BUSINESS COMMUNCIATION
B.COM 15t SEM

Unit I: Introduction to Communication

Q1. What is Business Communication?
(TGRS HIR 1 87?)

Answer: Business Communication is the continuous process of sharing information,
ideas, plans, and feedback between people both within an organization
(management and employees) and outside it (customers, suppliers, and
stakeholders). Its primary objective is to build trust, reduce misunderstandings, and
facilitate smooth daily operations, which ultimately helps the organization achieve its
commercial goals efficiently.
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Q2. Explain the process of communication.
(TR 3 ufehar &1 U= )

Answer: The communication process is a dynamic, step-by-step cycle that involves
the following key elements:

1. Sender: The person who conceives the idea and initiates the communication.

2. Encoding: Converting the idea into a structured message using words,
symbols, or gestures.

3. Message & Channel: The actual content being transmitted through a specific
medium (like email, letters, or face-to-face talk).

4. Receiver & Decoding: The person who gets the message and interprets
(decodes) its meaning.

5. Feedback: The receiver's response sent back to the sender, which confirms
the cycle is successfully complete.
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Q3. Why is feedback important in communication?
(TR # Bisds Tl Heayul 82)

Answer: Feedback is considered the backbone of effective communication for
several reasons:

Completes the Cycle: Without feedback, communication remains a one-way
street. Feedback turns it into a two-way dialogue.

Ensures Accuracy: It helps the sender verify whether the receiver has
understood the message exactly as intended, minimizing errors.

Allows Clarification: If the message was misinterpreted, feedback provides
an immediate opportunity to clear up doubts and adjust the response.

Improves Performance: In business, constructive feedback helps employees
improve their work and strengthens professional relationships.
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Q4. What is verbal communication?

(WHfa® TR 1 87?)



Answer: Verbal communication is the sharing of information and ideas using distinct
spoken or written words. It is structured, follows grammatical rules, and is highly
relied upon for formal business interactions. It is divided into two main categories:

1. Oral Communication: Spoken words used in face-to-face conversations,
interviews, phone calls, meetings, and presentations.

2. Written Communication: Words written down in emails, official reports,
letters, notices, and manuals to create a permanent legal record.
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Q5. What is non-verbal communication?
(R-AfE® JTR |1 8?)

Answer: Non-verbal communication is the wordless transmission of information,
emotions, and attitudes. It happens unconsciously or consciously through visual or
vocal cues rather than speech or writing. In business meetings and interviews, it
plays a massive role in reflecting honesty and confidence. It primarily includes body
language, facial expressions (like smiling or frowning), eye contact, hand gestures,
body posture, and even the physical distance maintained between people.
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Q6. What are communication barriers?

(TER B} YT T 87)

Answer: Communication barriers refer to any filters, obstacles, or disturbances that
occur at any stage of the communication process, resulting in the message being
blocked, delayed, or completely misunderstood. These barriers distort the original



meaning of the message, causing confusion, conflicts, and operational errors in a
business environment. Common examples include noise, language differences,
psychological stress, emotional biases, or rigid organizational setups that stop the
free flow of information.
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Q7. What is a linguistic barrier?

(HTYTE STUT T 872)

Answer: A linguistic barrier arises when two people do not share a common
language or when there is a deep mismatch in their vocabulary, accents, and
dialects. In businesses, this also occurs when technical experts use heavy jargon
(highly specialized terms) with clients or juniors who do not understand it. These
issues make it difficult for the receiver to decode the message correctly, often leading
to misinterpretation, frustration, and complete communication breakdown.
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Q8. What is a psychological barrier?

(WS T1UT T 8?)

Answer: A psychological barrier is caused by the emotional and mental state of
either the sender or the receiver at the time of communication. If a person is
experiencing extreme anger, high stress, anxiety, or deep depression, their brain
cannot process information objectively. Additionally, personal prejudices, closed-
mindedness, and selective listening (only hearing what one wants to hear) act as
strong psychological blocks that distort how a message is interpreted and received.

(WTSTINS YT IIad & THY YU T YT d] 1 HIGATHS 3R ARG
fRufa & sror Oer it 21 afe +1E afRT srafire iy, d-14, fRidr ar A A 8,
O TP feurT SFER 1 fAwe T 9 WeR 8] & dar] $9 3T,
HfRETd Gaiug (prejudice), TH10F AT 3R SOt UHE B a1 AT (selective



listening) ASIgd AFRI® IHIAC] & U U BTH Hd @ oIl WS & Tat 3rd &)
U A YT STAd 2 1)

Q9. Give an example of a physical barrier.
(‘l-ﬁﬁﬁi 14T BT TP IV S 1)

Answer: A physical barrier refers to environmental or situational obstacles in the
immediate surroundings that interfere with the smooth transmission of a message.

« High Noise Levels: The loud sounds of machinery in a factory or open office
layouts make speaking and listening incredibly difficult.

« Long Distance & Poor Layout: Working in separate geographic locations or
having isolated office cubicles restricts personal interaction.

o Technical Issues: Malfunctioning equipment, poor internet connectivity, or
static phone lines that cut off ongoing digital conversations.
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Q10. What is an organizational barrier?

(TITSATHS 1T T 87?)

Answer: Organizational barriers are obstacles built directly into a company’s
structure, operational policies, and corporate culture. They often occur in large
companies with strict, multi-layered hierarchies where a simple message has to pass
through many managers before reaching the top, causing severe delays and
distortion. Rigid rules and regulations regarding who can speak to whom, poor
internal channels, and unequal power dynamics between managers and
subordinates further block open and honest communication.

(FTSATHS F1UTE § FHTAC g off Y dR W HU- $1 919, Hifaal ok sruRke
\‘Iﬁ?ﬁfﬁﬁt‘ﬁ@?ﬂ%l ﬁmﬁqﬁ(hierarchies)waﬁwlﬁﬁﬁ?ﬁﬁ

gl TP AIYR e B MY ydeq 9% Ugaq & g #3 yaus! I g orT
sl g, forad 3 g1 @ o W 9gd Wal 21 ® 1 frad 91d o 9Pdr g, 59



IR A e AU, Tve Siaie Arerd iR udye! auT il & dt ara<id &t
H 39 T BT 3R TET T *)

Q11. What is cultural barrier?

(TP iaed STUT FT8?)

