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SECTION—A
Answer _ﬁftee;z questfons, selecting any three from
each Unit : G ; b v Q 1%15=15 -
UNIT——-I

e Ghve o0 example of dlagonal Liicincaa
commun1cat10n. , ‘ - ;

2. Whatis downward bus1ness commun1cat1qn?

‘3. What is oral communication?

4. State one barrier of commumcatlon

24J/256A ( I‘um ngm




(2) ‘ s

UNIT—l
UNit—v

5. What is the meaning of citing reference?
17. Mention the format of writing minutes . of

i ; a
6. What is project report? meeting,

7. What is research tool? .",
Ao 18. What are minutes of a meeting?

8. State one importance of bibliography. L

S 19. What comes first while writing minutes of a
UNITII | i
20, Mention the alternative names of

9. What is fieldwork report?
e-correspondence.

10. Define business negotiation.

11. State one difference between letter format | SECTION—B
report and memorandum format repo | Answer mem questions, selecting one from omnw -
-  Unit: 245=10
12. What is drafting of report?
UNiT—1

UNIT—IV . e
21. State two mn%mm of business 8858&&&8. _

13. Why do we need to summarize annual o
H.%onv ‘ : g 22, What is business letter? Name gﬂuom om
L business letter. o

14. What is v_mnm mo_. new E.&:%

- UNIT—IL

15. What did E QBEE8> :
SBEWOQ and _ommnw ,uEmSm for ma woma .

of quosav uw State two asmm om Rmomu% ﬁoam

16. State one nrmnmoﬁan.&oa .c_, finan E o4 Noree bia aenm om &Q.SR

statement.
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UNITIII

25. State two types of business report.

26. What role does leverage play during
negotiations?

UNIT—IV

27. Name two advantages of annual report.

28. Write two differences between periodical
report and annual report.

UNIT—V

29. Why do we write minutes of a meeting?

30. What is the purpose of e-mail

correspondence?

SECTION—C

Answer five questions, selecting one from each
Unit : 5x5= 25

UNIT—I

31. Discuss the 7C’s of business communication.

32. “Business communication is the nervous
system of an organization.” Explain.
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33.

34

35,

36.

37.

38. Discuss the processes and sogﬁcnm of
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UNIT—II

What are the differ
ent steps of writin;
project report? 5

Discuss the various characteristics of a mooa
research tool.

UNIT—III

U_mocmmmﬁmﬁ S.ﬁonmaw,m% &&a:m ,
report. “

You are the executive manager ow an
organization and you are given the
responsibility to look for new suitable
neighbourhood for shifting the office.

Write a report recommending the Somnon
and building you found for shifting the office.

UNIT—IV

Write a note on corporate financial data.
Discuss its significance in company’s annual
report. e

summarising annual report.






