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Q.1 Fill in the blanks by choosing correct alternative (10) 

1. The ---------- field indicates the sender’s address.  
 a) Bcc b) From c) To d) Inbox  

2. The tone of the circular should be -----.  
 a) Humorous b) different for 

different audience 
c) A letter d) A news report   

3. To hide someone’s email, we use ---- option for writing email address.  
 a) Cc b) Bcc c) Acc d) Dcc  

4. In letter writing format, a title, “Dear John” is an example of ----.  
 a) Salutation b) Introduction  c) Body of letter d) None of these  

5. A/An ----- is written to seek information from other organization.  
 a) inquiry letter   b) complaint letter  c) informal letter  d) none of these  

6. When we want to share our feelings with our friends, we choose to write ------.  
 a)  A poster b) A dairy c) A letter d) Report   

7. Any kind of letter generally ends with -------.  
 a) Signature b) Subscription c) Heading  d) Salutation  

8. ------ is the record of the meeting in which they have taken decisions and discussions.  
 a) Agenda b) Minutes c) Report d) Letter  

9. ------ is the planning of the meeting which will be held in future.   
 a) Agenda  b) Meeting  c) Letter  d) Research  

10. By what method we can know what the receiver understood or got the message?  
 a) Feedback b) transmitting  c) Message d) None of these  
   
Q.2 Answer in brief (Any two) (20) 
 1) Write an agenda of the meeting of planning for annual function in your college.  
 2) Write an application letter for the post of the manager in Tata institute.  
 3) Evaluate the technical communication.  
   
Q.3 Answer any one of the following. (Any one)  (15) 
 1) Write the minutes of the meeting which is held in your department .  
 2) Mention the types of letter and the features of  letter writing.  
 3) Importance of circulars and memos.  
   
Q.4 Short notes  (any three) (15) 
 1) Format of minutes.  
 2) Format of formal letter.  
 3) Guidelines of writing effective minutes.  
 4) Guidelines for writing circulars and memos.   
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