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SECTION—A

Answer any fifteen of the following questions :
' 1x15=15
1. What is communication?

L
/

2. Why is communication essential?

&/'What is communication barrier?

4. What is verbal communication?
(g

22J/656 ( Turn Qver )



(2)

/5./ What is quotation?

‘/6./ Define tender.

7. What do you mean by claim?

3. Naine two types of buisiness létter.

9. What is circulai?

10. What ‘is the purpose of writing office
circulars?

4 .What is memorandum?
What is resolution?
- What is business report?

Name ainy two types of reports.

G 5% 5%

Mention the stages of report writing.
16 What is final draft?

17. What is oral presentation?
5 _

\I8: Name two presentation skilis.
19:- Mention one quality of a good presentation.
Z/OI/What is PowerPoirit presentation?

22J/656 ( Continued )



( 3)

SECTION—B

Answer any five of the following questions : 2x5=10

21. Write two advantages of non-verbal
- communication.

ng,./What is non-verbal communication?

23. What are the differences between tender and
.~ quotation?

24. Why are claims and adjustment letters
written?

\2/5/Write‘ two advantages of memorandum.

26. What are the differences between office
dircular and office order?

27. Write two features of report writing.
Mate two advanitages of report writing,
29. Why are audio-visual aids used?

30. What are the essential elements of a
presentation?

22J/656 "~ ( Turn Ove‘i{}'.

f '



( 4 )

SECTION—C

Answer any five of the following questions : 5x5=25

31. Discuss the importance of communication in
\. business.

32. Discuss the psychological barriers to
communication.

33 What are the steps to be followed for good
presentation?

34. Discuss the basic features of a sales letter.
35. Discuss the salient features of circular.

36. Write an application for the appointment in
v the post of ‘Accountant’ in ABC Company.

37. Discuss the important points to be recorded
for final drafting process.

\3/8./ Mention the essential features of good report.
" 39. Discuss the importance of oral presentation.

40. Discuss the advantages of PowerPoint

presentation.
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