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PART A

1. Define ‘communication’.
2. What is ‘upward communication’?
3. What is meant by the heading of a letter?
4. What is the position of the date line?
5. What is report?
6. What is ‘post script’?
7. What is ‘internet’?
8. Write a note on ‘agenda’.
9. What are the various components of a ‘speech’?
10.
What is ‘‘Minutes’’?
11.What is ‘E-mail’?.
12.Who is company secretary?
13.What is meant by communication?
14.What do you mean by semantic barrier?
15.Write the short notes on : (a) Letter head (b) Enclosures.
16.What do you mean by stress interview?
17.Give any two sources of mistakes giving rise to complaints.
18.What is meant by status enquiry?
19.What is meant by overdraft?
20.What are the uses of memo?
21.Give any two advantages of written report
22.What do you mean by video conferencing?
23.Give any two advantages of e-mail.
24. Define formal communication.
25. Write a short note on complaint.
26. What is enquiry letter?
27. Give any two types of agents.
28. What do you understand by order letter?
29. Write a short note on business letter.
30. Write a short note on fax
31. What is grapevine?
32. Why do sellers make status enquiries?
33. What is solicited enquiry?
34. What is a resume?
35. What is voice mail?
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PART B
1.
2.
3.
4.
5.
6.
7.
8.
9.

What are the important principles of communication?
Bring out the main objectives of circular letter
State the barriers to communication
Discuss the characteristics of a good
What are the different stages of collection letter?
Write a letter to the banker asking explanation for dishonouring of a cheque
What are the merits of E-mail?
Write a letter to a director of a company requesting him to attend a board meeting.
What are the objectives of communication?
10.What are the points to be kept in mind while drafting an order?
11.Explain the communication model.
12.Explain the characteristics of a good report
13..Ask a firm of furniture dealers to send their price list and catalogue
14. How would you send and receive an e-mail?
15.What are the hints for drafting an agency? Explain.
16. Explain the objectives of communications
17. Explain the nonverbal communications.
18. What are the features of business letter?
19. Explain the classifications of enquiry letter.
20. What are the contents of order letter?
21. Explain the elements of good banking correspondance.
22. What are the guidelines for effective interview?

PART C
1.
2.
3.
4.
5.
6.

Explain with examples, the different styles of report.
Describe about the web Browser in detail
Write a letter to a company requesting agency
Draft an application for the post of sales manager in a big business firm
Explain the structure of a business letter
You have received a big order for shocks of various sizes and colours, but are unable to
execute it in time owing to certain difficulties. You write to the customer asking for
extension of time
7. Write a letter to general insurance company, Allahabad, requesting them to settle your claim
in respect of goods destroyed by fire giving full details
8. Draft a memorandum to the office staff on how to conduct themselves while answering for
the office telephone calls
9. Draft the minutes of the First Meeting of the Board of directors of a Joint Stock Company
10.
Describe the channels of communication
11.
Explain the structure of a business letter.
12.
Write a letter to Godrej locks Ltd Mumbai for their recent catalogues for locks.
13.
Write a complaint letter to M/S Vijay sales corporation Madurai regarding electrical
goods not received till date
14.
Briefly explain the uses of internet.
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