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Roll No. __________ 

BCA-204 

BCA-10 (Bachelor of Computer Application) 

Second Semester Examination 2012 

Business Communication 
Time: 3 Hours                 Max Marks: 60 
 
Note: The question paper is divided into three sections A, B and C. Answer 
the questions as per instructions given in each section. 
 

Section-A 
(Long Answer Questions) 

Note: Answer any two questions. Each question carries equal marks. 
2 x 15=30 

1. What is meant by communication? Explain in detail the steps of the process of 
communication with the help of an example. 

 
2. List and explain various important media/methods of oral communication. 
 
3. Write a circular intimating the general public of the opening of a new branch 

office of a newspaper. 
 
4. Write an application for the post of computer programmer, addressed to the 

Personnel Manager of M/s Duggal Enterprise, Lucknow, in response to an 
advertisement in The Times of India, Lucknow edition. 

 
Section-B 

(Short Answer Questions) 
Note: Answer any four questions. Each question carries equal marks. 

4 x 5=20 
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1. Write a short note on the flow of communication in an organization. 
 
2. What elements constitute the structure of a business letter? Briefly describe 

each. 
 
3. Differentiate between verbal and non verbal communication. 
 
4. What is oral communication? Explain the principles of effective oral 

communication. 
 
5. What do you understand by Grapevine? What is its importance in an 

organization? 
 
6. In communication, briefly explain the concept of listening and list the types of 

listening? 
 
7. What is video conferencing? State the advantages and limitations of video 

conferencing. 
 
8. Briefly explain any two of the following: 

a) E-Mail. 
b) Internet. 
c) SMS. 

Section-C 
(Objective Type Questions) 

Note: Answer all questions. Each question carries equal marks. 
10 x 1=10 

Write True/False against the following: 
1. A business letter is a personal letter. 

(a) True     (b) False 
 
2. Listening is defined as the ability to understand and respond effectively to oral 

communication. 
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(a) True     (b) False 
 
3. Technical communications is for specific audience whereas general 

communication is for all. 
(a) True     (b) False 

 
4. Feedback is a necessary component of the communication process. 

(a) True     (b) False 
 
5. Commonsense is one of the seven Cs of communication, as given by Francis J. 

Bergin. 
(a) True     (b) False 

 
Choose the correct alternative: 
6. Main barriers to communication are __________. 

(a) Physical barriers.     (b) Semantic barriers. 
(c) Organizational and socio-psychological barriers. (d) All the above. 

 
7. Oral communication depends on __________. 

(a) Written words.      (b) Audio-visual aids. 
(c) Electronic means.     (d) Spoken words. 

 
8. Listening is a process that requires __________. 

(a) Speaker.      (b) Listener. 
(c) Message.      (d) All the above. 

 
9. A letter of claim is __________. 

(a) A letter of complaint.     (b) A credit letter. 
(c) A letter of authority.     (d) A letter of 

introduction. 
10. In the communication process, the sender __________. 

(a) Encodes the idea.     (a) Decodes the idea. 
(c) Sends feedback.     (d) None of the above. 


