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MBA/MBA-TM  
(SEM-I) THEORY EXAMINATION 2019-20 

BUSINESS COMMUNICATION 
Time: 3 Hours        Total Marks: 100 

Note:  1. Attempt all Sections. If require any missing data; then choose suitably. 
SECTION A 

1. Attempt all questions in brief.      2 x 10 = 20 
Qno. Question Marks CO 

a.  Discuss elements of communication. 2 1 
b.  Discuss Mass Communication and its importance. 2 1 
c.  Elaborate two sides of Oral Communication. 2 2 
d.  State the importance of Coherence in writing. 2 2 
e.  What is Electronic Writing Process? 2 3 
f.  What do you mean by Clarity in Writing? Why is it important? Discuss. 2 3 
g.  Discuss Intranet and its utility in an organization. 2 4 
h.  Define Teleconferencing and its objective? 2 4 
i.  Define Press release and its purpose. 2 5 
j.  Discuss Media management with suitable example. 2 5 

SECTION B 

2. Attempt any three of the following:      3 x 10 = 30 
Qno. Question Marks CO 

a. Define Communication. Discuss various characteristics of successful 
communication. 

10 1 

b. Explain Kinesics. Discuss its significance in oral communication. 10 2 
c. Explain presentation and its various elements with example. 10 3 
d. Discuss different skills which are essentially required for effective 

Group Discussion. 
10 4 

e. Define the terms ‘conference’ and ‘seminar’. Discuss their significance 
in the present business set-up.

10 5 

 
SECTION C 

3. Attempt any one part of the following:     1 x 10 = 10 
Qno. Question Marks CO 

a. Discuss Communication Structure in an organization with suitable 
examples. 

10 1 

b. Define Noise. Discuss different types of Barriers to communication. 10 1 
 
4. Attempt any one part of the following:     1 x 10 = 10 
Qno. Question Marks CO 

a. Discuss different principles of successful oral communication 10 2 
b. What is 3X3 Writing Process? Discuss its requirement in effective 

writing.  
10 2 
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5. Attempt any one part of the following:     1 x 10 = 10 
Qno. Question Marks CO 

a. Define Report. Discuss its types and steps to make it more effective. 10 3 
b. You are a sales manager of a furniture manufacturing firm. Write a letter 

of apology to the retailer for being late in delivery of some furniture 
items. 

10 3 

 
6. Attempt any one part of the following:     1 x 10 = 10 
Qno. Question Marks CO 

a. Define Interview. Suggest the guidelines to be followed before, during 
and after the interview. 

10 4 

b. What is Group Discussion? Discuss Do’s and Don’ts of effective Group 
Discussion. 

10 4 

 
7. Attempt any one part of the following:     1 x 10 = 10 
Qno. Question Marks CO 

a. Define Business Etiquettes. Discuss different types and importance of 
these etiquettes in present scenario. 

10 5 

b. Differentiate between Press release and Press report. State the essentials 
of a good Press release. 

10 5 
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MBA 
(SEM-I) THEORY EXAMINATION 2019-20 

BUSINESS COMMUNICATION 
Time: 3 Hours        Total Marks: 70 

Note:  1. Attempt all Sections. If require any missing data; then choose suitably. 
SECTION A 

1. Attempt all questions in brief.      2 x 7 = 14 
a.  Define Communication and its process. 
b.  Discuss two sides of effective oral communication. 
c.  Define Persuasive Letter and its purpose in business. 
d.  Define videoconferencing. 
e.  Write different objectives of a Meeting. 
f.  Define Memo and its purpose in an organization. 
g.  Differentiate between a press release and a press report. 

 
SECTION B 

2. Attempt any three of the following:      7 x 3 = 21 
a.  Define Communication and its objectives in business. 
b.  Discuss important features of effective writing. 
c.  Write a note on the importance of Advanced Visual Support in presentation. 
d.  Write a note on the importance of any two of the following: 

1. Haptics     2. Proxemics     3. Audience analysis     4. Paralinguistic features
e.  What do you mean by Seminar and Conference? Discuss their importance in the 

present age.  
 

