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| The quesuion paper is in two sections @ | g¥q UHA 2 v H 2 . @us-3I
| Section-A (Descriptive) will be of 15 (EII@T?‘EB) 15 afpl @ 'R wd
| marks and Section-B (Objective) will be | e g (ﬂ'gﬁfﬁm 60 3@ T
| of 60 marks. Section-A  will be 2T @S Qﬁlﬂ 3 a=a W
| deposited  at the end of the h .
| examination and answer sheet (OMR) STHT X ferar ST ¢4 Ers—d
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Section-A (Descriptive)

Time : 1 Hrs. Max. Ml_fks . 15
¥9a - 1 9ve aftradd 3 - 15
FHAE (3 ) : F_l ! '| \ ‘ \ ll
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FFAE (T )

Roll No. (In Words) © _
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Student Name :

&6 URNES @ gedER / Invigilator’s Signature

Note : (1) Total No. of Questions are Six.
(ii)  Answer three questions in all.
(iti)  All Questions carry equal marks.
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Discuss the pros and cons of Oral presentations. When do you consider the
Oral presentation may be the most appropriate tool of communication?

M wgfaal & 707 IR W w® = B e e B ol § @R &
Fad IUgdd SUDRYT B Gl @ ?

What is PPT (Power Point Presentation)? How does it boost up a business
presentation?

) (TR @ige WCTH) T R ? TE U ARG T B S F@mar v ?
Discuss that “Visual aids complement the business communication”
7d W & 3T T AR §OR B [ o

What do you mean by the common errors in English ? Give ten examples to
highlight its impact.

el & A el ¥ e q1 A ® ? e W B SR B @ (o
<H SR < |

What do you mean by the often misspelt and misused words in business
communication? Give ten examples to clarify its impact.

TR §aR & @ @ Tod ol IR gRuE § 71 e 87§99 T 3 W
Fv @ folU <9 ISR <

6. Write a product introduction letter for the country wide dealers.
31 @ SeR) @ forY @ Sk uRad 0 fo |
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109
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Credit (3+0)
(CBCS Mode)
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Important Instructions :

I. The candidate will write his/her Roll Number
only at the places provided for, i.e. on the cover
pape and on the OMR answer sheet at the end
and nowhcre else,

2. Immediately on receipt of the question booklet,
the candidatc should check up the booklet and
ensure that it contains all the pages and that no
question is missing. If the candidate finds any
discrepancy in the question booklet, he/she
should report the wvigilator within 10 minutds
ol the issue of this booklet and a fresh question
bunklu wnhoul any discrepe ancy bL Ubldm(.d
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The most important part of the

letter is

(A)  The heading

(B) Date

(C)  Body of the letter

(D)  Post script

1:

U3 B G Aeaqy AT 8 —

(A)
(B)
(€)
(D)

i
R

U P A T
affere

2. A business letter serves as a 2. U Aaaiie 93 LR D g B
record for  reference. fore veh Repre @ wu # &1 Far 2|
(A)  Past A)
EE; I}:resent ®) (S
uture
(D) BothB z‘md C ! o
(D) B3R C M
3 Post script appears in a letter . 3. U% 3§ uRRE Wi BT 2 |
(A)  In the begining (A) - YR H
(B)  Inthe middle B) Wi
(C) Attheend © o 5
(D)  Any where o) 5
4. Dumﬁng " letters are also 4. TG G S ¥ $E AT g
called (A) EIE TF
(A)  Collection letters (B) ¥ T3
(B)  Letter of credit ©) Rremd @
(C)  Complaint letters D) T
(D)  Suggestion letters
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5. A is also known as a 5.
- ‘Cover letter’. ST S & |
(A) Resume (A) -
(B) Curriculum vitae (B)
(C) Application letter (C)
(D)  Sales letter - (D)

6. A colléction letter is associate 6. U g Ud B !iaqﬁlil &Il _

wiath ceaes | (A)
(A)  Debtors

| : (B)
(B)  Creditors _

(C)  Company ©
(D) - Customers ' (D)

7 means the right use of 7. -
putting in points or stops in e Suart a1 foleq & o 9% '
writing. _ WfTgAT |
(A)  Exclamation (A)

(B)  Semi colon (B)
(C) Comma (C)
(D) Full stop (D)

8. ____is the main part of the 8.
report. (A)

A Conclusion
(A) (B)
(B)  Recommendations
(©)
(C)  Description
(D)
(D)  References
COM109




