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TILAK MAHARASHTRA VIDYAPEETH, PUNE 

BACHELOR OF COMMERCE (B.COM.)  

EXAMINATION: - MAY 2023 

THIRD SEMESTER 

Subject: Business Communication (BCOM19-201/BCS-301) 

Date:  26/05/2023 Total marks:  100      Time: 2.00 pm to 5.00 pm 

 Instructions:  1) Attempt all Questions  

  2) Figures to the right indicate full marks  

  

Q.1. A. Answer the multiple Choice questions. (Any 10) (10) 

      1. Inter- departmental communication is a part of _________ communication.  

 a) horizontal b) upward  

 c) downward d) diagonal  

      2. Active listening aims to bring about ________ in people.  

 a) change b) challenges  

 c) information d) education  

      3. _______ Reports present facts about certain given activity in detail without any 

suggestions. 

 

 a) Non-statutory b) Statutory  

 c) Analytical d) Informational  

      4. In the olden days people used fire and _______ to communicate to each other.  

 a) smoke b) water  

 c) wood d) wax  

      5. Conflict resolution is an __________ skill.  

 a) automatic b) easy  

 c) exceptional d) interpersonal  

      6. WLAN stands for _________ Local Area Network.  

 a) World b) Wide  

 c) Win d) Wireless  

      7. A __________ should be updated from time to time.  

 a) letter b) memo  

 c) report d) resume  

      8. Recovery letters are sent for the collection of pending amount of ________ .  

 a) letters b) money  

 c) work d) none of these  

      9. Video or Audio meetings with people faraway is possible due to _________.  

 a) teleconferencing b) telegraph  

 c) telephone d) telex  

    10. ________ is an instrument used to receive short messages.  

 a) Pager b) Teleconferencing  

 c) Letter d) Mobile  

    11. The first and foremost part of the letter is the _________ that contains the name and 

address of the sender firm. 

 

 a) salutation b) date  

 c) heading d) body of the letter  

    12. _______ represents the name and address of the organization to which the letter is 

addressed. 

 

 a) Salutation b) Heading  

 c) Complimentary close d) Inside address  

    13. While framing future policies, reports provide information and __________.  

 a) facts b) figures  

 c) guidance d) none of these  

   

Q.1. B.  Answer in one Sentence (Any 5) (10) 

E (100) 

2020-21 till 2022-23 
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1. What is a resume?  

2. Name any two forms of non-verbal communication?  

3. What are the physical barriers of communication?  

4. What is horizontal communication?  

5. What is encoding and decoding in process of communication?  

6. What is quotation?  

7. Define communication.  

   

Q. 2) Write Short Note (Any 4)  (20) 

1. Grapevine Communication  

2. Resume  

3. E-mail  

4. Body Language  

5. Importance of Communication  

6. Disadvantages of oral communication  

   

Q. 3) Answer the following question in 150 words. (any 3) (30) 

1 Mention the types of Business letters in short.  

2 Write the advantages and disadvantages of Verbal Communication.  

2 Describe the internal and external qualities of a business letter.  

4 Describe the elements and process of communication.  

5 Explain the various forms of Non-verbal Communication.  

   

Q. 4) Answer the following question in 300 words. (any 2) (30) 

1 State and explain the types of communication in an organization.  

2 State the inner and outer qualities of a good business letter.  

3 State and explain the barriers to communication.  

4 What are the key points to effective listening? State the barriers to listening.  

---------------------------------- 

 
 

_amR>r  ê$nm§Va 
 gyMZm :  1) gd© àý A{Zdm ©̀ 

         2) COdrH$S>rb A§H$ nyU© JwU Xe©{dVmV.    
  

à. 1. A Imbrb àíZm§Mo `mo½` n`m©` {ZdS>m. (H$moUVohr 10) (10) 
1.  {d{dY {d^m§VJ©V KS>Umao g§kmnZ åhUOo ............ g§kmnZ.  

 A) g‘nmVirda ~) D$Üd©Jm‘r  
 H$) AYmoJm‘r S>) H$U©aofm  

2. à^mdr ldUm‘wio bm|H$m‘Ü¶o ........... KS>dyZ AmUVm ¶oVmo.   
 A) ~Xb ~) AmìhmZo  
 H$) ‘m{hVr S>) {ejU  

3. ............ Ahdmb ‘Ü¶o ’$º$ CnH«$‘m§Mr ‘m{hVr AgyZ Ë¶m‘Ü¶o H$moUË¶mhr gyMZm nwa{dë¶m 
OmV Zmhr. 

 

 A) A{Z¶m‘H$  ~) {Z¶m‘H$  
 H$) AmH$bZr¶ S>) ‘m{hVr nwa{dUo  

4. OwÝ¶m H$mimVrb bmoH$ ........... Mm dmna H$ê$Z EH$‘oH$m§er g§kmnZ H$aV hmoVo.  
 A) Yya  ~) nmUr  
 H$) bmHy$S> S>) ‘oU  

5. ^m§S>Uo gmoS>{dUo ho ......... H$m¡eë¶ Amho.   
 A) ñd¶§M{bV ~) gmono  

 H$) AndmXmË‘H$ S>) A§Vad¡g{º$  
6. S>ãë¶y. Eb. E. EZ. åhUOo ........... bmoH$b E[a¶m ZoQ>dH©$.   



