Paper / Subject Code: UBCOMFSI4 / Business Communication -l

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 )

i) 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 harriersto.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 withinten 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?

X0279Y 579E58X0279Y 579E58X 0279Y 579E58X0279Y 579E58




Paper / Subject Code: UBCOMFSI4 / Business Communication -l

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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1. TCEILEATE F. UHAMN
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5THTE A 2. I ARANT FAR
C.aT Iavide T I 9w [05]
i) BT THUEBI ATRAdT I M.
(Faer, HTeaH, ATIr)
i) sreffAerianeg aRgiwe Ao HaTaT FEUTAT
(0T, STera, BTe)
iii) 2T UFH HI A S HF qeashal TAFelias Tgdi qrsfadr Sar.
(S, A, fereaee)
iv) TRUST ATl A=A R aT SaeT ATl e,
(TTIHH, FAFEATI, FHT)
V) =S feEmre Feudar wiewr fBar wiew,
(T, g3, f3em)
vi) I TETRG Ferett ATRAr ho=rfr saer F Reear arigdiver & fFame s
(ITAT, AR A, <garei)

77 2) fEur forer (FrraTEr Jw) 20
a. FEATTHT |
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b .Grapevine

¢ EATHAT

d. et s S-F=ar ST

e Tiet HATET™H HI

f. ol A9

T 3 GIATAThT FIOTATET =T 3L 2T, 20

aFA UFHA Mg? TN UFRTATH BEAS FT AA?

b iT-wifa® wamar=a ffag yHE F=9 1.

C HITUTHTST AAATAE AL FHI0d  Sred?

T. ¥ GIAA AT (FIOdal ) FATT FT. 20

a qu=aT He=AT fas faamme ot o #egere SHiAT Plasma Ltd a1 98 H@T d@TIId TR S

FOOATHT TogT Mg, TT=ATS ORRE 9o=T JEaEl A F:

AT qEET qATT HT.

c et o, qag= off ST S, Ooq #9eT TRUAE FH FLG SAlgd, AT ATSAT TGTET JSIHTHET

TOATA TERT AR, ATHAT A TS T g wRT

d g7 Fada ®ieg, |HAEA SeIAAAASAT qdIq e gledeT ANl AR(=AT dbt qAT=l oy oy

HUATAT AT AGHIONT AT F9ifaatt g, faem Frgsm= 79 T 7T,

e TgFH  FAAT AT AT AT =Haad FaeIAd U8 US4l HUATHI Sesl . ATsAT

A ILATAT. FAG\=T AT a9 FA.

Q. 5A. @I STRrdtar Jfadre FgUA STUAT HHaT R F:0. “gfafgq swsfir wHant aifeex

AAHUS SMFeTF: g, ATOST - TAEC,THUH AR oy IofiHed Jarel &g J8dd SHedT o

A TGl RAEr=AT o FTAISE™e Taq ahdrd: qad &. 1)-148, T fea wFayH, g9 - 400001"
[10]

B. @It GRfEAAT F@oiqad arar arfor @reiid wT= 397 =T, [05]

FHRA Hod TTAEEY [HA¥e ATEAl  URT FA[Sd9 HUTHATAl Aol TEeRAsd Yo ge=l fad

TUHOATE FETaTd. T, Siegl AT $rhe Warer, degr ffes Al T o ared At a9 Sadiaed

TAHRT WIBT FE AU AAFT A, AT FAAT AT Fa¥ JITEITE  Fiaer. Heda7 qaraee =

ASEUSTET AREAT ST AT, ATAT HT TiooAq g § Tehd AATd el AHehd, 2 &l AT AT

e, TT FASHE JE Bl FHT i g, ATHS, FATATERIAY Hefedd THFA FEAT AWNA  q=AT

RN S et ) 1 M RO R I e e R o B B PR e N E e S S R R o s e 1 2 A LA

SUEE QAT FHATATHET A -Hiehias GIUTdia AREeHE Gd FHI Heal Idid.
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I 1. TS TR THET 990 SesdT A7 Tq% .

T 2. THAT Hd, GHEAET ATG Fell Far IEar?
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