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FY B. Com Sem Il Business Communication Paper 11

Duration: 3 hrs. Marks:100
N. B: 1. All questions are compulsory.
2. Figures to right indicate full marks.

Q.1 A) Fill in the blanks with suitable options: (10)

i. In a group discussion, it is important to ~(Interrupt frequently,-Listen actively,
Dominate the conversation)

ii. Aletterof iswritten to express dissatisfaction with a product or service.
(Complaint, Inquiry, Adjustment)

iii. A _  provides a snapshot of a longer document, capturing the main ideas.
(Summary, Full text, Glossary)

iv. . In a PowerPoint presentation, it is best to use . (Long paragraphs, Bullet points,
Small fonts)
v.  Therole of the is to ensure the meeting follows the agenda. (Secretary,

Chairperson; Treasurer)
Vi. ensures that the meeting-is productive and stays on topic. (Effective time

management, Socializing, Long breaks)

vii.  The of a report includes the title and author’s name. (Conclusion, Introduction,
Title page)
viii. - One principle of effective presentation is to . (Read directly from slides, Maintain

eye contact, Use complex vocabulary)

ix.  Catalogue, price-list, and product literature are sent by a seller in response to a

letter of . (Order, Complaint, Inquiry)
X stands for web-based seminar. (Seminar, Conference, Webinar)
Q.1 B) Match the columns: (05)
A B
i.| Teleconferencing a) | Promotes products or services
ii. | Minutes b) | Examines a specific issue in detail
Iii. | Investigative Report c) | Remote meetings via technology
iv.| Sales Letter d) | Record of meeting proceedings
v. | Complaint Letter e) | Expresses dissatisfaction with a product/service
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Q.2) Write a short note on ANY FOUR of the following: (20)
A. Explain the important aspects of group discussion.
B. Principles of Effective Presentation
C. How to make a PowerPoint Presentation?
D. Importance of Conferences
E. Drafting a Notice for.a Meeting
F. Functions of a Public Relations (PR) Department

Q. 3) Answer ANY TWO of the following: (20)

i.  Explain the process of preparing for an-interview and highlight key strategies for
success.
ii.  Describe the role of the chairperson in a meeting and explain why this role is crucial for
successful meetings.
iii.  Define the term Public Relations and discuss the various measures for promoting
External PR.

Q. 4) Write a letter on ANY FOUR of the following: (20)

I. - Write an RTI petition to the Municipal Corporation seeking information about the status
of road repair work in your area.

H. You have ordered a Jyoti Juicer from Ravi Home Appliances, Mumbai. The juicer makes
alarming noises while working. Write a letter of complaint to' Ravi Home Appliances
asking them to replace the juicer immediately.

I1l. Bajaj Electronics had sold an automatic fan to you. But it is not functioning properly.
Even though you made repeated requests to the seller, they have not paid any attention.
Write a letter of complaint to the District Consumer Forum

IV. Draft a letter to a travel agency asking for detailed information and a cost estimate for a
family vacation package to Europe.

V.  You purchased a Desktop from Tejas Computers which is-not performing as expected.
Write a complaint letter to Tejas Computers asking for technical support or replacement.

Q.5) Write Any One of the following reports: (10)

A. Write a report on the implementation of a new recycling initiative in Mumbai, highlighting
its impact on waste reduction and-community involvement.

B. As a project manager of a IT firm, you need to draft-a detailed business proposal for a
major infrastructure project. Discuss the structure and content that should be incorporated
to effectively communicate project milestones, challenges, and future plans.

Q.6) Draft a notice for Annuel General Meeting and prepare an agenda for the same with a
resolution for the Annual Meeting to authorize the Board to declare dividends for the fiscal year
and recommend the amount per share. (10)
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Q.7) Summarize the following passage: (05)

The side effects of using social media are increasingly becoming a concern-in today's digital age.
While social media platforms offer numerous benefits, such as staying connected with friends and
accessing information, they also pose several negative consequences. One major side effect is the
impact on mental health. Excessive use of social media has been linked to anxiety, depression,
and low self-esteem. The constant comparison with others' seemingly perfect lives can lead to
feelings of inadequacy and loneliness. Additionally, cyberbullying and online harassment are
significant issues that can cause emotional distress and harm.

Another concern is the effect on attention span and productivity. The frequent notifications and
the urge to check updates can lead to distractions, reducing the ability to focus on tasks. This can
negatively impact academic and professional performance.

Social media also raises privacy and security concerns. Users often share personal information
without considering the potential risks, making themvulnerable to data breaches and identity theft.
Lastly, social media can contribute to the spread of misinformation and fake news. The rapid
dissemination of unverified information can mislead people and create widespread panic or
misunderstanding.

Overall, while social media has its advantages, it is-crucial to be aware of its side effects and use
it mindfully to minimize potential harms.

*kkkk
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The side effects of using social media are increasingly becoming aconcern in today's digital age.
While social media platforms offer numerous benefits, such as staying connected with friends and
accessing information, they also pose several negative consequences. One major side effect is the
impact on mental health. Excessive use of social media has been linked to anxiety, depression,
and low self-esteem. The constant comparison with others' seemingly perfect lives can lead to
feelings of inadequacy and loneliness. Additionally, cyberbullying and online harassment are
significant issues that can cause emotional distress and harm.

Another concern is the effect on attention span and productivity. The frequent notifications and
the urge to check updates can lead to distractions, reducing the ability to focus on tasks. This can
negatively impact academic and professional performance.

Social media also raises privacy and security concerns. Users often share personal information
without considering the potential risks, making them vulnerable to data breaches and identity theft.
Lastly, social media can contribute to the spread of misinformation and fake news. The rapid
dissemination of unverified information can mislead people and create widespread panic or
misunderstanding.

Overall, while social media has its advantages, it is crucial to be aware of its side effects and use

it mindfully to minimize potential harms.
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