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Before answering the questions, candidetes showld ensure that they
haie been supplied the correct and complete question paper. No
complaink im this reqard, will be enterfained after examinakion.

g & JoN &7 W YEe Yderdt I giafdea #wW o B 95wl
oof Uq Wel FEUA for & g ® Sve 59 WEH H
B f R 78 gt wh

S —

Note: Attempt five questions in all, selecting ome
queshion from each Umt Question No. 1 15
compiclsory. All questions carry equal marks.
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1. (1) Whatis verbal communication 7 2%B=16
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(ii) Define the Emotional Barrier.
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(iii) What is meant by SPAM mail ?
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(iv) What is the full form of "AIDA’ ?
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(v) What is informal report ?
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(vi) Define the "Appendixes .
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(vii) What is the meaning of ' intensive reading’ ?
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(viii) What do you mean by '3C's of reading skills' ?
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2. Explain components of communication process. 16
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3. Explain semanktic barriers. 16
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4. What are the main parts of a business letter ? How a

business letter can be made effectove ? 16
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5. Explain the points to be observed while writing a bad
news letter about orders. Illustrate your answer with
an example. 16
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6. Your water supply is not continuously in order, draft
a complaint letter to the approprate authority. 16
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7. What are the basic steps one should keep In mind

while writing a summary ¢ 16
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8. Discuss efficient reading strategy. - 16
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9., Discuss methods of note-making. 16
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