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What is bibliography?

What is a project report?

What is the content of project report?
State one importance of b.ibliography.

Give one example of statutory business
report.

State two parts of a business report.
What is an analytical business report?
Define research report.

What is an annual report?

Who prepares the annual report of a
company?

How do you write a departmental annual
report?

Why do companies produce annual reports?
What is brainstorming?

What are minutes of a meeting?

( Continued

ttpsi//elearningbengali.in 3 )

19. What is corres
ponden i :
communication? €€ in business
20. What i
is the full form of e-correspondence?
SECTION—B
Answer any five of the following questions : 2x5=10
21. State 'tWO features  of  business
communication.
22. State two examples of informal channel of
communication.
23. State two differences between reference and
bibliography.
24. Mention two importance of citing references.
25. Mention two features of business reports.
26. What is included in a business report?
27. State the importance of the annual report of
a company.
28. State two objectives of an annual report.
29. State four constituents of a formal agenda of
a meeting. '
30. State four advantages of e-correspondence.
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sectioN—C 39. What are the different types of business
tions : 5%5=25 meetings? Explain.
i uestions : =
Answer any five of the fo}lowmg q
' , . 40. State the importance of e-corres i

31. What are the different types of business business. pondence i

communication? Discuss.
-32. What are the main objectives of business k)

communication? Explain.
33. What are the different steps of writing a

project report? '
34. Discuss the significance of bibliography .in

business communication.
35. Imagine you are the sales head of an

organization. Write a report on the declining

sales of washing machines produced by your

company. State the causes of decline and

suggest measures for promotion of sales.
36. What are the different types of business

reports? Explain in brief.
37. What should be included in a company’s

annual report? Explain in brief.
38. Explain the different steps involved in

summarizing an annual report of a company.
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