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* {dÚmWu Ü¶mZ X| *
AmnH$m àíZ nÌ 3 go³eZ ‘| {d^m{OV hmoJm:

go³eZ A : Am°ãOop³Q>d Q>mBn àíZ : 05 Zå~a
go³eZ B : em°Q>© AmÝga Q>mBn àíZ : 10 Zå~a
go³eZ C : bm±J AmÝga Q>mBn àíZ : 25 Zå~a

 40 Zå~a
gm‘mÝ¶V: XoIZo ‘| AmVm h¡ {H$ ‘mH}$Q> ‘| CnbãY JmBS>²g ‘| go³eZ

C Ho$ bm±J AmÝga Q>mBn àíZmo§ Ho$ ~mX CÝht àíZm| H$mo ~«oH$ H$aHo$ go³eZ
B Ho$ em°Q>© AmÝga Q>mBn àíZm| Ho$ ê$n ‘| {X¶m OmVm h¡, {OZ‘| A{YH$m§e
‘¡Q>a dhr [a{nQ> hmoVm h¡ Omo {dÚmWu bm±J AmÝga ‘| n‹T> MwHo$ h¢& H$B© ~ma,
go‘ àíZ Ho$ em°Q>© AmÝga ‘| Hw$N> ~mV| Eogr Omo‹S> Xr OmVr h¡ Omo Cgr Ho$
bm±J AmÝga ‘| H$da Zht hþB©& Eogo ‘| H$Ýâ¶yOZ ~‹T>Vm h¡& àñVwV nwñVH$
‘| àË¶oH$ Q>m°{nH$ H$mo bm±J AmÝga Ho$ ê$n ‘| H$da H$aZo Ho$ ~mX àË¶oH$
bm±J AmÝga Q>mBn àíZ Ho$ ~mX Cggo g§~§{YV do g^r em°Q>© AmÝga Q>mBn
àíZ {X¶o h¢ Omo A~ VH$ narjm ‘| nyN>o J¶o h¢ ¶m nyN>o Om gH$Vo h¢&
BgHo$ Xmo bm^ h¢:

(i) AmnH$mo àË¶oH$ Q>m°{nH$ H$m EH$ gånyU© CËVa EH$ hr ñWmZ na EH$
~ma n‹T>H$a ¶mX H$aZm h¡&

(ii) Cg Q>m°{nH$ go g§~§{YV g^r em°Q>© AmÝga Q>mBn àíZm| H$s V¡¶mar
AnZo Amn hmo Om¶oJr d {H$gr àH$ma H$m H$Ýâ¶yOZ Zht hmoJm&
h‘ ¶h ‘mZH$a MbVo h¢ {H$ J«oOwEeZ bodb H$m ñQy>S>oÝQ> BVZm Adí¶

g‘PVm h¡ {H$ {H$gr Q>m°{nH$ na 3 Zå~a H$m àíZ Am OmE Vmo ³¶m Am¡a
{H$VZm {bIZm h¡&

go³eZ A go g§~§{YV Am°ãOop³Q>d Q>mBn àíZ ^r n¶m©ßV g§»¶m ‘|
{X¶o h¢& [a{n{Q>eZ g‘mßV H$aHo$ 'JmJa ‘| gmJa' ^aZo H$m h‘mam à¶mg
AmnH$mo Adí¶ AÀN>m bJoJm&

Bgr {dídmg Ho$ gmW!
boIH$

'Be a Real Commerce Graduate'
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NEW SYLLABUS

 Business Organization: Definition, Concept, Charac-
teristics, Objectives, Significance, Components, Functions, Busi-
ness ethics, Social responsibilities of Business, Promotion of
Business: Meaning, Functions, Stages of Promotions, Forms of
Business Organization: Detailed Study of Sole Proprietorship
and Partnership.

 Company Organization: Meaning, Definition, Forma-
tion of Private and Public Company, Merits and Demerits, types
of companies, Cooperative Organization-Need, Meaning, Signifi-
cance and its Merits-Demerits, Public Enterprises-concept,
Meaning, Characteristics, Objectives and Significance, Multina-
tional corporations (MNCs)- An Introduction in India.

 Communication-Introduction, Definition, nature,
Objectives, Importance of Communication to Manager, Elements
of Communication, Feedback, Dimensions and Directions of Com-
munication, Means of Communication-Verbal Communication
SWOC Analysis.

 Non-Verbal Communication, Body Language, Para-
language, Sign Language, Visual and Audio Communication,
Channels of Communication, Barriers in Communication, Writ-
ten Business Communication- Concept, Advantages, Disadvan-
tages, Importance, Need and kinds of Business Letters, Essen-
tials of an Effective Business Letter.

