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Commercial Communication

Time :3 Hn

Inslrudiot, : a)
(2)

AU Qtestions orc Conpukoty.
Figwes to the dght indi.cate total natk ofthe Que$nods.

What is oral communication? Explain the advantages and disadvantages of
oral communication?
OR
Wlat is diffsrence between Oml and wriuen communication ? Explain in
detail.
What is oo[-verbal communication? Explain the importance ofnon verbal
communication.
OR
What arc lhe differcnt types of*ritten communication? Explain in detail.
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Place an order for computers with the compulers India Ltd., Bangalore for
one hundred computers for your new opened compulq center.
OR
write a letter to Gujarat Elecfonics, Almedabad cancelling your order for
coolers, as the goods are not received in the stipulated time.

As the sales manager of Easy walk shoes Co, Mumbai, dlaft a sal9s email
highlighting the attractive aspects ofthe shoes.

OR
Best Stationery Storcs, Ahmedabad, have failed to pay their bill on the due
date. On behalf of Raj stationers, Ahmedabad, draff an email notifuing
them about the overdue account.
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Do as directed :

(l). Match the following words
(i) Black ma*et
(ii) Creditor
(iii) Mortgage
(iv) Pledge
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Max Marks: 70

Q.l (A)

Q.1 (B)

Write a letter to Desai & Sons, Vadodara, complaidng that the

consignment of oil tins has been received in a damaged condition.
OR
You have rcceived a complaint fiom one of your custome6 about delay in
the execution of his order. write a suitable reply explainiag the

circumstances which caused the delay and promising a promt adjustutent.

(a) a persort to whom debt is owed

1b) a loan secured agailst property
(c) a asset secued agai[st a loan
(d) an undergound market in

which goods are traded



(2). Explain the followirg words itr simple English:
(i) Budget
(ii) D€ad stock
(iii) Volumeofbusiness

Q.5 (A) Choose the correct optiotr
(1) The study ofbody movements as rclated to speech is called:

(a) Kinaestbetics

ft) Kinesics
(c) Kinetics
(d) Mateotics

(2) A pwchase order form includes the following :

(a) Quantity ofgoods
(b) Quality ofgoods
(c) Price ofgoods
(d) All the above

(3) Followiog is the most outstanding featue ofan enail:
(a) Brevity
(b) Electronic
(c) Reliable
(d) Free

(4) Following characterizes modem business wodd cornmunication:
(a) Fax

O) High speed information transfer
(c) High speed commuoicatioo
(d) Both (b) & (c)

Q.5 (B) State whether the following statements are aue or false :

(1) Written coomunicatior is helpful for face to face dialogue
(2) An order car not be caoc€lled eyen ifthele is a natural calamity

like flood or earthquake.
(3) An oda is an inst'uction to supply home goods
(4) One email can not be sent to more tllao one pelson.
(5) Cmail, Hotrnail and Yahoo are major email service providers

Q.5 (C) Match the following:
(i) Ve$al Communication
(ii) Para language
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(iii) Execution ofan order

(iv) Revenue
(v) Non-verbal commturicatioo

(1) Voice ofperson
(2) Eaming ftom sale of

goods
(3) Neither witten nor

spoken
(4) Use oflanguage
(5) Blue bfud systems

dispatch goods as per
order in favorr ofJay
Kalra & Co.
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