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I-nstructions 3
1. This question paper contains 6 sections and total 58 questions.
2. All question are compulsory.
3. Figures to the right side indicate the full marks to the questions.
4. Answer according the instructions of the questions.
S. Start new section on a new page.
SECTION - A
e Questions from 1 to 15 are objective type questions. Select and write
the correct option (A, B, C) from the following questions. Each question
e  carries 1 mark : [15]
1. What is the most important factor in report writing ?
(A) Truth - (B) Speed (C) Attractiveness
2. Without which element of communication all other elements remain
inactive ?
(A) Sender (B) Message (C) Feedback
3.  Which letter is suitable for the assignment of responsibility in the organization ?
(A) Commercial Letter (B) D.O. (C) Memorandum
4. What is the short form of Random Access Memory ?
(A) ROM (B) REM (C) RAM
5. Sender is selected on the basis of which of the following ?
(A) Medium (B) Message (C) Receiver
6. Which printer is also called bubblejet printer ?

(A) Inkjet (B) Drum (C) Laser
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State two factors communication.

What detail should be in the memorandum ?

What is Plotter ?

On what basis computers are classified ?

Why the receiver should have all the qualities of a sender ? -
What qualities are needed to develope social skills ?

Name the 4 ‘C’ of the commercial letter.

What is series of Letter ?

How should be the language of the commercial letter ?

Why a commercial letter is considered a lifeline of business ?

Explain the means (medias) of verbal communication.

SECTION - C

Questions from 31 to 38 are short answer type questions. Each
question carries 2 marks. [16]

Explain etiquette during travelling.

State the reasons for the defect in prohunciaﬁdn.

What is Parallel Communication ?

State the types of customers.

What etiquette to maintain in a friend’s office ?

What is the significance of knowing the types of communication ?
How will you answer the questions of customer ? Why ?

Give examples of Upward Communication.

SECTION - D

Questions from 39 to 46 is a short question. Each question has
3 marks. (Write Any Six) [18]

Briefly describe the D.O. Letter.
Explain the difference between Language and Dialect.
State the features of the ideal report.

Provide information about the Keyboard.
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