit Card.

(b) Write a short note on : Search Engine Optimization (SEO).

(c) Explain major Business Models B to C under E-Commerce.

2. Answer any one of the following questions : 15×1=15

(a) Discuss the opportunities and challenges of E-Commerce in India. 15

(b) (i) What are the salient features of Information Technology Act, 2000 ?

(ii) Write short note on : NEFT, RTGS and IMPS. 6+9
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