 Modern forms of communication-Fax, E-mail, Video
Conferencing, International Communication for Global Business,
Group communication Network, Preparation of Business sur-
vey Report.
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 gånyU© _.à. H$s `y{Zd{g©Q>r Ho$ EH$sH¥$V ZdrZ
nmR²>`H«$_mZwgma&

 g§nyU© {gbo~g H$mo H$da H$aVr EH$_mÌ nwñVH$&

 gab ^mfm&

 Am°ãOopŠQ>d àíZm| H$m g_mdoe&

 àË òH$ ỳ{ZQ> Ho$ A§V _| Review Questions.

 {d{^ÝZ ¶y{Zd{g©Q>r H$s narjmAm| ‘| nyN>o JE àíZm| H$m
g‘mdoe&

 T-20 àíZm| H$m g_yh {Og_| go A{YH$m§e àíZ
narjm _| nyN>o OmZo H$s g§̂ mdZm&

 Eogo H$B© AZoH$m| Iw{~`m| Ho$ gmW _mH}$Q> _| CnbãY
nwñVH$m| _| gd©loð> nwñVH$ AmnHo$ hmW _|&

 AmnHo$ gwPmdm| H$m ñdmJV h¡&

Mob.: 9826290888
mukeshfjain@gmail.com

nwñVH$ H$s {deofVmE§
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1. Write a short note on: 'Certificate of Incorporation'.
g§{jßV {Q>ßnUr {b{IE… 'BZH$m°nm}aoeZ H$m à‘mUnÌ'&

CO-OPERATIVE ORGANIZATION/ ghH$mar g§JR>Z
LONG ANSWER TYPE QUESTIONS

Q.19. What is co-operative organization? Discuss its
characteristics. [2019]
H$mo-Am°nao{Q>d Am°J}ZmBOoeZ ³¶m h¡? BgH$s {deofVmAm| na MMm© H$s{OE&

1. Describe the economic advantage of co-operative orga-
nization./ ghH$mar g§JR>Z Ho$ Am{W©H$ bm^m| H$m dU©Z H$s{OE& [2017]

67

71

74

76



N
PP

BRILLIANT'S/Business Organization and Communication/10

Q.20. Differentiate between Joint Stock Company and Co-
operative Society. [2019]
Om°B§Q> ñQ>m°H$ H§$nZr VWm ghH$mar g{‘{V Ho$ ~rM A§Va ~VmB¶o&

PUBLIC ENTERPRISES/ gmd©O{ZH$ à{VîR>mZ
LONG ANSWER TYPE QUESTIONS

Q.21. What is meant by Public Enterprises? Discuss their
importance in reference of India.
gmd©O{ZH$ à{VîR>mZm| go ³¶m VmËn¶© h¡? ^maV Ho$ g§X^© ‘| BZH$s
Amdí¶H$Vm na MMm© H$s{OE& [2019, 2015, 2012]

1. Explain four objectives of Public Enterprise.
gmd©O{ZH$ à{VîR>mZ Ho$ Mma CÔoí¶ g‘PmB¶o& [2016]

MULTINATIONAL CORPORATIONS (MNCs)- AN
INTRODUCTION IN INDIA

‘pëQ>ZoeZb H$m°nm}aoe§g (MNCs)- ^maV ‘| EH$ n[aM¶
LONG ANSWER TYPE QUESTIONS

Q.22. What is the importance of Multinational Corporation in
Indian Economic Development?/ ^maVr¶ Am{W©H$ {dH$mg ‘|
‘pëQ>ZoeZb H$m°nm}aoeZ H$s Amdí¶H$Vm ³¶m h¡? [2019]
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1. Write the advantages of oral communication.
Amoab H$å¶y{ZHo$eZ Ho$ bm^ {b{IE& [2019, 2018]
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³¶m Ame¶ h¡? BgHo$ {d{^ÝZ àH$ma ~VmB¶o& [2017, 2014]

1. What is non-verbal communication?
Zm°Z-d~©b H$å¶y{ZHo$eZ ³¶m h¡? [2019]

BODY LANGUAGE/ ~m°S>r b¢½doO
Q.34. What is meant by body language? Mention its various

means. [2019, 2016, 2015, 2013]
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PARALANGUAGE/ n¡amb¢½doO
LONG ANSWER TYPE QUESTIONS

Q.35. What is Paralanguage? Explain its main factors.
n¡amb¢½doO Š`m h¡? BgHo$ _w»` H$maH$ g_PmBE& [2019]

