Business Communication PYQ 2019

Q1. “Barriers to communication hampers the smooth transmission of information, ideas,
knowledge, feelings and emotions.” Examine the relevance of this statement and state the various
barriers to communication.

Ansl. The statement is highly relevant as communication is a fundamental process for conveying
information, ideas, knowledge, feelings, and emotions between individuals or groups. Barriers to
communication can hinder the smooth transmission of these elements, leading to
misunderstandings, misinterpretations, and breakdowns in communication, which can have negative
consequences in various contexts, including personal, professional, and social interactions.

Here are some common barriers to communication:

Language Barriers: Differences in language, dialects, or jargon can.create barriers to effective
communication, as individuals may not fully understand each other due to language limitations.

Cultural Barriers: Diverse cultural backgrounds, norms, values, and customs'can affect
communication, as individuals may have different communication styles, non-verbal cues, and
interpretations of messages based on their cultural context.

Physical Barriers: Physical distance, noise, poor-acoustics, and other environmental factors can hinder
effective communication by making it difficult to hear, see, or understand messages clearly.

Emotional Barriers: Emotional factors such as fear, anxiety, stress, or emotional distress can impact
communication by affectingan.individual's ability to express themselves clearly, listen attentively, or
interpret messages accurately.

Perception Barriers: Differences in perception, interpretation, or understanding of messages can lead
to communication breakdowns, as individuals may perceive messages differently based on their own
biases, beliefs, or past experiences.

Technical Barriers: Issues with communication tools, equipment, or technology, such as poor signal
reception, malfunctioning devices, or lack of technical skills, can impede effective communication.

Psychological Barriers: Psychological factors such as attitude, motivation, or self-confidence can
influence communication, as individuals may lack the motivation to communicate, have negative
attitudes towards the communication process, or feel hesitant to express themselves.

Barriers in Organizational Structure: Hierarchical structures, bureaucracy, or lack of proper
communication channels within organizations can create barriers to effective communication, as
messages may not flow freely or reach the intended recipients in a timely and accurate manner.

It is important to identify and address these barriers to communication in order to facilitate smooth
and effective transmission of information, ideas, knowledge, feelings, and emotions in various
contexts, and promote clear and meaningful communication among individuals and groups.



Q2. What are the characteristics of oral communication? Discuss the advantages and
disadvantages of oral communication.

Ans2. Oral communication refers to the process of conveying information, ideas, or messages
through spoken words, either face-to-face or using technology-mediated methods such as phone
calls, video conferences, or audio recordings. Oral communication has several characteristics:

Spontaneity: Oral communication is usually more spontaneous compared to written communication,
as it happens in real-time and allows for immediate feedback and response.

Flexibility: Oral communication allows for flexibility in terms of tone, pace, and style depending on
the context and audience, making it adaptable to different situations.

Non-verbal cues: Oral communication involves non-verbal cues such as facial expressions, gestures,
tone of voice, and body language, which can add meaning and nuance to the communication
process.

Immediate feedback: Oral communication enables immediate feedback and clarification, allowing
for prompt clarification of doubts, questions, or misunderstandings:

Social interaction: Oral communication often involves social interaction and personal engagement,
which can build rapport, trust, and understanding among individuals.

Advantages of Oral Communication:

Quick and efficient: Oral communication can be a fast and efficient way of conveying information,
ideas, or messages, particularly in situations that require immediate response or action.

Real-time feedback: Oral communication allows for immediate feedback and clarification, which can
help in resolving misunderstandings or addressing concerns promptly.

Flexibility: Oral communication offers flexibility in terms of adapting the communication style, tone,
and pace to the audience and context, making it adaptable to different situations.

Non-verbal cues: Oral communication allows for the use of non-verbal cues, which can add meaning,
emotion, and context to the communication process.

Disadvantages of Oral Communication:

Lack of documentation: Oral communication is not typically documented, making it difficult to refer
back to or verify information shared during the communication process.

Lack of precision: Oral communication can be less precise compared to written communication, as it
relies on spoken words that may be open to interpretation or misinterpretation.

Potential for misunderstandings: Oral communication can be prone to misunderstandings due to
factors such as noise, accents, or misinterpretation of non-verbal cues.