Answer: A cultural barrier occurs in modern globalized businesses when individuals
from diverse cultural backgrounds, traditions, and values interact with one another.
What is considered respectful and formal in one culture might be seen as rude or
inappropriate in another. For example, direct eye contact is viewed as a sign of
honesty and confidence in Western cultures, whereas in some Asian cultures, it can
be interpreted as a sign of disrespect or aggression. Differences in body language,
holiday customs, and time perceptions also cause deep misunderstandings.
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Q12. How does technology help in business communication?
(AP-1P TIPS IR H A Heg Bl 872)

Answer: Technology acts as a powerful catalyst in modern business communication
by completely transforming how companies operate:

o Speed & Efficiency: Instant communication tools allow files and information
to be shared across continents in fractions of a second.

o Cost-Effectiveness: It slashes business travel expenses and paper costs by
replacing physical meetings with digital ones.

e Global Connectivity: It enables remote work (work from home) and allows
businesses to manage diverse international teams seamlessly.

o Data Storage: Cloud storage and emails ensure that every conversation is
documented, organized, and easily searchable for future reference.
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Q13. What is e-communication?

(3-FHPT R 3?)

Answer: E-communication, short for Electronic Communication, is the process of
transmitting data, text, voice, images, and videos digitally using electronic devices
and the internet. It forms the core foundation of paperless offices today. Examples
include emails, instant messaging apps (like Slack or WhatsApp), video conferencing
tools, intranet portals, and business websites. It provides unmatched speed,
flexibility, and convenience, allowing professionals to collaborate in real-time
regardless of their location.
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Q14. Mention two advantages of email.

(99 & & BHIS gad )

Answer: Email remains an essential tool in professional business communication
due to these two primary advantages:

1. Creates a Permanent Legal Record: Every email sent provides a reliable,
time-stamped written record of the interaction. This acts as valid evidence in
business conflicts, tracks project histories, and ensures accountability among
employees.

2. Mass Distribution at Low Cost: A single email can be broadcast instantly to
hundreds of employees, clients, or stakeholders simultaneously using
features like CC and BCC. This saves tremendous time and money compared
to printing and posting physical letters.
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Q15. What is the role of video conferencing in modern business?
(MY g A AW FTHRT ot 71 YfireT 87)

Answer: Video conferencing has redefined collaboration in the corporate world by
simulating a real, face-to-face meeting experience virtually via platforms like Zoom or
Microsoft Teams.

o Cost and Time Savings: It eliminates the heavy expenditures associated
with flights, hotels, and travel times for international corporate meetings.

« Enhanced Collaboration: It allows interactive features like real-time screen
sharing, slide presentations, and digital whiteboards.

o Faster Decision-Making: Teams scattered around the globe can assemble
instantly to tackle business crises, enabling rapid problem-solving.
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Q16. How is social networking used strategically in business?

(e H IUFIfaE U F FRE AeafS 1 ST IuAT $4 fohar wrar 872)

Answer: Modern companies do not use social networks (like LinkedIn, Instagram,
and X) just for casual posting; they use them as vital strategic growth channels to:




« Build Brand Identity: Curating high-quality content helps create a highly
reliable, recognizable public identity and voice for the brand.

o Direct Customer Interaction: It enables organizations to answer consumer
questions, receive immediate reviews, and handle complaints publicly,
increasing customer satisfaction.

o Targeted Marketing & Recruitment: It allows companies to run highly
targeted advertisements based on precise user demographics and helps HR
teams scout top talent globally.
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Unit ll: Non-Verbal Aspects of Communicating

Q17. What is Kinesics?

(PTZARIP (Kinesics) TT 8?)

Answer: Kinesics is the formal scientific study of body language, non-verbal
movements, and gestures as a crucial channel of communication. It evaluates how
much our physical actions say about our true intentions. It focuses on components
like facial expressions (which reflect emotions), gestures (hand and arm
movements that emphasize a point), body posture (slouching vs. standing straight),
and eye movement (gaze direction). Understanding kinesics helps professionals
align their body language with their spoken words to convey confidence and honesty.
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Q18. What is Proxemics?
(MR (Proxemics) T 87?)

Answer: Proxemics is the study of how human beings use, structure, and perceive
physical space and distance around them while interacting with others. Coined by
anthropologist Edward T. Hall, it categorizes space into four distinct spatial zones
that reflect the nature of the relationship:

1. Intimate Zone (0 to 1.5 feet): Reserved for family and very close
relationships.

2. Personal Zone (1.5 to 4 feet): Used for casual conversations with friends
and acquaintances.

3. Social Zone (4 to 12 feet): The standard distance maintained during formal
business meetings, interviews, and professional transactions.

4. Public Zone (12 feet and beyond): Used for public speaking, lectures, and
addressing large gatherings.
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Q19. What is Paralanguage?
(ﬁ?‘lﬁﬁﬂ (Paralanguage) T %?)

Answer: Paralanguage refers to the vocal but non-verbal elements of spoken
communication. It focuses entirely on how something is said rather than what actual
words are used. Even if the words are positive, a harsh paralanguage can
completely alter the message's meaning. The critical sub-elements of paralanguage
include:

« Tone: Reflects emotions (e.g., sarcasm, politeness, anger).



o Pitch: The highness or lowness of the voice, which indicates confidence or
nervousness.

o Speed/Pace: How fast or slow a person speaks. Speaking too fast shows
anxiety, while a measured pace shows control.

e Volume: Loudness or softness of the sound, indicating authority or hesitation.
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Q20. Why is body language important in an interview?
(3eveg ¥ Sis! daw wf Wewayuf 37)
Answer: Body language is vital in an interview because it provides immediate non-

verbal clues that interviewers use to evaluate a candidate's hidden personality traits,
confidence, and credibility:

o Creates a First Impression: An upright posture and a firm handshake
instantly convey professionalism and high self-esteem before you even speak.

« Reflects Honesty: Consistent eye contact indicates transparent honesty,
whereas avoiding eye contact can make a candidate look deceitful or
insecure.

« Shows Engagement: Nodding and leaning slightly forward shows the panel
that you are actively listening, interested, and enthusiastic about the job
opportunity.
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Q21. What is effective listening?
(H‘J-I'F:ﬁ - T (Effective Listening) T %?)

Answer: Effective listening is a highly active, cognitive process that goes far beyond
merely hearing words. It requires the listener to fully absorb, analyze, interpret, and
retain the information being spoken by the communicator, followed by giving an
appropriate response. It demands complete mental focus, empathy, suspension of
judgment, and noting down non-verbal cues (like tone and expressions) to
understand the deeper emotional context behind the speech.
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Q22. Name one factor that affects listening.

