S.Y.B.A. (Sem-Ill)  March-2023

Business Communication Q.P. Code:00000514

[Time:3.00 Hrs] [ Marks:100]

Please check whether you have got the right question paper.

N.B: 1. All questions are compulsory.
. Figures to the right indicate full marks.
3. Students answering in the regional language should refer in case of doubt to the
main text of the paper in English.
Q.1 QA) Explain the following terms in 2-3 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 5
B) [Fill in the blanks with correct words given the bracket:
i) is the bridge in the communication channel.
( message, medium, feedback )
ii) Communication that flows from subordinates to superior is called
(upward, 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 ) 5
V) means to propose or to put forward an idea for consideration.
( advice, instruction, direction )
C) | Match the following:
Column A Column B
i) Language a) Communication between equals
i) Memo b) No room to learn new things
iii)  Horizontal communication c) Set of common symbols
iv) Closed Mind d) Study of body language
v)  Kinesics e) Warning letter
Q2 Write short notes on Any Four of the following: 20
i)Oral Communication
ii) Video Conference
iii) Upward Communication
iv) Grapevine
v) Media and communication
vi) Vertical Communication
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Q.3

Answer Any Two of the following in about 200-250 words:

1)Explain in detail the advantages and disadvantages of Downward Communication.
2)List the physical barriers to communication.

3)What is meant by non-verbal communication? Write detailed notes on any three forms
of non-verbal communication.

20

Q4

Draft an application with resume in reply to the following advertisement:

“Wanted immediately a sales executive who has good experience in selling products
from door to door. Apply within ten days to Box No. 67890, The Indian Express, Mumbai
01.”

10

Q.5

Write Any Four of the following letters:

i)Write a letter of appointment for the post of Accountant.

ii)Draft a letter of promotion from the post of Jr. Clerk to Sr. Clerk.

iii)Draft a Memo warning an employee of your office who has been late since three weeks.
iv)Mr.Ram Pawar of Reliance Pvt.Ltd., Mumbai working as an Assistant Manager wishes

to resign from his post. Draft a letter of resignation on his behalf

v) Pranav Patil wishes to pursue a Masters degree in Business Management from
Cambridge University. Draft a Statement of Purpose on behalf of him.

20

Q.6

A)

B)

Write a paragraph on Any One of the following:

i) India as a democratic nation

i) Life without friends
Read the following situation carefully and answer the questions given below:
The president of a private firm, Madhav , believed in personally briefing his employees
every morning. But, he often found that his instructions had not been carried out properly.
Initially, he thought it was due to employee insubordination. But, when he found them|
cordially greeting him the next day, he thought that perhaps the employee hired was less
capable. So he tried hiring a new hand, more qualified and with more credentials. However,
the same pattern seemed to be replacing itself. He discussed the issue with his childhood
friend, Raman. Raman thought over it and suggested that the problem may be that his
employees are unable to understand his accent, which was distinctly American, he having
spent a decade in the U.S. Madhav changed his system and started sending a mail every|
morning to his employees with instructions. He was amazed to find them followed
perfectly. Thereafter, whenever he spoke, he took care to speak slowly using short sentences
and simple language, besides repeating himself a couple of times.

1. What was the communication barrier Madhav was facing?
2. How did he overcome the problem?

W
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FIAT JFeTell AT GAUAHN fABTN 3Me T d JUmET.
I o qd geaT 31fAaT 3med.
RISTAIRSIST s O 0T geiadrd
3. Urefes W 3cak SUTRAT fagamedisll e/l 3T YAl HET ASAGIT
SIUSIHAEY TG STl
9.0 3) W@lelid T -3 JFIHEY TASC H: (HIUTdel 9rd) go
i.gfaex
ii. 3] olel HUYOT
iii. 3TTAYTT
iv.TehIsT
v. Hargr ATETH
vi. WhatsApp
Vil. IRER FaTg
viii. Sgalelr
Tl felear waamtsdr aafcarn vaa faaga Rea awem o1
g7 GAUTARUT dlfgaldlel ol 3. (Tee, AEIH, FAYM)

