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SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions.

1. Define: Formal Communication.

2. What is Gestural communication? 

3. List down the essential features of a layout of a business letter.

4. What are letters of enquiry? 

5. What are circular letters? 

6. What is a Quotation? 

7. What do you mean by Agency Correspondence? 

8. What is a Specific Insurance Policy? 

9. What do you mean by Agenda? 

10. What is Memorandum? 

11. Distinguish between LAN and WAN. 

12. What is Video Conferencing?
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions.
13. What are the guidelines for effective communication? 

14.  What are the merits and limitations of oral communication? 

15.  Write a reply to an enquiry for franchise for computer accessories of a popular brand.

16. One of your customers owes you `5 lakhs as outstanding for the past one year. Draft a suitable collection letter to collect the amount from him.

17. Draft a letter to your bank requesting to stop payment of a cheque issued by you.

18. Prepare an Agenda for a board meeting to discuss the quarterly results and the plan ahead for the year.

19. What are the benefits of technology enabled business communication?
SECTION C — (2 × 15 = 30 marks)

Answer any TWO questions.
20. Explain the barriers to effective communication. 
21.  Explain the different kinds of business letters based on content.
22.  Make a job application for the post of Assistant Professor in Commerce in a reputed institution in Chennai.
23. Your company’s AGM is scheduled on August 11, 2015. As a company secretary, draft a suitable Notice to be circulated among the members of the company.
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