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PGDM (supported by e-learning) (Module-I)
Subject code:  eGM12
Subject Name : Business Communication
Time : 2 Hrs.






                              Maximum Marks:100

Attempt all questions. All questions are compulsory and each question carries 2 marks. No negative marking is there.

1.
Situation or dilemmas that business communication commonly faces in the course of making choices out of several alternatives are know as__________.



A 
Select 



B 
Decision



C 
Thought



D 
Traps.

2
Which of the following is not a component in the communication model?



A 
Sender 



B 
Encoding



C 
Receiver



D 
Messenger

3
Business Communication is “ the process of flow of goal-oriented messages in a typical business organization between sources, in a pattern and through a media” was defined by



A 
Guffey Mam E



B 
A.C.Buddy



C 
Udai Pareek



D 
Udai Perk

4
 Which of the following is not a inter-related role as analyzed by Henry Mintzberg



A 
Interpersonal



B 
Influential



C 
Informational



D 
Decisional

5
 Agreeing to provide profile of your current companies to its main competitor in a bid to secure a lucrative job is



A 
Ethical choices



B 
Ethical lapse



C 
Trap



D 
Ethical dilemma

6
Pick out the four effective business messages.

i) Clearly states what is expected of the audience

ii) Gives main idea at the end of message

iii) Sticks to the fact

iv) Uses concise language.

v) Uses body of message to provide the practical information

vi) Uses more jargons.



A 
i, ii, iii & iv



B 
ii, iii, v and vi



C 
i, v ,iii and ii



D 
i, iii, iv and v

7
 ______________, Distorting visuals, misrepresentry numbers and misquoting are unethical communication.



A 
Fairness



B 
Facts as onion 



C 
Positive information



D 
Plagiarism

8
The five ethical traps are (1) The false necessity trap, (2) Doctrine of Relative Filth trap, (3) Rationalization trap, (4) Ends-Justify the means trap and (5)_________________________,.



A 
Self emotional trap



B 
Self deception trap



C 
Self descriptive trap



D 
Self defensive trap

9
The person who attaches meaning to a message is called



A 
Sender



B 
Transmitter



C 
Receiver



D 
Encoder

10
Reading, writing, speaking and ______________ are the skills of communication.



A 
Transmitting



B 
Entertaining



C 
Motivating



D 
Listening

11
“For communication to be effective has to both information and meaning. and meaning requires communication” given by



A 
Mc Farland



B 
Peter Little



C 
Robert Anderson



D 
Peter F Drucker

12
 ______________ is active and ______________ passive process.



A 
Hearing and listening



B 
Listening and thinking



C 
Writing and speaking



D 
Speaking and reading

13
Mediated communication occurs



A 
When two (or a few) people use loud speaker to address a gathering



B 
When people try to communicate at mass level.



C 
When two ( or a few) people use some intermediate means for carrying their messages.



D 
When a group of people uses email to send a message to various people

14
When working to create and maintain a favorable relationship with a receiver, a sender should:



A 
Impress the receiver by using jargon



B 
Stress mutual interests and benefits



C 
Use positive wording



D 
Do what the receivers expects

15
Communication between production manager and finance manager both working under General manager is 



A 
Downward communication



B 
Upward communication



C 
Outward communication



D 
Lateral communication

16
A manager must be a good



A 
Critical listening



B 
Empathic listening



C 
Active listening



D 
All of the above

17
Advantages of informal communication



A 
Speedy transmission



B 
Psychological satisfaction



C 
Lack of accountability



D 
Creation of idea.

18
Outward communication may be in the form of 



A 
Suggestion



B 
Orders



C 
Complaint



D 
advertisements

19
Ombudsperson is that person in an organization who acts as a liaison between the 



A 
Managers and workers



B 
Management and employees



C 
Forman and supervisor



D 
Finance and production department.

20
________________ have undertaken interesting experimental  studies and examined isolated patterns of communication. 



A 
Peter Litle



B 
Peter F Ducker



C 
Mc.Farlad



D 
Leavitt and shaw.

