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Dr. Babasaheb Ambedkar Open University
FIRST YEAR B.COM

COMMERCIAL COMMUNICATION

ASSIGNMENT
Course . | Bachelor’s Degree Programme (B.Com.) Numerical Code :.......
Subject : | Commercial Communication- | (BCCC0101)
Date : RollNo:.......ooovvviiiinn. ..
Time : Total Marks: 30
N.B. . | Attempt all Questions Passing Mark: 11
SECTION-A
Give answer in 800 words on below topics: ( Any One) [08]
Q-1 Define Communication. Explain in detail elements of communication and Macro functions
of Communication.
Q-2 What is Memo? Compare the Memo and Face to Face and Telephone. Write the
advantages and disadvantages of a memo over Telephone and Face to Face meeting.
SECTION-B
Give answer in 400 words on below topics: (Any Two) [08]
Q-1 What are circular letters? Why should one try to give circular letter personalized touch?
Q-2 Draft letter of complaint regarding defective of goods.
Q-3 Check the items of information that the notice for a meeting must carry:
A. The name of chairperson
B. Names of people who are attending meeting
C. The nature of meeting
D. The name of the body which is to meet
E. The name of items to be discussed at the meeting
F. The day of the meeting
G. The place and time of the meeting
H. The purpose of the meeting
I.  Name of the rival company
SECTION-C
Write a short note on below topics: (Any Three) [09]




Q-1 Various Media of Expressions — Written , Oral & Gestural

Q-2 Criteria for Assessing Conversational Skills
Q-3 Procedure to Conduct Meeting
Q-4 Taking Notes
SECTION-D
Do as directed: [05]

Match the word/phrase from column A with the correct meaning from column B:

Column-A Column- B
Q-1 Hotshot Manager About whose achievements
stories are told
Q-2 Legendary A person skilled at solving
difficult problems
Q-3 | Trouble shooter A very talented executives
Q-4 Select the meaning, which best fits the context in which it has been used.

Freight:
a. The service of transporting goods
b. Hire of vessel for transportation of goods
c. Cost of conveyance of goods

Fill in the blanks in the following sentences with the correct form of the verb in brackets.

Q-5 When | ............ (reach) the office I ............ (find) that somebody........... (break) into

our office and .......... (steal) all the computers.
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