(G Bt Uihar B TUIAT HI1 910 Th RS BT A9 da1¢ 1)

Answer: A primary factor that severely damages effective listening is Psychological
Distraction or Personal Bias. When a listener holds deeply rooted prejudices or
strong personal dislikes against the speaker, they prematurely judge the speaker and
tune out the message. Similarly, internal emotional clutter—such as ongoing work
stress, personal worries, or anger—diverts mental focus away from the spoken
words, causing the listener to miss critical data and misunderstand the information
completely.
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Q23. What is the difference between hearing and listening?



(G (Hearing) 3R 419 |/ F (Listening) # 4T 3fdR 872)

Answer: The core differences between hearing and listening lie in effort, intent, and

mental processing:

Feature Hearing (4dUI)

A natural, passive physical
process.

Nature

Happens automatically without
Effort conscious effort as sound
waves hit the eardrums.

Objective Merely perceiving the

You cannot turn it off easily; it

Control . .
iS continuous.

presence of sound around you.

Listening (ST & =)

A deliberate, active mental
process.

Requires conscious
concentration, focus, and
energy to decode the sound.

Understanding, analyzing, and
capturing the deep meaning of
the message.

You choose to do it; it stops
the moment attention drifts.

(I (Hearing) 3R €419 & - (Listening) & S T - 3fcR YN, 30 3R

A% ufshar | &

« Hearing: 98 U& UIHfad 3R fAfepg Iifve fhar g S & § eafe a i &
THIA WR o fpdt foRiy uarg & anferd =0 3 gl 81 39T I Had

&G Pt IURUTT BT HEqH BT 7 |

« Listening: 98 U® SHEIHR $I o dTcl! Hshd HHRIS UiehdT g fords forg
USR], WM 3R Sl Pt TR Bl o | STBT I e P ¥ 31 P
JHST, ST fARAT0T HAT 3R Ufafshar <1 g 1)

Q24. What are oral presentation skills?

(WIfE® Tegfd PIRa &1 8?)

Answer: Oral presentation skills refer to a professional's structured ability to deliver
ideas, data, and business proposals clearly, confidently, and persuasively in front of
a live audience. These skills are a balance of verbal clarity and non-verbal control.
They include strong content structure (logical flow), excellent vocal delivery (clear
articulation, volume, and pacing), high visual control (confident body language and
engaging slide design), and the quick ability to handle unexpected questions from

the audience effectively during Q&A sessions.



(W% Ugfd PIS (Oral Presentation Skills) T dareqd fHdl URIaR gRT g=f®HI &
A A faaRY, ST iR radTiRe ydral & Wy, sreAfayri e yHramen
TP T TRGd FIA B AT A 3| TS DIV UG| B TPaT 3R R-Afe FAuzor
FT I g1 SUH Pec DI Tl WA (b P UdTE), Sga i SATarst BT START
(TT SR 3R 7fa), AR Fa=or (erafay™ @ 3 918 daw ok wiEs
foimg) ok g R T (Q&A) & SR xid! & Hfe+ Jardl ) HRaar ¥
YT P &A1 WA 1)

Q25. What should you prepare before appearing in an interview?
(Fevg # o1 A Ugd TS T daR) HI Tfee?)

Answer: To secure a high score in a job interview, comprehensive preparation
across three main pillars is mandatory:

o« Company & Industry Research: Study the organization’s mission, recent
corporate news, financial performance, major competitors, and products to
show deep interest.

« Resume & Technical Mastery: Review every line of your resume thoroughly.
Prepare concrete examples and stories from your past projects that prove
your skills match the job description perfectly.

e Mock Practice: Practice answering common behavioral and technical
questions in front of a mirror or friend to perfect your paralinguistic tone, body
posture, and confidence.

(T A< & Zeeg H Ihadl UH & g, diF g7 Wl TR 7T dar &A1 $ifHard &:

o HU R TN & IR | Ry T & B=E, giferar TaRR!, vgE ufawafifal
(competitors) ﬁ?ﬁ@ﬁﬁ&%ﬁﬁﬁwmﬁmﬁl

. g SR it ;3o Rogd &1 8% 13- & ofw ¥ 9Hgl | 3U- fUsa
Toiaey ¥ I8 TH IS6R0N dOR W Sl A1fad B fob 3Tueh! &ang i<t & forg
feepa Wt €

. Wi AW 3T TGGIRG (behavioral) 3R dd-1e! aTall & TS S &I

3T~ & A 1 forelt S o 1Y 31T B3 dlfh 3MUBT ATl BT T, St
TS 3R STAIYTT dgeR &l 9 )

Q26. What is a resume?

(R=gH (Resume) FT 87?)



Answer: Aresume is a formal and structured professional document that provides a
concise summary of an individual's educational background, work history,
specialized skills, and notable achievements. It acts as a primary marketing tool for
job seekers to showcase their qualifications to potential employers. A well-drafted
resume typically includes contact information, a professional summary or objective,
detailed work experience, academic history, certifications, and relevant technical or
soft skills tailored to the specific job role.

(RegR T siiuerie 3R sgafRud e gwma @ S fd) safe @1
Rerfore guyfty, s sfagry, Ry Sz ik ugRa Suafer 1 ue wiena
IR YSH T & | I8 e 918+ arell & fore FHifad Fraaarsit & ama sra=
argarsi @1 yelRia $39 &1 ve uTufie fAuvE (marketing) SUSRUT 8 | Th 3
Rrogm o 3y dR WR Tud TFeRY, IR IRIN a1 3534, fawga &1 3T,
Rerfore sfagr, yHToreT ik fafRw Aed &t YftreT & guR TRifie ae-ie!
YT TGS S AHA g &)

Q27. What is a letter of application (cover letter)?

(SIS T (FaR Aex) FT18?)

Answer: A letter of application, commonly known as a cover letter, is a one-page
formal document sent alongside a resume when applying for a job. Its primary
purpose is to introduce the applicant, explain their deep interest in the role, and
highlight specific experiences that make them the ideal candidate. Unlike a resume,
which is a factual list, a cover letter allows the candidate to express their personality,
explain any career gaps, and argue persuasively how their skills directly align with
the target company's current needs and goals.