Lack of permanence: Oral communication is not permanent, and the information or message shared
may not be retained or remembered accurately over time.

In conclusion, oral communication has its advantages in terms of speed, flexibility, real-time
feedback, and social interaction. However, it also has limitations such as the lack of documentation,
potential for misunderstandings, lack of precision, and lack of permanence. Therefore, it is essential
to use oral communication judiciously, considering the context, audience, and purpose of the



communication, and complement it with other forms of communication, such as written
communication, to ensure effective and comprehensive communication.

Q3. Draft a letter to the branch manager of ABC Bank to opt for availing the facility of moratorium
on the business loan taken by your company.

Ans3. [Your Company's Name]
[Your Company's Address]
[City, State, ZIP Code]

[Date]

The Branch Manager
ABC Bank
[Branch Address]

[City, State, ZIP Code]

Subject: Request for Moratorium on Business Loan

Dear Sir/Madam,

I am writing on behalf of [Your Company's Name], a valued customer of ABC Bank, to request the
facility of moratorium on the business loan availed by our company from your bank.

Due to unforeseen circumstances, our business has been adversely impacted, and we are facing
financial difficulties in meeting our loan repayment obligations as per the original schedule. In view
of the current economic challenges faced by businesses worldwide, we kindly request your bank to
consider granting us @ moratorium on the business loan for a period of [mention the desired
duration, e.g., 3 months] to ease our financial burden and provide us with some relief.

We understand that the moratorium would defer the loan repayment schedule, and the interest for
the moratorium period may be charged as per the bank's prevailing policies. We assure you that we
are committed to fulfilling our loan obligations and will resume regular repayments as per the
revised schedule once the moratorium period ends.

We greatly appreciate your bank's support during these challenging times and would like to express
our sincere gratitude for your understanding and assistance in advance. We assure you of our full
cooperation and compliance with the bank's terms and conditions in availing the moratorium facility.



We request you to kindly provide us with the necessary information and guidance on the process and
documentation required for availing the moratorium facility. We are also ready to provide any
additional information or documentation that may be needed from our end to process our request.

Thank you for your attention to this matter. We look forward to your favorable consideration and
prompt response.

Yours faithfully,
[Your Name]
[Designation]

[Your Company's Name]

QA4. Prepare a public speech (in 150-200 words) on the topic “Education can happen outside the
classroom too”

Ans4. Ladies and gentlemen,

Today, | am here to talk to you about the topic "Education can.happen outside the classroom too."
While classrooms are important for formal education, I'believe that true education goes beyond the
walls of a classroom.

Education is not confined to textbooks and lectures. It can happen in various forms outside the
classroom. Whether it's through real-world experiences, practical applications, or learning from
people and cultures, education is all around us.

Think about the skills we acquire through hands-on experiences, such as volunteering, internships, or
travel. These real-world experiences provide invaluable learning opportunities that cannot be
replicated in a classroom. They teach us practical skills, critical thinking, problem-solving, and
resilience, ‘which are essential for success in the real world.

Moreover, learning from people and cultures outside our own can broaden our horizons and foster
understanding and empathy. Interacting with diverse communities, traveling, or engaging in cultural
exchanges can teach us tolerance, diversity, and social skills that are essential in today's globalized
world.

Education outside the classroom also encourages creativity, innovation, and self-directed learning. It
allows individuals to pursue their passions, interests, and hobbies, which can lead to personal growth
and skill development.

So, let us embrace the idea that education can happen anywhere and everywhere. Let us encourage
ourselves and others to explore beyond the confines of the classroom, to seek knowledge and
wisdom from the world around us, and to never stop learning.

In conclusion, education is not limited to the classroom alone. It happens through diverse
experiences, practical applications, and interactions with people and cultures. Let us recognize and



embrace the vast opportunities for learning outside the classroom, and let us continue to pursue
knowledge and education wherever we go.

Thank you for your attention.

Q5. You have been working as the HR manager with ABC Consultants Ltd. Write a memorandum to
an employee whose services are being dismissed due to non requirement of his/her services.

