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Ix5=5

()* Non verbal communication helps
balance the impact of the :

(a) . spoken méssage
a o (b) written meséage
(¢) audio message

(d) visual message. |
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(1) Promotions and i
) omotions and incentives are decided

and declared on the basis of : (v Communication through mass media

; as television, internet, films,

such
o forth is

publications and so on and s

(@) informational reports
known as @

(b)  written reports
(a) whole communication

(¢) confidential reports
£ : (b) public communication

-\
& Tl

(d) functional reports.
(c) mass communication

(ii)) A busi i
) business presentation is made to

(d) public coMunicatioh.
.' (B) Say whether the following statements a,ré true
or false : - _ 1 X80

(a) give information

(b) to order goods

(i) One who initiates the communication

(¢)  to despatch letters
process is known as the sender.

(d) to talk.
( lv). I'he strategy adopted to compose a sales (i) Noise i§ not a common physical barrier
to communication.

letter is known as :
(iii) Eye-contact is an important facet of

(@) DIDA
" non-verbal communication.

limentary close of a letter is

(b) AIDA
(iv) The comp
(), DDIA dictated by the salutation of a letter.
d %
(9) DDAL () Horizontal or lateral communication
takes place between managers and
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2. Answer the following questions - (any five)

(@) What are the advantages of formal
communication ?

(b) What is the usefulness of an Executive
Summary ?

(¢)  Mention the various parts of a Project Report.

(d) Write two disadvantages of one-way
communication, ,

(¢) What do you understand by the term ‘whole
communication’ ?

(# In what ways is a memo different from a
business letter ?.

(g) What is the speciality of a Quotation letter ?
3. Answer the following questions (any four)
' 5%x4=2()

(a) What are the elements of the process of
communication ?

(b)) What are the differences between
intrapersonal and interpersonal
communication ?

(c)  Mention the objectives a circular letter.
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) When and h
R written 7, i “a good press note 7

2x5=10'% ) What'axeme.essentials ofa

t e
Sugges ation barriers.

| 1t lett s
yw are adjustment letter
o 2 -

to overcome

measures
communic
' ' (any five)

Correct the followmg séntences : ><5—5

()

qUITY.
8 course

Sum:
il
o in typing.

(iv) They chased W
() She has returned

ith us to our home.
.back from college.

: le.
ty of app
.\ This is the good varie
(vi) This 18

] @ gomg there.
J : objection
@ Tveno . key&
(ii) Sita 18 looking ‘ .
We were astomshed

o strange behaviout.

L.
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LI Rewrite the following sentences using th ‘ @iy 'mack shecp-

verbs in brackets in their correct tense formg

foll
gigomief W° T o 4

(any five) , : 1x5= ! Change the narr ,
v 5id ing very
(@) . Look,a man after the bug | sl iy 1 am w(:fkmg
(rum g L i U

hard to achiev
ueste
lesman req .
i rtrhin:? that crockery € "4
: : rds :
| following WOt .
onyms of the | £

2 stomeyr
(b) By this time tomorrow, Ram d the cu

from London, (arrive)

———

(c) 1tis time you Some manners.

1 | |

(learn) , vl  Write ﬂne ant
(d) My father _ 4 magazine when (any [ our)

the phone rang. (read) () baren

(¢)  Mr. Das in Guwahati since
1995. (live)

(ii) ‘ tanglble

(# 1 wish I the job. (accept) (iii) At

@iv) abundant
V. Frame sentences with the following :

(any five) | 1x5=5 (i At | W

‘ lowing - ¥
(i)  lose heart bl to make notes but 1
g

yII. Punctuate
| : what about you-

3 : id i keep planni®
(i) from rags to riches he said 1 kgeetp round o

nev er do

(i7) last but not the least - Contd. .

(iv) out of the blue L EEBCTUG g
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VIII. Use the correct forms of the words i~ |
following ! (any three) ] #3

(i) They were totally aften
swimming to the island. (exhaust)

(i) Taking everything into >
wouldn’t like to live alone, (consider; g

(iiz) Helas g - business empire.
(flourish)

(iv) Older workers acquire skill and
A adiie s uljudee)
5. Answer any one of the following : 10x1=10

Write a complaint letter to Agro Pharma Limited
for the inferior quality of chemicals supplied,
against your order for the same.

OR

Write a collection letter to an erring customer who @
has regularly failed to clear his dues.
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