
 

Business Communication (BCOM19-201/ BCS-301)AMD - Set - I 
1/3 

 

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 _______ of communication process.  

 a)barriers b) advantages  

 c)characteristics d) elements  

      3. In a workplace,any touch except for _______ should be avoided.  

 a)pat on the back b) holding hands  

 c)squeeze shoulder d) handshake  

      4. The open door policy helps the _________ build healthy business relations with the sub-

ordinates. 
 

 a)colleagues b) sub-ordinates  

 c)superiors d) none of these  

      5. Internet service started in ______ year.   

 a)2010 b) 1969  

 c)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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      9. Grapevine communication if not _______ is unhealthy for an organization.  

 a)developed b) controlled  

 c)banned d) none of these  

    10. __________ Size of paper should be used while writing business letters.  

 a)Standard (A4) b) Largest  

 c)Small d) A3  

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

communication. 
 

 a)Body language b) Writing  

 c)Oral d) Speaking  

    12. __________ is a form of technical barrier in communication.  

 a)no ventilation b) distance  

 c)lack of confidence d) electricity failure  

    13. Non - verbal communication is used in _______.  

 a)Graph b) Poems  

 c)Information d) None of these  

   

Q. 2) Write Short Note (Any 3)  (15) 

1. E-mail  

2. Importance of Oral Communication  

3. Importance of Communication in workplace  

4. Advantages and disadvantages of Written Communication  

5. Grapevine Communication  

   

Q. 3) Answer the following question in 150 words. (any 2) (20) 

1. Mention the types of Business letters in short.  

2. Describe the elements of communication process.  

3. What are the different forms of Non-verbal communication?  

4. Prepare a resume of your own.  

   

Q. 4) Answer the following question in 300 words. (any one) (15) 

1. State the various types of communication.  

2. Explain the barriers to effective communication.  

3. State the inner and outer qualities of a good business letter.  
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_amR>r  ê$nm§Va 

 gyMZm :  1) gd© àý A{Zdm ©̀ 
 2) COdrH$S>rb A§H$ nyU© JwU Xe©{dVmV.   

 

à. 1 ImbrbàíZm§Mo ¶mo½¶ n¶m©¶ {ZdS>m. (H$moUVohr 10) (10) 

1.  Ahdmb åhUOo ì¶mdgm{¶H$ KS>m‘moS>tMm -------- Zm|Xhmo¶.  

 A)H$m¶‘ñdê$nr ~) VmËnwaVm  

 H$) nyU© S>) VQ>ñW  

2.  g§Xoegm§JUo d g§Xoe g‘OmdyZ KoUo ho g§kmnZmMo ............. AmhoV.  

 A) AS>Wio ~) ’$m¶Xo  

 H$) d¡{eï>¶o S>) KQ>H$  

3.  H$moUË¶mhr g§ñWoo‘Ü¶o H$m‘mÀ¶m {R>H$mUr ........... ì¶{V[aº$ H$moUVmhr ñne© AZ¡nMmarH$ Am{U dÁ¶© 
AgVmo. 

 

 A)nmR>rda R>mn ~) hmVYaUo  

 H$) Im§Úmda ñne© S>) hmV {‘idUo>  

4.  IwboÛma YmoaU qH$dm H$Yrhr ~mobÊ¶mMr V¶mar R>odë¶m‘wio H${Zð>m§er Amamo½¶Xm¶r ì¶mdhm[aH$ g§~§Y R>odÊ¶mg 
............. ZmgmonoOmVo. 

 A)ghH$‘©Mmat ~) H${Zð>m§  

 H$) d[að>m§ S>) ¶mn¡H$s H$moUVoM Zmhr  

5.  B§Q>aZoQ >godm ----- gmbr gwé Pmbr.  

 A) 2010 ~) 1969  

 H$) 1922 S>) ømn¡H$s H$moUVohr Zmhr  

6.  ^m§S>Uo gmoS>{dUo ho ............. H$m¡eë¶ Amho.  

 A)ñd¶§M{bV ~) gmono  

 H$) AndmXmË‘H$ S>) A§Vad¡¶{º$H$>  

7.  S>ãby S>ãby S>ãby ¶mMm AW© dëS>© dmB©S> -----.  

 A) do~ ~) dH©$  

 H$) doñQ>Z© S>) ømn¡H$s H$moUVohr Zmhr  

8.  ZmVodmB©H$m§ ~amo~a KS>Umao g§^mfU ho ................ g§kmnZmMm àH$ma Amho.  

 A)Am¡nMm[aH$ ~) empãXH$  

 H$) AempãXH$ S>) AZ¡nMm[aH$>  

9.  Ðmjdob g§kmnZmg Oa ........ Zmhr Va g§ñWogmR>r Cnm¶ H$maH$ R>ê$ eH$Vo.  

 A) {dH${gV Ho$bo Zmhr Va ~) Amim KmVbmZmhr Va  

 H$) à{V~§Y KmVbm S>) ¶mn¡H$s H$moUVoM Zmhr>>  

10.  ì¶mdgm{¶H$ nÌo {b{hÊ¶mgmR>r -------- AmH$mamÀ¶m H$mJXmMm dmna H$aVmV.  

 A)ñQ°S>S>© E 4 ~) gdm©V ‘moR>m  

 H$) bhmZ S>) E 3 (A 3)  
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11.  ..........., T>~, hmVdmao, ZOamZOa, hbMmbr hr AempãXH$ g§kmnZmMr ê$n AmhoV.  

 A)emar[aH$ ^mfm ~) boIZ  

 H$) ‘m¡{IH$ S>) ~mobUo>  

12.  ........... hm Vm§{ÌH$ ñdê$nmMm AS>Wim AgVmo.  

 A)dm¶w{dOZ ~) A§Va  

 H$) AmåV{dœmgmMr H$‘VaVm S>) {dÚwVnwadR>m I§{S>V hmoUo>  

13.  AempãXH$ g§kmnZmV ------- Mm dmnahmoVmo.  

 A)AmboI ~) H${dVm  

 H$) ‘m{hVr S>) ømn¡H$s H$moUVohr Zmhr  

   

à. 2) Q>r>nm {bhm. (H$moUVohr 3) (15) 

1. B©-‘ob  

2. ‘m¡{IH$ g§kmnZmMo ‘hÎd  

3. H$m‘mÀ¶m {R>H$mUr g§kmnZmMo ‘hËËd  

4. boIr g§kmnZmMo ’$m¶Xo व तोटे  

5. Ðmjdob g§kmnZ  

   

à. 3) Imbrbn¡H$s H$moUË`mhr XmoZ àíZmMo CÎma 150 eãXm§V {bhm.  (20) 

1. ì¶dgm{¶H$ nÌm§Mo {d{dY àH$ma {bhm.  

2. g§kmnZ à{H«$¶oVrb KQ>H$ ñnï> H$am.  

3. AempãXH$ g§kmnZmMr {d{dY ê$n {bhm.  

4. Vw‘À¶m ì¶{º$JV ‘m{hVrMm Z‘wZm gmXa H$am.  

   

à. 4) Imbrbn¡H$s H$moUË`mhr EH$m àíZmMo CÎma 300 eãXm§V {bhm.  (15) 

1. g§kmnZmMo {d{dY àH$ma ñnï> H$am.  

2. g§kmnZmVrb AS>Wio g{dñVa ñnï> H$am.  

3. ì¶dgm{¶H$ nÌm§Mr A§VJ©V d ~mø d¡{eï>¶o {bhm.  

 

---------- 


