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SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions.

1. Define Business Communication.

2. What is meant by Semantic barriers?

3. State any two examples of non verbal communication.

4. What are the elements of a good banking correspondence?

5. What is an Interview?
6. What is meant by a circular letter?

7. Define the term report.

8. What is Fax?

9. Explain the concept of minutes of meeting.

10. What is meant by resume?
11. What do you mean by Video Conferencing?
12. What is meant by multimedia?
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions.

13. State the types of business communication.

14. Describe the functions of a sales letter.

15. Write a note on Insurance and agency correspondence.

16. Draft a letter to your bank requesting overdraft facility during festival season.

17. Explain the different types of routine reports.

18. List the advantages of using communication technology in business.

19. Write a note on minutes of meeting.
                        SECTION C — (2 ×15 = 30 marks)

Answer any TWO questions.

20. Enumerate the various barriers to communication.

21. Discuss the layout of a business letter.

22. Draft a letter complaining dispatch of damaged goods and demanding 
replacement.

23. Explain in detail the modern form of Communication.
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