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SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions.

1. Define communication.
2. Define is per pro Signature.
3. What is meant by over draft?

4. What is defective order?
5. What is a sales letter?

6. Give any two reasons for Complaints.
7. What is an annual report?

8. What is Agenda?

9. What is meant by surrender value of a policy?

10. What is a technical report?
11. Define E-mail.
12. Give the meaning of Fax.
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions.

13. What are the objectives of communication.

14. Explain Non Verbal Communication.
15. Explain the merits and demerits of written communication

16. Draft a letter to the banker to stop payment for a cheque.
17. What are the characteristics of a good report?
18. Write a letter to a principal, dealing in glass wares, requesting the award of an agency to you.
19. Write a note on the minutes of a meeting.
                        SECTION C — (2 ×15 = 30 marks)

Answer any TWO questions.

20. Explain the kinds of business letters.
21. Explain any five principles and barriers to Communication
22. In the capacity of a branch manager write a letter to the Head Office recommending a loan to the customer.
23. Describe the kinds of business report.
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