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s NEW SYLLABUS s

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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UNIT 1: BUSINESS ORGANIZATION

BUSINESS ORGANIZATION: DEFINITION AND CONCEPT
oo sfATESe : aRYTNT 1 SraeRon

LONG ANSWER TYPE QUESTIONS
Q.1. Describe the objectives of Business Organization.
oM™ SATEReN & ST WHeSy| [2019]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Explain the meaning of business organization.

o amtATEoIer &1 3ref ww=TSv [2019,2014] 19
COMPONENTS & FUNCTIONS OF BUSINESS ORGANIZATION
oo AMFTgSI9A & gcd duT Bk

Q.2. Write down the various components of a business organi-

zation./ U o™ 3ifiIgois & faft= e forfkawi [2019] 23

| BUSINESS ETHICS/ @TIR e |
Q.3. What are the basic assumptions of Business ethics?

TR AAHAT Y SR TG 71 8 2 [2018] 27
SOCIAL RESPONSIBILITIES OF BUSINESS
YR & AP IR

LONG ANSWER TYPE QUESTIONS
Q.4. Whatdo you mean by Social Responsibility of Business?

Explain the responsibilities of business towards various
sections of society. [2018, 2017, 2016, 2015, 2014]

IR & AHITD SURGIAcT A ITIBT AT I g ? THATST
P A= af & ufey AR $ SRR AHEIS| 32
PROMOTION OF BUSINESS: MEANING AND STAGES

IR BT TNM: 31 Fear ==or
Q.5. Define 'Promotion’. Describe different stages of promotion.

‘THeF’ B gRufta HifSiel yem $ R wRoi 3t
HEATSY [2019, 2015, 2013] 37
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Q.6.

Q.7.

Q.8.

Q.9.

POSITION AND FUNCTIONS OF PROMOTER
TEICR &1 UG A1 SR
What is the meaning of promoter?

THICR T a1 31 § 7 [2019]
FORMS OF BUSINESS ORGANIZATION

fas¥ SMfATERI & PR

Point out different forms of Business Organization. What
factors should be taken into consideration while
selecting a suitable form of Business Organization?

fasmw siifTgsiem & RifY= veR feifa) fasm sz
& UYF WU BT 999 B 6T fhd BRI BT &I | @M
ST =Ry ? [2019, 2017]

| SOLE PROPRIETORSHIP/ Wi HINRIexfam |

Elucidate the advantages and disadvantages of sole
proprietorship.

HAreT IHRICXIT & ATH GAT BT BT quiF HIfSTTl  [2019]
| PARTNERSHIP/ WTS5E} |

LONG ANSWER TYPE QUESTIONS
Define partnership and describe its main characteristics.

ARt B Ry HT gar 396 J=0 o0 BT quie
FHifom [2015]

41

42

SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION

1.

Define partnership./ ATRERY &Y uR¥IfRT Hifstel  [2019]

FORMATION OF PARTNERSHIP/ {T3ieRI &7 fAsfor

LONG ANSWER TYPE QUESTIONS

Q.10. What is partnership deed? It is compulsory to have

partnership deed? If not state the rules applicable in
the absence of an agreement. [2019, 2017]

WIHERY Y T & ? T WIS Y T AT & 2
I el Y Irgay & IUfRARY # & g a1t A saTg
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SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Mention the main contents of Partnership Deed.

APERt & I 3ud qarsd| [2018] 50

|TYPES OF PARTNERSHIP/ WTSIGR! & UHR |
Q.11. Explain the types of partnership. Give its Pros and Cons.
AeeR & I JeR Wussy? @G A e g
CRIED] 54
Q.12. Point out the types of Partners./ TSICR] & UYhR A9 55
Q.13. State difference between sole proprietorship and

partnership.

WIS MYTICRAT qAT AT & i ofeR forRawl [2019] 57
Review Questions 58
Objective Type Questions 58

UNIT 2: COMPANY ORGANIZATION

COMPANY ORGANIZATION: MEANING, DEFINITION,
MERITS AND DEMERITS

HUHT FAATSAIA: 37, gRYTET, 07 FAT 2N
LONG ANSWER TYPE QUESTIONS

Q.14. "A company is an artifical person created by law, a
perpetual succession and a common seal." Discuss.

U9 U 31 g} gRT a91IT -1 &1 gt HifS1gi[2019, 2018]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. What do you understand by '‘Company'?

