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TILAK MAHARASHTRA VIDYAPEETH, PUNE

BACHELOR OF COMMERCE (B.COM)
EXAMINATION: DECEMBER- 2024

THIRD SEMESTER
Subject: Business Communication (BCOM23-305)

Date: 09/12/2024 Total marks: 60 Time: 2.00 pm to 4.30 pm

Instructions: 1) Attempt all Questions
2) Figures to the right indicate full marks

Q.1 Answer the multiple -choice questions. (Any 10) (10)
1. enables users to connect with many devices at the same time without the need of
cables.
a) Bluetooth b) Pen drive
¢) Phones d) Pager
2. A letter is written by the purchaser if he does not find the goods up to his
satisfaction.
a) Appointment b) Application
c¢) Complaint d) Order
3. Information should be communicated at the right
a) Age b) Distance
c) Time d) Reason
4. Communication is a process.
a) Difficult b) Lengthy
c) Short d) Non-stop
5. is a computer-based system for receiving and responding to incoming
telephone calls.
a) Pager b) Voice mail
c) Telegram d) Fax
6. The message to be communicated should be adequate and
a) Full b) Complete
¢) Short d) Bold
7. Size of paper should be used while writing business letters.
a) Standard (A4) b) Largest
¢) Small d) A3
8. Business letter is the communication between two parties.
a) Oral b) Verbal
¢) Written d) Grapevine
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10.

11.

12.

13.

Q.2)

Q.3)

Eal s

Q.4

A

Downward communication flows from

a) Peers b) Sub-ordinates to superiors
c¢) Superiors to sub-ordinates d) Different departments

A letter carries the communication to a number of addresses.

a) Application b) Sales

c) Circular d) Recovery

Business letters the goodwill of the company.

a) Spoil b) Create

c¢) Decrease d) Enhance

A report serves as a record relating to business matters.

a) Permanent b) Temporary

¢) Complete d) Neutral

When an organization communicates with customers it is called
communication.

a) Internal b) External

¢) Internal and external d) Non- verbal

Write Short Note (Any 3) a5)

Elements of communication
Communication

Features of Report

E-mail

Importance of good verbal communication

Answer the following question in 150 words. (any 2) (20)
State the principles to effective communication.

Explain the various forms of Non-verbal Communication

Prepare a resume of your own.

Explain the barriers to listening.

Answer the following question in 300 words. (any one) a5)
Explain the structure of a report.
Describe the internal and external qualities of a business letter.

Explain the importance of business letter and state its types.
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