(TP TS U7, o MR IR FaR AcX & U # SH1 9147 €, TP SNuaie
TEaY § o e & e e #a Tua fregd & 1y Aot S 81 39PT
ST SERT 3TAGH BT URTT &1, Ug H 3! Mg ST it G 3R 3 fafkry
YT Bl IUNR BT § Sl I3 TG SWIGIR a41d & | T rogd (S i 3t
TS JEl 8) & fAudla, U wax Aex SWiiear & 3Muq safdicd &1 oaad $34,
PR & RTe B JHHM 3R T dP & B Al a1 3 1 37 BT Hu=it
P TAH ATIAH AT & Y FA AT @A 8 1)

Q28. Why is instant messaging useful in offices?

(SITtra A gxde AR =l Suanft 872)

Answer: Instant messaging (IM) tools like Slack, Microsoft Teams, or WhatsApp
Business are vital in modern workplaces for the following reasons:

e Real-Time Collaboration: It allows team members to share quick updates,
files, and links instantly without the delays of traditional email threads.



Reduces Inbox Clutter: It separates informal day-to-day chat and minor
queries from heavy, formal corporate emails, keeping the inbox organized.

Enhances Remote Work: It creates a virtual office environment where
remote and hybrid employees can connect and solve critical issues instantly.

Group Dynamics: It facilitates the creation of project-specific channels or
groups, enabling seamless communication across multiple departments
simultaneously.

(X, HISHINITE S 1 gTequy faomy oY S%e AARAT (IM) ISR YA
P § Fofiad sRot @ sidd suanf §:

IRAfAP TG W TEANT: I8 SIH & Gl DI URARS SHA B 63l o o9 ged
@Rd 3USe, B 3R fRid 1= & Pt gAfd ST |

A DT 91 BH HAT: T8 A9 D1 SFIUETRS Siaeid 3R B Jaral Bl
MR HIARE SHA T 3T [AdT 8, RIS sa1eq afyd J|aL |

R B DI ISAT: T8 UH IY3d by &1 AR 1T § Ol X o B
P AT HHAR! R JSHR Agayul FHRSH BT JHTYH R Tabvd g |

e faer: U8 Mioiae-fafiy 9 o1 9Hg! &l a9 &t gaer a1 8, s te
1Y B fFHRT & S Igo GaR GHT BT 8 1)

Unit Ill: Business Language and Presentation

Q29. Why is correct business language important?
(T8t TIPS UTHT T} Hgaqut 8?)

Answer: Using correct business language is foundational to professional success
because:

Establishes Credibility: Grammatically sound, precise, and polite language
projects an image of competence, professionalism, and high corporate
standards.

Eliminates Misunderstandings: Clear and unambiguous language ensures
that messages, contracts, and instructions are interpreted exactly as intended,
preventing costly operational errors.

Builds Trust and Relations: Professional language respects boundaries and
cultural nuances, which helps in fostering strong, long-term relationships with
clients, investors, and stakeholders.

Legal Safety: Accurate business language ensures that official documents
and agreements do not contain loopholes that could lead to legal disputes.



(T TS UTST BT YA URIGR TOhardT & fort gf-met aR TR SMTa=ad g Fifd:

. fayafaar wifdd $3d1 8: e & U & Igl, Ite 3R =y HIeT &,
ARG 3R 3 HIURE AHSD! &1 Bf UK Bl ¢

. TATHEHAN BT g HAT 8: WY U I8 JARHT Il § b T, srgaielf iR
A= &1 foepa gt a1 fepTar Sime ot g o1, fore & & wgt Tafaal &
ST o |

. Ay 3k HaY FTAT B: ATaHIRE U el SR ARG fa® aRifaal &1
A Bl 7, o urgen! $iR ot & 9y Ao J6Y §9d & |

o BT YRET: TCIH ARG HTH T8 AT ot § b SiUBIRG gxdrden
3R Tl B P18 Wt A 39 S Hiasy § S faaral &1 SR e 1)

Q30. What are "often confused words"? Give an example.

(TR YT HI I Teg T 32 Th IS8R0 ¢ 1)

Answer: "Often confused words" are pairs or groups of words that sound very
similar when spoken (homophones) or have similar spellings (homographs), but
possess entirely different meanings, origins, and grammatical usages. Using the
wrong word in a business document can completely change the intended message,
leading to professional embarrassment or confusion.

o Example: Accept vs. Except.

o Accept is a verb that means to receive or agree to something (e.g.,
"We accept your business proposal.").

o Exceptis a preposition or conjunction that means excluding or leaving
out (e.g., "The office is open every day except Sunday.").

("SRR YA HA AT Yeg" 3 Vsl & SIS BId & N Se H 9 IHH a4 &
(homophones) T foFa! Wi frerdl-Slac gidt §, Afd 3 31 3R =ramr Haieht
ST R 8 I T BId & | AT GXATael | Tad Xeg BT STANT HRA I Wl Bl
31 I8 TR ¥ 95 IHar g

e 3qlgRUl: Accept d1H Exceptl|

o Accept U 5T (verb) g forgeT 31 3 fhlt D o) TR st
JeHd BT (SIY, "8H 3MTUdh TGRS UETd & WhR HId g 1")|

o Except &1 314 § 3P 3@mar I fhdft Fie 1 g (S, "faaR Bl
BIeHR HTHY &R 37 Gt | g1") 1)

Q31. Why must common errors in English be avoided in business documents?




(ATIHTIRIS gEaTdoll H el Bt TH Tafadl J T 99471 91iee?)
Answer: Common errors in English—such as spelling mistakes, incorrect

punctuation, dangling modifiers, and subject-verb mismatch—must be strictly
avoided in business documents due to the following reasons:

Damages Professional Reputation: Documents filled with errors look
careless and sloppy, reflecting poorly on the individual's capabilities and the
company's brand quality.

Alters the Core Meaning: A misplaced comma or incorrect word choice can
legally alter the terms of a contract, leading to operational and financial risks.

Wastes Executive Time: Readers have to spend extra time re-reading
sentences to decipher the true intent, slowing down decision-making.

Reduces Direct Impact: Grammatically weak reports fail to persuade clients
or senior management, diluting the impact of good ideas.

