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TILAK MAHARASHTRA VIDYAPEETH, PUNE 

BACHELOR OF COMMERCE (B.COM)  
EXAMINATION: MAY - 2025 

THIRD SEMESTER 
 Subject: Business Communication (BCOM23-305/BCOM19-201/BCS-301)  

Date: 14/05/2025 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. Time, Age, Sex and Distance are ____________ barriers to effective communication  

 a) language b) physical   

 c) social d) psychological  

      2. Video or Audio meetings with people faraway is possible due to __________.  

 a) teleconferencing b) telegraph  

 c) telephone d) telex  

      3. When an organization communicates with customers it is called __________ 
communication. 

 

 a) Internal b) External  

 c) Internal and external d) Non- verbal  

      4. Business letters ___________ the goodwill of the company.   

 a) Spoil b) Create  

 c) Decrease d) Enhance  

      5. Downward communication flows from ___________.   

 a) Peers b) Sub-ordinates to superiors  

 c) Superiors to sub-ordinates d) Different departments  

      6. __________ is a computer based system for receiving and responding to incoming 
telephone calls. 

 

 a) Pager b) Voice mail  

 c) Telegram d) Fax  

      7. Information should be communicated at the right __________.   

 a) Age b) Distance  

 c) Time d) Reason  

      8. _________ enables users to connect with many devices at the same time without the need of 
cables.  

 

 a) Bluetooth b) Pen drive  

 c) Phones d) Pager  
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      9. 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  

    10. Communication is a _________ process.   

 a) Difficult b) Lengthy  

 c) Short d) Non-stop  

    11. The message to be communicated should be adequate and __________.   

 a) Full b) Complete  

 c) Short d) Bold  

    12. Business letter is the __________ communication between two parties.   

 a) Oral b) Verbal  

 c) Written d) Grapevine  

    13. A report serves as a __________ record relating to business matters.  

 a) Permanent b) Temporary  

 c) Complete d) Neutral  

   

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

1. Importance of Communication in workplace  

2. Sales Letter  

3. World Wide Web  

4. Style and Presentation of reports  

5. Advantages of Written Communication  

   

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

1. Write the principles of effective communication.  

2. Describe the process of communication.  

3. Explain the characteristics of a report.  

4. Write the essential qualities of business letters.  

   

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

1. Explain in detail, the structure of a report.  

2. Write the types of communication in any organization.  

3. State the barriers to listening. Explain the key points to effective listening.  
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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 Imbrb àíZm§Mo ¶mo½¶ n¶m©¶ {ZdS>m. (H$moUVohr 10) (10) 

1.  वेळ, वय, �लग आिण अंतर ह ेसंज्ञापनाती............ अडथळे आहते.  

 A) भािषक ~) भौितक  

 H$) सामािजक S>) मानिसक  

2.  दरू असलले्या लोका बरोबर घडणाऱ्या ऑिडयो व िव्हडीओ स............ च्या माध्यमातून संभ
होतात. 

 

 A) टेिलकॉन फ्े र�िसन ~) टेिल�ाफ  

 H$) टेिलफोन S>) टेलके्  

3.  -------- g§kmnZ åhUOo g§KQ>ZoZo J«mhH$mer Ho$bobo g§kmnZ.   

 A) A§VJ©V ~) ~mh²¶  

 H$) A§VJ©V d ~mh²¶ S>) Aem{ãXH$  

4.   ì¶mdggm{¶H$ nÌm§‘wio H§$nZrMr Y§ÚmVrb nV -------- H$aVo$ 

 A) Iam~ ~) {Z‘m©U  

 H$) H$‘r S>) A{YH  

5.  AYmoJm‘r g§kmnZmMm àdmh --------- AgVmo.   

 A) g‘mZ d¶mÀ¶m bmoH$m§V ~) H$‘©Mm-¶m§H$Sy>Z d[að>m§H$S>o  

 H$) d[að>m§H$Sy>Z H$‘©Mm-¶m§H$S>o S>) {d{dY {d^mJm§‘Ü¶o  

6.  -------- hr EH$ g§JUH$ AmYm[aV àUmbr Amho Á¶m‘wio ¶oUmao H$m°b KoVm ¶oVmV d à{VgmX 
XoVm ¶oVmo.  

 

 A) noOa ~) ìhm°Bg ‘ob  

 H$) Q>obrJ«°‘ S>) ’$°³g  

7.  ‘m{hVr ------- nwa{dbr Jobr nm{hOo.   

 A) d¶mZwgma ~) A§Vam à‘mUo  

 H$) ¶mo½¶ doir S>) H$maUm à‘mU  

8.  -------- À¶m ghmæ¶mZo Ho$~b {edm¶ EH$mM doir dmnaH$V} AZoH$ {S>ìhmBgoer OmoS>bo OmD$ 
eH$VmV.  

 

 A) ãbyQy>W ~) noZ S´>mB©ìh  

 H$) ’$moZ S>) noOa  

9.  J«mhH$mbm AmXoe~ahþHy$‘ ‘mb Z {‘imë¶mg Vo -------- nÌ {bhVmV.   

 A) {Z¶wp³V ~) AO©  

 H$) VH«$ma/Xmdm S>) AmXoe  

10.  g§kmnZ hr -------- à{H«$¶m Amho.   

 A) AdKS ~) bm§~  

 H$) bhmZ S>) A{dlm§V  
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11.  g§Xoe hr Zoh‘r nwaogm d ------- Agmdm.   

 A) ^a^ê$Z ~) nyU©  

 H$) N>moQ>m S>) R>iH$  

12.  ì¶mdgm{¶H$ nÌ åhUOo XmoZ njm§Vrb ------- g§kmnZ   

 A) ‘m¡{IH$ ~) empãXH  

 H$) boIr S>) Ðmjdob  

13.  Ahdmb åhUOo ì¶mdgm{¶H$ KS>m‘moS>tMm -------- Zm|X hmo¶.  

 A) H$m¶‘ñdê$nr ~) VmËnwaVm  

 H$) nyU© S>) VQ>ñW  

   

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

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

2. {dH«$s nÌ  

3. dëS>© dmB©S> do~  

4. AhdmbmMr e¡br Am{U gmXarH$aU  

5. boIr g§kmnZmMo ’$m¶X  

   

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

1. à^mdr g§kmnZmMr VÎdo {bhm.   

2. g§kmnZmMr à{H«$¶m {dñV¥V H$am.  

3. AhdmbmMr d¡{eï>¶o ñnï> H$am.  

4. ì¶mdgm{¶H$ nÌm§Mr d¡{eï>¶o {bhm.  

   

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

1. AhdmbmMr aMZm ñnï> H$am.   

2. H$moUË¶mhr g§ñWo‘Yrb g§kmnZmMo {d{dY àH$ma {dñVm[aV H$ê$Z {bhm.  

3. ldU à{H«$¶oVrb AS>Wio ñnï> H$am d à^m{d ldUmgmR>r ‘hÎdmÀ¶m ~m~r {bhm.  

 
---------- 


