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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
¢) 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)

1. Whatis 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)

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)
Describe the barriers to effective communication.
Briefly explain the structure of Business letters.
Describe the elements and process of communication.
State the principles to effective communication.

g B~ W DN -

Explain the various forms of Non-verbal Communication.

Q. 4) Answer the following question in 300 words. (any 2)

Describe the various types of Reports.

State the barriers to listening. Explain the key points to effective listening.
Explain the structure of a report.

A W N -

State the various types of communication in an organisation.
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