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FY B. Com Sem II Business Communication Paper II 

 

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. The role of the ______ is to ensure the meeting follows the agenda. (Secretary, 

Chairperson, Treasurer) 

ii. One principle of effective presentation is to ______. (Read directly from slides, Maintain 

eye contact, Use complex vocabulary) 

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. In a group discussion, it is important to ______. (Interrupt frequently, Listen actively, 

Dominate the conversation) 

vi. The ______ of a report includes the title and author’s name. (Conclusion, Introduction, 

Title page) 

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

letter of ____. (Order, Complaint, Inquiry) 

viii. A letter of ______ is written to express dissatisfaction with a product or service. 

(Complaint, Inquiry, Adjustment) 

ix. ______ stands for web-based seminar. (Seminar, Conference, Webinar) 

x. ______ 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 

i.  Complaint Letter a) Response to a complaint 
ii.  Minutes b) Examines a specific issue in detail 

iii.  Teleconferencing c)   Remote meetings via technology 
iv.  Sales Letter d) Record of meeting proceedings 
v.  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) 

 

A. How to Make a PowerPoint Presentation?  

B. The Importance of Group Discussion  

C. Functions of a Public Relations (PR) Department 

D. Importance of Conferences 

E. Drafting a Notice for a Meeting  

F. Principles of Effective Presentation 

 

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 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. 

II. 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.  

III. Draft a letter to a travel agency asking for detailed information and a cost estimate for a 

family vacation package to Europe. 

IV. 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. 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 

 

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. 

***** 
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प्रथम वर्ष बी. कॉम सेम II Business Communication -II 

कालावधी: 3 तास                                                                                         गुण: 100 

सूचना: 1.  सवष प्रश्न अननवार्ष आहेत. 
2.  उजवीकडे दिलेली आकडेवारी पूणष गुण िर्षवते. 

 

प्र.1 A) र्ोग्र् पर्ाषर्ाांसह ररकाम्र्ा जागा भरा:                                 (10) 

i. सभाांच्र्ा र्ोजनेचा पालन करण्र्ाची भूममका___________ र्ाांची आहे. (सचचव, अध्र्क्ष, 

खजजना) 
ii. प्रभावी  सिरीकरणाचा एक मसदधाांत म्हणजे _________. (स्लाइडवरून स्पष्टपणे वाचा, 
नजरेत नजर टाकून सांवाि करणे, जदटल र्ब्िवापर) 

iii. _______ ही एक मोठ्र्ा सादहत्र्ाचा सांक्षक्षप्तपणे आधावर्ाचे छार्ाचचत्र प्रस्तुत करत.े 
(साराांर्, पूणष मजकूर, र्ब्िकोर्) 

iv. पॉवर पॉइांट प्रस्तुतीमध्रे्, _________ वापरणे उत्तम आहे. (लांब पॅराग्राफ, बलेुट पॉइांट्स, 

लहान फॉन्ट) 
v. समूह चचेमध्रे्, महत्वाचे आहे की _________. (मध्रे् मध्रे् बोलणे, लक्षपवूषक ऐकणे, 

चरचेवर प्रभाव टाकणे) 
vi. ररपोटषचे मर्र्षक आणण लेखकाचां नाव हे  _________र्ात समाववष्ट असते. (ननष्कर्ष, 

प्रस्तावना, र्ीर्षक पषृ्ठ) 
vii. कॅटलॉग, ककां मत-सूची, आणण उत्पािन सादहत्र् ववके्रताने त्र्ाला आलेल्र्ा ______ पत्राला 

उत्तर म्हणून पाठवले. (ऑडषर, तक्रार, ववचारणी ) 
viii. _________ हे उत्पािन सेवे सांिभाषत नाराजगी ककां वा असांतोर् व्र्क्त करण्र्ासाठी 

मलदहले जाते. (तक्रारपत्र , र्ोधपत्र , सारव्र्वस्था) 
ix. ________ वेबआधाररत सेममनार आहे. (सेममनार, सांगणक, वेबबनार) 
x. ________ सुननजश्चत करते की सभा उपर्ोगी आणण ववर्र्ार्ी ननगडीत आहे. (प्रभावी 
समर् व्र्वस्थापन, सोर्लार्ण ांग, मोठ्र्ा ववश्ाांती) 
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प्र.1 B) स्तांभ जुळवा:                                                      (05) 

 

अ  

 

ब  

१ तक्रार पत्र अ ववमर्ष्ट मुददर्ाचे तपर्ीलवार परीक्षण 

२ कार्षवतृ्त ब तांत्रज्ञानाच्र्ा माध्र्मातून िरूस्थ बैठक 

३ िरूसांवाि क सभेच्र्ा कार्षवाहीची नोंि 

४ ववक्री पत्र  ड उत्पािने ककां वा सेवाांचे प्रचार करत े

५ तपास अहवाल इ  उत्पािन/सेवेसांबांधी असांतोर् व्र्क्त करणारे पत्र 

 

