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TILAK MAHARASTRA VIDYAPEETH, PUNE 
BACHELOR OF COMMERCE (B.COM) (NEW) 

MAY – 2012 EXAMINATION 
SECOND YEAR 

Subject: Business Communication (C –214) 

Date: 18/5/2012  Marks :80 Time: 2.00 pm to 5.00 pm  

Instruction:   1) All questions are compulsory. 
 2) Figures to the right indicate full marks.  
 
Q.1 Answer the following in 20 words each. (Any 10) (20) 

1. Define communication. 

2. State two features of communication. 

3. What is Grapevine? 

4. What is horizontal communication? 

5. What do you mean by listening? 

6. What are the types of letters? 

7. What is business letter? 

8. Why signature is important in business letter?   

9. What is collection letter? 

10. State the contents of an appointment letter? 

11. State four types of report. 

12. What do you mean by formal report? 

13. What do you mean by e-mail? 

Q.2 Answer the following in 50words each. (Any 2) (10) 

1. What are the types of communication? 

2. State the importance of business letters. 

3. State the advantages of internet. 

4. What is routine report? 

Q.3 Answer the following questions in 150 words each. (Any 2)     (20) 

1. State the importance of communication. 

2. Distinguish between written and oral communication. 

3. Write a letter on behalf of Kalpana Dresses Pune to Fashion House Dadar, Mumbai 
complaining about delay in execution of order of readymade garments. 

4. Discuss structure and contents of ideal report. 

Q.4 Answer the following in 300 words each. (Any 2)  (30) 

1. Explain in detail structure and layout of business letter in detail. 

2. Explain in detail various electronic instruments used in modern communication. 

3. What are the barriers to effective communication? Explain in detail. 

4. Write an application letter for employment with complete resume on behalf of Amit P Shah to 
Cummins Sales and Services, Pune. 
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zP=hG$ ^gl`lîP´= zcÚlmqQ, mvTn 
=}q.G$l°̂ ².  

^n - 2012 m`qil  
zÛUq¶ ce© 

zce_:  ì¶cfl¶ f§jlmY (c-214) 
zW. 18/5/2012 IvT: 80 cnh: Wþ.2.00 Un fl¶§. 5.00  

fxLYl::::    1) fc© àý @zYcl¶© @lgnU.  2) BNcqG$R=qa @§G$ mxT© IvT Wd©zcUlU. 

à.1 Hlaqa àíYl§Lq 20 dãWl§U BÎl ǹ Úl (G$lnTUqgq Wgl) (20)    

1. f§jlmYlLq ì¶l»¶l zagl. 

2. f§jlmYlLq WlnY c³zdîP=çn fl§Il. 

3. I«nmclA©Y ågTNn G$l¶> 

4. f‘mlUhq f§jlmY ågTNn G$l¶> 

5. kcTàzG«$¶l ågTNn G$l¶> 

6. mÌl§Ln àG$l` G$lnTUn> 

7. ì¶cfl¶ mÌ ågTNn G$l¶> 

8. ì¶cflz¶G$ mÌl§‘Ü¶n fgq (signature) G$l ‘gËclLq @fUn>  

9. cfxaq mÌ ågTNn G$l¶> 

10. Yn‘TxG$ mÌlLn JP=G$ G$lnTUn> 

11. @gclalLn Ll` àG$l` fl§Il. 

12. @l³mLlZ`G$ @gcla ågTNn G$l¶> 

13. A-‘na ågTNn G$l¶> 

à.2  Hlaqa àíYl§Lq 50 dãWl§U BÎl ǹ zagl. (G$lnTUqgq WlnY) (10) 

1. f§jlmYlLn àG$l` G$lnTUn> 

2. ì¶cflz¶G$ mÌl§Ln ‘gËc ñmï= G$`l. 

3. A§P=`YnP=Ln ’$l¶Wn fl§Il. 

4. zY¶z‘U ñcñ$mlLn @gcla ågTNn G$l¶> 

à.3  Hlaqa àíYl§Lq 150 dãWl§U BÎl ǹ Úl. (G$lnTUqgq WlnY) (20) 

1. f§jlmYlLn ‘gËc zcdW G$`l.    

2. anHq @lzT Ul{R=q f§jlmYlUqa ’$`G$ ñmï= G$`l. 

3. G$ëmYl R´=nfnf, mvTn ¶l§G$Z`Ul ’°$dY glC$f, WlW` ‘v§}A© ¶l§Yl UG«$l` mÌ zagl. (U¶l` G$mR=çl§Ln ‘lITq 

mv̀ cQ=çl‘Ü¶n Bdq` (delay) Olë¶l}Ôa)   

4. @gclalLq `LYl @lzT JP=G$ ¶l§Lq fzcñU` LLl© G$`l. 

à.4  Hlaqa àíYl§Lq 300 dãWl§U BÎl ǹ Úl. (G$lnTUqgq WlnY) (30) 

1. ì¶cflz¶G$ mÌl§Lq `LYl fzcñU` ñmï= G$`l. 

2. @lXvzYG$ f§jlmYl‘Ü¶n clm`ë¶l NlTlè¶l zczcX Aan³P´=l°zYG$ flXYl§Lq ‘lzgUq Úl. 

3. mZ`Tl‘G$l`G$ f§jlmYlUqa @R=Vhn fzcñU` ñmï= G$`l. 

4. @z‘U mq dlg G$Z`Ul G$z‘Ýf fnëf @lzT foìg©fnf, mvTn ¶l§Yl YlnG$`qflQ=q f§zG$T© ‘lzgUqflQ=q @N© mÌ 

U¶l` G$`l.  

 


