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1. jfty; njhlh;Gfspd; Kjd;ik Nehf;fk; ________ 

 (m) kfpo;tpf;f (M) jfty; ghpkhw;wk; 

 (,) Fog;gj;ij cUthf;f (<) njhlh;Gfisj; jtph;f;f 

 The primary purpose of communication is ________ 

 (a) To entertain (b) To exchange 

information 
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 (c) To create confusion (d) To avoid interaction 

2. gpd;tUtdtw;wpy; vJ njhlh;G tif my;y? 

 (m) tha;nkhop (M) nrhw;fs; my;yhjit 

 (,) gy;NtW tpjkhd gzpfs; (<) fhl;rp 

 Which of the following is not a type of communication? 

 (a) Verbal (b) Non-verbal 

 (c) Multi-tasking  (d) Visual 

3. jfty; njhlh;Gfspy; ‘gpd;D}l;lk;’ vijf; Fwpf;fpwJ? 

 (m)  mDg;gpath; mDg;gpa 

Muk;g nra;jp 

(M) ngWehplkpUe;J gjpy; 

 (,) njhlh;Gf;F 

gad;gLj;jg;gLk; Clfk; 

(<) njhlh;G Vw;gLk; #oy; 

 What does ‘feedback’ in communication refer to? 

 (a) The initial message sent by the sender 

 (b) The response from the receiver 

 (c) The medium used for communication 

 (d) The environment in which communication occurs 

4. Nkyhsh;fSf;fhd jfty; njhlh;G gapw;rpapd; Kjd;ik 

Nehf;fk; vd;d? 

 (m) njhopy;El;g jpwd;fis Nkk;gLj;Jjy; 

 (M) njhlh;G jpwd;fis Nkk;gLj;Jjy; 

 (,) epjp fy;tpawpit mjpfhpf;f 
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 (<) Neuj;ij jpwk;gl eph;tfpj;jy; 

 What is the primary purpose of communication training for 

managers? 

 (a) To improve technical skills 

 (b) To enhance communication skills 

 (c) To increase financial literacy 

 (d) To manage time effectively 

5. vjph;fhyj;jpy; kpf tpiutpy; rhd;Wfis njhpe;J nfhs;s 

tzpf fbjj;jpy; cs;s ________ gad;gLfpwJ. 

 (m) Njjp (M) ifnaOj;J 

 (,) tzf;f miog;G (<) tzf;f KbT 

 ________ in business letter enables quick reference in future. 

 (a) Date (b) Signature 

 (c) Salutation (d) Complementary close  

6. jftiyf; Nfhu ve;j tifahd tzpff; fbjk; 

gad;gLj;jg;gLfpwJ? 

 (m) tpw;gid fbjk; (M) tprhuiz fbjk; 

 (,) cj;juT fbjk; (<) Gfhh; fbjk;  

 What type of business letter is used to request information? 

 (a) Sales letter (b) Enquiry letter 

 (c) Order letter (d) Complaint letter 
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7. Rq;f thpj;Jiwapdh; ,wf;Fkjp thp eph;zak; nra;tjw;F 

cjTk; Mtzk; ________ 

 (m) EioT gl;bay; (M) khw;Wr; rPl;L 

 (,) khYkpapd; ,urPJ (<) tpw;ghd;ik 

 ________enables the customer authorities to levy appropriate 

import duties. 

 (a) Bill of entry (b) Bill of exchange 

 (c) Mate’s receipt (d) Indent 

8. Kfth; fbjg; ghpkhw;wj;jpy;> nghJthd njhlh;G tif vd;d? 

 (m) fld; xg;ge;jq;fs; (M) nfhs;if GJg;gpj;jy; 

 (,) Nrit xg;ge;jq;fs; (,) fzf;F mwpf;iffs; 

 In agency correspondence, what is a common type of 

communication? 

 (a) Loan agreements (b) Policy renewals 

 (c) Service agreements (d) Account statements 

9. nrd;w $l;l mwpf;if vd;gJ ________ 

 (m) mjpfhu G+h;t Mtzk; (M) mjpfhug;G+h;t gjpT 

 (,) mjpfhuG+h;t fbjk; (<) mjpfhug;G+h;t 

nfhz;lhl;lk; 

 Minutes are the ________of the proceedings of a meeting. 

 (a) Official document 

celebration 

(b) Official record 
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 (c) Official letter (d) Official celebration 

10. xU ey;y mwpf;iff;F vd;d gz;G kpfTk; Kf;fpakhdJ? 

 (m) ePsk; (M) njspT 

 (,) rpf;fyhdJ (<) thrfq;fisg; 

gad;gLj;Jjy; 

 What characteristic is most important for a good report? 

