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It.B.A, (Part-I) Semester-I Exrmir.tion
BUSINESS COMMUNTCATION

Paper-BBA"/ 102

Timc : Tfuec Iloursl [M&\imum Marks : 80

Noac :- All quostions are compulsory-

Choose thc correct ans\r'ers from the given choices and rewritc it (l mark each) :

(l) The goal of communication ',\'as lo _.
(a) Persuadc (b) Shout

(c) Give ordcrs (d) Back answer
(2) Verbal communioation refe$ to thc use oI _ for communication purposes.

(a) Expressions O) Gestures

(c) Body activities (d) Words
(3) _ helps us accurately decode the message, which in tum helps us properly encode thc

(a) Listening; Feedback (b) Feedback; Listedng
(c) Listening; [nterest (d) Feedback; Feedback

(4) Communication process involves at least _ person(s).
(a) One (b) T*.o
(c) 'mree (d) Four

(5) Which ofthe following is not thc advantage of Lettcr-uriting ?

(a) Keepsake (b) Physical record
(c) 'lune (d) Confidential

(6) Usc - *hen addressing unlnou'n recipienls.
(a) Dcar Mr. X (b) Dear Sir
(c) Dcar Sir/Madam (d) To whomsoever it may concem

(7) Whcn business *,ants to purchasc goods it uill gathcr information through letter.

(a) Salcs Lettq (b) Enquiry l,etter
(c) Order Letter (d) Quotatiod

(8) A _ ietter expresscs the sender's discontcntment 'r{'ith the receiver's product, service or
pcople.

(a) ltegret (b) Bread and Butter
(c) Complaint (d) Follow-up

(9) A _ Ietter is written when you want to leave or quit a position, typically written in
advance to indicate the Iast date ofemployment.
(a) Poison-pen (b) Resignation

(c) Slmpathy (d) Apology
(10) Which ofthc lbllowing best dcfines a cover Ietter ?

(a) A covcr letter is a letter of tlaNmittal that is aftached at the beginning ofthe report
(b) A cover letter is a letter of intcnt sent to an employer in place of a resume
(c) A covcr Ictter is an emplorlDcnt letter that accomp.hies the rcsum€ to get an interview call

(d) A cove! letler is a thank-you lctler that covers or sums up all the points discussed during
the ir&niew
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(l l) 

- 

letters need to be worded carefull). aDd positively so that they do not break the

rcceiver's morale.

(a) Rejection G) Resignation

(c) Appoifinent (d) Sclcction

(12) Which ofthe following lbrrnats gives the rnost dctailcd employment or work llistory ?

(a) Chronological rdsumd format (b) Functional rdsumi lbrmat

(c) Cover lettcr (d) H,vbrid risumd format

( l3) At the end ofthe mcal, )ou nlust leave thc napkin loosely folded to the 

- 

ofyour plate

(a) Rist &) t€fl
(c) Top (d) B€low

(14) Duing an intcrview. it kornes cvcn more imlDrtant 10 stick to the AIICS of conmunication.

(a) Answcr, bold and conlidence (b) Attentivc, beautiful and concise

(c) Accuracy. brevity and clarity (d) None of the above

(15) The intefl,iewer uses __ qucslions to asccrtain your technical skills or kno*'how about
a piece ofhardware, software. technology or equipmerlt.

(a) HFothetical (b) kobing
(c) teclurg (d) Tcchdcal

(16) One important aspect oi a good prcsentatioD is one that _,_-
(a) Slarts late (b) Endsonlime
(c) Ends atlcr l0 minutes (d) Ends after the audience start clapping

(17) One of the greatest disadvanta8es 01 e{nails is ils _.
(a) Spced (b) Accuracy

(c) Brief (d) Ea-sily Spanemed

( l8) is a Computer Nctwork made up ofthousands ol networks and millions ofcomputer
world rvide.

(a) WWW (b) lntemet

(c) Iflranet (d) LAN
(19) _ are the quick means ofsending copirjs ofdocumenl.

(a) Voicemail (b) Vidco conferencing
(c) Bli)g (d) Far

(20) With technological advaiccments, today it is possible to havc multiple-pady telephone calls,
it is knom as _.
(a) Mdeo-conferencing (b) Video chat

(c) Tele-conferencing (d) Fax 20

SECTI0N.B
Shon a[swer t]?c questions (4 marks each) :

l. (a) What are thc objectives ol Business communication ?

OR
(b) Elaborate at least two barriers ofbusiness communication.

2. (a) Draft purchase letter. placing an order lbr purchase ol 50 computers for your department.

OR
(b) What points should he taken care of while drafting a complaint letter "
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3. (a) Draft q re sume.

OR
What care should b€ tak€n while drafting ajob refusal letter ?

Explain the impo(ance of soft-skills.

(b)

(a)4.

5

2

3

4

5

OR

(b) Why is it impo(ant to know your audience for presentation ?

(a) What do you understand by tele-conferencing ?

OR

O) Vy'hat are the advantages ofE-mail ? 20

SECTION{
Long answer type questiorN (8 marks each) :

(a) Explain verbal communication. Give its advantages and disadvantages.

OR
(b) Non-verbal communication is also rcgarded as "Conrnunication devoid ofwords". Discuss.

(a) Explain thc layout ofa good business letter.

oll
(b) What are the advantages ofBusiness letter ?

(a) 'One size docs not fit all', discuss in light ofrdsumd w ting.

OR

O) What is cover letter ? Why is it important to w te a coverletler ?

(a) What are thc Do's and Don'ts of Group-Discussion ?

OR

O) What are the things to be bome in mind during the intcrview ?

(a) What are th€ advantages of Info.mation t-cchnology in Business Cornmunication ?

OR
(b) What is \tdeo confercncing ? What care should be taken for clothing in Video conf-erencing ?
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