9. The most important part of the 9. q &l Ha W‘-’fﬁ fewr B
letter 18 (A) ofrd
(A)  The heading
- (B) fafd
(B) Date
(C)  Facts of the letter (C) TP
(D)  Post script (D) e e
An report can be 10. Udh Rard @t &l 4 w97
denied at any time FRAYBR frar o T 2
(A)  Oral (A) A
(B)  Written (B) foran gan
(C)  Special (c) faom
(D) ' Informal (D)  3HUERG
11.  The Américan style of writing 1. @R 73 ¥ ok foe @ amRa
the date in business letter starts ] b Y qE e 2
with
(A) e
- (A) Day
(B) Month (B)  Hel
(C)  Year (C) ¥
1) 1
(D)  Time (D) W
12.  An effort to influence the attitude 12. Qﬁil' @ T{f@ﬁ"ﬂ IR AERs @l
and feelings of othersis gIfad & @1 WA @ |
(A)  Persuasion (A) 19
(B)  Suggestion (B) gerd
(C)  Advice (C) idlle
(D) Appreciation (D) ST
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13

4,

6.

(D) Serves all  the

A memo is an exampie for [ 13,
(A)  Internal communication

(B)  External communication

(C)  Lateral communication

(D) Written communication

Good  punctuation
involve

(A)  Rereading.
(B)  Ambiguity.
(C)  Both,

(D) Misunderstanding,
o may
important for small business.
(A)  Letter-writing

(B)  Telephone

(C)  E-mail

(D)  Fax

The letter of acknowledgement : 16.

(A)  Provides a record.

(B)  Shows courtesy.

(C)  Avoids |11i3111iderstu:1ding,
above

purposes.

will  not 14,

be less .15.

wog U SR B

(A)  iaRs HaRr ‘
C)IEIHUREIN
(@) e waN |
(D) - fofe war
e et o wiet ) @y
(A)  fhe Qg
(B) 3Ry

©) Al
(D) TerdmEl

(A)  ud forawn

(B)

(€) & §

(D) e

SIERIRE

(A) U@ RSy awar ¥
(B) Rremr fawrar 8

(C)  TolaweEd § g9 P B |
(D)
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WA RS IREN I anfEel A

17.  When superiors provide 17.
directions to their subordinates T e PRI RH od & @ @
regarding what to do, which is IR @ 7 § 9 9 2
TIOWT! as y n
knownas  communication (A) TR
(A) Upward
B) &fw
(B) Honzontal
(C) & AR
(C) Downward
(D)  Lateral (D)
18, Minutes of resolutions is only 18. Uddl @ e dddt oA 2
resolutions - (A) g b
(A) Recorded (B) Aerg
B Development
Wl SR ©) ff
(C)  Decision-making
(D) Wi
(D)  Authenticated
19.  Minutes of a meeting are usually 19. U@ 0F & MFe IMAR W .
prepared by - CCIN TR ﬁm W g
(A)  Secretary ( A) g
(B) Chairman (B) .
(C)  Shareholder
(C) fRWeR
(D) Laymen
(D) 314 3eH!
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20.  The instant messages, e-mail, $20. HIR & @Rd Wy, §-H, difea

2
't\)

(]

(9]

video conferencing etc. some of

the ’ based media of
communication :
(A)  Computer
(B)  Traditional
(C)  Technology
(D) Rulés
A circular 1s a form of W 21.
{A)  Oral communication
(B) Face-to-face
~ communication
(C)  Group communication
| (D)  Visual communication

means  giving
particular bias to the reality

(A)  Abstracting -

a iR 22.

e ’
(A) | HTTE
(B) RIS

(C)  Tarrel

(D) v

v aRu= & Th WU ¢ |

(A) HRES FOR

(B) M- HaR

(C) U HER

(D) T AR

g < g W 8 B

(A) ¥R
(B)  Slant (B) W=
(C)  Inferring ©)
(D)  Information
(D) @
o _reports are related toa 23, RO s & G ;T
single occasion or situation. Rerfy @ wafdd 2 &
(A)  Non-recurrent reports (A) 3radt Rare
B) Investigative reports
(C) S 1g P (B) @l Rure -
( pecial reports
(©) Iy Rard
Formal reports
(D) sfivaRe Rard
A ~ R 9 COM109 Pagé -8



