F.Y.B.Com. (Sem-I) June-2023

Business Communication -I Q.P. Code:00000158
[Time: 3.00 Hrs] [ Marks:100]

Please check whether you have got the right question paper.
N.B: 1. All questions are compulsory.
2. Figures to the right indicate full marks.
3. Students answering in the regional language should refer in case of
doubt to the main text of the paper in English.

Q1 A) Explain the following terms in 2-3 sentences: (Any Five) 10
i. Feedback
ii. Psychological barrier
iii. Written communication
iv. Verbal communication
v. Jargon
vi. Email
vii. Downward communication
viii. Encoding
B) Fill in the blanks choosing the best alternative from the once given below: 5
1. ---- is a process of passing information and understanding from one person to
another. ( Feedback, encoding, communication)
2. Meeting held with the help of telephone networks is known as (Video-
conferencing, tele-conferencing, satellite conferencing)
3. Noise or disturbance is a barrier. (Psychological, physical, language)
R is a form of non-verbal communication. (Letter, circular, report, facial
expression)
5. s gives legal validity to a letter. (Subject line, Signature, confidential
notation, Enclosure block) 5
C) Match the following:
Column A Column B
1. Sender i. WhatsApp
il. E-commerce ii. Technical language
iii. Smart phone iii. Encoding
iv. Jargon iv. Superiors to sub-ordinates
V. Downward communication v. Trading
Q.2 Write short notes on: (Any Four) 20

1. Process of Communication

2. Need and importance of Business Communication
3. Advantages of written communication

4. Upward communication

5. Video Conferencing

6. Feedback
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Answer the following (Any Two) :

1. How does language act as a barrier to communication?
. What are the obstacles to effective listening? How will you overcome them?
3. Explain how business ethics is important in entertainment media and social
media.

Write an application letter in response to the following advertisement: “Wanted
experienced computer programmer for a reputed company in Mumbai. The applicant
should be a graduate with at least 2 years experience. Apply, with a detailed Bio-data to
Box. No. S-123, The Times of India, Mumbai-400 001.”

Draft the following letters: (Any Four)

1. Write a letter of acceptance to Deepak Fertilizers, Taloja who has appointed you as
an Accounts Manager in their company.

2. You have received a letter of Appointment as Cashier in IDBI Bank, Panvel. Write
a letter of resignation to your present employee.

3. You are applying to Mumbai University for a post-graduation research program in
business management. Write a statement of purpose to that effect.

4. Draft a recommendation letter for Mr. Atul of HR department of your organization
who wishes to apply for the post of Manager (HR) with Reliance Ltd.

5. Mr. Ramesh Pawar of the Accounts department has worked hard and achieved his
sales target. Draft a letter of appreciation to him.

Write a paragraph in about 150 words :( Any One)

1. Environmental Protection
2. Today’s Youth and Nation

Read the following situation carefully and answer the questions given below:

Mr. Shailesh, the newly appointed Branch Manager at State Bank of India believed that
matters concerning the working of the bank must be routed through the various channels
of hierarchy. He did not encourage staff to meet him. As a result a lot of time was spent in
matters being dealt with at various levels of the hierarchy before finally reaching Mr.
Shailesh. This created dissatisfaction among staff, also delayed decision making affected
the bank’s working,

Identify and explain the problem in the channel of communication that Mr. Shailesh
practices.
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