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PART A - (10 X 1 = 10 Marks)
Answer ALL Questions
Choose the Correct Answer
1. &ipmlemevl’l LsooflwmeryserflL OB CLo6Blemey
LI6oof | WITeT(H& @ QF WIS emnUl sILIL|LD (penm
HH6U QSTLITL (Lnemm ereor LILI(HLD.
(9]) SLCBTEHEHW () GLeVCBHITEHSHIW
(@) QFmG5Hs (M  eTgle|dleveney
The communication flows from the subordinates to
the top management is called as
communication
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(a) Downward (b) Upward

(c) Vertical (d) None

2. Q&T(HEUSH60T CLNGVLOITEOT H&HEUEV GISTL L
(Lemmen Wl LI LILIGI QLS LD.
() SCermisen (9,) Q&FLDBHTYE6N
@) GamLilg&en @  Ulgmgerdulsen
The study of communication through touch is known
as___
(a) Cheonemics (b) Semantics
(c) Haptics (d) Proxemics

3. GUITEFMEIT 6VVS &(HSH & &HE06IT
eGIL@GHS LLOADTGHGSES LUFlmhls
QG ITETEUEM S 6TEOTSH G MITLD.
(9]) QHTemeLVCLT (S,)  2,60)600T
@) &&aL sTLIL )  SLOUUOSSS
Exchange of idea or information from one person to
another is knownas__

(a) Telephone (b) Order
(c) Communication (d) Controlling
4, SHH6U6V QFHTL L] 6T60TLISI 62(H

Bl MI6U60TES S M &6 Q&F W LILBE& 6T,
2 HeUMHSLILGSR D, QFWeLIOSTM Q& TLITL

LPEDM G0
(&) QBMHEHHL (D)) QUMY &HMHUITETT
(&) Blmeleo @  Qeueflliym

Communication is the facilitation, creation
and operations of communication within an

Organization.
(a) Crisis (b) Customer
(c) Organisational (d) External
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5. eHFsHmevsHev WsallenTalley & meormidemer
Q&I bSI Q& TETET 6U68 HlQHHH 6L 2 6Tem_
LWeTLG S mS.

(S) GCEH (S%) OBCWWSHS!
(B) 6UEITS:S eMPLIL]  (F)  6U6EIIT&HS (LPIg6)
In business letter enables quick reference in

future.
(a) Date (b) Signature
(c) Salutation (d) Complementary

close
6. BLbel(HeUeTEUDMIET 61600155 B985 H 6V
2 GTATLMISTSHSI 6TSI?

(&) FHMOI&HNS (@) ellMLemeT 519D
519 510
@) Gosflliysuusld @) SHeofllul L
&H1QHLD

Which one of the following is not included in the
Business letter?

(a) Circular letters (b) Sales letters
(c) Collection letter (d) Personal letter
7. &ms auflemwl 6T6OTMILD {60ILPGHFHEVITLD

(S) @méGLS aull (@) ghHoinG el
@) uflorhHm efsLd (F)  @eumnilev

g &1L01 6066V
Customs Duty is also called
(a) ImportDuty (b) Export Duty
(c) Exchange Rate (d) None of these
8. &mULI® .9 5AIEHESHCAT 366Vl

SLOUBSSHCUT QFWWTSI.
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(=) @evrmuid (<) 2DHUSS
@ 2 pusHH e () LSS
Insurance cannot prevent or control the

(a) Profit (b) Production
(c) Productivity (d) Risks

9. FNMBMIEOTLONS 62(H 61600118 Bl MIee6TLD
MEGemnsHmW SWTSS! @ 6oL 66l & & 6T
FILUNSESH M
(=) HeTHEHTMILD (<) QUMTIHEHMTMILD
@) WrshHCHTMILD )  eueulIGuUMs

Reports are prepared and presented at
intervals in the usual routine of business.