SECTION C 
3. Attempt any one part of the following:     7 x 1 = 7 

(a) Discuss 7C’s of Business Communication in detail. 
(b) Define Noise. Discuss different Barriers to Communication. Suggest how to overcome 

them. 
 
4. Attempt any one part of the following:     7 x 1 = 7 

(a) What is a Report? Discuss important features of a good business report. 
(b) What is 3X3 writing process? Discuss in detail.  

 
5. Attempt any one part of the following:     7 x 1 = 7 

(a) Define Presentation and its various types. Suggest the steps for effective presentation. 
(b) What do you mean by a Sales Letter? What points are kept in mind while drafting a 

Sales letter? Give a specimen.
 
6. Attempt any one part of the following:     7 x 1 = 7 

(a) What do you mean by Group Discussion? Discuss Do’s and Don’ts of effective Group 
Discussion. 

(b) Draft a Resume for the post of Sales Manager in a marketing company. Invent 
necessary detail yourself.

 
7. Attempt any one part of the following:     7 x 1 = 7 

(a) Summarize dos and don’ts of Business Etiquettes.  
(b) Discuss different objectives of Meetings? Discuss the steps to plan a successful 

business meeting. 
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                                                          MBA   
(SEM I) THEORY EXAMINATION 2018-19 

                                          BUSINESS COMMUNICATION  

Time: 3 Hours        Total Marks: 100 

Note:  1. Attempt all Sections. If require any missing data; then choose suitably. 
 

SECTION A 

1. Attempt all questions in brief.      2 x 10 = 20 
a.  Define the concept of business communication. 
b.  What are the types of communication in organization? 
c.  What is conversation control? 
d.  What is the role of effective listening?  
e.  What are the differences between positive and negative messages? 
f.  What is presentation? 
g.  Define employee communication. 
h.  What is the benefit of video conferencing? 
i.  What is a small group in communication? 
j.  What are the steps to conduct a meeting? 

 

SECTION B 

2. Attempt any three of the following:      10 x 3 = 30 
a.  What are the characteristics of successful communication?  
b.  Discuss the principles of oral communication. 
c.  Explain the differences between business letters and business reports. 
d.  Describe the different types of employee communication. 
e.  Write the importance of media management in business communication? 

 
SECTION C 

3. Attempt any one part of the following:     10 x 1 = 10 
(a) Write the importance of communication in management.  
(b) Identify and discuss the basic elements of communication process? 

 
4. Attempt any one part of the following:     10 x 1 = 10 

(a) What are the differences between oral communication and written 
communication? 

(b) What is electronic writing process in business communication? 
 

5. Attempt any one part of the following:     10 x 1 = 10 
(a) What are the objectives of report writing? Explain the format of formal report 

writing. 
(b) You are a sales representative for your company. Write a letter to XYZ 

Enterprises, introducing one of your new products or services. Be sure to give 
important details about your product/service. 
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6. Attempt any one part of the following:     10 x 1 = 10 

(a) How technological advancement will effect on business communication? 
(b) What are the skills required for group discussion in employment? 

 
7. Attempt any one part of the following:     10 x 1 = 10 

(a) Explain the types of business etiquettes. 
(b) Define the role of organizers, chairperson, speakers and audience to make 

seminar effective. 
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MBA/MBA-TM  
(SEM-I) THEORY EXAMINATION 2019-20 
COMMUNIACTION FOR MANAGEMENT 

Time: 3 Hours        Total Marks: 100 

Note: Attempt all Sections. If require any missing data; then choose suitably. 
SECTION A 

1. Attempt all questions in brief.      2 x 10 = 20 
a.  Definition of Oral communication. 
b.  Define Body Language. 
c.  What is the purpose of communication? 
d.  How do you differentiate between press release and press conference?  
e.  Explain Teleconferencing. 
f.  What do you mean by table etiquettes? 
g.  What is the role of social media in communication?  
h.  How many types of business letter? 
i.  What is a synopsis? 
j.  Draw the Performa of sales letter. 