U A T FAT THSI & ? [2019,2018] 61
Q.15. Distinguish between Company and Partnership
HUT TAT ATHASRY & ey iR gy | [2014] 66

| TYPES OF COMPANIES/ ST & &R |

LONG ANSWER TYPE QUESTIONS
Q.16. Give a detailed account on the types of companies.

FHIIST b THR R Uh g o R
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SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Write a short note on 'Classification of Company on the
basis of incorporation and liability'./ ‘76 ta SwReea

P IMYR W HUH &b Ffdpor W wféeg femolt forRav) 67

| PRIVATE AND PUBLIC COMPANY/ 5!t qerm srdif=as et |

LONG ANSWER TYPE QUESTIONS

Q.17. Explain in detail about private company and public
company. Also differentiate between them.
st dost T wdSRe Sl @1 fRaR | g Hifsl
I a1 3R Y garsd
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Distinguish between Private and Public Company.

fAroft Tom Ardsifve Hunl & i 3R garsd| [2019] 71
FORMATION OF PRIVATE & PUBLIC COMPANY
fastt oI AT Ut T T8

LONG ANSWER TYPE QUESTIONS
Q.18. What is Incorporation or Registration stage? Explain
the procedure of incorporation./ STPIURS AT '\’ﬁ‘ﬂésﬁ
TRUT T & ? SABIARIH 61 Uithar A=A | [2017]

SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Write a short note on: 'Certificate of Incorporation’.

Wfére fRruguft forRau: 'gepiaRer &1 THOM’ | 74
|CO-OPERATIVE ORGANIZATION/ E®HR! WG |

LONG ANSWER TYPE QUESTIONS

Q.19. What is co-operative organization? Discuss its
characteristics. [2019]

PI-IRAT IFRHISAIH T &2 TAD! fALtwarati R =af Hifemm
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Describe the economic advantage of co-operative orga-

nization./ AEHRY WIS & 3N ATHY BT quiF HITI[2017] 76
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Q.20. Differentiate between Joint Stock Company and Co-
operative Society. [2019]

Siige ¥eTeh DUl qUT AghR! ARfT & di=r iR Tarsdl 81
| PUBLIC ENTERPRISES/ ATdS1fId HfsaT |

LONG ANSWER TYPE QUESTIONS

Q.21. What is meant by Public Enterprises? Discuss their
importance in reference of India.

QTSR Ufoseml | F1 aredd 82 YR & e § g
AMALTHAT R Tl HIfTQI [2019, 2015, 2012]

SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Explain four objectives of Public Enterprise.

[ESIS RIS & IR ST T | [2016] 83

MULTINATIONAL CORPORATIONS (MNCs)- AN
INTRODUCTION IN INDIA

AfeeAee BIAR (MNCs)- YR & U gRe

LONG ANSWER TYPE QUESTIONS
Q.22. What is the importance of Multinational Corporation in

Indian Economic Development?/ YReia 3nffe faera o
Afee9e PIARA T ATTIIHT T & ? [2019]

SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Define MNC and explain its characteristics.

MNC &1 aRMIfRa HIfSTT vg st fAadiNas a9smsyl [2019] 88
Review Questions 94
Objective Type Questions 94

UNIT 3: INTRODUCTIONTO COMMUNICATION

INTRODUCTION, DEFINITION AND NATURE OF
COMMUNICATION/ HRI(Ahe &1 UfRead, TRYTST T wepfer

Q.23. What do you mean by Business Communication?

ST R W ST T ML & 2
[2019,2018,2017,2014] 97

BRILLIANT'S/Business Organization and Communication/10



OBJECTIVES AND IMPORTANCE OF COMMUNICATION

TO MANAGERS/ #7oR & fog HRIfAhe™ & Iged a1 Agd

Q.24. Discuss importance of communication to managers.

Y§USI & oIy FRIAdeM & dga $i faden Hifom
[2019,2018] 101

ELEMENTS OF COMMUNICATION/ SRIfSche & Qfor=ew

Q.25. Explain the essential elements of an effective comm-

unication. [2019, 2017]
TS THT FRFHI & TgaqU Ted THSIS 104
Q.26. Explain the communication process.
FHRIFHIT T B TS| [2018,2016] 105
FEEDBACK/ Hgd%

LONG ANSWER TYPE QUESTIONS
Q.27. What do you mean by Feedback? Discuss its methods.
Hsdd W AIST FIT MM 87 Hisdd o fafdml 6t e

HIfoTgl
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. What is feedback? / Hisds 1 & ? [2018] 107

DIMENSIONS AND DIRECTIONS OF COMMUNICATION
RGN & MM 7T femg

Q.28. Explain Dimensions and Directions of Communication.

