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TILAK MAHARASHTRA VIDYAPEETH, PUNE 

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

THIRD SEMESTER 
 Subject: Business Communication (BCOM23-305/ BCOM24-305)  

Date: 17/12/2025 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. A report is a ____________ record.  

 a) permanent b) temporary  

 c) oral d) imaginary  

      2. In a workplace, any touch except for ______________ should be avoided.  

 a) pat on the back b) holding hands  

 c) squeeze shoulder d) handshake  

      3. ________ lets you combine numerous media in a single message. 
  

 

 a) Auditory aids b) Handouts  

 c) Electronic Communications d) Visual Aids  

      4. As compared to ___________, e-mails are a cheap way to communicate with people.   

 a) voice mail b) letters  

 c) pager d) fax  

      5. A ______________ letter is written when the purchaser does not find the goods up to his 
satisfaction. 

 

 a) complaint b) order  

 c) enquiry d) quotation  

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

 

 a) Body language b) Writing  

 c) Oral d) Speaking  

      7. An appointment letter is a _____________ document that serves as a written confirmation 
that your organization has agreed to employ someone.  

 

 a) real b) technical  

 c) legal d) short  

      8. Grapevine communication if not _______ is unhealthy for an organization.   

 a) developed b) controlled  

 c) banned d) none of these  

Regular & External  
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      9. Eye contact is most effective in the goal to gain _____________.   

 a) wealth b) trust  

 c) objective d) success  

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

 a) ) no ventilation b) distance  

 c) lack of confidence d) electricity failure  

    11. __________ represents the name and address of the organization to which the letter is 
addressed.  

 

 a) Salutation b) Heading  

 c) Complimentary close d) Inside address  

    12. Report writing provides an _________ to factual information.   

 a) attachment b) evidence  

 c) alteration d) impression  

    13. E-mail means ________ mail.  

 a) engineering b) engine  

 c)  electronic d) energetic  

   

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

1. E-mail  

2. Downward Communication  

3. Physical barriers in communication  

4. Order Letter  

5. Importance of communication in relationships  

   

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

1. Describe the elements of communication process.  

2. What are the various barriers to effective listening?  

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. Elaborate the various types of business letter.  

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

3. State and explain the types of communication in an organization.  
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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.  Ahdmb åhUOo ......... ‘m{hVr Mm g§X^© åhUyZCn¶wº$ R>aVmo.   

 A) H$m¶‘ñdê$nr ~) VmËnwaVr  

 H$) ‘m¡{IH S>) H$mën{ZH$>  

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

 

 A) nmR>rda Wmn  ~) hmV YaUo  

 H$) Im§Úmdañne© S>) hmV {‘idUo  

3.  .......... ‘wio AZoH$m{YH$ àgma ‘mÜ¶‘o EH$mM doir g§Xoem~amo~a nmR>dVm ¶oVmV.   

 A) Am°S>rQ>ar ES²>g ~) h°ÝS> AmD$Q²>g  

 H$) Bbo³Q´>m°{ZH$ H$å¶w{ZHo$eZ S>) pìhOwAb ES²>g  

4.  ............ À¶m VwbZo‘Ü¶o g§^mfU gmYÊ¶mgmR>r B-‘ob hm ñdñV n¶m©¶ Amho. 

 A) ìhm°Bg ‘ob ~) nÌ  

 H$) noOa S>) ’°$³g  

5.  J«mhH$mH$Sy>Z VH«$manÌ Amë¶mZ§Va Ë¶mbm CÎma åhUyZ Oo nÌ nmR>{dÊ¶mV ¶oVo, Ë¶mbm ......... Mo nÌ 
åhUVmV. 

 

 A) VS>OmoS ~) {Z{dXm  

 A) VH«$ma ~) AmXoe  

6.  ..........., T>~, hmVdmao, ZOamZOa, hbMmbr hr AempãXH$ g§kmnZmMr ê$n AmhoV.>  

 A) emar[aH$ ^mfm ~) boIZ  

 H$) ‘m¡{IH$ S>) ~mobUo  

7.  {Z¶wº$s nÌ hm ........... XñVmdoO AgyZ Ë¶m‘Ü¶o EImÚm ì¶{º$g {Z¶wº$ Ho$ë¶mMmnwð>rH$aU 
AgVo.  

 

 A) dmñV{dH$ ~) Vm§{ÌH$  

 H$) H$m¶Xo{ea S>) bhmZghmZ  

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

 A) {dH${gV Ho$b oZmhr Va ~) Amim KmVbm Zmhr Va  

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

9.  H$moUmMmhr ......... qOH$Ê¶mgmR>r ZOamZOa ‘hËdmMr R>aVo.   

 A) YZ ~) {dídmg  

 H$) Ü¶o¶ S) ¶e>  

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

 A) dm¶w{dOZ ~) A§Va  
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 H$) AmåV{dídmgmMr H$‘VaVm S>) {dÚwVnwadR>m I§{S>V hmoUo  

11.  .......... åhUOo Á¶m ì¶{º$bm AJa g§ñWobm nÌ nmR>dm¶Mo Agob {VMo Zmd d nÎmm ¶oWo {b{hÊ¶mV 
¶oVmo. 

 

 A) A{^dmXZ ~) erf©H$  

 H$) nÌmMm g‘mamon S>) A§VJ©V nÎmm>   

12.  Ahdmb boIZ dmñV{dH$ ‘m{hVrMm .......... AgVo.   

 A) OmoS ~) nwamdm/g§X ©̂  

 H$) KQ>Zmdbr S>) N>mn>  

13.  B ‘ob åhUOo ........... ‘ob.   

 A) B§{O{Z¶[a§J ~) B§{OZ  

 H$) Bbo³Q´>m°{ZH$ S>) EZaOo{Q>H$>  

   

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

1. B-‘ob  

2. AYmoJm‘r g§kmnZ  

3. g§kmnZmVrb ^m¡{VH$ AS>Wio  

4. AmXoenÌ  

5. ZmVr OnÊ¶mgmR>r g§kmnZmMo ‘hÎd  

   

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

1. g§kmnZà{H«$¶oVrb KQ>H$ ñnï>H$am.  

2. ldU à{H«$¶oVrb AS>Wio ñnï> H$am.  

3. AempãXH$ g§kmnZmMr {d{dYê$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 CÎmao 300 eãXm§V {bhm.  (15) 

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

2. à^mdembr ì¶dgm{¶H$ nÌmMr A§VJ©V d ~mø d¡{eï>¶| {bhm.  

3. H$moUË¶mhr g§ñWo ‘Ü¶o KS>Umè¶mg§kmnZmMo {d{dY àH$ma {dñVm[aV H$am.  

 
---------- 


