Paper / Subject Code: UBCOMFSI 14 / Business Communication -1

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)

Vi.

Vil

viil.

Theroleof the ___  isto ensure the meeting follows the agenda. (Secretary,
Chairperson, Treasurer)

One principle of effective presentationisto -~ . (Read directly from slides, Maintain
eye contact, Use complex vocabulary)

A ' providesa snapshot of a longer document, capturing the main ideas.
(Summary, Full text, Glossary)

In a PowerPoint presentation, it is besttouse . (Long paragraphs, Bullet points,
Small fonts)

In a group discussion, itis importantto . (Interrupt frequently, Listen actively,
Dominate the conversation)

The __ ofareportincludes the title and author’s name. (Conclusion, Introduction,
Title page)

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

letter of . (Order, Complaint, Inquiry)

Aletter of -~ is written to express dissatisfaction with-a product or service.
(Complaint, Inquiry, Adjustment)

____ stands for web-based seminar. (Seminar, Conference, \Webinar)
___ensures that the meeting is productive and stays on topic. (Effective time

management, Socializing, Long breaks)

Q.1 B) Match the columns: (05)

A B

Complaint Letter a) | Response-to a complaint

Minutes b) | Examines a specific issue in detail

Teleconferencing c) | Remote meetings via technology

Sales Letter d) | Record of meeting proceedings

Investigative Report e) | Expresses dissatisfaction with a product/service
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Q.2) Write a short note on ANY FOUR of the following: (20)

How to Make a PowerPoint Presentation?

The Importance of Group Discussion

Functions of a Public Relations (PR) Department
Importance of Conferences

Drafting a Notice for a Meeting

Principles of Effective Presentation

mTmoow>»

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

I.  Define the term group discussion and explain its significance in a professional setting.
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 promaoting
External PR.

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

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

Il. - 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.  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 laptop from DEF Computers which is not performing as expected.
Write a complaint letter to DEF Computers asking for technical support or replacement.

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

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

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

B. 'As a project manager of a construction 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)

Climate change is one of the most critical issues facing our planet today, driven largely by human
activities such as fossil fuel burning and deforestation. These activities ‘have led to-a warming
planet, resulting in severe consequences like rising sea levels, extreme weather patterns, and
disrupted ecosystems. The urgency to address climate change cannot be overstated. It requires
concerted global efforts and immediate action at all levels.

Governments play a crucial role in this effort by implementing and enforcing stringent
environmental policies, promoting renewable energy sources, and investing in- sustainable
practices. International agreements’ like the Paris Agreement underscore the collective
commitment to reducing greenhouse gas emissions and limiting global temperature rise.
Individuals also have a significant part to play. By adopting energy-efficient habits, reducing
waste, supporting-green technologies, and advocating for environmental conservation, everyone
can contribute to mitigating climate change impacts.

Educating communities about climate change and its' consequences is equally essential.
Awareness fosters informed decision-making and encourages sustainable behaviors on a broader
scale. Initiatives focusing on climate resilience and adaptation are also crucial, especially for
vulnerable communities facing immediate threats from changing environmental conditions.
Addressing climate change demands innovation, cooperation, and proactive measures. By
working together, we can safeguard our planet for future generations and ensure a sustainable and

habitable environment for all life forms.
*kkkk
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UUH 9y &Y. A AF |l Business Communication -II
Froge: 3 aT J[OT: 100

e 1. | 9T fard e,
2. 3dihs feelelr smersary qut aoT geta.

T.1 A) I3 9AI9iEg Rp#ar P KT (10)
i, WHTAT Alofeldl Ulefel. HIUATT ${fHehT T S, (AT, 37eTeT,
GfSr=)
ii. 9T FEdHIumar U fHeuid Fgurst . (TITSSd%®eT TISSYOT T,

