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SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions.

1. Define communication.
2. Write any two characteristics of written communication.
3. Define editing.
4. Define a newsletter.
5. What is a CV?
6. What are the important aspects to be considered during a presentation?
7. What is a web journal?
8. How does writing for website differ from writing for business communication?
9. Add a suitable question tags to the following
a) Sudha is very smart

b) It is raining.

10. Insert articles:
a) ____________earth revolves around the sun.

b) Israr is ____________honest boy.
11. What are the different types of communication?
12. Describe the functions of a press release.
SECTION B — (5 × 5 = 25 marks)

Answer any FIVE questions.
13. Sketch few limitations of written communication.
14. Draft the importance of press releases.
15. Write a speech welcoming a dignitary to a conference on “communication skills”.
16. List the basic principles in writing for websites.
17. Fill in the blanks with appropriate prepositions and verbs.
a) Who is standing _______________Sudarsan and Meena?

b) Three children were selected ____________ Nisha?

c) All the papers were signed _________________this pen.
d) The chief minister ________________an appeal.
e) The shop ______________at 10 in the morning.
18. Describe the advantages of written communication.
19. Sketch the characteristics of a good presentation.
SECTION C — (3 × 10 = 30 marks)

Answer any THREE questions.

20. Describe the principles of effective communication.
21. Sketch the characteristics of press release.

22. Draft an online CV for the post of HR in a reputed firm.
23. Elucidate  the guidelines involved while writing for a website.
24. Do as directed:
a) Did he violate any traffic rules? (Change into passive voice)
b) We stay __________our cousins. (Insert prepositions)
c) Harini is sweet. (Add a questions tag)
d) Why do he waste money? (Spot the error)
e) ____________I leave a little early? (Insert Modal)
f) There is a huge banyan tree ________________our house. (Insert prepositions)
g) Our scientist have discovered a new planet. (Spot the error)
h) Mt. Everest is _______________highest peak in the world. (Insert article)
i) The juggler _______________(plays/played) with four balls. (Insert verb)
j) We  have won the match. (Change into passive voice)
——————
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