21
Match the following



Set-A

Set-B

a)
Completeness and consistency
i)
Reinforce confidence.

b)
Correctness
ii)
Saves time

c)
Concreteness
iii)
Introduces stability

d)
Conciseness.
iv)
Builds confidence.



A 
a-ii, b-iii, c-iv,  d-i



B 
a-iii, b-ii, c-i, d-iv



C 
a-iv, b-iii, c-ii, d-i



D 
a-iii, b-iv, c-i, d-ii

22
Four Sc of communication are

(i) strength, (ii) sincerity, (iii) simplicity, (iv) satisfactory, (v) sentimental, (vi)  shortness



A 
i, iv, v and vi



B 
i, ii, iii & vi



C 
ii, iii, iv  & vi



D 
i, ii iv, & v

23
Effective communication means that the ____________ gets and understands the message in the same form and context as by the ____________



A 
Decoder, Messenger



B 
Receiver, decoder



C 
Interpreter, sender



D 
Receiver, sender

24
Pick out the three guidelines to be used to compose concrete. Convincing message

i. Use specific facts and figures

ii. Use jargons

iii. Put action in verbs.

iv. Choose vivid, image building words.



A 
i, ii, iii



B 
ii, iii, iv



C 
iv, i, ii



D 
i, iii, iv

25
The following guidelines are observed for 

i.  Provide all necessary information.

ii. Answer all question asked.

iii. Give something extra when desirable 



A 
Credibility



B 
Clarity



C 
Correctness



D 
completeness

26. Which of the following are some important points to be included in handouts?

(1) Summary of the points in your talk, (2) Tables of data supporting point,(3) Elaborate colour photocopies, (4) a designed cover page (5) examples from parallel source



A 
1,2 &3



B 
4,5 &1



C 
2,3 &4



D 
1,2 &5

27
During a question answer session, generally the four types of questions are

(1) information seeking, (2)  ______________,(3) hostile, (4) off the target



A 
Opinion-seeking



B 
Commenting



C 
Rephrasing



D 
None of the above

28
Oral presentation becomes more difficult then participating in a conversation due to :

(a) speaker faces the risk of exposure, (b)  speaker becomes speechless due to nervousness and fear, (c) Entire burden of communication falls on the should of presenter



A 
(a) & (b)



B 
(b) & (c)



C 
(c) & (a)



D 
All of above

29
The following faults to be found in business letters are according to __________. 

(a) Stiff and formal, (ii) Dull (iii) Rambling, (iv) self centres (v) irritable.



A 
Joel



B 
Bowman



C 
Herbest Casson



D 
Herta

30
 You can achieve conciseness by 

(1) Review the materials so collected , group it into related units (2) eliminating all stock phrases and unnecessary words. (3) avoiding any sentences that may insult the reader (4) Ensure that nothing has been left out of consideration. (5) revising each sentences to make it simple and brief. 



A 
1,2,3



B 
3,4,5



C 
1,3,5



D 
2,3,5

31
Which of the following is not an external business written communication



A 
Complain letter



B 
Memo



C 
Enquiries letter



D 
Curriculum vitae

32
Specialized vocabulary is known as 



A 
Jargon



B 
Trigger words



C 
Based language



D 
Equivocal term

33
Asking question of the person speaking to you 



A 
Advised for the purpose of understanding



B 
Impolite



C 
Better than paraphrasing for understanding



D 
Advised for the purpose of gaining power

34
Match the following


Set-A

Set-B

i)
Difficulty/confusing foreign phrases
1)
Jolly good, terribly late, awfully kind

ii)
Servile
2)
Regret to advise

iii)
Antagonizing
3)
Your goodself, with kindest regards

iv)
Colloquial adverb
4)
Inter-alia, per annum, viva-voce & pro-





rata



A 
i-4, ii-3,iii-2, iv-1



B 
i-3,ii-4, iii-I, iv-2



C 
i-3,ii-4, iii-2, iv-1



D 
i-3,ii-4,iii-2,iv-1

35
Which of the following are hints for the use of comma and full-stop in business letters.

(1) A full stop is used after every abbreviation, 

(2) a comma is used to separate the items from one another. 

