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SECTION A – (10 × 2 = 20 marks)
(Q.No. 1-12)Answer any TEN questions

1. Define Communication?
2. What is face to face communication?
3. What is an Enquiry Letter?
4. What are circular letters?
5. What do you mean by agency correspondence?
6. Give any two features of bank correspondence.
7. [bookmark: _GoBack]Define the term"Assignment" in insurance correspondence.
8. What is minutes?
9. What is Agenda?
10. What is Technical report?
11. Define E-Business.
12. Mention the advantages of FAX.

SECTION B – (5 × 5 = 25 marks)
(Q.No. 13-19)Answer any FIVE questions

13. 	Explain the various barriers of communication
14.	Elaborate the different kinds of enquiry letters.
15.	Draft a sales letter to promote the sale of a new pen.
16.	Write a letter to an insurance company seeking information on policies available.
17.	Prepare a notice for a meeting without an agenda.
18.	Bring out the guidelines to be followed to make a report effective.
19.	Discuss the role of internet in business.


SECTION C – (2 × 15 = 30 marks)
(Q.No. 20-23)Answer any TWO questions


20.	Prepare a circular letter to inform opening of a new sales office.
21.	Write a letter asking the bank to stop payment of a cheque.
22.	Explain the layout and features of a memorandum report.
23.	Write short notes on:
		(a) Fax 
		(b) E-mail
		(c) Video conferencing
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