SECTION B 
 

2. Attempt any three of the following:      10x3=30 
a. Briefly explain the process of communication. 
b. What is an effective communication? Describe the principles of effective communication. 
c. Explain sign language in detail. 
d. What do you understand by listening? Explain the need listening in business 

communication. 
e. In what order should the experience and education be written in a resume?  

SECTION C 
 

3. Attempt any one part of the following:     10x1=10 
a. Explain the business etiquette of introducing yourself and others. 
b. If you are attending an official meeting, what role would you play as a member? 

 
4. Attempt any one part of the following:     10x1=10 

a. Discuss the types of business reports. Draft the layout the style of report. 
b. Company ‘A ‘want to purchase material from company ‘B’.Write business letter on behalf 

of company ‘A’ to company ‘B’. 
 

5. Attempt any one part of the following:     10x1=10 
a. Today no executive can survive without learning the art of making presentations. Do you 

agree? Why? 
b. What are visual aids? Explain different kind of visual aids that could be used while 

delivering a speech. 
 

6. Attempt any one part of the following:     10x1=10 
a. What are the professional communicator responsibilities? 
b. Give the guidelines for preparation of a meeting. 

 
7. Attempt any one part of the following:     10x1=10 

a. Explain the purpose of their Interview in detail. 
b. What are the various categories of information in a resume? 
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MBA 
 (SEM - I) THEORY EXAMINATION 2017-18 

BUSINESS COMMUNICATION 

Time: 3 Hours        Total Marks: 70 

Note:  1. Attempt all Sections. If require any missing data; then choose suitably. 
  2. Any special paper specific instruction. 
 

SECTION A 

1. Attempt all questions in brief.      2 x 7 = 14 

a. Explain the barriers to listening.  
b. Describe 7C’s of business communication in brief?  
c. How can you nurture a fruitful company grapevine? 
d. Define Haptics? Why is it important in communication? 
e. What qualities does true communicator possess? 
f. What is Employment Communication? Name various components 

involved in employment communication. 

 

g. Differentiate between Press release and Press Conference?  
 

SECTION B 

2. Attempt any three of the following:      7 x 3 = 21 

a.  Communication is as essential as anything because nothing can be achieved 
without it. Elucidate the statement underlining the importance of 
communication. 

b.  Define non-verbal communication? Briefly explain various approaches to non-
verbal communication. 

c.  What purpose does memo serve? How an effective memo can be prepared? 
Also bring out the essential differences between a memo and a letter? 

d.  In what way technology has impacted business communication? In this context 
describe the significance of audio-visual media? 

e.  Explain the business manners of people from different cultures? 
 

SECTION C 

3. Attempt any one part of the following:     7 x 1 = 7 

(a) Which are the basic elements involved in the way of communication? Also 
clarify the barriers which hinder the process of effective communication? 
 

(b) What is the difference between an issue and a crisis; how do each apply to your 
organization; and if/when faced with either one, does your frontline know how 
to react, how to respond and/or how to escalate the situation internally? 
 

4. Attempt any one part of the following:     7 x 1 = 7 

(a) How would you define effective listening skills? How can listening improve 
employer-employee relationships? 
 

(b) Explain the 3X3 writing process in business communication? Also confer the 
term coherence in systematic writing? 
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5. Attempt any one part of the following:     7 x 1 = 7 

(a) You have just started a business in textiles, and want to purchase some textile 
items. Write a letter enquiring into the goods and price to a wholesale dealer. 
 

(b) What according to you is a presentation? List some characteristics of a 
presentation which distinguish it from a written report. 
 