(IS GEATaSl H SHUST BT S Tl (S ST B ITeAter, TTerd favmd feg,

Tl T REHT) ¥ Wit ¥ §d1 ST gy Hifoy:

IR UFAST & JHAM: TAfT! I W S AMIRaTe! &1 GRId §, S JAfad
DI &l 3R HU & TS Hed WR R 3R ST g

e 3 ged ST 8: U TTed S A BIAT (comma) IT TATd Xeg BT I
HT =0 I fordlt 3EY (contract) 1 X &1 Sgd b 7, Fora faiia
SR 8 ¥hd

TqHY B FaIT: TTod! &) aRafdd 31 HgA & forg e &) TR-gR U
Tsdr 7, ored fofa o o1 7if <t 8 St 31

UYTd B! HH HIAT §: ATHI & =0 H HAGR RNUIE Tgen! a1 IRy use B
I B A fawrd Tt 8, R s faari &1 uvTg Ht &1 8 STar 8 1)

Q32. What is an oral presentation plan?
(Tﬁ'@ﬁ? L'R'g'ﬁf LIEET (Oral Presentation Plan) T %?)

Answer: An oral presentation plan is a comprehensive blueprint designed by a
speaker before delivering a talk to an audience. It ensures that the presentation
remains focused, structured, and within time limits. A complete plan covers:

Audience Analysis: Understanding the knowledge level, expectations, and
demographics of the listeners.

Core Objective: Defining the clear takeaway or purpose of the talk (to inform,
persuade, or train).



o Structural Outline: Designing a strong Introduction (hook), a logical Body
(main points with evidence), and a solid Conclusion (summary and call to
action).

« Time Allocation: Budgeting fixed minutes for each section and the final Q&A
session.

(AR TRgfd TISHT T I R (blueprint) § ORI T dadT gRT &=l & I
ST ¥ Ugd dOR faa ST |1 g8 gRfd oxar § [ vgfa $iga, safud ok a9y
W1 & iR @ 1 v gut A F =miva 8

o oiarel T fa=ATor: T arell & IH & WK, 3D SHE! R gyl HI
HHAAT

o [T IERT: T D WY I Bl q9 BRAT (SFBR] AT, GHTAT BT AT
UiRIard ) |

o TEATHD FURET: Th Holgd URa1aH (Introduction), T dlfchds G U
(Body), 3fR U& 319 5B (Conclusion) dOR &R

. qHY P Tde: YAH SHFT 3R ifad TR (Q&A) T3 & fore Ay e
T BTN

Q33. Name two visual aids used in presentations.
(VRgfadl # IUANT fhT 9 91t & €= T (Visual Aids) & T Fa1d])

Answer: Visual aids are instructional tools used to complement spoken words and
enhance understanding. Two of the most widely used visual aids in business are:

1. Digital Slides (e.g., PowerPoint/Keynote): These allow presenters to
display text bullets, high-resolution photographs, and integrated videos to
guide the audience step-by-step through the lecture.

2. Data Charts and Graphs (e.g., Pie charts, Bar graphs, Diagrams): These
are used to simplify dense, complex financial or statistical numbers into highly
visual, easy-to-interpret formats that show trends and comparisons instantly.

(T T (Visual Aids) d IUBT & fSFTehT IUTNT Sict T U3 &l ERT A 3R JHH
P g P forg fovan SiTaT 8 | STaard H Iad U 0 J IUANT fbT SH ard &l e
A
1. f3forea wassH (SN ufavuise): T agar & I=7 foig, 3= Turax a1 o iR
difea i@ @ orgAfd d § a1 diarsit &1 fawg S o oS o b |




2. ST IS 3R YT (S UTE AT, IR UTW): 36T SUUNT T4 3R Sfed faxfia
iR s B! 9gd ol IRd, TS 3R I | HH E1 & dga- &
g fopam SiraT § d1feh o qid ot ST T 1)

Q34. How do visual aids help during a presentation?

(ERT 1Y U & SR &4 Heg Hd 27)

Answer: Visual aids are highly effective tools that elevate the overall quality of a
presentation by providing multiple structural benefits:

o Simplifies Complex Data: Humans process visual information faster than
text. Charts and diagrams make complex financial data or technical processes
instantly clear.

« Boosts Information Retention: Audiences remember messages significantly
better when they both hear the information and see it visually represented
simultaneously.

« Maintains Engagement: A colorful, well-designed slide deck breaks the
monotony of long speech, keeping the audience attentive and awake.

e Acts as a Guide: Visual aids serve as structured notes for the speaker,
ensuring they follow a logical sequence without missing key points.

(Y 1Y UG Pt G OGP §eTd § SR Fufafad am ueH &d &

. A ST B A TAMT: U SR B ga-T H =241 Hl Aol F AT |1 a1
3R Mg Sifed faxfia Se1 a1 ad-ia! ufsharsfi &1 qid WY #R <d 7

o TG TEA B &HAT TG Iq o= BN &1 Gd 4 § 3R g@d Hi g,

3 98 FPR! e Y dP T1E gl gl

o  SHAMFTHYY §9TE IGAT: TH D! e Y fSHgd &1 718 Wi W8S T HIv0T
DI RTAT B! drsdl 7, oY g2fe Ifepa iR Tad Ed B

. HNfeRi® & U H Hr: T2 1Y 901 & ol U TRET & w0 # Ht i
4 8, R 3 g ffg it &l Yo o wop aifhes 9 & 3 9igd §1)

Q35. What is a PowerPoint presentation (PPT)?
(diaRuTge USIeRM (PPT) FIT8?)

Answer: A PowerPoint presentation (PPT) is a digital slide-show software
application developed by Microsoft that allows users to create visual electronic
pages (slides) to support oral delivery. In the modern corporate world, it is the
industry standard for conducting meetings, project updates, pitches, and training
programs. A PPT can integrate multimedia components including text lists, charts,



high-quality images, audio tracks, corporate video clips, and transition animations,
making the delivery highly interactive and visually structured.

(YTaRuIge USieRH (PPT) HISHINTUE gRT f[Aeiid ts fefoea wss-2n
HIreduR 8 S STaNTSHdis H1 MRS U0 & 0T & e x4 s~ iw
(FATSSY) T &1 3rFAfT a1 81 MY HTURe S H, g 561, Hieiae
32 3R URRrerur FRiHH! & A & oY T SN 4@ ¢ 1 Th PPT &
e, 919, o, oiffean, difga fae sik wia=r =nfire fare o €, <t wgfar &t
AP MPYP 3R TWHD U J AR I 2 1)

Q36. What is the first step in planning a business message?
(ATIITRAS Je 1 AT I H Ugdl HeH 1 87?)

Answer: The absolute first step in planning any business message is Defining a
Clear Purpose and Analyzing the Target Audience. Before typing a single word,
the sender must clarify why the message is being written (its ultimate objective) and
what specific response is required from the receiver. Concurrently, the sender must
evaluate the audience's background, technical knowledge, emotional state, and
expectations. This critical step ensures that the tone, vocabulary, and structure of the
message are perfectly tailored to achieve the desired outcome.

