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PART - A (10 x 1 = 10 Marks)

Answer ALL Questions
Choose the correct answer :
1. s®6eu60 OHTLTYS6T6N (LpHeienlD GHTHaHLD

(1) W&pelbhs () SHHausd LMDTHBBLD

(B) GWILHMS 2 [HaITHS () OsTLTYSMENSH HiTHD
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

LledTeumeueauBled 61&H GHTLITL elend Di6L6v?

(1) eumuiGlomi) (&) QFTBHET DIGLELTHEN6)

(@) uevCeuml elspiome Liewidmem (F) &SI

Which of the following is not a type of communication?

(a) Verbal (b) Non-verbal

(c) Multi-tasking (d) Visual

HBED CHTLTLH6MN60 ‘LITTENL LD 6Tendd @GHnlbamaHI?

() IIweNT Sieniliiud (1) GQuUIBALLOmHSH LIFH6D
HTDL CFUIS)

@) OsTiuse (F) QBT gBUBL Eloed

LweiTL(BSHSULIBLD 261D
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
CLoeUTENTHEHEBHHBTE HHBAUIGD OSHTLTL] LUIBF U6 (LpSHeiTenLo
CrrTdaLD 616076017
(o) OamPlevmI’ LI FHBeiidenen GobLIBSHSHIH60
(1) QFHTLITY FHmeiidenen GLolbLIBEHSHIFH6D
(@) P& sevallwnfenel DFH&fbs
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(F)  Cprems SipouL BliTalsHs6

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

IS THTVHIHL e  alemelled Fmeipibenen CHMbd  OCsmeien

QUEMNED HIQFHHDH6D 2_6iT6N LIWISSTLB S BSI.
(o) G (&) ®SOUWSSI
() o6UMIHD DHWIPLIL] (FF)  6U6MIHS (LPI96)|

in business letter enables quick reference in future.
(a) Date (b) Signature
(c) Salutation (d) Complementary close

HEHEUD6VH Gamy 61b % 6)60) 3 ULIT 60T 6001 &b & HIQPHLD

LweTUBSHHILBSBSHI?
(1) olBueme HIQHID (1) NFTTene HIQHLD
(8) 2 5376 HYDHID (F) USTT SlgHLd

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.

Gmis  aufldHempBulent @me@Gwad  eufl  miTewuid OFUInSHBE
® HED YeUewId _

(1) BIOWE| LILIQUIE) (=) wrBuF 6

(&) wreundluilesr Sresl (FF) ol BLT6IT6mLD

enables the customer authorities to levy appropriate

import duties.

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

(c) Mate's receipt (d) Indent

(P&HaIT HlgHLl UMNDTBBHH60, GUTHINTE OCHTLTL| 6M6NSH 616516017
(o) L6 QLILIHHMISHET (1) O®smeitens LSHINLNSHH60
() BFemer @LILIHGHMIGH6N (B) WEG DNHNBHH6IT

In agency correspondence, what is a common type of

communication?
(a) Loan agreements (b) Policy renewals
(c) Service agreements (d) Account statements

CFIB Fnl L DNSlHenE  6T6MLIGI

(D) DABHBTT 1LT6N  SYEIGHILD (1) DBBTILYTeN L6

(B) SIPSMIYTEN HlYHLD (F) BByl e
& T6oTLTL_L LD
Minutes are the ____ of the proceedings of a meeting.
(a) Official document (b) Official record
celebration
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(c) Official letter (d) Official celebration

10. @@ BEVEL DB HMBHEG 616060 LWL LOIGaD (PSHHUILDT6IS]?

(1) oD (21) Gzerley
(®) dosevreangl (F)  GUTFHEIBEN6L
LG0T (B HEHIFH6V

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. (o) uwEIeiTen HBIED CHTLTLSHSTEN HenL Hen6eNd Bl Mlhal
a6 &H6)LD.
(a) Identify and explain the barriers to effective
communication.
(OR)
() HiBIedehIG6Te0 LWTLBSHSIILBID HB6U6D GHTLITL IeNHH6I
LOBMILD 261L_HHIGHN6TL LB elleurdHebsaib.
(b) Discuss the types and media of communication used in
organizations.

