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SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions
1. Define business communication.
2. What makes the business letter effective?

3. Name the seven C’s of business letter writing.
4. What is a circular? Explain the need for it.

5. Explain agenda.
6. What do you mean by minutes?

7. Discuss the characteristics of business reports.
8. What is the difference between circular and an order?

9. Discuss the essential elements of business letter writing.
10. Write down the efficiency of listening communication.
11. Explain the role of technology in business communication.
12. What are the types of communication networks?
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions
13. Explain the principles of effective communication.
14. How can we remove the barriers to communication?

15. Draft a notice of meeting calling for annual general meeting to the Mumbai manager of association.
16. What is the difference between fax and e-mail?

17. What are the advantages and disadvantages of face to face communication?

18. As a secretary of the staff of your organisation write a short notice giving the agenda of the first business meeting of the general body, being convened to elect office bearers. The notice should contain the date, time and venue of the election. The date of submitting nomination papers and withdrawal should also be written.

19. Write a letter to the sales manager of Ram computers placing an order for 30 computers in your organisation. You are the purchase manager of your firm called java Inc. Electronics.
SECTION C — (3 × 10 = 30 marks)

20. 
I Case study (Compulsory)
(1 × 10 = 10)
Case Study on Tragedy at Varsha Auto Components Ltd.

Varsha Auto Components Ltd. (VACL) was an original equipment supplier to many automobile manufacturing companies in India. Recession drastically reduced the activities of the company. As a result, many of the regular skilled, semi-skilled and unskilled workers of the company were laid-off.

After a 3 year slump, the market was suddenly booming again and the company order book was once again over flowing. It was now time to employ more people to man the 3 shifts that needed to be run around the clock to meet the orders. It was difficult to find trained personnel for all jobs. Casual labour was employed for tasks that require semi-skilled and unskilled personnel. 

The paint shop needed more people because it was the last link in the production chain. They were under tremendous pressure to paint the components and pack them soon after drying of the paint. The backlog of work required them to employ additional casual workers for neighboring states, whoever illiterate and did not even speak the local language.

On the fateful day, the night shift was in progress. In the paint shop, there was a supervisor and some casual workers who had been employed a couple of days ago. Fully finished and quality certified components were be readied for dispatched. Power supply was erratic and suddenly the paint shop was plunged into darkness. The supervisor slipped out to look for the generator set operator.

One of the casual workers found a candle and placed it on a drum full of paint thinner and lit the candle. The packing resumed. The supervisor after getting the generator started was walking back to the paint shop.

There was a big explosion that shocks the entire factory. The thinner in the drum, naturally highly volatile, had caused the explosion and major fire in the factory. Two workers near the thinner drum died of burn injuries.

The police arrives and arrested the supervisor and the shift manager. The inspector of factories lodged a case of negligence and breach of safety norms against the factory management. They found workers being made to work in a hazardous Place without being trained in safety procedures. The safety instructions were displayed on the shop floor in English. Which none of the workers could read nor understand. Also, all safety norms and procedures were not properly conveyed to the workers.
Questions:

(a) What were the essential things in communication that are missed in this case?

(b) As PR manager of the company, how do you handle communication in the crisis situation stated in the case?
(c) As HR manager of the company, what would be you have done differently to avoid this crisis?

(d) What would be your role as CEO of the company in handling this crisis?


II Answer any TWO questions :
(2 × 10 = 20)
21. Describe the different categories of non- verbal communication?

22. Explain how coherence can be employed to improve effectiveness in writing a report?

23. Explain the steps to improve effective listening?

24. What do you understand by grapewine? How is it important to the organisation? 
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