Paper / Subject Code: UBCOMFSI4 / Business Communication -l

First Semester Examination

Class: F.Y.B.Com. Subject: Business Communication Time: 03.00 hrs.

Q.1. Explain ANY FIVE the following terms in two to three sentences:
1 E-Mail

2 Decoding

3 Social Media

4. Body Language

5. Communication by signs and signals
6. Feedback

7 Whatsapp

8 Language barrier

B) Match the following:

Column ‘A’ Column ‘B’

i) Language a) Communication between equals
ii) Memo b) No room to learn new things
iii) Horizontal communication c) Set of common symbols
iv) Closed Mind d) Study of body language
v)  Kinesics e) Warning letter

C. Fill'in the blanks choosing the lost alternative from the ones given below.

1. Signs and were used when languages did not exist.

i. symbol ii telephone iii. internet iv letters

2. Sender needs a to send a message.

i. feedback ii. vehicle iii. medium  iv. fee

3. Distance is considered to be a barrier.

i. cultural ii. physical iii. mechanical iv. psychological

4, is used to protect your computer from malwares

I. antivirus software ii software engineer iii. hardware iv. UPS
5. media minimizes privacy.

I. entertainment ii. social iii. journalistic iv. print
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Q.2  Write short notes on ANY FOUR of the following: [20]
i) Oral Communication
ii) Video Conference
iii) Upward Communication
iv) Grapevine
v) Media and communication
vi) Vertical Communication
Q.3  Attempt ANY TWO of the following: [20]
1) Explain in detail the advantages of Downward Communication.
2) List the physical barriers to communication.
3) What is meant by non-verbal communication? Write detailed notes on any three forms of
non-verbal communication.
Q.4 A) Attempt ANY FOUR from the following: [20]
i) Write a letter of appointment for the post of Accountant.
ii) Draft a letter of promotion from the post of Jr. Clerk to Sr. Clerk.
iii) Draft a Memo warning an employee of your office who has been late since three weeks.

iv)Ms. Neha Bose, a new intern with Ramada International has displayed exemplary presence of mind
and decision making skills during a fire that the hotel faced recently. Draft a letter of appreciation to her.

V) Yash Shelke wishes to pursue a Masters degree in Aeronautic Engineering from MIT University. Draft
a Statement of Purpose on behalf of him.

Q.5 A) Draft an application with resume in reply to the following advertisement: [10]
“Wanted immediately a sales executive who has good experience in selling products from
door to door. Apply within ten days to Box No. 67890, The Indian Express, Mumbai 01.”
B) Situation based case study: [05]
The vice president of a private firm, Rakesh, believed in personally briefing his employees every morning. But, he
often found that his instructions had not been carried out properly. Initially, he thought it was due to employee
insubordination. But, when he found them cordially greeting him the next day, he thought that perhaps the employee
hired was less capable. So he tried hiring a new hand, more qualified and with more credentials. However, the same
pattern seemed to be replacing itself. He discussed the issue with his childhood friend, Raman. Raman thought over it
and suggested that the problem may be that his employees are unable to understand his accent, which was distinctly
American, he having spent a decade in the U.S. Rakesh changed his system and started sending a mail every morning
to his employees with instructions. He was amazed to find them followed perfectly. Thereafter, whenever he spoke, he

took care to speak slowly using short sentences and simple language, besides repeating himself a couple of times.

1. What was the communication barrier Rakesh was facing?

2. How did he overcome the problem?

C) Write a paragraph on any one of the following topics: [05]

i) Politics of polarization
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ii) Life without social media

First Semester Examination

Class: F.Y.B.Com. Subject: Business Communication Time: 03.00 hrs.
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T 2 GTATATHT HIVATEl ATRaT Aed [oal: [Ro]

i) A HaT=

i) BefRer e

iii) SEavTTHT FIor

iv) Grapewine

V) HTEAH O AT

vi) FfEFT FIAHIAT

T 3 WIATATHT HIUdal & T JEar [Ro]

1) TEAGE FHLAHIAT BAS JITTaTE TR,

2) FITUTATA ATdw ASTAGIT=T ATal LT,

3) I-HIfg®: HaTe FUrel FHA? d-HIEH HITT=AT FOATEl 9 Tgeaiae quefiaar qea e,

Q.4 A) ETATATHT ARl I T HISAT: [Re]

i) T gerEe HyhE 9= o

i) 7y forfs 9 aRks ffts a1 wwEr w@ed= = T3 #1717,

iii) 9 ST 3T FA@eAT qEHSAT FRATEATE FHATATAT =Fqraoil 0T HAH TIL F .

iv) ®T. F8T &, THET Seidemd Helld ddi e @9 sefished gleddl ANl Ani=ar Jai aqr=r
ATTor Ao SvAT=aT FIAATHT AR AT qAAt g, e Figae 95 a A #w:94.

V) T Sk AT THAEE FEmdierge tiEites e eeT ueemy uRdl SvgTel TeRr g, ATsAT
FATT IZATAT AIET AT T F4T.

T.4 ) WA SATedi=ar Id (FgHag As=T Jgal adi #il: [2e]

"TATG UH Hod UFaqiceg gal Al SAMT FIredd IaEd BF=r Jner oaqad o . g@l
fREei=ar o T FAE 0o, T TRAT TFUT, Fa£ of AT IS FA.”

) URfeIdr sremia W wEel: [04]

THT GOSN FIAE IUTETT TR AR ST ThRIST AMTAT FHATATT SFRERCAT AT 01 &
STAT. T, AAHET AT=AT GAATHT A1 FAAGSE0N BId AHATH AT=AT M el FRaArdier arar
qH Aled H g FHAIAT SO AT . 997, HAT Rasft A7 AMEA AfHaEd FaEr
ST, AET aed ff FgE Fodr FHART Fd HHT AT Mg, FgUA A dA g, Afdd qr
Ao SIferh SMp@IATEg FHEEL G0=T TI@ FAT. T, T Yed T@d: 90 ST od Jqedry [Ggd o .
AT gt areaoiar o wwor gt A fwEEe == k. W A qre faEw Fer s
Taad 6 queT deff o aFd FT TS IPW ATAT FHATAMT TH 0Fd ATeld, ST TTgq0r  HH
g, MM JUAHed U TqF  ATAG  gId, TR ATHT IUTAT  Jaeell o7 SISl flal  Araed]
FHATAMT AAHE UH HA TSauad gEaTd wefl. A9 9% T hedTS qIgd df Ared=thg #Aral.
AT, SegTel o dad o9d, degl AT+l Tq:dAT TH-ad daT Tral ARMIEiadd dg| arFd sty |qrdr

ATIT ATIEA @ ATAVATHAT FIBS(l HqAT .
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1. TTRAAT HATETT FHI0MAT SSAST Id grar?
2. AT qHEIaY qTq Fweft hefr?

F) GTeATTr woreaTsr TR e o= fEn:

i) TR TTSTRTE
i) Trerer W FToE™ Stra
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