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------------------------------------------------------------------------------------------------------------------------------
Part-A (Objective Type)

Max. Marks : 10

Answer all the QUESTIONS.

1. 
One of the following is not an advantage of a business letter. 


(a) Audit evidence (b) Silent ambassadors 
(c) Legal evidence (d) Momentary existence 

2. 
______ and _______ are the most used computer based medias for transmission of the written 
message.
3. 
Fill in the blank with the suitable form of the verb given in Brackets 


When I met him last, he ______ (learn) Spanish for ten months. 

4. 
What is Reference in the Letter? 

5. 
For traffic signs and signals _____ communication is absolutely essential because there must 
be instant response from the driver as well as the pedestrian. 


(a) written 
(b) verbal 
(c) oral 
(d) non-verbal 

6. 
Fill in the blank with the suitable form of the verb given in Brackets If wishes were horses, 
beggars __________ (ride) them. 

7. 
How to address superiors, colleagues, subordinates, clients and customers in business 
Settings? 

8. 
The new sound produced when breath vibrates the vocal chords in the throat is called _______.
9. 
What are the Objectives of vocabulary? 

10. 
Explain the importance of written communication.
Part – B (Subjective Type)

Max. Marks : 50

Answer any Five. All questions carry equal marks.

1. 
What is Effective Listening? Briefly explain the types and process of Listening? 

2. 
What are the essential steps to create Effective Speech? 
3. 
Discuss Listening as a tool of Communication. 

4. 
What are the Barriers to Effective Communication? Suggest measures to over come 
them. 

5. 
How does written communication differ from spoken communication? 

6. 
What are the Different forms of Business letters and essentials of Good Business letter? 

7. 
Kinesics has its pivotal role in communication. Explain.
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