(a) Daily (b) Weekly
(c) Monthly (d) Periodic
10. QF6TM Fal L MG TeOTLISH

(S) SAHSTT L6 (@) SABGTLILLT6
2,61 600T LD LS ey

(@) SABsTyLFe "  SABSTFLLLT6
&L HLD Q& MTE0OTLTL_L_LD

Minutes are the Of the proceedings of a

meeting

(a) Official document (b) Official record,
celebration

(c) Official letter (d) Official celebration

Part B - (5x5=25)

Answer all the questions by choosing either A or B
Each answer should not exceed 250 words

11. (&) &56U6V QGTLFLI6T G MIGH6T WITe0I6U?
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()

12. (99)

()

13. (o)

()

14. (o)

()

What are the elements of communication?
(H6V6VSI(

Tl 856160 QSTLITLI60T 61Le.61MHISH 6T

wimemeu?

What are the forms of oral communication?

GLoevmevoremlnUNl6L Q&ML 6T G5 6m6UE6IT
WImemeu?

What are the need for communication in
Management?

(Sf6v6u3I(
QLB Bl o6 6ot & 5616V Q&ML LY 60T
(NERWGHSIUEGMTH G 6eUerflEHQ &Moo,

Bring out the importance of Corporate Communication.
LIS TISETTS LDMTMID SalmigseneT LM eTpsis.

What are the sources of Mistakes giving rise to
complaints?

(S16V6VSI(
M LIEM60TS &19.85 55 60T [HE0TEMLOGET WIT6mI6M?

What are the advantages of a sales letter?

am® &g uflbmHon umnl Fo Golly
U T .

Write a short note on Bank Correspondence.

. (oevevgl(
gogad  sus  uflurHpsHer TG
FHQFHHMS LMW FHEEHLNMTEH l6ns & 5.

Briefly explain the specimen letters in the Agency
Correspondence.

Page No 5 Question Code No.: 2400015-T [P.T.O.]



15. (&)

()

@@ FMHS M 568Ul 60T @) UI6VL|E6T UITeneU?

What are the characteristics of a good report?

(SH6V6V3I(
3 M) & 60 8 Ul 60T (PEHERWE SIS
Q6686 5 TeuoT [ 5.

Bring out the importance of report.

PART C-(5x8 = 40 marks)

Answer ALL questions choosing either (a) or (b).
Each answer should not exceed 600 words.

16. (31)

()

17. (&)

()

6U6DOT &S H60T  LILISIGTET SH&HeU6V Q&S TLTLeor
(NER WS S6UE T emeor al6ms G ss.

Discuss the importance of effective communication in
Business.

(S{6veuaI(
LevGeum eUeMGHWITET HHU6V QFTLJL|SH606T
QLT MU,

Examine the various types of communication.
556UV QSTLIL 6UemeLWenNa6T 6160858606
6J6TE: & 5.

Explain the types of communication network.
(SH6V6VI(

PEOMETTT H&HEUV QFTLIL|(LNEMNM 6T60TMIT6V

6TEOTEOT? 3| &560T [HEOTEMLN FemLngemeT alleUmS).

What is informal communication? Discuss its merits
and limitations.
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18. (o)

()

19. (o)

()

20. (&)

()

5T GMMbHS FI6HG A@UNWSTH gmLILL
BeLID GMHa elbuemer wW&all, 2 MHUSS
BOearsSnEeG SalésE@hn UsTy &lsn
6 60T ) 60 60T 6L EM [T 5.

Draft a complaint letter by an agent about the loss due
to supply of low quality goods by the producer.

(S16V6VSI(
6U6001 185 QULg6UE MG L LI6dT LIMmILD
LIT600T | & 60 61T 6U6001 &8 &0 eI 6T SI5.

Describe the styles followed by the business form in
the layout of a business letter.

QD&GLE goHmLG &sug UFlLTHDSSH 6
LIWeTLI(HID (P&H W UTTS M S5 8606T 6T & 5.

Explain the important terms used in Import- Export
Correspondence.

(S16V6VSI(
STULILH Q&meatensUuiledr [HITeTE 6U608 8 6M6T
alleurfl.

Describe the four types of Insurance Policies.
58 WM& 56060 Blemevsemer alleurfl.

Describe the stages in the preparation of a report.
({6V6VEI(

CpmsHs Il uiey  ser  IMlsHens

6U60) 5560 6T 6615 (& 5.

Explain the types of report on the basis of purpose.
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