 

6. Attempt any one part of the following:     7 x 1 = 7 

(a) Explain the basic writing guidelines for a resume and job application letter. 
Also discuss the difference between a CV and resume. 
 

(b) Which are the possible objectives to use group discussions in communication? 
Also list the advantages and disadvantages of group discussion 
 

7. Attempt any one part of the following:     7 x 1 = 7 

(a) What do you mean by conference and workshop in communication? Discuss 
their usability and effectiveness. 

 
(b) Explain how to organize a successful meeting?  Throw light on the elements 

that is to be planned prior to a meeting to make it more effective? 
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(Following Paper ID and Roll No. to be fitted in your
Answer Books)

Roll No.

Regular Theory Examination (Odd Setrn-I) 20 16-17

BUSINESS COMMUNICATION

Time : 3 Hours Max. Morks: tr00

XOifn.' 1. Answer all questions frdm Section - A
2. Answer any three questions from Section - B

3. Answer all questions from Section - C using
internal choice

SECTIOI{-A

Write Short Notes on following in not more than 50
to 75 words (8* 2.5:20 marks)

1. Purposes of Communication

2. Types ofNon-verbal Communication

3. KISS Principle ofCommunication

4. Elements of Presentation

5. Different kinds of report

6. Types ofVisual Aid

7. Objective ofVideo Conferencing

10711212016122360 [P.T.O.
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1.

2.

3.

4.

RMB.IOTIRMT.IOT
8, What are Press-Releases?

SECTIOI{-B

Write Notes on follorving in not more than 100 to
200 words. Attempt 3 out of 5 (30 Marks)

Explain the process of Communicatiotl. What are the
barriers to Communication and how to overcome them?

What are different types of Communication and their
characteristics? Explain them with examples.

Explain the principles of successful oral communication.
There ure two sides of oral communication. Do you agree

? Give reasons in support ofyour answer.

Write a letter to MCD complaining that lot of garbage
has been collected in the vicinity of your society. You
want to make request that the said garbage be removed as

it is creating pollutionhazard.

Your college has organ ized a Seminar on "Imp act of
Globahzation on Indian Economy". Eminent speakers
were invited and to give news cove rugeyou want to write
a press release. Assume information which is not given
make a press release for the same.

SECTION.C

Attempt all 5 questions using internal choice

(50 Marks)

1. Explain the various inter-office communications? Which
one is the most impo rtant?

-5.
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3.

3.

4.
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OR

What are the most important speaking skills in
communication? Explain them in brief.

You have found a wristwatch in your college canteen.

Prepar e anotice for the same to be put up on the college
notice-board.

OR

Place an order with Usha Sewing Machines for ten sewing
Machines. Inform the supplie? that the machines are

urgently needed by some of your valuable customers.
Specif,z the mode oftransport and mode ofpayment.

Draft ajob application for the post of anAccounts Officer
in a leading MNC, as advertised in a leading national daily.

Assume all information that is not provided.

OR

What is grapevine? Wh atareits benefits and drawbacks ?
Discuss the essentials of effective communication with
examples.

What arethe different types of listening ? How listening
can be improved of the participants in public speaking?
Discuss with examples.

OR
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4.
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What are the points to be kept in mind at the time ofwriting
emails? How SMS are different from emails and what
issues and challenges are involved in both types of
comrnunication?

What are Business Meetings ? How to draft notice ofthe
meeting keeping certain agendas in mind? Once a meeting

is over how minutes of the meeting are prepared ? Take

an example and accordingly prepare notice ofmeeting as

well as draft minutes of the meeting.

-3.

OR

5. What are Business etiquettes ? How to develop them?

Discuss it with examples.
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(Following Paper II! and Roll No. to be {illed in yourAnswer Bmk)

Roll No. I tf ) 3 L ? C o I 3

M. B. A.
(sEM. r) (oDD SEM.) TIIEORY

EXAMINATION, 2OI4-15
COMMUNICATION FOR MANAGEMENT

Time : 3 Hoursl [Total Marks : 100

Note : Attempt all questions.