Aodl FoR TTepel HaTG &0l SAfeel AsGar)
ii. gl Ueh HIGIT Fifgeardl Hi&CIqol AT SRR J&dd Hid.
(TRTT, qOT AT, QeGHI)
iv. 9fe HISe FEcAed, a0 3AH 3ME. (i W1, el G5,
ogIe Blec)
v. OHE TUdALY, Agcard 3¢ Hr (ALY AL Selol, T deh Uehul,
UG TG o)
vi. RO s 3nfor arges=r &g g a7 gATfase 3. (s,
SEATdaT, v gs3)
vii. sheatar, fhaa-gl, 0T 3cures aifecd fashdre carerm mmerean gt
3 FUA UTSdel. (3TST, e, faaRot)
viii. g 3cTesT A HeHId AR Far AT cFd auATHTS!
fafger SITd. (GPRUT |, MeTT | GReITEN)
iX. qa3maIRa AfFAaR 3R, (@R, T90TE, AfeaR)
X. giARET & g 39N 3nfor fawamel Ferdia 3mg. (s
A cqaTATIsT, IS, AT fasdT)
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9.1 B) &7 e (05)
3 T
¢ dHR 9 3 | fafrse Hegarr dudiiear e
2 Frigd ¥ | THAETET ATEIANT &Y doh
3 CASICICY F | W HrERE [l
¥ fashr o3 3 | 3cureer fohar Jai AR A
C AT 3garel 3 | 3cucA/AaTsEY AN S¥Fd FIOR IF
¥.2) Weledhl AUTATET IRiaT s feguoh fogr: (20)
A. Tla Uis¢ 9Bieed H dIR HId?
B. @ u<iHl Agea
C. Araalieiss Tay (M37R) FHem w
D. HAATA Hged
E. HRATS Il dIN 0
F. 981dY Fedieoma/ GEdcr Aeeid
Y.3) WrelleTdehT HIOTCATEY Gl TRl 3 & (20)
i. FHg T & HehoUalT TISC T 37TT0T AT SATTHT A &TTcllel Hged TISC .

ii. FHTAT IEETTT {fARIE aUTeT T HTOT 7 SR Hged HiaM.

iii. IfseTer RelRIesTeT YehoUalT TISE T 70T aTe Ufeelar Rolwstel THe hogqrardr
fafaeyr 39T @,

T.4) @relleldeh!r oTcmer IR 93 foier: (20)

a. 39T &Tclel {EITAT GoEcl AT [EUchdcge AT ARTUITHTS!
TIRATTIehell ITREIM AT fergT.

b.  3M90T HESAel I GIH HCAF-AHFZgA S SE AP 3. HIH Al
SO ST 37TaTsl el T B CA—ITHE SR cddl Feelodrel faefdl Hiom
dsR 97 fogT.

C.  FUUATE Fgdrg Fer YehorHIS! FiaER Afgell 0T TeiTar 3iersl ARTUATATS!

Ul ool USlodldl 93 dIR Torgr.
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d. 3907 DEF $iFgedehge Teh ouciq fdehd Oelell 3¢ ST Ve N HH ald
+ATEY. DEF ShIFcgedel dif3sh HgRACT fehal deelaré! dshr uF fogr.

e. HYYES SAdcliddel T Ueh FaIdicld @ faehell gicr. oT &t

SATEAT PIH P oIel. [Ashedriall dRAR fAaidl Heelal Tl Plelel o1& o sIeT.
T AT [SeeT ATgh HATT dehik 97 TorgrT.
¥.5) Wleledhl HIOTATE! Tl garelld oided ol (10)

A. 39T GRERTCTS e ST SHUATATST 30T HHSTATAT HEHTITATS! oAellel JoTaTaT

3USHHATT HATTAGUIGT 3gaTel Telgl.

B. TehT STEIhTH U<l Jehod T FULH, W YA TeheTaTST AT
SATTATRIF GEATT dIR . FATT TehouTd Hegcd U, 3Teglel 31101 HTasITaT Arstar
TTAII0T HEFTUATETST EAT 10T TTo3AT SATE AT GHTAA T,

9.6) ATfNe TEATIROT THATST AT 30T r=m 3reisr aar & 3nfor 3nfds
YTHTSN ST SRR S UIATHTS! dud Todeh AT I RIPRT FoIgrardr

HeIeT TUFHd FUITAIS dTi¥e FHIT Sar=r 3garel fgr.
(10)

9.7) @reltel 3d=Aram R d9R & (05)

Climate change is one of the most critical issues facing our planet today, driven largely by human
activities such as fossil fuel burning and deforestation. These activities have led to a warming
planet, resulting in severe consequences like rising sea levels, extreme weather patterns, and
disrupted ecosystems. The urgency to address climate change cannot be overstated. It requires
concerted global efforts and immediate action at all levels.

Governments play a crucial role in this effort by implementing and enforcing stringent
environmental policies, promoting renewable energy sources, and investing in sustainable
practices. International agreements like the Paris Agreement underscore the collective
commitment to reducing greenhouse gas emissions and limiting global temperature rise.

Individuals-also have a significant part to play. By adopting energy-efficient habits, reducing
waste, supporting green technologies, and advocating for environmental conservation, everyone
can contribute to mitigating climate change impacts.

Educating communities about climate change and its consequences is equally essential.
Awareness fosters informed decision-making and encourages sustainable behaviors on a broader
scale. Initiatives focusing on climate resilience and adaptation are also crucial, especially for
vulnerable communities facing immediate threats from changing environmental conditions.

Addressing climate change ‘demands -innovation, cooperation, and proactive measures. By
working together, we can safeguard our planet for future generations and ensure a sustainable and
habitable environment for-all life forms.

*kkkk
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