FRIAGI & I T fYemali &t @ Hfgl [2019] 109

MEANS OF COMMUNICATION/ HRfShe & |18

Q.29. Describe E-mail. / $-8c &I GHEATITI [2019] 115

VERBAL COMMUNICATION/ 38 R]feher

LONG ANSWER TYPE QUESTIONS

Q.30. What do you understand by verbal communication?
Explain its various types. [2019, 2018]

et TR 3T FRT ST & ? S¥h FafSi= TR wHESg|
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SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Write the advantages of oral communication.

3R HrgfTeher & oy forRaw [2019,2018] 118

Q.31. Differentiate between oral and written communication.

IR T Red FdeE & 99 iR arsdl [2019] 124

SWOT ANALYSIS AND SWOC ANALYSIS
wWic fagayur qar @ik fagemor

LONG ANSWER TYPE QUESTIONS
Q.32. Write an essay in detail on 'SWOC' Analysis.

'SWOC' faeeivur R fawga fAay ferRav) [2019]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION

1. Whatis SWOT Analysis? What are its main components?
SWOT faeeiyur om §? S H&d U T 8 ? [2018] 125
Review Questions 130
Objective Type Questions 130

UNIT 4: NON-VERBAL & WRITTEN
BUSINESS COMMUNICATION
NON-VERBAL COMMUNICATION/ A -3dc R

LONG ANSWER TYPE QUESTIONS

Q.33. What do you mean by non-verbal communication?
Mention its various forms./ A-ade HRYADBT | BT

T AT &2 3P A= TR Tz [2017,2014]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. What is non-verbal communication?

ATT-adeT FRIIhI FT§ 2 [2019] 133

| BODY LANGUAGE/ 978} &7 |

Q.34. What is meant by body language? Mention its various
means. [2019, 2016, 2015, 2013]

TTS] TSt W YT T I & ? 30D A= Areaq garsd| 137
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PARALANGUAGE/ tRTeiTdoT
LONG ANSWER TYPE QUESTIONS
Q.35. What is Paralanguage? Explain its main factors.
RISt T B ? D TT HRD TS [2019]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. What is Paralanguage communication?
RISt BT FRIAD FTE? [2016] 140
SIGN LANGUAGE/ TS aivdsl
LONG ANSWER TYPE QUESTIONS
Q.36. What is sign language? Discuss the type, advantages
and limitations of sign language./ A3 AW T §?
AT Sl & UBR, o9 IUT BT H @ HIR|
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION

1. What do you mean by sign language?
ATS oivaoT W STIhT AT I & 2[2019, 2018, 2015, 2013] 142

CHANNELS OF COMMUNICATION/ FRIfShe & Ied

LONG ANSWER TYPE QUESTIONS

Q.37. What is grapevine communication? Describe its types.
Explain effective use of communication.

IYATET HRABT TT 8 ? 3P UBR WHHATSY | FRAb
P UHE ST AHSTSYI [2019]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Explain formal communication.

B FRIASGN BT qui HIRTI [2019, 2015,2014] 144
BARRIERS IN COMMUNICATION/ &% 3 SR

LONG ANSWER TYPE QUESTIONS

Q.38. Explain the main barriers of communication.

FRIFBE & TEF IR wwesgl [2019, 2014, 2012]
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SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Explain the physical barriers of communication.
FRIFBE & Hiftes SRt wasm [2015,2013] 153
Q.39. Suggest measures to remove barriers of communication.

HRFIHT HI AT DI g & IUR BT G QHoTCI

[2019, 2018, 2014, 2012] 159
WRITTEN BUSINESS COMMUNICATION

Rea fosma s

Q.40. What do you understand by written business communi-

cation?/ Res1 faomw HRIfAhe & 31T T wHeTd § 7

BUSINESS LETTER/ fas=¥ alcR

LONG ANSWER TYPE QUESTIONS

What do you mean by 'Business Letters'? Explain the
main characteristics of Business letter.

