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Time : Three hours Maximum : 75 marks 

SECTION A — (10  2 = 20 marks) 

Answer any TEN questions each in 30 words. 

1. Define Oral communication. 

 Áõ´ÁÈz öuõhºø£ Áøμ¯ÖUP. 

2. What is Business communication? 

 ÁoPz öuõhº¦ GßÓõÀ GßÚ? 

3. What is Informal Communication? 

 •øÓ\õμõ öuõhº¦ GßÓõÀ GßÚ? 

4. What is circular? 

 _ØÓÔUøP GßÓõÀ GßÚ? 

5. What is floating policy? 

 ªuUS® öPõÒøP GßÓõÀ GßÚ? 

6. Write a short note on General Insurance. 

 ö£õx Põ¨¥k SÔzx ]Ö SÔ¨¦ u¸P. 
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7. What is an Interview? 

 ÷|ºPõnÀ GßÓõÀ GßÚ? 

8. Write a short note on ‘Letter Enquiry’. 

 Â\õμøn Piu® SÔzx ]Ö SÔ¨¦ u¸P. 

9. What is a Minutes? 

 {PÌa] SÔ¨¦ GßÓõÀ GßÚ? 

10. What are the purposes of Sales Letter? 

 ÂØ£øÚ Piuzvß ÷|õUP[PÒ ¯õøÁ? 

11. What does technology mean to Business? 

 ÁoPz öuõÈÀ ~m£® GßÓõÀ GßÚ? 

12. What is “Video Conference”? 

 "Põönõ¼ Tmh®' GßÓõÀ GßÚ? 

SECTION B — (5  5 = 25 marks) 

Answer any FIVE questions each in 200 words. 

13. Discuss the principle of Communication. 

 uPÁÀ öuõhº¤ß öPõÒøPø¯¨ £ØÔ  ÂÁ›. 
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14. Explain the structure of Business Letter. 

 ÁoP Piuzvß Pmhø©¨ø£ ÂÍUSP. 

15. Describe the quality of Business Letter. 

 ÁoP Piuzvß uμzøu ÂÍUSP. 

16. What are the main points should be included in 
drafting letter for interview? 

 ÷|ºPõn¾UPõÚ Piuzøu u¯õ›¨£vÀ •UQ¯ 

TØÖPÒ ¯õøÁ? 

17. Write the layout of a Press Report. 

 J¸ £zv›UøP AÔUøP°ß uÍ Aø©¨ø£ GÊxP. 

18. Explain the features of Company Meeting. 

 {ÖÁÚ Tmhzvß A®\[PøÍ ÂÍUSP. 

19. State the advantages of Internet. 

 Cøn¯zvß |ßø©PøÍ TÖP. 

SECTION C — (3  10 = 30 marks) 

Answer any THREE questions each in 500 words. 

20. Explain the Barriers of Communication. 

 uPÁÀ öuõhº¤ß uøhPøÍ ÂÍUSP. 
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21. Describe the elements of Sales Letter. 

 ÂØ£øÚ Piuzvß TÖPøÍ  ÂÁ›. 

22. State the essential characteristics of Company 
Correspondence. 

 {ÖÁÚzvÀ Piu £›©õØÓzvß Azv¯õÁ]¯ 

£oPøÍ SÔ¨¤kP. 

23. Explain the steps involved in the process of 
preparation of a Report.  

 J¸ AÔUøPø¯z u¯õ›US® £o°À EÒÍ 

£i{ø»PøÍ ÂÍUSP.  

24. Explain the uses and limitations of Video 
Conferencing.  

 Põönõ¼ Tmhzvß £¯ßPÒ ©ØÖ® Áμ®¦PøÍ 

ÂÍUSP. 
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