1. What is Paralanguage communication?
n¡amb¢½doO H$m H$å ỳ{ZHo$eZ Š`m h¡? [2016]

SIGN LANGUAGE/ gmBZ b¢½doO
LONG ANSWER TYPE QUESTIONS

Q.36. What is sign language? Discuss the type, advantages
and limitations of sign language./ gmBZ b¢½doO ³¶m h¡?
gmBZ b¢½doO Ho$ àH$ma, bm^ VWm H${‘¶m| H$s  ì¶m»¶m H$s{OE&

1. What do you mean by sign language?
gmBZ b¢½doO go AmnH$m ³¶m Ame¶ h¡?[2019, 2018, 2015, 2013]

CHANNELS OF COMMUNICATION/ H$å¶y{ZHo$eZ Ho$ M¡Zëg
LONG ANSWER TYPE QUESTIONS

Q.37. What is grapevine communication? Describe its types.
Explain effective use of communication.
J«ondmBZ H$å¶y{ZHo$eZ ³¶m h¡? BgHo$ àH$ma g‘PmBE& H$å¶y{ZHo$eZ
Ho$ à^mdr Cn¶moJ g‘PmBE& [2019]

1. Explain formal communication.
’$m°‘©b H$å¶y{ZHo$eZ H$m dU©Z H$s{OE& [2019, 2015, 2014]

BARRIERS IN COMMUNICATION/ H$å¶y{ZHo$eZ _| ~¡[a`g©
LONG ANSWER TYPE QUESTIONS

Q.38. Explain the main barriers of communication.
H$å¶y{ZHo$eZ Ho$ _w»` ~¡[a`g© g_PmBE& [2019, 2014, 2012]
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1. Explain the physical barriers of communication.
H$å¶y{ZHo$eZ Ho$ ̂ m¡{VH$ ~¡[a`g© g_PmB ò& [2015, 2013]

Q.39. Suggest measures to remove barriers of communication.
H$å¶y{ZHo$eZ H$s ~mYmAm| H$mo hQ>mZo Ho$ Cnm¶m| H$m gwPmd Xr{OE&

[2019, 2018, 2014, 2012]

WRITTEN BUSINESS COMMUNICATION
[aQ>Z {~OZog H$å¶y{ZHo$eZ

Q.40. What do you understand by written business communi-
cation?/  [aQ>Z {~OZog H$å¶y{ZHo$eZ go Amn ³¶m g‘PVo h¢?

BUSINESS LETTER/ {~OZog boQ>a
LONG ANSWER TYPE QUESTIONS

Q.41. What do you mean by 'Business Letters'? Explain the
main characteristics of Business letter.
'{~OZog boQ>g ©' go AmnH$m ³¶m Ame¶ h¢? {~OZog boQ>a H$s ‘w»¶
{deofVmE± g‘PmBE& [2019, 2016]

1. Discuss the objectives of business letters.
{~OZog boQ>a Ho$ CÔoí¶m| H$s ì¶m»¶m H$s{OE& [2018]

LONG ANSWER TYPE QUESTIONS
Q.42. Draw a proforma of a Business Letter.

{~OZog boQ>a Ho$ àmo’$m‘m© H$m {MÌU H$s{OE& [2019, 2017, 2015]

1. Discuss the structure of a Business letter.
EH$ {~OZog boQ>a H$s g§aMZm H$s ì¶m»¶m H$s{OE& [2018]

KINDS OF BUSINESS LETTERS/ ì¶mnm[aH$ nÌ Ho$ àH$ma
LONG ANSWER TYPE QUESTIONS

Q.43. Discuss the types of Business letters.
ì¶mnm[aH$ nÌm| Ho$ àH$mam| H$s ì¶m»¶m H$s{OE& [2019, 2018, 2016]
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1. What do you understand by circular letters?
g³¶y©ba boQ>g© go Amn ³¶m g‘PVo h¢? [2019]

ESSENTIALS OF AN EFFECTIVE BUSINESS LETTER
EH$ à^mdr ì¶mnm[aH$ nÌ Ho$ Amdí¶H$ VÎd

LONG ANSWER TYPE QUESTIONS
Q.44. Discuss the essentials of an effective business letter.