161

Q.41.

faSTY dew' | 3MUDT T NN 7 faomw aex &t 7=
fagryand ww=TsUl [2019, 2016]

SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Discuss the objectives of business letters.

oS dex & S22al 6t AT Hifvwl

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

o™t Qe & Wiwmi @1 fRmor Fifsl [2019, 2017, 2015]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION

1. Discuss the structure of a Business letter.

U faoMa dlex &l GxET & e Hifsrmi

[2018] 162

[2018] 165
KINDS OF BUSINESS LETTERS/ AT UF & UHR

LONG ANSWER TYPE QUESTIONS
Q.43. Discuss the types of Business letters.

TR YAl &b UHRI Y AReT HIfSTTI [2019, 2018, 2016]
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SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. What do you understand by circular letters?

TRIFR e W/ ST T 9T § 7 [2019] 171
ESSENTIALS OF AN EFFECTIVE BUSINESS LETTER
TUh UUTHT TS U & ATGTH oad

LONG ANSWER TYPE QUESTIONS
Q.44. Discuss the essentials of an effective business letter.
Teh GYTE] SATITRG U5 & IATETH dal bl ARAT HIfoTT|

[2019, 2018, 2017, 2015] 183
Review Questions 185

Objective Type Questions 185

UNIT 5: MODERN FORMS OF
COMMUNICATION

MODERN FORMS OF COMMUNICATION
FRIFIHIH & MMYFAD UHR

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

FRFBE & IMYFAs wu R fewf forRey: (a) e (b) $-
el (c) ST BHIRAT (d) Fexe [2018, 2015, 2013]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. What are the modern forms of communication?

FRIBT &b ATYD THR FAT & ? [2019,2014] 189
FAX/ et

Q.46. Discuss the role of Fax in Communication.

FHRIFHE H hawt Y et H e Hifrg [2017] 194
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E-MAILS/ -3¢ |

LONG ANSWER TYPE QUESTIONS

Q.47. What do you understand by E-mail? Also explain its
procedure. [2019]

$-Hel | 3N AT WIS & ? AT &) S Uithar AHSSY|
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Write a short note on E-mail.

9o IR o wfdr feooft ferfaw [2017,2013] 195
| VIDEO CONFERENCING/ faf3al shi=miRi |

LONG ANSWER TYPE QUESTIONS
Q.48. Discuss the role of Video Conferencing in communication.

FHRIFBE H A HI=6RA At yfiewt Hi aarer Hifvm
[2017,2016] 199
INTERNATIONAL COMMUNICATION FOR GLOBAL BUSINESS|

3feass AR & oy gexAee FRfFBeE

LONG ANSWER TYPE QUESTIONS

Q.49. What do you mean by International Communication?
What suggestions would you provide for adopting
global business?

T FRIAHI W ST I e 87 Hfeqss R
3T & T 319 T FeATT TS Bl ? [2019, 2013]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION

1. Write a short essay on International Communication at
adapting to Global business./ 3f3a® UR ¥ s g g

& forg Semema sRgRdeM W Wit fRe=y farfawi [2012] 200
LONG ANSWER TYPE QUESTIONS

Q.50. What is meant by e-commerce? Explain its working and
merits-demerits. [2019, 2018, 2017, 2014]

S—pTARl o1 T 31ef & ? SRAHT BRIVt AT [UT-3IY TS|
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SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. What are the obstacles for the development of E-
Commerce?/ -1 & fApT A a1um@ RTE?  [2018] 202
LONG ANSWER TYPE QUESTIONS
Q.51. Write a short note on e-banking.

$-3feh oR wfdre feuolt forRag [2015,2013] 207
GROUP COMMUNICATION NETWORK
Id FYAHH e

LONG ANSWER TYPE QUESTIONS

Q.52. What do you mean by Group Communication Network?
Discuss its importance./ J9 HRIAHM Aead | ST

3N 87 3D Tgcd B AT HfoTg| [2019] 210
LONG ANSWER TYPE QUESTIONS
Q.53. What do you mean by Internet? What are its uses?
Explain./ $e3-c 3 STUhT 3T 3T & ? S3eh! T STAIamg
£? auiq HifTw [2018]
SHORT ANSWER TYPE QUESTIONS WHICH ARE COVERED IN THIS QUESTION
1. Write a note on internet.

gaxe R U fewult ferfau) [2018] 212
PREPARATION OF BUSINESS SURVEY REPORT
faoma wd Raid IR BT

Q.54. What do you mean by Report? What are the methods
of preparing a Business Survey Report? Explain.

R | amudT w1 M B ? T v |d Rayd a9 Y

faftmT o= 8 7 wwsITETl [2019] 214
Review Questions 219
Objective Type Questions 219
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