12. (o1) GueoreniTaehd@ HB6UsL OHTLTL LUIBH eer (pdHaluib?
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13.

14.

15.

(a)

()

(b)

(1)

(a)

(=)
(b)

(1)

(a)

(=)
(b)

()

(a)

Brief why is communication training important for
managers.

(OR)
b BIITRIGEHHEGH6TCT 2 _6iTenm LILEaIMI euenBWITE  OIFHTLTL]
HL_LemLoLILBeneT  aleufldbasaib.
Describe the different types of communication structures
within organizations.
LILISDIGTEN 6Nl HIHHSH DHSHWTeUFUl FnBIH6T WITene?
What are the essential elements of an effective business
letter?

(OR)
QNN BH BHIQHHH IPHBIOTE DIeDIOLIDL )leNT&HSHR)|LD.
Describe the typical layout of a business letter.
gJOmeiid HlgHll LIMDTHBMID 6TEHIMBTEL 6160607 DIFH6I (P&
FnBIGH6IT  6T60T60T
What is agency correspondence, and what are its key
components?

(OR)
amid &Hlgsh uflomBpid uBs Fpl GBIl alemTs.
Write a short note on bank correspondence.

QUGB DN HNBEHEN60  UENBHENGT  LIL_ 19 U160 (HHISHEIT.

List out the types of business reports.
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(OR)

() @@ HELEL BNSbemdUTl6 LIGwTLIEH6IT 616016017

(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. (&)

(a)

(=)

(b)
17. (=1

(a)

(=)

(b)

626001 & 5 ) 6V LwIeDIm &H3H6U6D @HTLTL60r
(LPSH B UISHHINNHH M6 61 G .
Discuss the importance of effective communication in
business.

(OR)
HOIT GU6TNBHBH D HHBAOI6D CHTLTL ST Lblend TTUIS.
Examine the role of communication in modern business.
@GLDEVT6YTIT S (6TH & T 60T HEH6)60 OSHTLITL LT &ulleor
(PSHBUHHINNSHMSH UTTUIS.
Examine the importance of communication training for
managers.

(OR)
BITOITEHSHSH60 CFTB&H6I SI6LEVTH QHTL T 61 60r
(PpSHBUWSHGHINUSHMmSL UMM alleuTdHldase]LD.
Discuss the importance of non-verbal communication in

management.
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18.

19.

20.

(21)

(a)

(=)

(b)

(21)

(a)

(=)

(b)

(21)

(a)

660011 B9 HMIH6IT 60 Qomigl LOMBMILD AL INEY
(LPSHBUISHSGHINILD 616316017
What is the significance of language and tone in business
letters?

(OR)
Lwlenlieiten  elBLeMeNIS  HlgHHendH  6lelelTml  61(1DSHINSEI
SITLIENS  )l6TTd &) Hb.
Explain how to write an effective sales letter.
ST (S  Hlewmuled Liignleem &g Ll LfommmddHeon
(PHBWSHGHINUGHMBL UMM elleuTdldbame]LD.
Discuss the importance of effective correspondence in
the insurance industry.

(OR)
QmIPHH FHemmulled SHgHIl LIQLOTBBSHHI0 Libend
alleurfld&He|LD.
Elaborate the role of correspondence in the banking
sector.
Fal_ L &aeon BBLPF ) HIJ6L LOBMILD BILOIL_MIH 66T
SWUTTLUSBE (pedT  61(hHd  Couswigul  HL 6)IYEHNHIHENEI
a6 d & .
Explain the steps to be taken before preparing the

agenda and minutes of the meeting.
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(OR)
(1) alewlld HBaled OHTLIYSBMN60 Dflbensd  SHwmfliider
(PSHBUWHGHINNSHMS LH I (HSb.
(b) Evaluate the significance of the report preparation in the

business communication.
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