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Q. 1A

10.

11.

12.

13.

Instructions: 1) Attempt all Questions
2) Figures to the right indicate full marks

Answer the multiple-choice questions (Any 10) (10)
Report writing provides an to factual information.
a) attachment b) evidence
¢) alteration d) impression
Eye contact is most effective in the goal to gain
a) wealth b) trust
c) objective d) success
is a form of technical barrier in communication.
a) no ventilation b) distance
¢) lack of confidence d) electricity failure
A should be updated from time to time.
a) letter b) memo
c) report d) resume
Understanding the helps in effective communication.
a) decoder b) sender
C) receiver d) encoder
Communication with relatives and friends is type of communication.
a) formal b) verbal
¢) non-verbal d) informal
Communication can be edited and revised before sending.
a) Oral b) Grapevine
¢) Written d) Non-verbal
Recovery letters are sent for the collection of pending amount of
a) letters b) money
¢) work d) none of these
Video or Audio meetings with people faraway is possible due to
a) teleconferencing b) telegraph
¢) telephone d) telex
is an instrument used to receive short messages.
a) Pager b) Teleconferencing
¢) Letter d)Mobile
The first and foremost part of the letter is the that contains the name and
address of the sender firm.
a) salutation b) date
¢) heading d)body of the letter

represents the name and address of the organization to which the letter is
addressed.
a) Salutation b) Heading
¢) Complimentary close d)Inside address

While framing future policies, reports provide information and
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a) facts b) figures

¢) guidance d) none of these
Q.1 B Answer in one sentence (Any 5) (10)
1. Define communication.
2. What is quotation?
3. What is encoding and decoding in process of communication?
4. What is horizontal communication?
5. What are the physical barriers of communication?
6. Name any two forms of non-verbal communication?
7. What is a resume?
Q.2 Write Short Notes (Any 4) (20)
1. E-mail
2. Grapevine communication
3. Importance of communication workplace
4. Order letter
5. Physical barriers to communication
6. Downward communication
Q.3 Answer in 150 words (Any 3) 30)
1. Describe the essential qualities of business letters.
2. Explain in detail the process of communication.
3. Prepare your own resume.
4. Write the principles of effective communication.
5. Explain the forms in which non-verbal communication takes place.
Q.4 Answer in 300 words (Any 2) 30)
1. Describe the structure of a Report.
2. What are the key points to effective listening? State the barriers to listening.
3. State and explain the barriers to communication.
4. State and explain the types of communication in an organization.
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