(<t oft AR W3 B GieHT a1 | 9eY Ul SN TP WP 354 a4
BT 3R Afra Ha13if (Audience) BT faZAw0 HT 81 TP ot Treg form @
Ugd, WU B Ug WP HIT 912 fb W32 Y forar i 3871 @ (ST Sifew ey
71 8) 3R Ul A ot ufafsear arfee | 39 1Y g, Uus &I Hiare &t
gRYFY, dP-ie! 3, AARS fRATT 3R Suliel &1 geaie &= aifiee| g8
HEaYul HgH g8 g3 Hedr § for qifesa ufvony ura w1 & o Szt w1 e
IR g faepa A& 7))

Q37. What is editing in writing skills?
(GG PR | TS (Hure) | 8?)

Answer: Editing is the critical quality-control stage in the writing process where a
preliminary rough draft is meticulously reviewed and refined to ensure clarity,
coherence, and professional correctness. Unlike proofreading (which focuses mostly
on surface typos), editing goes deeper to evaluate sentence structure, paragraph
transitions, vocabulary choice, and overall tone. The primary goals of editing are to
eliminate unnecessary filler words, correct grammatical or punctuation errors, ensure
logical flow, and verify that the message conveys its exact facts accurately.

(TUTE (Editing) A%a=T fshaT § UG =0T o7 T Heayul TRT 8 S8 TqwdT,
fARavar SR AaTaETie ar G $31 & 1T uga o= gTue & T8 aHian
3R JUR forar iraT 81 WS (o Faa gag! Tafaal @1 3@ 8) ¥ fawdia,



ufsfen ara W1, sgsel & JS14, Mgl & 99 3R THY T & i

Pl 31 TfSTET 31 qRer ST SFTaRT® XI5l B ge™T, ATHVT 1 favmH gl
1 Taferdl B 31 BT, arfbe® vars HTa $A1 3R I8 a1 3 i dex

YA 9} B P FTU | ogad B 38T 8 AT 811)

Q38. What is a first draft?
(P ST (TYH URT) T 872)

Answer: Afirst draft is the initial, unpolished, and rough version of a document
created during the early stages of writing. Its primary objective is simply to get all
ideas, facts, and arguments out of the writer’s mind and onto the paper without
worrying about perfect grammar, style, or spelling. A first draft is never intended to be
shared with clients or management; it serves as a messy foundation that will
undergo multiple rounds of rigorous editing, rewriting, and proofreading before
becoming a final official document.

(B JTUE AW P YHATA TRUN & SR 1T T fheft garaet &1 yRfb,
RSP MR FT T ¢ | FYBT YT IL,¥Y ATHIVT, Al I1 Wi &1 fiar fpg
o e & A & Tt fEr), Tl ok If & B1Te IR IARAT 81 TP B
ST 1 HU 1} ATeH| a1 G &A1Y IS B & e 81 ST SI1dT; I8 b
A TR & U A S Bl @ S ifaw e gy 991 @ uga
HUTEH, TerE 3R HAST & $s w0l & ToRdT 2 1)

Q39. What is an official letter?
(3MTRIPTRS U (Official Letter) T 8?)

Answer: An official letter is a formal external communication document sent from
one corporate organization to another, or between various government public
departments, ministries, and external authorities. It strictly follows a standardized,
formal format that includes elements like a letterhead, reference numbers, date,
inside address, formal subject line, structured body, polite salutation, and official
signatures. The tone of an official letter is purely objective, formal, and authoritative,
and it serves as a permanent legal record of cross-organizational correspondence.

(3BT A (Official Letter) T UATR® I183) YUK S¥G & ol U
PIURE TS A O 16 &Y, 71 fafid TR fyumt, wareral ik argd
SfrpTRal & FH WS STdT 81 98 9%d U § TP HIHS YRSY BT YT Sl 8
oraH dAevgs, deH FW/AT (reference number), ARG, UTWwdl &1 UdT, NU=TR®
fawa (subject line), TATRIT T UFT 3R USRS FXATER IMAA B 81
RSS9 o1 A It avg | Froger 3k shuenes ghar 8, 3k ag Tt &
T TR 1 TP R S el s ar g1)

Q40. What is a semi-official letter (D.O. Letter)?



(3ref-3MRrpTR® =1 71 872)

Answer: A semi-official letter, commonly referred to as a Demi-Official (D.O.) letter,
is a unique form of corporate or government communication used for official matters
but written in a personal, informal tone. It is typically written by an officer to another
officer of equal or similar rank to expedite a pending official file, clear up bureaucratic
delays, or seek immediate personal attention on an urgent issue. It often begins with
friendly greetings like "Dear Shri [Name]" and may carry personal touchpoints while
still discussing purely professional matters.

(3ref-3nfRrep® w1, ol ek W 3t-3ifFRrae (D.0.) U3 $8T 1T §,
PIURE T PR HAR BT TP A=Y FU g e Iuan anfireive davdl &
fere fopar siTaT @ Afea 9 safemrd 3R sHu=ie wgs | ferar ST 21 U8
TR TR TP ARISGRY gRT UM U F g AfUPR} &) fhdt dfea wiga «1
Sl T SN g™, URIE® 31 B gr He- a1 fhl Sifd 3maxag® ge, W qvd
HfRATd A P Ta $1 & o forat wiaT 81 98 orewR o ot [y 99
HATRITG SHfiaTe | = gia1 3 1)

Q41. What is a Memorandum (Memo)?
@RS (F) F9T 82)

Answer: A Memorandum, universally known as a Memo, is a short, structured
internal document used exclusively for communication within the same company. It is
never used to communicate with external clients or suppliers. Memos are designed
to broadcast official policy updates, assign project duties, issue direct reminders, or
share important internal notices across departments. They do not require formal
greetings or elaborate closings; instead, they use a standard four-element header
block at the top consisting of: TO, FROM, DATE, and SUBJECT.

AURSH, o SMHAR TR A/ (Memo) F8T SITdT 8, TP BT 3R HafRyd idie
S & o AT faRiy =1 @ te g $ul & Wiar Jar & fore foan sirar
21 391 AT Ht oft aredt et ar syfdwatae & W1y Srasia & fore A Y
o sirar ) A9 st ifa srede wRaivd ®-1, Misiae & o™ Jiuq, W
Rurgsy ot w3+ a1 fauri & g weayqel Ga=me |en $ & fog §=1e o
g1 579 situ=niver siftare a1 ddl HHIf ) azaddr 78] gidl; SHP goid,
N IR TP AP IR-dE] 9T 38T BT SYURT B &: TO, FROM, DATE, 3R
SUBJECTI)

Unit IV: Report Writing
Q42. What is a business report?

