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				 SECTION A   (10 x 2 = 20 marks)
			Answer any TEN questions.

1. Define Business Communication.
2. What is a Business Letter?
3. What is an Interview?
4. What is a Circular?
5. Who is a Banker?
6. What is Agency?
7. Give the meaning of Agenda.
8. What is Office order?
9. State the meaning of FAX.
10. What is a Website?
11. Mention two conditions under which a policyholder communicates
with the Insurance company.
12. What do you mean by Promotion letter?

				SECTION B  (5 x 5 = 25 marks)
			               Answer any FIVE questions
13. What are the principles of effective communication ?
14. What are the rules underlying enquiry letter ?
15. Write a letter to the Banker asking for extension of time for the repayment of a loan.
16. What are the contents of minutes of a meeting ?
17. Write about i.Video conferencing and ii.email
18. Why do you think layout of a business letter is important ? Explain.
19. Draft a complaint letter to Metro water on the non availability of potable water.

				SECTION C    (2 x 15 = 30 marks)
			               Answer any TWO questions
20. Explain the barriers to communication. How do you overcome it?
21. How do you classify business letters?
22. Draft a details letter from the principal to the agent informing the terms and
conditions of Agency.
23. Discuss the modern forms of communication in business.
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