KGUC

(NEP 2020)
Semester Exam October - 2025
Sub — Business Communication Skills - | (AEC)

Class: F.Y.B.Com Marks: 30
Semester - | Time: 1 hrs.
N.B. 1. All questions are compulsory & carry equal marks.
2. Figures to the right indicate full marks.
Q.1. Answer any One from the following. (10)
A. What is communication? Explain the process of communication with diagram or chart.
B. What is oral communication? Explain different forms of oral communication.
Q.2.  Answer any One from the following. (10)
A. Draft an application letter with resume in reply to the following advertisement:
“Journey Travels Pvt. Ltd. requires Receptionists for their offices across India. Graduates
with good communication skills may apply to Box No. 1001, The Times of India, D. N.
Road, Mumbai — 400001
B. Mr. Rajeev Desai of Tarang Ltd., Pune working as an Accounts Manager wishes to resign
from his post. Draft a letter of resignation of his behalf.
Q.3.  Write short notes on. (Any Three) (10)
1) Vertical Communication
2) Social Media — Facebook
3) Letter of Appreciation
4) Forms of Written Communication
5) Parts of Business Letter
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