 (a) Length (b) Clarity 

 (c) Complexity (d) Use of jargon 
 

PART – B (5X5=25 Marks) 

Answer ALL Questions. Choosing either (a) or (b). 

Answer should not exceed 250 words. 
 

11. (m) gaDs;s jfty; njhlh;Gf;fhd jilfisf; fz;lwpe;J 

tpsf;fTk;. 

(a) Identify and explain the barriers to effective 

communication. 

(OR) 

 (M) epWtdq;fspy; gad;gLj;jg;gLk; jfty; njhlh;G tiffs; 

kw;Wk; Clfq;fisg; gw;wp tpthjpf;fTk;. 

(b) Discuss the types and media of communication used in 

organizations. 

12. (m) Nkyhsh;fSf;F jfty; njhlh;G gapw;rp Vd; Kf;fpak;? 
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(a) Brief why is communication training important for 

managers. 

(OR) 

 (M) epWtdq;fSf;Fs;Ns cs;s gy;NtW tifahd njhlh;G 

fl;likg;Gfis tpthpf;fTk;. 

(b) Describe the different types of communication structures 

within organizations. 

13. (m) gaDs;s tzpf fbjj;jpd; mj;jpahtrpa $Wfs; ahit? 

(a) What are the essential elements of an effective business 

letter? 

(OR) 

 (M) tzpff; fbjj;jpd; tof;fkhd mikg;ig tpsf;fTk;. 

(b) Describe the typical layout of a business letter. 

14. (m) Vn[d;rp fbjg; ghpkhw;wk; vd;why; vd;d? mjd; Kf;fpa 

$Wfs; vd;d? 

(a) What is agency correspondence, and what are its key 

components? 

(OR) 

 (M) tq;fp fbj ghpkhw;wk; gw;wp rpW Fwpg;G tiuf. 

(b) Write a short note on bank correspondence. 

15. (m) tzpf mwpf;iffspd; tiffis gl;baypLq;fs;. 

(a) List out the types of business reports. 
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(OR) 

 (M) xU ey;y mwpf;ifapd; gz;Gfs; vd;d? 

(b) What are the characteristics of a good report? 
 

PART – C (5 X 8 = 40 Marks) 

Answer ALL Questions choosing either (a) or (b). 

Answer should not exceed 500 words. 
 

16. (m) tzpfj;jpy; gaDW jfty; njhlh;gpd; 

Kf;fpaj;Jtj;jpid tpsf;Ff. 

(a) Discuss the importance of effective communication in 

business. 

(OR) 

 (M) etPd tzpfj;jpy; jfty; njhlh;Gfspd; gq;if Muha;f.   

(b) Examine the role of communication in modern business. 

17. (m) Nkyhsh;fSf;fhd jfty; njhlh;G gapw;rpapd; 

Kf;fpaj;Jtj;ij Muha;f. 

(a) Examine the importance of communication training for 

managers. 

(OR) 

 (M) eph;thfj;jpy; nrhw;fs; my;yhj njhlh;Gfspd; 

Kf;fpaj;Jtj;ijg; gw;wp tpthjpf;fTk;. 

(b) Discuss the importance of non-verbal communication in 

management. 



Page No: 8                              Question Code No.: 25O00120-T                           [P.T.O.] 

18. (m) tzpf fbjq;fspy; nkhop kw;Wk; njhdpapd; 

Kf;fpaj;Jtk; vd;d? 

(a) What is the significance of language and tone in business 

letters? 

(OR) 

 (M) gaDs;s tpw;gidf; fbjj;ij vt;thW vOJtJ 

vd;gij tpsf;Ff. 

(b) Explain how to write an effective sales letter. 

19. (m) fhg;gPl;Lj; Jiwapy; gaDs;s fbjg; ghpkhw;wj;jpd; 

Kf;fpaj;Jtj;ijg; gw;wp tpthjpf;fTk;. 

(a) Discuss the importance of effective correspondence in 

the insurance industry. 

(OR) 

 (M) tq;fpj; Jiwapy; fbjg; gbkhw;wj;jpd; gq;if 

tpthpf;fTk;. 

(b) Elaborate the role of correspondence in the banking 

sector. 

20. (m) $l;lj;jpd; epfo;r;rp epuy; kw;Wk; epkplq;fis 

jahhpg;gjw;F Kd; vLf;f Ntz;ba eltbf;iffis 

tpsf;Ff. 

(a) Explain the steps to be taken before preparing the 

agenda and minutes of the meeting. 
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(OR) 

  (M) tzpf jfty; njhlh;Gfspy; mwpf;if jahhpg;gpd; 

Kf;fpaj;Jtj;ij kjpg;gpLf. 

(b) Evaluate the significance of the report preparation in the 

business communication. 

 

 

 


