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Bangladesh Open University
PGDM Program
Semester: 192 (2nd Level)

Course: MGC/ MGD 2305: Business English Due on: January 01, 2021
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(Answer all the questions in own handwriting on A4 size white pages)

‘Business writing is part of business communication” — Explain this statement regarding
the practices in Bangladesh.

As a student of Bangladesh Open University’s PGDM Program, do you think it is
essential to study Business English as a course? Justify you choice.

How do you think communication differs when practicing in national and international
levels of business?

Suppose, you are working for ‘Quality and Innovation Fabrics Limited” as a manager.
What are the reasons that are responsible for creating strong impressions on the letters
written by your company?

Describe the techniques of writing effective business letters.
Explain the importance of Post scripts in writing a business letter.

Suppose you are working for ‘Jamuna Electronics Limited’ as a Human Resource
Division officer. One of your closest colleagues in your department has recently
affected by COVID 19 (Corona Virus). Now, write a letter of sympathy to your
colleague about his quick recovery.

Why Inquiry Letters are getting popular in business organizations day by day? How do
you write letters of inquiry?

Write a negative reply to a letter of inquiry ordering for fifty air coolers (AC) for
immediate delivery.

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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Suppose you are applying for a scholarship for Ph.D. course with a foreign university.
The university requires both your curriculum vitae and at least one reference letter from
one of your Professors who have directly taught you at university level. Now prepare
your curriculum vitae and a reference letter.

Identify the differences between application for jobs and joining letters reflecting some
basic examples.

Who can be an eligible refree?

What are the principles in writing good reports? Briefly explain.

Identify the purpose of having meetings in an organization. Mention the different
categories of meetings that are held in an organization.

Define Minutes. Write about that purposes served by minutes. What are the guidelines
that one must follow for writing effective minutes?

What are the differences between management audit and an operational audit?
Who are auditors? Why does an organization require auditors help in audit report?
What is the objective of an Audit Committee? How do they carry out these objectives?

Why footnotes are useful in study materials?
Describe the techniques of writing footnotes.

What are the differences between traditional and abbreviated footnotes?

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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(Assignment script is to be presented in the student’s own handwriting and A4 size
white paper)

1. Define microeconomics. What do you understand by positive and normative
statement in economics? Explain with examples.

2. What is elasticity? Describe various types of elasticity of demand.

3. Discuss the law of supply. Draw a supply curve from a hypothetical supply
schedule.

4. What is indifference curve? Discuss how a consumer reaches the equilibrium
position with indifference curve.

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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(Assignment script is to be presented in the student’s own handwriting and A4 size
white paper)
1.  What is utility? Discuss the law of diminishing marginal utility.

2. What are the characteristics of oligopoly market? In what case, oligopolist
firms collectively behave lust like a monopolist?

3. What do you mean by labour market? Why is the labour supply curve
backward bending?

4, Discuss the principle of marginal productivity theory.

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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(Answer all the questions in own handwriting on A4 size white pages)

1. (@) What do you understand by entrepreneur? What are the fundamental
functions of an entrepreneur?
(b) Explain the roles of entrepreneur in a developing country.

2. (a) What is entrepreneurial education? Discuss the need for entrepreneurial
education.

(b) What is training? Discuss the role of training in entrepreneurship
development.

3. (a) What is small business? State the feature and nature of small business.
(b) Discuss the personal and social advantages and disadvantages of small
business.

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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(Answer all the questions in own handwriting on A4 size white pages)

1. (a) What is meant by project idea? Describe the process of identification of
project idea.
(b) What do you mean by financial feasibility of a project? What factors
should be considered in assessing financial feasibility of projects?
Explain.

2. (a) Describe the sources of institutional assistance required to develop
entrepreneurship.
(b) Discuss the role of government in promoting entrepreneurship in
Bangladesh.

3. (a) What is meant by project finance? State the short-term and long-term
sources of capital of project.
(b) Discuss the factors considered in determining of sources of funds.

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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Discuss with examples how Managerial Accounting helps management in decision-making.

Discuss the role of management accounting in the decision-making process of a
business organization.

Define the terms cost, cost objects and cost assignment. Are cost and expense used
in all cases in the same sense? Explain.

Discuss the stages or levels of the methods of Indirect Cost Allocation.

