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PART A— (10 X 1 = 10 marks)

Answer ALL questions.
Choosing the correct answer.
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What is the primary purpose of communication?
(a) To entertain

(b) To exchange information

(© To create confusion

(d) To avoid interaction
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Which of the following is NOT a type of
communication?

(a) Verbal (b) Non-verbal

() Multitasking (d) Visual
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What does ‘feedback’ in communication refer to?

(a) The initial message sent by the sender

(b) The response from the receiver

(¢©) The medium used for communication

(d) The environment in which communication
occurs
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What. is the primary purpose of communication
training for managers?

(@) Toimprove technical skills
(b) To enhance communication skills
() To increase financial literacy

(d) To manage time effectively
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Which type of communication structure promotes
open dialogue across all levels of an organization?

(a) Hierarchical structure

(b) Flat structure

(¢) Centralized structure

(d) Formal structure

sseumes Gen ahs eesUTer aalss &Sish
vweTuRSsLILGEDS ?
(=) efpuemer sigsib
(&) 28g78y H4sD 1 (F) ST S50

What type of business letter is used to request
information?

(<) eflemrenemt &b

(@) Sales letter (b) Enquiry letter
() Order letter (d) Complaint letter
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Which of the following is an essential element of
an effective business letter?

(a) Lengthy explanations

(b) Clear purpose

(¢) Casual tone

(d) Use of jargon
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In agency correspondence, what is a common type
of communication?

(a) Loan agreements
(b) Policy renewals
(¢) Service agreements

(d) Account statements
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What is the purpose of a premium reminder in

insurance correspondence? '

(a) To provide a policy summary

(b) To inform about a change in coverage

() To notify the policyholder of upcominé
payments

(d) To solicit new policies
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What characteristic is most important for a good
report?

(a) Length (b)
(c) Complexity (d)

Clarity

Use of jargon
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PART B — (5 x 5 = 25 marks)

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

Each answer should not exceed 250 words.
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Identify and explain the barriers to effective
communication.

Or
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Discuss the types and media of
communication used in organizations.

(1) CuerarisEnéE sa6ud. sty LdHd qer
W&E Wb ?
Brief why is communication

important for managers.
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training

Describe the  different types of
communication structures within
organizations.
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What are the essential elements of an
effective business letter?
Or

acfllss syssfar apssLTET SOl
efleTé&sa)b.

Describe the typical layout of a business
letter.
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What is agency correspondence, and what
are its key components?

Or
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Explain the role of correspondence in
import-export activities.
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List out the types of business reports.
Or
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What are the characteristics of a good
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.
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Elaborate the characteristics of successful
communication.
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Examine the role of communication in
modern business.
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Examine the importance of communication
training for managers.

Or

‘rﬂrrajmsgsﬁw Qempaer ety QsTiiysater
Wp&Husgiusest upd efleurdéseab.

Discuss the importance of non-verbal
communication in management.
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What is the significance of language and
tone in business letters?

Or
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Explain how to write an effective sales

letter.
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Discuss the effective

correspondence in the insurance industry.

importance of

Or
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Elaborate the role of correspondence in the
banking sector.
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Explain the steps to be taken before
preparing the agenda and minutes of the

* meeting.
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Evaluate the significance of the report
preparation in the business communication.
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