PART . I

1 Answer any five of the following in about 5x4:20
250 words :

(a) What do you mean by encoding and deeoding of
messages? Give an example.

O) What is a grapevine? Explain its importance in business

communication"

(c) What do you understand by iput. Ianguage? What role

does it play in business relationships?

(d) What is an office memo? What pu?pose does it serve?

(e) What are the characieristics of a good team leader?

(0 Dilferentiate between a minutes and an agenda. What

are the skills required for preparing a minutes?

27013rl IContd.".
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PART - tr

Answer any two of the following questions : 2xl5=30
(a) You are the sales manager of a furniture manufacturing

firm. Write a letter of apology to the retailer for being
late in delivery of some items of furniture.

- (b) Iaduslnd ,Bank 
-!res, 

given the following newspaper
advertiserirent recdntly.

5x10=50

Prepare a resume to be sent against this advertisement.
(c) Bring out precisely the basic structure of a business

report. Also elucidate the precautions tb be taken while
preparing a business report.

PARI _ Itr
Answer atl the five questions :

3 (a) Discuss th6 importance and role of comrnunication in
modern business organizations. What are the unique
advantage3 of the wrifien communication in business?

OR
(b) "How do you speak is more important than what do

you speak" ? Comment.

270t3tl I Contd...
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M.B.A.

(sEM. D TnEORy EXAMTNATTON 20 1 l _ 12

COMMT'NICATION FOR MANAGEMENT

Time : 3 Hows Total Marlcs : 100

Note :_ Attempt all questions.

PART-I

1. Answerany fourofthe following in about 250 words :

(4x5=26;

(a) What do you mean by ,encoding' 
and ,decoding, of

messages ? Illushate your answer with an example.

(b) Imagine a situation in which a manager gives only oral

instuctions to his subordinates. What problems do you think

can crop up in such a situation ?

(c) What do you mean by'sUn language' ? Discuss the use of
at least two examples ofsign language.

(d) Is it always betterto have a group decision fhan to have an

individual decide for a group/organization ? What prcblems

may it lead to ?
j
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(e)

(0

Why is it desirable to avoid the use ofjargon ?

Discuss the statement, ,,The 
appearance of a Ietter is

part of its message,,.

PART-II
2. Attempt any two questions from the following : (ISx2=30)

(a) write an application offering your candidature for the post
of management hainee, which was recently advertised in
the Times oflndia ?

(b) you, as a marketing manager has been entrusted with the
task ofconducting and preparing a market research to know
the market potential of a new product which your company
is intending to launch in the market in near future. prepare
a draft report.

(c) Prepare a curriculum vitae, for submitting it to a company
in order to apply for a managels job.

PART-II
3. "Verbal communication is more

communication. 
" Comment.

(I2.5x4=50)

important than nonverbal

OR

In business communicatiorl courtesy and clarity are as important
as conciseness and completeness. Discuss.

LIBA0lS/I(II-26428
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4. What is a memo and what factors should b€ kept in mind for

writingagoodmemo ?

OR

Describe the role of information technology in making the

communication more effective.

Describe briefly the important rules of good writing. What

precautions would youtake in orderto make your writing more

effective ?

OR

What is the role of feedback in communication ? Give

suggestions to make feedback effective.

Why do we need meeting ? What are the necessary steps to be

taken before calling a meeting ?

OR

On what basis would you choose your method to

commurication?

5.

6.

tr
i:

?
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Following Paper ID and Roll No. to be filled in your Answer Book)

• Roll No.

M.B.A.
(SEM. I) ODD SEMESTER THEORY

EXAMINATION 2010-11
COMMUNICATION FOR MANAGEMENT

Total Marks: 100

Note :-Attempt all questions.

PART-I

(a) Surveys, suggestion boxes and employees newsletters
are considered to be type of communication.