(cmaae Ruld w1 8?)



Answer: A business report is a highly structured, objective, and factual document
that compiles and analyzes clear, reliable data regarding a specific corporate issue,
financial quarter, market trend, or operational problem. The primary goal of a
business report is to provide senior executives, managers, or investors with
accurate, organized insights so they can make informed strategic decisions. Reports
are based on rigorous research, remain strictly unbiased, and often conclude with
action-oriented solutions to solve business challenges.

(TR N T il aafid, e 3k e & ¢ o fasit
fafRry wuive ge, faxita fowd, IR & S a1 uRarea 99T & 9y # Wy
3R Rywia o1 o1 fRAxayor Hear 81 U1 §=T 323y aRy e, yaus)
1 e &) Idte 3R afRId 3=l (insights) YT BT € a1 4 TS
Torifae fofa & 9| ol e sty W anutRa g €, T R & frer wedt
T, 3R SRR ATaTTRS FAHIU) B §d 1 & fore ragie quIem= & 1y
T gt € 1)

Q43. Mention the basic format of a report.
(Rid &1 9@ UR=Y Fard|)

Answer: While reports can vary based on company needs, a standard formal
business report strictly incorporates the following multi-section format:

« Title Page: Contains the report title, author's name, organization, and
submission date.

« Executive Summary: A concise, one-page distillation of the entire report's
key findings and actions.

e Introduction: Outlines the background, scope, and primary purpose of the
investigation.

« Findings/Body: The largest section, detailing the researched facts, data
tables, and analysis.

o Conclusions: A synthesis explaining what the gathered facts and data
actually imply.

« Recommendations: Actionable steps and solutions suggested by the author
to address the issues.

(gTdifes RUE Hut o) sawaerdrs & YR W 47 8 a7, Afhd T Ao
3gaTie soraaae faré & Fafafea wafyd ureg nfid g g:

. & gy (Title Page): RUIE &1 e, TRaes &1 M, TTe 3R SH B Bt
aRIG |




. BRAGRY AR (Executive Summary): @W%H’@[ﬁ@ﬁe’ﬁ?ww
s DIl IR |

« TR (Introduction): ST &1 g8YfA, HRIEH 3R Uil Ie=g &t wuvw|

. By U (Findings/Body): T8 ST i, for# =ity fabw 7 a4,
T aIferTy 3R fazawur g1

. T (Conclusions): T fazavur S a8 gH=aT § & Terd fobu 7w qef 8iik
ST &1 aRad H a1 31 g

« R (Recommendations): TS o THTYH & [T Ta® §RT YT T
8IS HeH 3R IU|)

Q44. What is the first step in writing a report?
(Raid feraa § U weH w1 872)

Answer: The absolute first step in report writing is Defining the Terms of
Reference (Problem Identification and Purpose Formulation). Before conducting
any research, the writer must establish a crystal-clear understanding of the report's
mandate: What exact problem needs to be solved? Who is the target reader? What
is the scope and limitation of the study? Clarifying these parameters right at the
beginning prevents the collection of irrelevant data, establishes a focused timeline,
and guides the researcher toward gathering precise information required for the
study.

(R = ° a9 Ugdl HeH e B1 T1d (Terms of Reference) 9 ST -1
T $ YA 3R I£=G &1 FuRor 81 #1 off e 31 A ugd, d@s o1
R & SRR &Y Wy quH giHl AT /3w weled gwwr &1 g Hv &1
AT T B §7 ATUGS| DI WY HIA A AYRIFID ST THA B A T4T ST Gbell
2, U Pigd AT 79 Bidl &, 3R WAeFdl B AP THPRI Je™ | Heg
frerdt 21)

Q45. Why should you include visuals like tables and charts in reports?
(e & arferet SR a1d S w24l &) T e w1 Tnfde?)

Answer: Including visuals like tables, bar charts, and pie diagrams is essential in
professional business reports due to the following vital reasons:

o Saves Executive Time: High-level executives can grasp complex quarterly
performances or multi-year trends at a single glance without reading pages of
text.



o Enhances Clarity: Visuals break down dense walls of numbers into patterns,
making comparisons and growth curves immediately obvious.

o Breaks Monotony: A completely text-heavy report can be exhausting to read;
visuals provide a professional layout that improves overall readability.

e Increases Professional Value: Well-placed, accurate data charts give the
report an analytical, high-quality, and scientifically objective appeal.

(e faiel § aifereT (tables), R A1E 3R TS 3R oY £24T &1 AT BT
frafaRed Teayul SRl & sifard &:

. UG P TEd: I TR & AAGRT YE B U o v g Tor § Sfed s
YERH! I -8 T B! 0 IHhd ] |

. TFAT IEHT: € YT SHibe] b T e Bl U oUdRUd ¥ § 98 &d 8,
R g iR fay @R G W g ol |

o TR Y AT T RE J TR F W RUIE o) UG UBTS; 8 IHhdT §; T
Y T URIAR AATIC Y& HRd ¢ off Y To-1adT & YR FHRT |

. URIGR Yed FGHIT: g1 o8 IR Y U Eld el d1e RUE &l T
f=eIvoITe®, I=-TuIa 3iR ax1-e ®U J e ¥u gd §)

Q46. What are citation rules in report writing?
(Ra1E = o A1geRM (IR & FFraw w=m 82)

Answer: Citation rules are standardized guidelines that dictate how a writer must
acknowledge and credit the external sources of information, statistics, and direct
quotes used in their report. Whenever data is pulled from external books, journals,
websites, or corporate databases, it must be properly cited. Following citation rules is
mandatory because it prevents plagiarism (intellectual theft), allows readers to
verify the authenticity of the background research, and builds high credibility for the
report's conclusions by linking them to verified source data.