)

i) 3ENTEATRST INCOHhs AGUIAT FAGel _ FgUIdId.
(FEAIMHY, g eld, WieraT fERle)
i) g7 Tsh HSL 3 S TIUTh Acashal Solaciiale Tgalel

qrafadr Srar. (33, g, cfocae)

V) FEUNS Wil Al I AER eqae T o
SYGEYT. (YGTIshH, STTEATTA, HA)

Ul faaRTY sedar AT fhar AU (Fodl, I,

vy

feam)
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%) el SIgAT SJosar 9
T A T B
i) ST 37) gHAAFSS Harg
i) FAT ) AdteT IMSE RIFTITATS SR AR
iii) &YfersT FYwor &) GHACT Regar ¥a
iv) §¢ Hel ) cgaleirdr 37
v) Kinesics e) Il g3
ER fear foeT: (IoTeamer 9rR) R0
NIGIEE; R
i) TeEf33 lemiea
iii) FEJaHT FUWOT

iv) Grapevine
v) ATEIH 30T Hag

vi) afésha Fmrgfaeers

5.2 WA (FIOTHET Q) TR HrsTa 20

1) SI3ATS HFYTARLAAT BRIG 0T dIe TRNeaR FIsT .
Q) TUYUTCIe Hifde 3rsYeardr AEr H.
3) R-FITE* Tag Fgoer FI? IR-AfRF daerear R i JeRiaR
duelielar e Tt
.8 Grelel ST 3cakd I$gAAE 3Sirar Al JI g0

IIHT 3. BT TAIATAT 3T ST FHAG €bcRo, g T TFAIH, HIS of
I 3T F
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GrelleTdeh!  HIVAET IR YT HISTaT :
1)el@rdrel qerdrdT fagerdra g7 forer.
2) Ffass e geas atss fAfs A1 geaT geleadr 95 daR .

3)dTeT HTSagATIR 3WR SeledT JHTAT SRS HHAITAT GO
SUIRT AAT dIR .

4RI grdege fafAes, Haga A A gar g e HAoR FgULT HIHA
TSI 99 dIR AT

5) WUTd 9IS Al Shisiol fAgATSIGe SHaay sqaeAuield dgegca? edr
HUGTE $TOT 38, AT ol 3BT fqerarar #ger daar .

TGrellerdehT HIOTATEl TehT fasaray AR 150 seiaey qRede foler :

i) AR Teh clhATRT IS

i) faifRErT Shas

@relter aRTEAT Siegeigde arar 3for @reltel Y& el &,

Teh WM HUsiid TETET ATYUT AT TRl HTeAT HHAAAT dATFdhRedT
FIfgcT Svarar faeard dad. W, 3edar AT aardl die FAAEautt gid
AT AT AT 3MTel. GEardiel oAlell 3 dlcel & § Haargiedr
IRENHD Sl 3. 9UT, gEAT feadl AT HAIGSA IHRAEA  HAET
feHeaTear, relr arca & AgEFd Folell FATAN FefRd FHl GaH 3. FgOL
e Adid gid, 3% g3 0 310 NS@UFEE FHAGY GuIEl Idcod
hell. A, did Ueal T NN Od HHedd fGHT el AT HTTedr
greoiar AT T Jieanel a1 /AYIeR 99l shell. AT Jell IJax fGarR shelr
IOT Gadel 1 FAET 30 3 A T AT HHAARIT A 3TAR FHS
hd AR, ST TSl ARG g, Al HARST T GAF dreldedldal
A UIeauard gEard doll. . T S Uleled hedrd Ugs al MRaddihd
ST, AR, SIogle! o diedd 318d, dogl dell Fad:oll Udh-aled BT ol
HETUATSRIST oIglad dreFy HTOT FIAT $19T dT9%ed g SIeludTal sl el
1. ATYG HIUCAT GHUTBUNAT ISAGIATAT ATHAT HId BIdT?

2. AU FAEAGT AT HW FHell A ToIgr?