Write down the journal entries of job order at different stages.
The following information relates to the job no. 830 of Salam Industry.
Raw materials sent to job Tk.4,250
Raw materials returned from job Tk.220
Both the jobs have been completed by production department.
Direct wages: Department A: 15 hours @ Tk.13 per hours
Department B: 24 hours @ Tk.15 per hours
Estimated variable overhead:
Department A: Tk.49,000 for 7,000 hours
Department B: Tk.81,000 for 9,000 hours

Fixed factory overhead for normal 20,000 working hours is Tk.75,000. Determine the
sales price of job no. 830 by charging administrative and selling overhead on factory cost
@ 10% and adding 20% profit on sales price.

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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1. (@ What do you mean by Relevant Range? Explain the concept ‘Relevant Range’ with
examples.
(b) A contractor obtained a contract to build a house for Tk. 2,50,000. The contract was
commenced on 31st January, 2020. The following costs were incurred for the contract during
the year ended 31st December, 2020.

Materials purchased Tk.56,200
Materials from stores Tk.22,600
Wages Tk.42,000
Plant purchased Tk.20,000
Plant transferred from another contract Tk.8,000
Indirect expenses Tk.6,200
Establishment charges Tk.15,600

Materials costing Tk.8,000 were lost by fire and the plant brought from another contract was

sold at Tk.5,000 after it was used in the contract for 9 months. On 31st December, 2020, the

value of materials at site was Tk.10,600, the plant was revalued at Tk.9,000 and the cost of

work done but not certified was Tk.6,000. Cash received during the year was Tk.135,000

being 90% of the work certified.

(i) Prepare the Contract Account showing the calculation of profit to be credited to the
Profit and Loss Account.

2. (@) Explain the reasons for the difference in profits under absorption costing and variable
costing.

(b) Following cost and sales data relate to Sahinur Limited:
Variable cost per unit:

Direct material Tk.18

Direct labor Tk.20

Manufacturing overhead Tk.10

Selling and administrative expenses Tk.6
Annual fixed costs:

Fixed manufacturing overhead Tk.300,000

Fixed selling and administrative costs  Tk.800,000

During the last year, 50,000 units were produced, and 44,000 units were sold. Selling price
per unit was Tk.100. Determine the profits for the last year under absorption costing and
variable costing.

3. (a) Explainthe importance of variance analysis in controlling cost.
(b) Budgeted cost for production of 5,000 units were as follows:

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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Direct Material: 2,000 kgs@Tk.20 per kg

Direct Labor: 2,500 hours @ Tk.30 per hour

Overhead: @Tk.10 per direct labor hour.

Actual costs for actual production of 6,000 units were as follows:
Direct Material: 3,000 kgs@Tk.15per kg

Direct Labor: 2,700 hours @ Tk.35 per hour

Overhead: Tk.24,300

Calculate: (i) Material Price Variance; (ii) Material Quantity Variance; (iii) Total Material
Cost Variance; (iv) Labor Rate Variance; (v) Labor Efficiency Variance (vi) Labor Cost
Variance; (vii) Flexible Budget Variance for total overhead.

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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“The ultimate goal of a business enterprise is to maximize wealth, no profit
maximization.” — Explain.

Discuss the evolution of financial management.

What do you mean by time value of money? Explain with example that why money
has time value?

What is compound interest rate? Why is it important in the financial transaction?

Define capital budgeting. Describe the characteristics of capital budgeting.
Discuss the steps of capital budgeting process.

Describe the relevant six fundamental concepts of capital budgeting.

Explain different methods of evaluating investment project in capital budgeting.

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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“It is very important to calculate cost of capital for an organization” - EXxplain reason
with argument.

Discuss different sources of capital.
Describe the concept of weighted Average cost of capital.

Discuss the impacts of company size, marketability an flotation cost on the
determination of capital structure.

What is dividend policy? Why dividend policy is important for a firm?
Describe the benefits & drawbacks different of kinds of dividend policy.

Discuss the concept of working capital cycle.

Differentiate among conservative policy, aggressive policy and matching policy of
working capital.

Discuss various problems of financial management in Bangladesh.

Note: Submit your assignment to the Coordinator of the Study Center you are attached with.
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