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(PG30) Roll No. .......................

S.C.No.—M/22/19501106/19502105

M.Com./M.B.A. EXAMINATION, 2022

(First Semester)

(Batch 2019/2020/2021)

BUSINESS COMMUNICATION

19MC–105/19MBA-105

Time : 3 Hours Maximum Marks : 80

Note : Attempt Five questions in all. All questions

carry equal marks.

1. Attempt all short answer type questions :

(i) What is assertive communication ?

(ii) What is the main limitation of the

aggressive communication ?

(iii) What is the importance of audience

analysis ?

5. What do you understand by the term “Business

Etiquette” ? Write notes on the following :

4+4+4+4

(a) Office Etiquette

(b) Email Etiquette

(c) Phone Call Etiquette.

Unit III

III

6. You are working as a Senior Manager in the

KVC Company Pvt. Ltd. Draft a circular for

your staff to follow the Covid Guidelines issued

by the ministry of health, also allowing the

Class C and Class D employees to work at

50% strength of the specific Unit. 16



(6-M22-05/10)H-M/22/19501106/19502105(PG30)(TR) 2 H-M/22/19501106/19502105(PG30)(TR) 3 P.T.O.

(iv) Exit interview is important. Why ?

(v) Differentiate between a notice and a

circular.

(vi) What do you understand by the hand

shake etiquette ?

(vii) What is external business

communication ?

(viii) What is cross-cultural business

communication ? 2×8=16

(i)

(ii)

(iii)

(iv)

(v)

(vi)

(vii)

(viii)

Unit I

I

2. What is the importance of learning ? Discuss

the strategies of effective listening from the

business perspective. 4+12

3. What are different categories of communication

used in an organisation ? Discuss their

suitability along with the advantages and

limitations. 4+12

Unit II

II

4. What is Non-verbal Communication ? What

are its difference components ? Discuss the

importance of each of them giving suitable

example. 4+4+8
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7. What is a Business Report ? What are the

different types of business reports ? Discuss the

steps to be followed in report preparation. 16

Unit IV

IV

8. You have to appear for interview for the post

of Branch Manager at HDFC bank. How will

you prepare yourself in terms of : 16

(a) Dress Code

(b) Networking

(c) Avoiding Common Mistakes

(d) Common questions for the post.

9. What do you understand by Ethics in the

business communication ? Why is it important ?

What kind of ethics need to followed in

business communication ? Illustrate with the

help of examples. 16
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