(i) Downward

(iii) Grapevine

(ii) Upward

(iv) LaferaL •.

(b) Which of the following most clearly fits into the category
of being a "most lean" media form 'of communication?

(i) Teleconferencing (ii) Face-to-face contact

(iii) Bulletin boards (iv) Voice mail

(c) Which element of listening process IS a form of
feedback?

(i) Filtering (ii) Hearing

(iii) Responding (iv) Remembering

(d) Which one is a disadvantage of written communication?

(i) Informal (ii) Economical

(iii) Cannot be distorted (iv) Record can be kept

http://www.UPTUonline.com 
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(e) Which one is not an optimal part of business letter?

(i) Salutation (ii) Attention line

(iii) Enclosure notation (iv) Copy notation

(f) Which part of the report provide practical and viable
proposals and may offer solutions to problems
investigated in the report ?

(i) Recommendations (ii) Conclusions

(iii) Methodology (iv) Summaries

(g) Which type of case describes an event or process
factually, and the infonpation is fairly, highly structured
to illustrate the situation?

(i) Iceberg case (ii) Head case

(iii) Illustrative case (iv) Dialogue case

(h) The official records of discussions held and decisions
taken at a meeting are called _

(i) A is a short piece of writing ~enerally used by
the officers of an organisation f<1rcommunicating among
them. '. ~< c

0) Meaningless words or sounds that are used to punctuate.
or pace sentences are called _

(k) Communication is the means by which the act of _
is accomplished.

(I) is the study of body language and facial .....
expressIOn.

(m) cases describes the application ofa management
technique or describes a situation in which the student
can apply some known techniques.

(n) In order to involve the audience with the topic of
presentation, the speaker should :

(i) Include a statement of his/her central idea in the
introduction.

http://www.UPTUonline.com 
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(ii) Tell the audience what he/she is going to talk
about.

(iii) Show the audience how the topic affects them
directly.

(iv) Use a diagram.

(0) Which one of the following is a part of principles of
successful oral communication?

(i) Brevity

(iii) Sequences

State True or False :-

(p) In order to achieve desired objectives, the sender and
the receiver must share common understanding.

<po • (True/False)

(ii) Clarity

(iv) All of the above

(q) A sales letter is a straight forward written message
that asks an individual to buy something. (True/False)

(r) An oral presentation is a one-way communication process
characterised by the formal and structl!re~ presentation
of a message. . _ .,(True/False)

(s) Executive decisions in the professional world may be
based on reports. (True/False)

(t) The process of communication begins when the sender
converts the idea into words or gestures. (True/False)

PART-II

Attempt both the parts :- (l5x2=30)

2. (a) Reply to the fol1owing advertisement appearing in the
Tribune of the 13th March, 1978 :

"Wanted-A computer operator for our office. Must
be at least a graduate in Computer Science. Preference
wil1 be given to one knowing Book.,keeping and Hindi.
Apply t<\the Manager, Ramkrishna Stores, Kerala, stating
the minimum salary acceptable."
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(b) Madhusugar Fruit Canning Company, Hyderabad,
proposes to open a branch factory in Goa in order to
take advantage of the different variety offruits available
in the region. A sub-committee of Directors has been
appointed to examine the feasibility of the proposal.
Write the report recommending a suitable location for
the factory.

3. "Communication means sharing of understanding between
people." Explain the statement and discuss the role offeedback
in communication.

Briefly explain the seven C's of effective communication.

4. Examine the importance of body language in the oral
communication. What effective measures should be taken ;<

to make the oral communication more understandable?

"For effective writing, concrete and forceful words should
be used." Comment. . ,~.- '.. '

5. List and explain the essentials of a good business letter.

OR

What are the important characteristics of a good business
report? What precautions would you take while planning
for writing a business report ?

6. Clearly elucidate the meanings of the terms :

Meetings, Press release and Business Etiquettes.

OR
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