 Business Communication (BCOM19-201/BCS-301) ALM/I 3/4 

 A) dëS>©  ~) dmB©S>  
 H$) {dZ S>) dm¶abog  

7. ........... doimodoir AÚVZ Ho$br Jobr nm{hOo.   
 A) nÌ ~) B{Vd¥Îm  

 H$ Ahdmb S>) ì¶{º$JV ‘m{hVr  
8. Cabobr ........... Jmoim H$aÊ¶mH$[aVm dgybr nÌo nmR>dbr OmVmV.   

 A) nÌo ~) a¸$‘  
 H$) H$m‘ S>) ¶mn¡H$s H$mhrhr Zmhr  

9. Xÿa Agboë¶m bm|H$m~amo~a  KS>Umè¶m Am°{S>Amo d pìh{S>Amo g^m ........... À¶m ‘mÜ¶‘mVyZ 
g§^d hmoVmV.  

 

 A) Q>o{bH$m°Z’o$a|qgJ  ~) Q>o{bJ«m’$  
 H$) Q>o{b’$moZ S>) Q>obo³g  

10. bhmZ ghmZ {Zamon nmR>{dÊ¶mgmR>r .............. ho Cn¶wº$ gmYZ Amho.  
 A) noOa ~) Q>o{bH$m°Z’o$a|qgJ  

 H$) nÌ S>) ‘mo~mB©b  
11. .............. dê$Z H$moUË¶m ì¶dgm{gH$ g§ñWoH$Sy>Z gXa nÌ Ambo Amho Vo H$iVo.   

 A) A{^dmXZ ~) VmarI  
 H$) erf©H$ S>) ‘OHy$a  

12. ............. åhUOo Á¶m ì¶{º$bm AJa g§ñWbm nÌ Agob {VMo Zmd d nÎmm ¶oWo {b{hÊ¶mV 
¶oVmo.   

 

 A) A{^dmXZ  ~) erf©H$  
 H$) nÌmMm g‘mamon S>) A§VJ©V nÎmm  

13. ^{dî¶mVrb YmoaUm§Mo {Z¶moOZ H$aVmZm Ahdmb ‘m{hVr d .......... nwadÊ¶mMo H$m‘ H$aVmV.   
 A) VÏ¶o ~) AmH$S>odmar  

 H$) ‘mJ©Xe©Z S>) ¶mn¡H$s H$mhrhr Zmhr  
   
à. 1. ~ EH$m dm³¶mV CÎmao {bhm. (H$moUVohr 5) (10) 

1. ì`ŠVrJV _m{hVrMm Jmofdmam (resume) åhUOo H$m`?  
2. gm§Ho${VH$ g§kmnZmMo H$moUVohr XmoZ àH$ma gm§Jm.  
3. g§kmnZmVrc ^m¡{VH$ ñdê$nmMo AS>Wio H$moUVo?  
4. g_nmVir g§kmnZ åhUOo H$m`?  
5. g§kmnZ à{H«$ ò_Ü ò EZH$moS> (encode) Am{U S>rH$moS> (decode) åhUOo H$m`?  
6. Mm¡H$er nÌmg CÎma åhUOo H$m`?  
7. g§kmnZmMr ì`m»`m gm§Jm.  

   
à. 2) Q>r>nm {bhm. (H$moUVohr 4) (20) 

1. Ðmjdob g§kmnZ  
2. ì¶{º$JV ‘m{hVr (Resume)  
3. B-‘ob  
4. em[aarH$ ^mfm  
5. g§kmnZmMo ‘hÎd  
6. ‘m¡{IH$ g§kmnZmMo VmoQ>o  

   
à. 3) Imbrbn¡H$s H$moUË`mhr XmoZ àíZmMo CÎma 150 eãXm§V {bhm. (H$moUVohr 3) (30) 

1. ì¶dhmamVrb {d{dY nÌm§Mo WmoS>³¶mV dU©Z H$am.  
2. ‘m¡{IH$ g§kmnZmMo ’$m¶Xo d VmoQ>o {bhm.  
3. ì¶dgm{¶H$ nÌm§Mr A§VJ©V d ~mø d¡{eï>¶o {bhm.  
4. g§kmnZmMo KQ>H$ {bhm d g§kmnZmMr à{H«$¶m {dñVm[aV H$ê$Z {bhm.  
5. AempãXH$ g§kmnZ H$moUË¶m àH$mao KSy> eH$Vo Vo ñnï> H$am.  



 Business Communication (BCOM19-201/BCS-301) ALM/I 4/4 

   
à. 4) Imbrbn¡H$s H$moUË`mhr EH$m àíZmMo CÎmao 300 eãXm§V {bhm. (H$moUVohr 2) (30) 

1. H$moUË¶mhr g§ñWo‘Ü¶o KS>Umè¶m g§kmnZmMo {d{dY àH$ma {dñVm[aV H$am.  
2. à^mdembr ì¶dgm{¶H$ nÌmMr A§VJ©V d ~mø d¡{eï>¶| {bhm.  
3. g§kmnZ à{H«$¶oVrb AS>Wio {dñVm[aV H$ê$Z {bhm.  
4. ldU à{H«$¶oVrb AS>Wio gm§JyZ à^mdr ldUmgmR>r bmJUmè¶m ‘hÎdmÀ¶m ~m~r {bhm.  

 
------------ 


