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TILAK MAHARASHTRA VIDYAPEETH, PUNE 
BACHELOR OF COMMERCE (B.COM.)  

EXAMINATION: - MAY - 2025 
THIRD SEMESTER 

Subject: Business Communication (BCOM19-201) 

Date: 13/05/2025 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. Grapevine communication is an __________________ form of communication.  

 a) external  b) informal  
 c) formal  d) internal  

      2. E-mail means _________________________________  
 a) Engineering mail  b) Electronic mail  
 c) Eco- friendly mail d) Economical mail  

      3. ____________________ size paper should be used while writing business letters.  
 a) Standard (A4)  b) Large  
 c) Small  d) A3  

      4. Communication means _________________ of information from one person to 
another. 

 

 a) writing  b) speaking  
 c) transfer d) reading  

      5. The full form of WWW is World Wide _________________________  

 a) World  b) Web  

 c) Western  d) Wonder  
      6. Include your ____________________ at the end of the message in an e-mail.  

 a) Address  b) Initials  

 c) Name d) Purpose  
      7. ________________ is a barrier to effective listening.  

 a) Reading  b) Writing  

 c) Daydreaming  d) Talking  
      8. ______________________ is an instrument used to receive short messages.  

 a) Pager  b) Teleconferencing  

 c) Letter  d) Mobile  
      9. ___________________ communication flows from superiors to sub ordinates  

 a) Written  b) Downward  

 c) Horizontal  d) Upward  
    10. A ______________ letter is written when the purchaser does not find the goods up to 

his satisfaction. 
 

 a) enquiry  b) order  

 c) quotation  d) complaint  
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    11. After receiving the letter of enquiry the sellers provide the relevant information 
through ___________________ letter. 

 

 a) appointment  b) complaint  

 c) quotation  d) sales  
    12. Your resume should be an _______________ of your skills and qualifications.  

 a) List  b) Photocopy  

 c) Advertisement  d) Achievement  
    13. Active listening aims to bring about ______________________ in people.  

 a) difference  b) distance  

 c) difficulties  d) changes  

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

1. What is an E-mail  
2. What do you mean by Formal Communication?  
3. Define Communication  
4. Mention two components of resume.  
5. Write 2 advantages and 2 disadvantages of Verbal Communication.  
6. Write 2 advantages and 2 disadvantages of  Non-Verbal Communication  
7. Write 2 advantages and 2 disadvantages of  Grapevine  Communication  

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

1. Importance of Communication  
2. Grapevine Communication  
3. Kinesics  
4. Sales Letter  
5. Resume  
6. Advantage of Written Communication  

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

1 Describe the barriers to effective communication.  
2 Briefly explain the structure of Business letters.  
3 Describe the elements and process of communication.  
4 State the principles to effective communication.  
5 Explain the various forms of Non-verbal Communication.  
   

Q. 4) Answer the following question in 300 words. (any 2) (30) 
1 Describe the various types of Reports.  
2 State the barriers to listening. Explain the key points to effective listening.  
3 Explain the structure of a report.  
4 State the various types of communication in an organisation.  
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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. A Imbrb àíZm§Mo `mo½` n`m©` {ZdS>m. (H$moUVohr 10) (10) 
1.  Ðmjdob g§kmnZ ------ g§kmnZmMm àH$ma Amho.  

 A) ~mø  ~) AZm¡nMm[aH  
 H$) Am¡nMm[aH$ S>) A§VJ©V  

2. B©-‘ob åhUOo------.  
 A) B§OrZrAatJ ‘ob  ~) Bbo³Q´>m°{ZH$ ‘ob  

 H$) B©H$mo ’«|$S>br ‘ob S>) B©H$m°Zm°{‘H$b ‘ob  

3. ì¶dhmamVrb nÌm§gmR>r ------gmB©O À¶m H$mJXmMm dmna hmoVmo.  
 A) ñQ>±S>S>© (A4)  ~) ‘moR>m  

 H$) bhmZ S>) A3  

4. g§kmnZ åhUOo EH$m ì¶{º$H$Sy>Z Xþg-¶m ì¶{ºH$S>o ‘m{hVrMo-------.  