Ans5. Memorandum

To: [Employee's Name]
From: [Your Name]

Date: [Date]

Subject: Dismissal due to Non-requirement of Services

Dear [Employee's Name],

| regret to inform you that your services with ABC Consultants Ltd are no longer required, and we
have made the difficult decision to dismiss you from your current position as [Employee's Position]
with the company.

This decision is based on a thorough review of our current business needs and operational
requirements. After carefulconsideration, we have determined that the position you hold is no
longer necessary for the smooth functioning of the company. This decision is not a reflection of your
performance or abilities, but rather a result of organizational restructuring.

As per the company's policies and procedures, your last working day will be [Last Working Day]. You
are requested to complete all pending work and hand over your responsibilities to
[Colleague/Manager] before your departure.

We would like to express our appreciation for your contribution and dedication during your time with
ABC Consultants Ltd. Your hard work and commitment to your duties have been acknowledged and
appreciated by the company.

We understand that this news may be unexpected and may cause concern. We are committed to
providing you with all necessary assistance during this transition period, including any entitlements,
benefits, and references you may require. Please feel free to contact the Human Resources
department for any queries or support you may need.

We wish you the best of luck in your future endeavors and sincerely hope for your success in your
career ahead.



Thank you for your understanding.

Sincerely,
[Your Name]
HR Manager

ABC Consultants Ltd.

Q6. Interview the commissioner of the Municipal Department questioning them on how they
propose to solve the problem of garbage collection in your locality.

Ans6. Interview with the Commissioner of Municipal Department on Garbage Collection in Local
Area

Interviewer: Good morning, Mr./Ms. Commissioner. Thank you for taking the time to speak with us
today. As a resident of this locality, | would like to know how the Municipal Department plans to
address the ongoing issue of garbage collection in our area.

Commissioner: Good morning. Thank you for having me. The issue of garbage collection in the
locality is a top priority for us at the Municipal Department. We understand the concerns of the
residents and are committed to finding effective solutions.

Interviewer: Can you please share some details on the proposed solutions or steps that will be taken
to improve the garbage collection process in our area?

Commissioner: Certainly. We have a multi-faceted approach to tackle the problem of garbage
collection. Firstly, we plan toincrease the frequency of garbage collection routes in the locality,
ensuring that garbage is collected on'a more regular and timely basis. We will also deploy additional
manpower and equipment to support the collection process.

Interviewer: That sounds promising. What about segregation of waste and recycling efforts?

Commissioner: Yes, waste segregation is a critical aspect of our plan. We will be initiating awareness
campaigns to educate residents on the importance of segregating waste at source and providing
them with necessary tools such as separate bins for biodegradable and non-biodegradable waste.
We will also work towards setting up recycling units in the locality to promote recycling and reduce
the burden on landfills.

Interviewer: That's great to hear. What about the issue of illegal dumping and littering in public
areas?

Commissioner: Addressing illegal dumping and littering is a key focus area for us. We will be
increasing surveillance and monitoring of public areas prone to illegal dumping. Strict penalties and
fines will be imposed on offenders to deter such activities. We will also conduct regular clean-up
drives and engage in community awareness programs to foster a sense of ownership and
responsibility towards keeping our locality clean.



Interviewer: Thank you for sharing those details. Lastly, how can residents support the Municipal
Department's efforts in improving garbage collection in our locality?

Commissioner: Residents can play a crucial role in addressing the issue of garbage collection. It is
important to segregate waste at source, follow the designated collection schedule, and refrain from
illegal dumping or littering. Residents can also actively participate in community clean-up drives and
spread awareness among their neighbors about the importance of proper waste management.
Together, we can work towards making our locality cleaner and healthier.

Interviewer: Thank you, Mr./Ms. Commissioner, for providing insights on the Municipal
Department's plans to solve the problem of garbage collection in our locality. We appreciate your
efforts and look forward to seeing positive changes in the near future.

Commissioner: Thank you for your support. We are committed to improving the garbage collection
process in our locality and welcome feedback and suggestions from residents. Together, we can
create a cleaner and greener environment for everyone.

Interviewer: Thank you once again for your time and insights. We look forward to seeing the
implementation of these measures for better garbage collection in‘our locality.

Commissioner: You're welcome. Thank you for the opportunity to share our plans. We are
committed to delivering positive outcomes for the community.