(ATERA (SN F ¥ 3 A fenf=dw € < a8 9ard & 5 ve das &1
MWﬁwaﬁﬁﬁaﬁﬂmm,maﬁ?mﬁ(quotes)
& ga Hidl BI 9T (credit) FA T A€ 5 W SeT a6t fFHaret, s,
J9HTSC] g1 PIURE STy | foram sirar 8, 9 3T Sfa Ieka favar s anfgu|
3 e &1 ureq &A1 sifard @ i ug wifefe Ot (plagiarism - Sifg®
TR B AT 8, TSP B MY Pt YTHIOIG AT B ofig I P JRAw a1 &, i
i & frerul ) Jafia |l ¥ See? 9@ fAya-aar seear gl)

Q47. What is APA style documentation?

(APA T3 SIFGHCIE HIT3?)



Answer: APA style documentation is a universally accepted, highly standardized
formatting and referencing system created by the American Psychological
Association. It is widely utilized across social sciences, business management, and
corporate research reports to cite sources consistently. APA rules govern document
structure, margins, font choices, and split referencing into two main parts:

1. In-Text Citations: Brief references placed inside the running text right after a
quote or data point using the Author-Date method (e.g., Smith, 2023).

2. References List: A comprehensive, alphabetical bibliography page placed at
the very end of the report, containing full publication details of all cited
sources.

(APA WTSd SIFIHCIM Teh TS 0 O Wighd, dfid AFdbihd HIHfeT 3R
YHIRAT gured) 8 R 3rf¥epT Trgdldiiore e THITRITRH gRT ST 41 8 | Fdl &1
AR 3R et dRiPp I ZaTdT & & 7T SHBT SUGNT JTHTID {93, HIHT JereT
3R ®IaRe Y Ruie! & e w9 fasar oira 8| APA R gdTast & TRem,
ATRH, Wi B FEfd dRd § SR Teul & & rog yiT & fauTiord ad
1. 1-¢HRT HISCYH (In-Text Citations): AGH-dRRG fAf¥ (W1, Smith, 2023) BT
ST TP [l IGRU AT Sl foig o 3l a1 U1 o Hiar fqu U dféra
|
2. e Tt (References List): RUIE & faepa 3id & 3@ ofF aTcl! T AU,
JUIIEHH (alphabetical) T4 =, fora® Wit Igyd Aidl & YR BT I fJaron
gIaTgl)

Q48. What is the difference between findings and recommendations in a
report?

(Th fraé o st (findings) 3R Ry (recommendations) H T 3R %?)

Answer: The primary differences between findings and recommendations focus on
the time-frame, data perspective, and objective:

o Findings: These represent the absolute factual discoveries, data analysis,
and current realities uncovered during the research phase. They are
objective, backward-looking (what happened/what exists), and contain purely
verifiable statistics (e.g., "Sales dropped by 15% due to competitor pricing.").

« Recommendations: These are the forward-looking, action-oriented
suggestions formulated by the author based directly on those findings. They
focus on future solutions, strategies, and steps the organization should
implement to fix the problems highlighted by the findings (e.g., "We should
launch a loyalty discount program next quarter.").



(Ush fare o et (findings) 3R Ry (recommendations) & §IF Bl T 3R
3! TTafl, 321 & TSINY AR SERA B §:

« Findings (fpt): 3 2N & TR & SR Wio! T IRAfAS q, Ser fazamor
3R T U &1 g=iid 81 3 g8 R Fger 3R srefta ar adu W Ffgd gl
g (O, "ufawadff 3t Bl & FRU fAw! F 15% Bt AR1Ge 3mg17)|

« Recommendations (ﬁl‘lﬂﬁ'@f): g 3 fFwpef & WWW@WWW@?‘Q
T U=t SR TaeRe gaimd 81d & | I Hiaw & qenemi, 0o $iR
3 HEH IR & Hiad B 3 off Y3 B! FAETSN DI 31 B & fog I3™
IR (S, & 3Tt fammet o v dtaec] fSwprde Ui YRE o631 anfeu ™) 1)

Q49. What is an informational report?

(JAITHD fearé (Informational Report) HIT %?)

Answer: An informational report is a specific type of business document designed
solely to present objective facts, direct data, and current operational status to the
reader without containing deep analytical breakdown, evaluations, or subjective
recommendations. The author acts purely as a compiler of facts. Common examples
include monthly expense logs, employee attendance summaries, inventory audits, or
compliance updates. The primary goal is simply to keep management updated on
ongoing realities in a clean, structured manner without offering solutions or analyzing
why those facts occurred.

(JETH® Ul (Informational Report) T fARIP YR &1 A1aq1A$ g« &
ford ure® & I o= feedt e fawwor, geuie= a1 sfeara Ryeifen &
Faa e g, e e iR Tau™ ufvares RS uvga F7 & fore s=man s
2| 9E® gl ad dul b HpaTHd] & Y W BTH AT & | THP A=
ISV | HIRIS Tl 1 Rpis, HHATRG] 3t SUfRATT BT IRI, 3! 3iifse
a1 fral & ITeq @ IS USc WA § | SHST BT Se’d JUT URT fHu famr
USYT B I Ig1 IRAfamdrsi A Said HIAT S 1)

Q50. Why is a conclusion necessary in a business report?
EEmaRE Ruid o ey w&ii sraxae 82)

Answer: A conclusion is an absolute necessity in a business report because it
serves as the logical destination of the entire research journey:

e Synthesizes Data: It binds all separate chapters, statistics, and findings
together, turning raw data into meaningful business insights.

o Explains Implication: It clearly explains to the executives what the
discovered facts actually mean for the company's financial health or
operations.



o Bridges to Action: It acts as a mandatory logical bridge between the raw
discoveries (Findings) and the final corporate solutions (Recommendations).
Without a solid conclusion, the reader would be left with an overwhelming list
of facts without understanding their true impact.

(AT Raré # fAsws (Conclusion) &1 8IHT 984 3MTaR0® § adife I8 T3 TNe ar
& dIfhe URUMH & =Y H HTH BT 3:

o ST DT IHTAYT: Tg T} IeTT-3aHT 3reamd, sfids! 3R fshsf ol tes 1y
Sisdl 8, SR o= ST 3l s Araaie iaey § Iga off I |

o UHTT B GHHMET: T8 AUSTRAT BT WY =0 J AT 8 b @iol 78 qef &1
ardd W ST &1 foxig fRufd a1 demed R a1 UHTd 9|

. ®Rars & fore ya &1 Rafor: a8 @isht 18 SHSIRGT (Findings) 3R sifad
HIURT FHTYE! (Recommendations) & S U AP dlbd Yd Rk
HTH HdT & | TP [T, YIS IRATdD YHIT BT JHS ST had 9 & X |

I B I S

Dr. Arti Dixit

Dept. of Commerce