(3) The salutation should not be followed by a comma.,

(4) The complementary close should be followed by a comma. 

(5) The name of the city should not be followed by a full stop.



A 
1,2,3



B 
1,2,4



C 
3,4,5



D 
2,3,4

36
Which of the following statements are true statements.

1. You can end a letter to someone you know with best wishes.

2. You should start a new paragraph for each sentence.

3. Ms is the title used for a married women.

4. When the letter starts with Dear Sir, we end it with yours sincerely.

5. The first paragraph of the letter should explain your reason for writing.

6. When you apply for a job it is good idea to use a recycled envelope.



A 
1,2,5,6



B 
3,4,5,6



C 
1,2,3,4



D 
1,4,5,6

37
Tips for formal letter writing are

1. call the person by name

2. Be honest

3. Edit ruthlessly

4. Use jargon

5. Hi Joe greetings

6. Be brief and to the point.



A 
1,2,3,6



B 
1,2,5,6



C 
4,5,6,1



D 
6,3,4,1

38
A simple way of distinguishing formal and informal letters are 



A 
Content



B 
Message



C 
Purpose and the environment



D 
layout

39
Match the following


Set-A

Set-B

1)
Sorry I haven’t written for ages
i)
Formal

2)
I apologize for delay in replying
ii)
Informal

3)
Thank you for your letter dated



4)
Thank you for your kind invitation to 





A 
1-I,2-I,3-ii,4-ii



B 
1-ii,2-iii,3-ii,4-i



C 
1-ii, 2-ii, 3-ii, 4-i



D 
1-I, 2-ii, 3-I, 4-ii

40
If you received an offer in a tough job market and economy, which would you do? 



A 
Accept the offer on the spot



B 
Acknowledge the initial offer but counter it



C 
Ask for time to think about it.



D 
None of these.

41
If you were asked for your salary expectation in an interview, which would you do?



A 
Counter the question by asking about the pay range for the position



B 
Reveal my salary expectation



C 
Inquire about the salary range and benefits package



D 
None of these

42
Recommendation in reports should be based on: 



A 
Assumptions



B 
Thoughts



C 
Finding



D 
Grapevine

43
Which one of these is best avoided in a report?



A 
Idiomatic phrases



B 
Conclusion



C 
Political correctness



D 
Transcribed fragments

44
_____________ is a short form of web logging wherein an internet user may maintain a running updatable personal dairy for public sharing.



A 
Mail



B 
Synopsis



C 
Brief



D 
blog

45
The five important reasons for the letter to be labeled good are 

(i) Format,   (ii) ___________ (iii) -___________(iv) content, (v) Language



A 
Heading, greeting



B 
Body, complimentary close



C 
Signature line, postscript



D 
Punctuation, Capitalization.

46
A strategy that works through catching a person’s attention to making the person act by writing in a particular way is



A 
IDAI



B 
DAAI



C 
IDAA



D 
AIDA

47
Requests letter can have positive results if written correctly. The points to be kept in mind are:

(i) Be specific, (ii) be through, (iii)Be courteous & (iv)________________



A 
Think of your audience



B 
Be apologize



C 
Be elaborative



D 
Be over-confident

48
Which of the following is not an acceptance letter:



A 
Job offer



B 
Admission request



C 
Changes requested



D 
Form letters

49
The sequence to be generally followed in writing job acceptance letter is 

i) confirm the details   ii) Be positive  iii) Salary acceptance (iv) sign off on an upbeat note1.



A 
i,ii,iii,iv



B 
ii, i, iii , iv



C 
Iii, I, ii & iv



D 
Ii, iv,iii & i

50
CC recipient’s names are _________________ to all the recipients of the mail,

Bcc recipient’s names are ______________________ to all the recipients of mail. 



A 
Visible, visible.



B 
Not visible, not visible



C 
Visible, not visible



D 
Not visible, visible