EH$ à^mdr ì¶mnm[aH$ nÌ Ho$ Amdí¶H$ VÎdm| H$s ì¶m»¶m H$s{OE&
[2019, 2018, 2017, 2015]

Review Questions
Objective Type Questions

UNIT 5: MODERN FORMS OF
COMMUNICATION

MODERN FORMS OF COMMUNICATION
H$å¶y{ZHo$eZ Ho$ AmYw{ZH$ àH$ma

LONG ANSWER TYPE QUESTIONS

Q.45. Write a note on the following modern form of
communication: (a) Fax (b) E-mail (c) Video
Conferencing (d) Internet
H$å¶y{ZHo$eZ Ho$ AmYw{ZH$ ê$n na {Q>ßnUr {b{IE: (a) ’¡$³g (b) B©-
‘ob (c) dr{S>¶mo H$m°Ý’$a|qgJ (d) BÝQ>aZoQ> [2018, 2015, 2013]

1. What are the modern forms of communication?
H$å¶y{ZHo$eZ Ho$ AmYw{ZH$ àH$ma ³¶m h¢? [2019, 2014]

FAX/ ’¡$³g
Q.46. Discuss the role of Fax in Communication.

H$å¶y{ZHo$eZ ‘| ’¡$³g H$s ̂ y{‘H$m H$s ì¶m»¶m H$s{OE& [2017]
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E-MAILS/ B©-‘ob
LONG ANSWER TYPE QUESTIONS

Q.47. What do you understand by E-mail? Also explain its
procedure. [2019]
B©-‘ob go Amn ³¶m g‘PVo h¢? gmW hr BgH$s à{H«$¶m g‘PmBE&

1. Write a short note on E-mail.
B©-‘ob na EH$ g§{jßV {Q>ßnUr {b{IE& [2017, 2013]

VIDEO CONFERENCING/ {d{S>`mo H$m°Ý\$a|qgJ
LONG ANSWER TYPE QUESTIONS

Q.48. Discuss the role of Video Conferencing in communication.
H$å ỳ{ZHo$eZ _| {d{S>`mo H$m°Ý’o«§$qgJ H$s ^y{_H$m H$s ì`m»`m H$s{OE&

[2017, 2016]
INTERNATIONAL COMMUNICATION FOR GLOBAL BUSINESS

d¡pídH$ ì¶mnma Ho$ {bE B§Q>aZoeZb H$å¶y{ZHo$eZ
LONG ANSWER TYPE QUESTIONS

Q.49. What do you mean by International Communication?
What suggestions would you provide for adopting
global business?
B§Q>aZoeZb H$å¶y{ZHo$eZ go AmnH$m ³¶m Ame¶ h¡? d¡pídH$ ì¶mnma
AnZmZo Ho$ {bE Amn ³¶m gwPmd àXmZ H$a|Jo? [2019, 2013]

1. Write a short essay on International Communication at
adapting to Global business./ d¡{ídH$ ì¶mnma ‘| AZwHy$b hmoZo
Ho$ {bE B§Q>aZoeZb H$å¶y{ZHo$eZ na g§{jßV  {Z~ÝY {b{IE& [2012]

LONG ANSWER TYPE QUESTIONS

Q.50. What is meant by e-commerce? Explain its working and
merits-demerits. [2019, 2018, 2017, 2014]
B©-H$m°‘g© H$m ³¶m AW© h¡? BgH$s H$m¶©àUmbr VWm JwU-Xmof g‘PmB¶o&
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1. What are the obstacles for the development of E-
Commerce?/ B©-H$m°‘g© Ho$ {dH$mg H$s ~mYmE§ ³¶m h¢? [2018]

LONG ANSWER TYPE QUESTIONS

Q.51. Write a short note on e-banking.
B©-~¢qH$J na g§{jßV {Q>ßnUr {b{IE& [2015, 2013]

GROUP COMMUNICATION NETWORK
J«wn H$å¶y{ZHo$eZ ZoQ>dH©$

LONG ANSWER TYPE QUESTIONS

Q.52. What do you mean by Group Communication Network?
Discuss its importance./ J«wn H$å¶y{ZHo$eZ ZoQ>dH©$ go AmnH$m ³¶m
Ame¶ h¡? BgHo$ ‘hËd H$s ì¶m»¶m H$s{OE& [2019]

LONG ANSWER TYPE QUESTIONS

Q.53. What do you mean by Internet? What are its uses?
Explain./ BÝQ>aZoQ> go AmnH$m ³¶m Ame¶ h¢? BgH$s ³¶m Cn¶mo{JVmE±
h¡? dU©Z H$s{OE& [2018]

1. Write a note on internet.
B§Q>aZoQ> na EH$ {Q>ßnUr {b{IE& [2018]

PREPARATION OF BUSINESS SURVEY REPORT

{~OZog gd} [anmoQ>© V¡¶ma H$aZm
Q.54. What do you mean by Report? What are the methods

of preparing a Business Survey Report? Explain.
[anmoQ>© go AmnH$m ³¶m Ame¶ h¢? EH$ {~OZog gd} [anmoQ>© ~ZmZo H$s
{d{Y¶m± ³¶m h¡? g‘PmBE& [2019]

Review Questions
Objective Type Questions
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