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SECTION A – (10 × 2 = 20 marks)
Answer any TEN questions
1. Define communication.
2. What is inside address?
3. Explain the term "Acknowledgement letter".
4. What is grapevine communication?
5. What is meant by a report?
6. What is an "Agenda"?
7. What do you mean by paralanguage?
8. What is non-verbal communication?
9. Write any two advantages of Teleconferencing?
10. What is" E-mail"?
11. What is video conferencing?
12. What is an unsolicited enquiry?

SECTION B – (5 × 5 = 25 marks)
Answer any FIVE questions
13. State the occasions when circular letters are drafted.
14. What are the points to be covered in an application for a situation?
15. Briefly explain the importance of reports in business.
16. Briefly explain about the components of body language.
17. What are the merits of internet in business?
18. Communication isa two way process. Explain.
19. Briefly explain the structure of a business report.

SECTION C – (3 × 10 = 30 marks)
PART – A – Case Study – Compulsory Question
20. [bookmark: _GoBack]As a secretary of a company write a letter to the shareholders calling them to attend annual 
general body meeting.
PART – B
Answer any TWO questions

21. 	Explain  the principles of effective communication.
22. 	A software company requires a system analyst. Apply giving age, education, experience and reference.
23.	Describe the various types of reports.
24. 	Explain the modern forms of communication in business.
