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Q.1

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

Answer the multiple Choice questions. (Any 10) (10)
In the olden days people used fire and to communicate to each other.
a) smoke b) water
¢) wood d) wax
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
is an instrument used to receive short messages.
a) Pager b) Teleconferencing
c) Letter d) Mobile

Reports present facts about certain given activity in detail without any suggestions.

a) Non-statutory b) Statutory

c) Analytical d) Informational
Contflict resolution is an skill.

a) automatic b) easy

c) exceptional d) interpersonal

represents the name and address of the organization to which the letter is
addressed.

a) Salutation b) Heading
c¢) Complimentary close d) Inside address

Video or Audio meetings with people faraway is possible due to

a) teleconferencing b) telegraph
¢) telephone d) telex
Active listening aims to bring about in people.

a) change b) challenges
¢) information d) education
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10.

11.

12.

13.

Q.2)

Q.3)

Eal s

Q.4)

A

WLAN stands for Local Area Network.

a) World b) Wide

c¢) Win d) Wireless
While framing future policies, reports provide information and
a) facts b) figures

¢) guidance d) none of these

Recovery letters are sent for the collection of pending amount of

a) letters b) money

c) work d) none of these

Inter- departmental communication is a part of communication.
a) horizontal b) upward

¢) downward d) diagonal

A should be updated from time to time.

a) letter b) memo

c) report d) resume

Write Short Note (Any 3)

Importance of Communication
Grapevine Communication
Body Language

E-mail

Resume

Answer the following question in 150 words. (any 2)

State the principles to effective communication.

Describe the internal and external qualities of a business letter.
Explain the various forms of Non-verbal communication.

Describe the elements and process of communication.

Answer the following question in 300 words. (any one)
State the barriers to listening. Explain the key points to effective listening.
Explain the structure of a report.

State the various types of communication in an organization.

(15)

(20)

(15)
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