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First Semester Examination
Class: F.Y.B.Com. Subject: Business Communication Time: 03.00 hrs. Marks: 100
N.B. All questions are compulsory
Q.1 A. Explain the following terms in 2 to 3 sentences (any five). 10

i. Twitter

ii. Vertical Communication

iii. Feedback

iv. Encoder

v. Medium of Communication

vi. Whatsapp

vii. Interpersonal Communication

viii. Body Language

B. Match the following: 05
1. Interpersonal Communication a. Amazon
2. Silence b. Listening inattentively
3 E-Commerce c. Instagram
4 Marginal listening d. Non-verbal Communication
5 Smart Phone e. Communication between two individuals
C. Fill in the blanks with appropriate answers: 05
i) is the bridge in the communication channel.

( message, medium, feedback )

ii) Communication that flows from subordinates to superior is called

( diagonal, vertical, downward )

iii) is a message that is sent electronically over a computer network.
(‘email, fax, teletext)

iv) means a system of arranging people according to their status.
(‘hierarchy, management, committee )

V) means to propose or to put forward an idea for consideration.

(‘advice, instruction, direction )

vi) The information spread through the is less credible than the one given by a
formal channel. ( grapevine, oral channel, body language )
Q. 2 Write short notes: (Any Four). 20

a. Upward Communication

b. Grapevine
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c. Body language
d Dumping medical and e-waste
e. Advantages of oral communication

f. Child labour

Q. 3 Answer ANY TWO of the following. 20
a What is listening? What are the advantages of good listening?
b. Discuss various types of non-verbal communication.

c. What are the psychological harriers to communication?

Q. 4 Draft the following letters (Any Four). 20

a. Draft a recommendation letter for Mr. Alex Samuel of the finance department of your organization who
wishes to apply for the post of a Chief Accountant with Plasma Ltd.

b You have received a job offer for Assistant Manager from Supreme Pvt. Ltd. Draft a letter of
acceptance of the job offer.

c. Mr. James Alley of Elixa Ltd., Mumbai working as an Sales Manager wishes to resign from his post.
Draft a letter of resignation on his behalf

d Ms. Catherine Steve, a new intern with Vital 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.

e. Yusuf Ali wishes to pursue a Masters degree in Business Management from Yorkshire University.
Draft a Statement of Purpose on behalf of him.

Q. 5A. Draft a reply in response to the following advertisement. “A reputed accounting form requires an
Auditor Associate. Interested commerce graduates with fluency in MS Office and tally may send their
application with resume within ten days to: Box no. 1)-148, The Indian Express, Mumbai — 400001"

10
B. Read the following situation carefully and answer the question below. 05

Mr. Maslow a sales director in America asks a Canadian counterpart to check on the cost of the boot on
display at a multi store. However, when he received the figures, Mr. Maslow felt that it was improbable
that there could be such a vast difference between the two prices. He asked another person to check on the
numbers. The numbers were the same as before. Mr. Maslow was taken aback. He voiced his concern to a
friend. This friend was well versed with the markets of both the places. He quickly realized what the
problem was. In America, a boot is a style of shoe whilein Canada, a boot is the trunk of a car. So,
naturally the Canadian counterparts were quoting prices of the backside of a car while Vilas was referring
to footwear. The price discrepancy was thus justified. Mr. Maslow realized the need to understand the
differences in the cultures of the places that you do business with, so that negative impressions in inter-
cultural communications among your staff can be reduced.

Q 1. Identify and explain the problem communication in the above case.

Q 2. How can the problems be overcome, according to you?
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C. Write a paragraph in about 150 words on any one of the following.
a. Misuse of freedom of expression

b. Misrepresentations of Facts in Media

05
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Class: F.Y.B.Com. Subject: Business Communication Time: 03.00 hrs. Marks: 100
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C. 7y Iaviag e SImm w=r: [05]
i) BT THUERT ATRAdT I 3Tg.
(Faer, TedH, ATIT)
i) srefieriang agiHe ATEUTAT §amETar _ wRuEaE
(T, STera, ETe)
iii) g UF I A S T dedqsha? SoiFelad Tgdid arsfaar Sar.
(S, e, fereaee)
iv) TRUST AHT A=A RAqaT SaeIT fuaT=l e,
(TRTIHH, FFEATI, FIHAT)
V) =S feEmre Feudr w0 Har wie.
(T, g=T, f3em)
vi) FW JOTRE Fereft qrfgdl iUt v 1 feoear Ao w4 fFeamrg e

(ITa, AL A, <garei)
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b .Grapevine

¢ EATHAT

d. et s S-F=ar ST

e Tiet HATET™H HI

f. ol A9

T 3 GIATAThI FIOTATET =T 3L AT, 20

aFA UFHA Mg? TN UFRTATH FAS FHT AA?

b iT-wifa® damar=a fafag wFEe F=91 F:4.

C HITUTHTST AAEATAE TSAL FIUd SATd?

T. ¥ Gre(ld AT (FUdgl =€) TIAE A, 20

a qH=aT "e=AT A fawmmer o sfers §9gere SHiET Plasma Ltd 19 @8 H&T @@ TRTEIST TSt

FOOATHET Togl Mg, =AM fRRE 951=T JEaT A F:

AT AT qAT HT.

c Ui fof., qasw ot SF Sfl, Ood "AST WUE FH FLG  Agd, AT ATHAT TETET  ISIHTHT

TTHT THRT g, ATAT qdid ASATEE 9 I F4

d T Foda wieg, |Aed S qad=AT qdiq TaA gledAdT ANSdT AR(=AT qbt qAT=r oy oy

HUATAT HIAATHT ARG Iafeerdl F9ifaett g, faem figes= o9 T |w F:71.

e IgF FAAT AT Arhemay Fmdiergd =T SFaeqI_d e TREl HUATHl Tesl . ATsAT

FA IZATAT AT AT T F4T.

Q. 5A. @I ST AT TfadTe A STl HHaT IR F0. “gfafgd i wHant sifeex

FEIHUS AEeTF g, ATOST TSAIe,Uqug ATha i Iy Yargl T@Rd d9dd IHad i

ST TQT fRadi=ar oq aEISEe™e TTed aFdrd: aiFd &, 1)-148, 7 A wHEyH, {aT - 400001"
[10]

B. @t TRFEAAT F@sqas A= Tfor @reiidl w5T= 39¢ =l [05]

Fafiadi Hed STEey Awey ATl UST FAedT HUSHTAl "odl TeAed Yedard gear HEd

TUTHOATE AT, T, Siegl AT Ahe Hare, degr fees Aar TIET o ared At = e

TIHT WIBT FF AU AUFT A, A FTAAT AT Fa¥ JUTEITE  Fiaer. Heda7 qEaee =

ASUSTHT FARTAT ST IAT. ATAT HT TiodAd Ag g Tehd AATd el AHohd, 2 af AT AT

Aqg, TT FASHed 2 Bl FIAT i g, ATHS, FATATEGRIAY Heedd THFA FEAT AWNA  S=AT

Fdl 3TYd FXd Bd AT @A™ GEAiET §EW 39 g, Ao FAdidiE awed S gl

e aTear AT TRl FAAET FA ATAAT (SHIT=AT HEFd i Bk TS SUATH[ ST S[Torae,

SURE (AT FHATIATHE Sa-Hehiad GIUTdid AREeHE T FHT Heal Idid.
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