
Q1) What is ‘Communication’? Explain the nature and importance of Business
Communication. [16]

OR
What is Non-Verbal Communication? Explain the merits & demerits of Non-
Verbal Communication.

Q2) Describe types & elements of effective speaking. [16]
OR

What is business letter? Explain the importance of business letter.

Q3) a) Write reply to enquiry letter from M/s Swapnil Traders, Shahupuri,
Kolhapur to the proprietor M/s Sandeep General Stores, Sadashiv Peth,
Pune, about the price & time of delivery of various types of stationery
goods. [8]

OR
Write a job application letter to M/s SKF Limited, Chinchawad, Pune, in
response to an advertisement in daily ‘Sakal’ for the post of general
manager.
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b) Sumit Traders, M.G. Road, Pune requires the various types of electronic
goods. Write a letter for placing an order to M/s Avinash Traders,
Gulbarga Road, Solapur. [8]

OR

Write a circular letter on behalf of Bharat Forge Ltd., Mundawa, Pune to
their employees regarding submission of savings proof for calculation
of yearly Income Tax.

Q4) What do you mean by ‘office circular’? State uses & occasions for sending
office circular. [16]

OR
Explain in detail the advantages and disadvantages of Technologies in Business
Communication.

Q5) Write short notes (Any Four) : [16]
a) Internet.
b) Video Conferencing.
c) WhatsApp.
d) Office Orders.
e) Press Releases.
f) Reasons for complaint letter.
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Q1) a) Fill in the blanks : [5]

i) In Cost Accounting, stocks are valued at _____.

ii) Factory cost + administrative expenses = _____.

iii) _____ avoids ambiguity in description of materials.

iv) _____ is the recording of time for the purpose of attendance &
wage calculations.

v) The objective of _____ is to reward an employee suitably on the
basis of his merit.

b) State whether the following statements are True or False : [5]

i) Computerizing the business accounting, payroll and other tasks
increases office efficiency.

ii) In piece rate system, worker is paid on the basis of time spent in the
factory.
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iii) Indirect expenses are those expenses which can be identified with
& allocated to cost centres or cost units.

iv) Maintenance to machinery is an example of a service cost centre.

v) Cost is the amount of expenditure incurred on, or attributable to a
specified thing or activity.

Q2) Define the term Cost Accounting. State the objectives and functions of Cost
Accounting in detail. [15]

OR

a) State the features & uses of direct costing. [10]

b) State the objectives of Merit Rating. [5]

Q3) Write short notes on (any three) : [15]

a) Methods of Measuring Labour Turnover.

b) Group Bonus Scheme.

c) Use of computer in Store Accounting.

d) Cost Sheet.

e) Functions of Purchase Department.

Q4) a) Following information is provided by Aditya Industries Ltd, Pune.
Particulars Opening Closing

balance balance
(Rs.) (Rs.)

Stock of Raw material 40,000 50,000

Stock of Finished Goods 1,00,000 1,50,000

Stock of Work-in-progress 10,000 14,000
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Particulars Rs.

Indirect Labour 50,000

Lubricants 10,000

Insurance on plant 3,000

Purchase of raw material 4,00,000

Commission on sales 60,000

Salary to Salesman 1,00,000

Administrative Expenses 1,00,000

Carriage outward 20,000

Power and Fuel 30,000

Direct Labour 3,00,000

Depreciation on Machinery 50,000

Factory Rent 60,000

Repairs to Factory Building 11,000

Sales 12,00,000

Prepare a Cost Sheet and show Profit/Loss. [15]

b) The annual requirement of a product is 12,000 units, each costing Rs. 6,
every order costs Rs. 200 and inventory carrying charges are 20% of the
average inventory per annum.
Compute the Economic Order Quantity. [5]

Q5) a) From the following information of Sunrise Industries, prepare a Store
Ledger on the basis of Weighted Average Rate Method for the month of
March, 2015. [10]
1. Purchases 100 units @ Rs. 10.

2. Purchases 200 units @ Rs. 10.20

5. Issues 250 units.

7. Purchases 300 units @ Rs. 10.50
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10. Purchases 200 units @ Rs. 10.80

13. Issues 200 units.

18. Issues 200 units.

20. Purchases 100 units @ Rs. 11.

28. Issues 150 units.

b) Weekly working Hours : 48

Hourly Wage Rate : Rs. 10.

Standard Time per unit : 20 minutes.

Standard Output per week : 120 units.

Actual Output for the week : 150 units.

You are required to compute the weekly earnings of a worker under :[10]
i) Taylor’s Differential Piece Rate.
ii) Halsey Premium Plan.
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