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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)
E-mail means mail.

a) engineering b) engine

¢) electronic d) energetic

Report writing provides an to factual information.

a) attachment b) evidence

¢) alteration d) impression

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

addressed.
a) Salutation b) Heading
¢) Complimentary close d) Inside address
is a form of technical barrier in communication.
a) no ventilation b) distance
c) lack of confidence d) electricity failure

Eye contact is most effective in the goal to gain

a) wealth b) trust
c) objective d) success
Grapevine communication if not is unhealthy for an organization.
a) developed b) controlled
¢) banned d) none of these
An appointment letter is a document that serves as a written confirmation
that your organization has agreed to employ someone.
a) real b) technical
c) legal d) short
, posture, gesture, eye-contact, movement are the forms of non-verbal
communication.
a) Body language b) Writing
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10.

11.

12.

13.

Q.2)

Q.3)

Eal s

Q.4

A

c¢) Oral d) Speaking

A letter is written when the purchaser does not find the goods up to his
satisfaction.

a) complaint b)order

¢) enquiry d) quotation

As compared to , e-mails are a cheap way to communicate with people.

a) voice mail b) letters

c) pager d) fax

lets you combine numerous media in a single message.

a) Auditory aids b) Handouts

¢) Electronic Communications d) Visual Aids

In a workplace,any touch except for should be avoided.

a) pat on the back b) holding hands

¢) squeeze shoulder d) handshake

A reportis a record.

a) permanent b) temporary

c) oral d) imaginary

Write Short Note (Any 3) 15)

Importance of communication in relationships
Order letter

Physical Barriers to communication
Downward communication

E-mail

Answer the following question in 150 words. (any 2) (20)
Prepare a resume of your own.

What are the different forms of Non-verbal communication?

What are the various barriers to effective listening?

Describe the elements of communication process.

Answer the following question in 300 words. (any one) a5)
Elaborate the various types of business letters.
State the inner and outer qualities of a good business letter.

State and explain the types of communication in an organization.
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