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SECTION A — (10 × 2 = 20 marks)

Answer any TEN questions.

1. Define communication.
2. What is the gesture communication?
3. What is the format of business letter?
4. What are complaint letters?
5. Why  do companies write collection Letter?
6. Why should the letters to the editor be complete with name and address?
7. Who is an agent?
8. Define Report.
9. What is meant by Extra ordinary meeting?
10. Write a short note on certificate to commence business.
11. What is Fax?

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

Answer any FIVE questions.
13. Bring out the salient features of communication.
14. State the importance of communication.
15. What are  the features of a well – drafted complaint letter?
16. What details do you think should be given in an interview letter?
17. Write a note on Short report.
18. Explain briefly the principles of insurance.
19. What is a Website? What are its uses for business?
SECTION C — (2 × 15 = 30 marks)

Answer any TWO questions.
20. Discuss the importance of communication.
21. In view of Deepavali festival, draft a letter on behalf of RMKV Traders , Tirunelveli, requesting overdraft facilities from the bankers.
22. What are minutes? What are the hints for writing minutes?
23. What are the uses and limitations of video conferencing?
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