 A)boIZ  ~) gm§JUo  

 H$)hñVm§VaU S>) dmMZ  

5. WWW åhUOo dëS>© dmB©S> ---------  
 A) dëS>©  ~) do~  

 H$) doñQ>Z© S>) dÝS>a  

6. B©-‘ob nmR>dVmZm g§XoemÀ¶m eodQ>r ------Q>mB©n H$amdo.  

 A) nÎmm ~) ZmdmMr AmÚmjao 

H$) Zmd S>) H$maU 

  

    
7. ------hm à^mdr ldUmVrb AS>Wim AgVmo  

 A) dmMZ  ~) boIZ  

 H$) {Xdgm ñdßZ nmhUo S>) ~mobUo  

8. bhmZ g§Xoe nmR>dÊ¶mR>r ------Cn¶wº$ AgVmo.  

 A) noOa  ~) Q>obrH$m°Ý’$aZ{g§J  

 H$) nÌ  S>) ‘mo~mB©b  

9. ------g§kmnZ ho d[að>m§nmgyZ H${Zð>m§H$S>o Ago KS>Ëom  

 A)boIr ~) AYmoJm‘r  

 H$) g‘m§Va S>) CÜd©Jm‘r  

10. ‘mb Zmng§V Agë¶mg IaoXr H$aUmam-------nÌm×mao H$i{dVmo.  

 A) Mm¡H$er  ~) AmXoe  

 H$) ‘yë¶H$WZ x S>) VH«$ma  

11. Mm¡H$er nÌ {‘imë¶mZ§Va {dHo«$Vo hdr Agbobr ‘m{hVr ------- nÌm×mao H$idVmV.   
 A) Zo‘UyH$  ~) VH«$ma  

 H$) ‘yë¶H$WZ S>) {dH«$s  

12. Vw‘Mr ì¶{º$JV ‘m{hVr {h H$m¡eë¶ d e¡j{UH$ nmÌVm Xe©dUmar ------Agmdr.  

 A) ¶mXr  

H$) Om{hamV S>) g§nmXZ 

~) ’$moQ>moH$m°nr 

S>) ¶mn¡H$s Zmhr 
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13. à^mdr ldUm‘wio bmoH$m§‘Ü¶o --------KS>Vmo.  
 A) ‘V^oX ~) A§Va  

 H$) AS>MUr S>) ~Xb  

   
à. 1. ~ EH$m dm³¶mV CÎmao {bhm. (H$moUVohr 5) (10) 

1. B©-‘ob åhUOo H$m¶?  
2. Am¡nMm[aH$ g§kmnZ åhUOo H$m¶?  
3. g§kmnZ/ g§dmX åhUOo H$m¶?  
4. aoB¶w‘Mo XmoZ KQ>H$ gm§Jm.  
5. ‘m¡{IH$ g§kmnZmMo 2 ’$m¶Xo d 2 VmoQ>o {bhm.  
6. AempãXH$$ g§kmnZmMo 2 ’$m¶Xo d 2 VmoQ>o {bhm.  
7. Ðmjdob g§kmnZmMo 2 ’$m¶Xo d 2 VmoQ>o {bhm.  

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

1. g§kmnZmMo ‘hÎd  
2. Ðmjdob g§kmnZ  
3. em[aarH$ ^mfm  
4. {dH«$s nÌ  
5. ì¶{º$JV ‘m{hVr  
6. boIr g§kmnZmMo ’$m¶Xo  

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

1. à^mdr g§kmnZmVrb AS>Wio ñnï> H$am.  
2. ì¶mdgm{¶H$ nÌm§Mr aMZm WmoS>³¶mV {bhm.  
3. g§kmnZmMo KQ>H$ {bhm d g§kmnZmMr à{H«$¶m {dñVm[aV H$ê$Z {bhm.  
4. à^mdr g§kmnZmMr VÎdo {bhm.   
5. AempãXH$ g§kmnZ H$moUË¶m àH$mao KSy> eH$Vo Vo ñnï> H$am.  

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

1. AhdmbmMo {d{dY àH$ma ñnï> H$am.  
2. ldU à{H«$¶oVrb AS>Wio ñnï> H$am d à^m{d ldUmgmR>r ‘hÎdmÀ¶m ~m~r {bhm.  
3. AhdmbmMr aMZm ñnï> H$am.  
4. H$moUË¶mhr g§ñWo‘Yrb g§kmnZmMo {d{dY àH$ma {dñVm[aV H$ê$Z {bhm.  

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