प्र.2) खालीलपैकी कोणत्र्ाही चाराांवर थोडक्र्ात दटपण्णी मलहा:                                       (20) 

A. पॉवर पॉइांट प्रे ेंटेर्न कसे तर्ार करार्चे? 

B. समूह चचेची महत्व 

C. सावषजननक सांबांध (पीआर) ववभागाच ेकार्ष 
D. सांमेलनाांची महत्व 

E. सभेसाठी सूचना तर्ार करण े

F. प्रभावी सिरीकरणाचे/ प्रस्तुतीचे मसदधाांत 

प्र.3) खालीलपैकी कोणत्र्ाही िोन प्रश्नाांची उत्तरे दर्ा:                             (20) 

i. समूह चचाष ही सांकल्पना स्पष्ट करा आणण त्र्ाचे व्र्ावसानर्क क्षेत्रातील महत्त्व स्पष्ट करा. 

ii. सभाच्र्ा अध्र्क्षाची भूममकाांचे वणषन करा आणण र्ा भूममकेचे महत्त्व साांगा. 

iii. पजब्लक ररलेर्न् न सांकल्पना स्पष्ट करा आणण बाह्र् पजब्लक ररलेर्न् न प्रमोट करण्र्ासाठीचे 

ववववध उपार् साांगा.  

प्र.4) खालीलपैकी कोणत्र्ाही चार पत्र ेमलहा:                                                                  (20) 

a.     आपल्र्ा क्षेत्रातील रस्त्र्ाच्र्ा िरुुस्ती कामाच्र्ा जस्थतीबदिल मादहती मागण्र्ासाठी 
नगरपामलकेला आरटीआर् र्ाचचका मलहा. 

b.     आपण मुांबईतील रवव होम अप्लार्न्सेसकडून ज्र्ोती जूसर मागववला आहे. काम करताना 
जूसर जोरात आवाज करतो. रवव होम अप्लार्न्सेसला जूसर त्वररत बिलण्र्ाची ववनांती करणारे 
तक्रार पत्र मलहा. 

c.     र्ुरोपसाठी कुटुांबीर् सुट्टी पॅकेजसाठी सववस्तर मादहती आणण खचाषचा अांिाज मागण्र्ासाठी 
एका टॅ्रव्हल एजन्सीला पत्र तर्ार मलहा. 
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d.     आपण DEF कॉम्प्र्ुटसषकडून एक लॅपटॉप ववकत घेतला आहे जो अपके्षेनुसार काम करत 
नाही. DEF कॉम्प्र्ुटसषला ताांबत्रक सहाय्र्ता ककां वा बिलासाठी तक्रार पत्र मलहा. 

e.     मधुसूिन इलेक्ट्रॉननक्सने आपल्र्ाला एक स्वर्ांचमलत पांखा ववकला होता. पण तो 
व्र्वजस्थत काम करत नाही. ववके्रत्र्ाला वारांवार ववनांती करूनही त्र्ाांनी काहीही लक्ष दिले नाही. 
र्ा सांिभाषत जजल्हा ग्राहक मांचाला तक्रार पत्र मलहा. 

प्र.5) खालीलपैकी कोणत्र्ाही एका अहवालाच ेलेखन करा:                                          (10) 

A. आपल्र्ा पररसरातील कचरा कमी करण्र्ासाठी आणण समुिार्ाच्र्ा सहभागासाठी नवीन पुनवाषपर 
उपक्रमाच्र्ा अांमलबजावणीवर अहवाल मलहा. 

B. एका बाांधकाम कां पनीच्र्ा प्रकल्प व्र्वस्थापक म्हणून, प्रमुख पार्ाभूत प्रकल्पासाठी सववस्तर 
व्र्ावसानर्क प्रस्ताव तर्ार करा. ज्र्ात प्रकल्पाचे महत्त्वाचे टप्पे, आव्हाने आणण भववष्र्ाची र्ोजना 
प्रभावीपणे साांगण्र्ासाठी सांरचना आणण सामग्री इत्र्ािीांचा समावेर् करा.  

प्र.6) वावर्षक सवषसाधारण सभेसाठी नोटीस आणण त्र्ाचा अजेंडा तर्ार करा आणण आचथषक 
वर्ाषसाठी लाभाांर् जाहीर करण्र्ासाठी तसेच  प्रत्रे्क र्ेअरच्र्ा रकमेची मर्फारस करण्र्ासाठी 
मांडळाला अचधकृत करण्र्ासाठी वावर्षक सभेच्र्ा ठरावाचा अहवाल मलहा.         

    (10) 

प्र.7) खालील उतार् र्ाचा साराांर् तर्ार करा:                                                                      (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. 

***** 
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