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SECTION A — (4 × 5 = 20 marks)  

Answer any FOUR questions, each question carries 5 marks. 

1. What is the process of business communication? 

 ÐéÅ´ëÆæÿ MæüÐèþ$*Å°MóüçÙ¯Œþ {ç³{MìüÄæý$ A¯èþV>¯óþÑ$? 

2. What are the different types of business communication? 

 ÐéÅ´ëÆæÿ MæüÐèþ$*Å°MóüçÙ¯Œþ Äñý$$MæüP ÑÑ«§æþ ÆæÿM>Ë$ HÑ$sìý? 

3. Write a short note on business vocabulary. 

 ÐéÅ´ëÆæÿ ç³§æþgêË… ò³O JMæü Ëçœ$$ ÐéÅQÅ {ÐéÄæý$…yìþ. 

4. What are the qualities of good writing? 

 Ðèþ$…_ Ææÿ^èþ¯èþ Äñý$$MæüP Ë„æü×êË$ HÑ$sìý? 

5. Write a brief note on agenda notes. 

 Ggñý…yé ¯øsŒýÞ Væü$Ç…_ çÜ…„ìüç³¢…V> {ÐéÄæý$…yìþ. 

6. Explain different types of online communication. 

 ÑÑ«§æþ ÆæÿM>Ë B¯ŒþÌñýO¯Œþ MæüÐèþ$*Å°MóüçÙ¯ŒþË¯èþ$ Væü$Ç…_ ÑÐèþÇ…^èþ…yìþ. 
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7. What are the disadvantages of organisational hierarchy? 

 çÜ…Ýë¦Væü™èþ Ýù´ë¯èþ{MæüÐèþ$… Äñý$$MæüP {ç³†Mæü*Ë™èþË$ HÑ$sìý? 

8. Why is it important to circulate the minutes of the meeting? 

 çÜÐèþ*ÐóþÔèý… Äñý$$MæüP Ñ$°sŒýÞ¯èþ$ {ç³ÝëÆæÿ… ^óþÄæý$yæþ…ÌZ {´ë«§é¯èþÅ™èþ HÑ$sìý? 

SECTION B — (3 × 10 = 30 marks) 

 Answer ALL the questions. Each question carries 10 marks. 

9. (a) Explain organizational communication and its barriers. 

  çÜ…Ýë¦Væü™èþ MæüÐèþ$*Å°MóüçÙ¯Œþ Ðèþ$ÇÄæý$$ §é° Ayæþz…Mæü$Ë¯èþ$ ÑÐèþÇ…^èþ…yìþ. 

Or 

 (b) Define the term communication. Explain the importance of business 
communication. 

 MæüÐèþ$*Å°MóüçÙ¯Œþ A¯óþ ç³§é°² °ÆæÿÓ_…^èþ…yìþ. ÐéÅ´ëÆæÿ MæüÐèþ$*Å°MóüçÙ¯Œþ Äñý$$MæüP {´ëÐèþ$$QÅ™èþ¯èþ$ 

ÑÐèþÇ…^èþ…yìþ. 

10. (a) Explain different categories, methods and formats in business 
communication. 

  ÐéÅ´ëÆæÿ MæüÐèþ$*Å°MóüçÙ¯ŒþÌZ ÑÑ«§æþ ÐèþÈYMæüÆæÿ×ýË$, ç³§æþ®™èþ$Ë$ Ðèþ$ÇÄæý$$ ¯èþÐèþ$*¯éË¯èþ$ ÑÐèþÇ…^èþ…yìþ. 

Or 

 (b) Explain various types of business communication. 

  ÑÑ«§æþ ÆæÿM>Ë ÐéÅ´ëÆæÿ MæüÐèþ$*Å°MóüçÙ¯èþÏ¯èþ$ Væü$Ç…_ ÑÐèþÇ…^èþ…yìþ. 

11. (a) What are the different methods used for effective presentation of 
communication? 

  MæüÐèþ$*Å°MóüçÙ Œ̄þ Äñý$$MæüP çÜÐèþ$Ææÿ¦Ðèþ…™èþÐðþ$Ō èþ {ç³§æþÆæÿØ¯èþ MøçÜ… Eç³Äñý*W…^óþ ÑÑ«§æþ ç³§æþ®™èþ$Ë$ HÑ$sìý? 

Or 

 (b) State and explain the contents of minutes of Annual business meeting.  

  ÐéÇÛMæü ÐéÅ´ëÆæÿ çÜÐèþ*ÐóþÔèý… Äñý$$MæüP Ñ$°sŒýÞ ÑçÙÄæý*Ë¯èþ$ õ³ÆöP° Ðésìý Væü$Ç…_ ÑÐèþÇ…^èþ…yìþ. 
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