Course Code : 2BCOM3

Course: Title: Business Organization & Communication

Credit: 3

Assignment No. :

Maximum Marks : April 30 ( for January Session)
October 31, ( for July session )

Max.Marks:-30
Min.Marks:-10

Note:-Attempt all Questions.

Que.1 Briefly explain the various functions and types of organizational communication.
FAUIRAT FAR & YR 3R A= IRl &1 [dRYds arr STy |

Que.2 Explain how we draft the interview letters, call lettes and offer of appointment.
T e UF, gorral, iR Fgfad @ urara &1 A9ieT e IeR JOR aRd 87

Que.3 What are the barriers to communication? How will you overcome these barriers?
HAR BT I T 22 AT §9 S Bl DA R BT |

Que.4 What are the principal of effective writing? Explain.
g1l oRgd & 9T RIgTd 2° |ASSy |

Que.5 What do you mean by formal communication? Explain its function and advantages.
NUATR® R | 3MUHT T AT 87 3D IHHET AR BRIGT dT F9s180 |

Que.6 What are the two types of formal communication? Explain non-verbal communication in

detail.
IR & & YR RT &° TR 9 IR—ARId daR & IR § 919 |

Que.7 Draft an office order giving the detail of continued absence of an employee and the
proposed action to be taken against him/her.
UH HHART B FRAR STFURIT &1 f9aR0T v IH® RaATh &1 S Feb=1 dTell HRIdTel WR T
ST U5 TIR HINTT |

Que.8 Write a memorandum from Vice-president to finance manager of ABC company,
informing him about an increase in the Diwali for bonus for all the employees.



