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Q.1

1.

Instructions: 1) Attempt all Questions
2) Figures to the right indicate full marks

Answer the multiple Choice questions. (Any 5) (5)

Letter of for a job should be short, should not provide minute details

about you.
a) termination

C) enquiry

2. While drafting sales letter

a) Employees
c) Seller

b) sales letter

d) application

likes and dislikes must be considered.

b) Customer

d) None of these

3. While framing future policies, reports provide information and

a) facts

C) guidance

4. Courtesy, neatness, accuracy, simplicity are

letter.
a) Inner

¢) both inner & outer

5. The open door policy helps the
with the sub-ordinates.
a) colleagues

C) superiors

6. Good communication develops

a) Strong
c) Improper
7. Encoding and Decoding are the
a) barriers
C) characteristics

Q.2)  Write Short Note (Any 2)

b) figures
d) none of these

qualities of

b) outer
d) none of these

build healthy business relations

b) sub-ordinates
d) none of these
relation within persons.
b) Bad
d) None of these
of communication process.
b) advantages

d) elements

(%)

1. Importance of communication at workplace

2. Sales letter
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Q.3)
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Q.4)

Interpersonal skills

Importance of verbal communication.

Answer in 150 words. (any 2)

Distinguish between Formal and Informal communication.
State the Principles of Effective Communication.

Explain the importance of business letter and state its types.

Explain in detail the process of communication.

Answer in 300 words the following . (any one)

Write in detail about the different types of communication in an organization.

State the various barriers in the process of communication.
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