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TILAK MAHARASHTRA VIDYAPEETH, PUNE

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

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

Date:04/12/2024 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. A report serves as a record relating to business matters.
a)Permanent b) Temporary
c)Complete d) Neutral

2. Encoding and Decoding are the
a)barriers
c¢)characteristics

3. In a workplace,any touch except for
a)pat on the back
¢)squeeze shoulder

4. The open door policy helps the

of communication process.
b) advantages
d) elements
should be avoided.
b) holding hands
d) handshake

build healthy business relations with the sub-

ordinates.

a)colleagues b) sub-ordinates

c)superiors d) none of these
5. Internet service startedin __ year.

a)2010 b) 1969

€)1922 d) None of these
6. Conflict resolution is an skill.

a)automatic b) easy

c)exceptional d) interpersonal
7. www.stands for World Wide

a) Web b) Work

c) Western d) None of these
8.  Communication with relatives and friends is type of communication.

a) formal b) verbal

c¢)non-verbal

d) informal
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10.

11.

12.

13.

Q.2)

A

Q.3)

Eal s

Q.4

Grapevine communication if not is unhealthy for an organization.
a)developed b) controlled
c)banned d) none of these

Size of paper should be used while writing business letters.
a)Standard (A4) b) Largest
c)Small d) A3

, posture, gesture, eye-contact, movement are the forms of non-verbal
communication.

a)Body language b) Writing
¢)Oral d) Speaking
is a form of technical barrier in communication.
a)no ventilation b) distance
¢)lack of confidence d) electricity failure

Non - verbal communication is used in

a)Graph b) Poems

¢)Information d) None of these

Write Short Note (Any 3) a5
E-mail

Importance of Oral Communication
Importance of Communication in workplace
Advantages and disadvantages of Written Communication

Grapevine Communication

Answer the following question in 150 words. (any 2) (20)
Mention the types of Business letters in short.

Describe the elements of communication process.

What are the different forms of Non-verbal communication?

Prepare a resume of your own.

Answer the following question in 300 words. (any one) a5)
State the various types of communication.
Explain the barriers to effective communication.

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