24, s something written 24, U 9% 8 & 4% B forar e 8|

after the letter is closed. (A) 0 R
(A)  Copy distribution

(B) Word
(B)  Enclosures
(C)  Postscripts _ (C) ug—od
(D)  Reference ; (D) e
55 The official record of the 25. U@ do@ B dARl @ ARWHNG
proceeding of a meeting s ]
known as
o (A) P
(A) A_gcnda
(B)  Minutes (B) forfe-
(O prospectus (©) IGEEUSIE ]
D Report
g(D)  Repo D) R
6. The official schedule of the 26. U® 66 @ HRAE & HEEND
proceeding of a meeting is | GEAFH ... . T 2 | :
known as |
R (A) PR

(A) Agenda
(B)  Minutes
(C) Prospectus
(D)  Report
27.  Communication is the task of  27. ¥R o, Y B B FH B

imparting . (A) e

(A)  Training (B) ¥

(13)  Information (C) M

(C)  Knowledge {29
(D)

(L)  Message

0175 coM109 Page - 9



28.

29.

30.

31

The following is the permanent - 28.
records for business

(A)  Business letters

(B)  Ledgers

(C)  Production reports

(D)  All of the above

Body of a letter is divided into  29.

parts,
A) 1
B) 2
(c) 3
D) 4

The

presentation should be broken

into short and clear units.

(A) Main
B) Middle
(C)  Upper
(D)  Lower

of the letter consists 0 31.

mair- message.

body of the  30.

(A) arEad o

B) |

(C) = g faaRT

(D) S T
qh T @ . A R
el e |

A) 1

B) 2

() 3

D) 4 !
TR B . AT BB AR
W gTedl ¥ st W At |

(A) ™

B)

(C) W

(D) ¥

(A) HNE

(A)  Heading B) W@ e
(B)  Body ©
() Greeting .
(D) &d
(D)  Closing
11COM109 Page - 10
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32. The following is (are) the most *° 32. Fefafes & . w&w G2l
effective ways of waits v e Fer o gFar 2

communication.

(A)  Verbal (4) M
(B)  Non verbal (B) R MaE
(C)  Written (©) frar gl
(D)  All of the above D) v T
33. The _ of business letter is 33,  @WIRG 95 7 . dwee seam
called layout. 2
(A) Body (A) RR
"(B)  Content (B) <N
(C)  Pattern ' (© T
(D)  All of the above (D) SWIF T
34. . Goals help us to 34, G EH ... ACEUR WIRG BT &
(A)  Communicate (A) FEd H
(B)  Success . (B) © O%hedr W & §
(C)  Work (C) o ox
(D)  Motivate (D) 9Rd & A
35. Which of the following is not 35. fA=feiRed § @ &9 91 @AUR WaR A
included in business e T8t 8
communication (A) T P UB
(A)  Reciting poetry (B) slgaRs o
{FS) Formal meetings | © R
(C)  Advertisement
(D) EHeH

(D) Conference
0175 COMT09 Page - 11




36.

37.

38.

Communication that tries to

increase the number of receivers

36, WaR o Ry @ @ e @l

PR BYaT & 98 Headl |

o (A) W HOIR
(A)  Group communication ®) N e
(B)  Oral communication _
’ (C) THdR
(C)  Mass communication
o (D) RS HAR
(D)  Internal communication
t communication requires  37. ... SR @ fog AT & &
that both parties should be 2T ger Sufkerd & 3R Td & 99Y H
present and attentive at the same S < |
time "
< (A) HAife®
(A)  Oral
‘ B) fax
(B)  Written
C ST
(C) Mass ©
(D)  Graphic (D) D
refers to the special 38, ... Ud WUR & {99 HET &
lgnguage of a trade. Hefid avar &
(A)  Jargon A) ]
(B)  Expression
(B)  sif¥eafad
(C)  Colloquialism
| (C)  ¥mT
Suggestion
(D) 3@
COM109
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39.  Audio-Visual communication is  39. aiffea—faspra IR AR ...

most suitable for mass qen WHRE e 3 fog wad
and mass SRUGH| =4
(A) : Publicity & education (A) AR o R

(B)  Policies & political
(C) Save & store

(D)  Education & political

40.  Interpretation of data is followed 40 ... &1 B PR DS B ARG
| S & g far oaT B |
(A) Recommendation ) -
(B)  Suggestion
| (B) g<@
©) Conclusions |
. () frepd
(D) Complaint
| (D) Rromd

EEE
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