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SECTION A – (10 × 2 = 20 marks)
Answer any TEN questions
1. Define the term ‘Communication’.
2. State any two principles of Business Communication.
3. What are Interviews?
4. Write a short note on ‘acknowledgement’.
5. Define ‘Reports’.
6. How will you prepare a report?
7. What is Agenda?
8. What did you understand by ‘Informal Report’?
9. What is Telephonic Conversation?
10. Write the meaning of ‘Body Language’.
11. What is Dictaphone?
12. Write short notes on ‘Video Conferencing Internet’.
SECTION B – (5 × 5 = 25 marks)
Answer any FIVE questions
13. What are the kinds of business letters?
14. List out the non-payment problems.
15. Give a specimen direct mail advertising given by a Jewellery Shop to its customers offering some discounts.
16. What are the factors to be considered while adopting direct mail advertising?
17. Discuss on what basis the reports are classified.
18. Write a note on ‘Telephonic Conversation’.
19. What is Role of Technology in Communication?
SECTION C – (3 × 10 = 30 marks)
PART – A – Case Study – Compulsory Question  (1 × 10 = 10 marks)
20. Internet is a vast information system. It connects millions of computers worldwide, allowing them to exchange all types of information and to conduct many types of business transactions such as online banking and shopping. On the internet, we can send and receive e-mail, transfer files between computers, search for information and participate in discussion groups.
Millions of people use the Internet every day, but only a small percentage of them really understand how it works. The internet is a large system of interconnected computer networks that stretches the globe. Using the Internet you can communicate with other people throughout the world via electronic mail; read online versions of newspapers, magazines, academic journals, and books; join discussion groups on almost any conceivable topic; participate in games and simulations; and obtain free computer software. In recent years, the Internet has allowed commercial enterprises to connect. Today, all kinds of businesses provide information about their products and services on the Internet. Many of these businesses use the Internet to market and sell their products and services. The part of the Internet known as the World Wide Web, or more simply, the Web, is a subset of the computers on the Internet that are connected to each other in a specific way that makes those computers and their contents easily accessible to each other use standard interface. This interface makes it possible for people who are not computer experts to use the web to access a variety of Internet resources.
Questions:
(i) Explain the uses of internet services.
(ii) Explain the different methods adopting the internet services.
PART – B
                                  Answer any TWO questions   (2 × 10 = 20 marks)
21.  Explain the different methods of Business Communication.
22. Write a letter to offer of Advertisement for the Post of Sales Officers.
23.  Briefly explain the order of contents of reports.
24. Explain the different techniques of face-to-face communication.




___________________
2

