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

EXAMINATION: MAY- 2026 
THIRD SEMESTER 

 Subject: Business Communication (BCOM24-305)  

Date:  14/05/2026 Total marks:  30      Time: 2.00 pm to 3.30 pm 
 Instructions:  1) Attempt all Questions  

  2) Figures to the right indicate full marks  
 

Q. 1) Answer the multiple Choice questions. (Any 5) (5) 

      1. Letter of __________ for a job should be short, should not provide minute details 
about you.  

 

 a) termination b) sales letter  

 c) enquiry d) application  

      2. While drafting sales letter ______ likes and dislikes must be considered.   

 a) Employees b) Customer  

 c) Seller d) None of these  

      3. While framing future policies, reports provide information and __________.   

 a) facts b) figures  

 c) guidance d) none of these  

      4. Courtesy, neatness, accuracy, simplicity are ______________ qualities of 
letter.  

 

 a) Inner b) outer  

 c) both inner & outer d) none of these  

      5. 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  

      6. Good communication develops _____ relation within persons.   

 a) Strong b) Bad  

 c) Improper d) None of these  

      7. Encoding and Decoding are the _______ of communication process.   

 a) barriers b) advantages  

 c) characteristics d) elements  

   

Q. 2) Write Short Note (Any 2)  (5) 

1. Importance of communication at workplace  

2. Sales letter  
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3. Interpersonal skills  

4. Importance of verbal communication.  

   

Q. 3) Answer in 150 words. (any 2) (10) 

1. Distinguish between Formal and Informal communication.  

2. State the Principles of Effective Communication.  

3. Explain the importance of business letter and state its types.  

4. Explain in detail the process of communication.  

   

Q. 4) Answer in 300 words the following . (any one) (10) 

1. Write in detail about the different types of communication in an organization.  

2. State the various barriers in the process of communication.  

   
 

 
_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) (5) 

1.  ZmoH$argmR>r Ho$bobo ............ hm g§{já Agmdm d bhmZ ghmZ ~maH$mì¶m§Mm g‘mdoe 
Zgmdm.  

 

 A) g‘már nÌ ~){dH«$s$ nÌ  

 H$) Mm¡H$er nÌ S>) AO  

2.  {dH«$s nÌo {b{hVmZm ----- À¶m AmdS>r-{ZdS>r bjmV ¿¶mì¶m bmJVmV.   

 A) H$‘©Mmar ~) J«mhH$  

 H$){dH«o$Vo S>)¶mn¡H$s H$moUVohr Zmhr  

3.  ^{dî¶mVrb YmoaUm§Mo {Z¶omOZ H$aVmZm, Ahdmb ‘m{hVr d .............nwadÊ¶mMo H$m‘ 
H$aVmV.  

 

 A) VÏ¶o ~) AmH$S>odmar  

 H$)$)‘mJ©Xe©Z S>)¶mn¡H$s H$moUVohr Zmhr  

4.  g§X^©, A{^dmXZ, ‘OHy$a Am{U eodQ> hr ì¶mdgm{¶H$ nÌm§Mr d¡{eï>¶o AmhoV. 

 A) A§VJ©V ~)~mø  

 H$) A§VJ©V d ~mø S>)¶mn¡H$s H$moUVohr Zmhr  

5.  Iwbo Ûma 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 ............. Zm gmono OmVo.  

 

 A) ghH$‘©Mmat ~) H${Zð>m§  

 H$) d[að>m§ S>)¶mn¡H$s H$moUVoM Zmhr  
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6.  CÎm‘ g§kmnZ ì¶º$s - ì¶º$s¨‘Yrb g§~§Y ----- H$aVo.  

 A) ÑT ~) Iam~  

 H$) A¶mo½¶ S>)¶mn¡H$s H$moUVohr Zmhr  

7.  g§Xoe gm§JUo d g§Xoe g‘OmdyZ KoUo ho g§kmnZmMo ............. AmhoV.   

 A) AS>Wio ~)’$m¶Xo  

 H$) d¡{eï>¶o S>) KQ>H$>  

    

à. 2) Q>r>nm {bhm (H$moUVohr 2) (5) 

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

2. {dH«$s nÌ  

3. ì¶º$sJV H$m¡eë¶  

4. ‘m¡{IH$ g§kmnZmMo ‘hÎd  

   

à. 3) Imbrbn¡H$s H$moUË`mhr XmoZ àíZmMo CÎma 150 eãXm§V {bhm  (10) 

1. Am¡nMm[aH$ Am{U AZm¡nMm[aH$ g§kmnZmVrb ’$aH$ ñnï> H$am.  

2. à^mdr g§kmnZmMo VËdo ñnï> H$am.  

3. ì¶mdgm{¶H$ nÌmMo ‘hÎd gm§JyZ Ë¶mMo àH$ma ñnï> H$am.  

4. g§kmnZmMr à{H«$¶m {dñV¥V H$am.  

   

à. 4) Imbrbn¡H$s H$moUË`mhr EH$m àíZmMo CÎmao 300 eãXm§V {bhm (10) 

1. g§KQ>ZoVrb g§kmnZmÀ¶m {d{dY nX²YVr ñnï> H$am.  

2. g§kmnZ à{H«$¶oVrb {d{dY AS>Wio {bhm.  

 
---------- 


