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PART A — (10 X 1 = 10 marks)

Answer ALL the questions.

Choose the correct answer :
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The communication flows from the subordinates to
the top management is called as
communication.
(a) downward (b) upward
{c) vertical (d) none
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The word ‘communication’ is derived from
word ‘communico’. :

(a) French (b) Greek
(¢) Latin (d English

Cursmar sowg smpgssoar goraflLifmhs
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Exchange of idea or information from one person
to another is known as

(a) telephone (b) order

(c) communication (d controlling
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When a manager directs his deputy manager to do
something. It is an example of

communication.
(a) formal (b) informal
(¢) external (d) upward
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in business letter enables quick
reference in future.

(a) Date

(b) Signature

(¢) Salutation

(d) Complementary close
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In business letter salutation should be written
below the : .

(a) Date

-('b) Inside address
(c) Complexﬁentary close
(d) Body of the letter

s afsseoplear @pseuodeauf 'ﬂﬁaﬁum
Celiaugng 25a|b peueTd
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(@) wrgler Grégy (F) eIpuneTend

enables the customer authorities to
levy appropriate import duties.

(2) Bill of entry (®  Bill of exchange
(¢) Mate's receipt (d) Indent

@rie Bg Geeasd (FOR) eretug
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10.

Free On Rgil (FOR) means

(@) the price quoted includes the cost of carrying
the goods to a railway station and loading
them into a wagon

(b) the seller will bear the charges of transport

(¢) price includes all costs and charges for
placing the goods near the ship

{(d) none of the above

safipul SibéamasE asaEsT(H

(=) seflamswrariar oiflsama
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(@) sonssooafar osms
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Example for report by an individual is

(a) Auditor’s report

(b) Report of the secretary of a cbmpany
(©) Report of the head of the department
(d) All the above

ugrusefler Qzmely (S,
(@) siflsams (=) Plepeys Golly
(&) Smomembd (F)  eagayldan
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is a summary of information.

(b) Minutes
Resolution @

Report

None

PART B — (5 X 5 = 25 marks)

Answer ALL questions, choosing either (a) or (b).

Each answer should not exceed 250 words.

11. (=)

(<)

12, ()

(=)

S&aIe) QgTLMbdr smm&eT wremel ?
What are the elements of communication?

Or

amdiefl  gHeue
wreneu ?

Qs Qe

GUIg-GUMBISET

What are the forms of oral communication?

Cueramenufled SS5QID
Wsfuggeusms Fmms.

Qg mmSen

State the importance of communication in
management.

Or
opant  gaseud Qsrimlear perewsmers
GMNU9@s.
Mention the advantages of formal
communication.
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15.
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(=)
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Qanéter Gouamg Wienau Wree ?

What are the precautions should a business
man take while replying to a customer’s
complaint?

Or
ApLenans Gl sSEem HETMOEET LITEHaI?

What are the advéntages of a sales letter?

aund) sy shsafier euansseT WTane ?

What are the types of banking
correspondence?

Or
@n&Ewa sushsaier - Cprésmsamand
GHilud@s.
Specify the purpose of import
correspondence.

@ fphs sidlémsuler QuidysT wreeou?

What are the characteristics of a good
report?

Or

SiH&emaud 6ir

&HwssaSm
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Bring out the importance of report.
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PART C — (5 x 8 = 40 marks)
Answer ALL questions, choosing either (a) or (b).
Each answer should not exceed 600 words.

16. (=) axfliss sgswe Qsriimer Curasmsomer

WS,
Examine the objectives of business
communication.
Or
() sa6euD Qsrem9e o _dTer SO E@ET

arfirQananEnd (papsanar efeufl.

Describe the methods to overcome the
barriers to communication.

17. (=) gsaud Qi cumewewbeledr umssmer
cflemége. '

Explain the types of communication network.

Or
(=) eopstgn  gseued -~ QsTUiywen e

CTETQN ? JiFET Beneplo Senlosener efleurd):
What is informal communication? Discuss its

merits and limitations.
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18.

19.

(1)

(<)

(1)

(=)

SID  GODPHS 765G A@INUSTY FHULL
BegL b GHss Apueer @psai, 2 pusd
fyeuensding st sy sb Qeaflear auas.

Draft a complaint letter by an agent about

the loss due to supply of low quality goods by
the producer.

Or
cuenfls Blimicuenbd, auanfls slgSSHer
SeTauemindaafa @erumhmid ueGeum
unesflaenar eflaufl.

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

(PHEUT FEaUD ngLﬁlﬂm voGaum Hemwsamer
oflemd@ .

Explain the various stages in agency
correspondence.

Or
SPueT  STNSUH  URGSNTT  QReUT  S&TS
sTISC R vsHisas puumLey Qadsg uemmb
aprigLrm  Spwda sTUSCE  Aneasdn
S S Qenhenar cuenys.
Draft. a letter to the Life Insurance

Corporation regarding surrender of life
insurance policy.
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20. (=) N&ms gun:ﬁuug,aﬂeh Hlemesamer efaurl.

Describe the stages in the preparation of a
report.
Or
(<) <ibsamser Gorés é-llq.Lll_l@l_u_(ﬂGi) S| S 60T
CUMGEEHENET 66T (G5 .

Explain the types of report on the basis of
purpose. ' |

Page 10 Code No. : 10803 B



