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Candidates are required to give their answers in their own words as far as practicable. 

Illustrate the answers wherever necessary. 

 

Group – A 

1. Answer all the questions from the following:-                1x10=10 

i. The word ‘Bibliography’ means____ 

a) List of pictures 

b) List of books 

c) List of graphs 

d) List of words 

e) None of these 

ii. Group discussion can test-.  

a) Only knowledge 

b) Only leadership 

c) Only communication 

d) Combination of all three 

e) None of these 

iii. The response received to a massage is called- 

a) Encoding 

b) Decoding 

c) feedback 

d) Channel 

e) None of these 

iv. The language of business communication should be- 

a) Beautiful and ornamental 

b) Full of emotional touch 

c) Full of personnel feelings 

d) Plain, simple, concise, and to the point  

e) None of these 

v. The singular form of the word ‘data’ is- 

a) Dauble 

b) datum 

c) Dise 

d) Dia 

e) None of these 

vi. A good advertisement should appeal to- 

a) A wide range of people 

b) Only the educated people 

c) Only the young people 



d) Only the urban people 

e) Only the poor people 

vii. Gesture, sign, and symbol are the example of _______communication. 

a) Technical 

b) Electral 

c) Modern 

d) Non-verbal 

e) Written. 

viii. Expression like “yours faithfully” at the end of a business letter is called- 

a) Heading 

b) Body 

c) Reference 

d) Complementary 

e) subject 

ix. When we use many channels or medium of expression for communication, it is known as- 

a) Illustration 

b) Graph 

c) Map 

d) Multimedia 

e) None of these 

x. I prefer coffee than tea-The correct version of the sentence should: 

a) I prefer coffee to tea 

b) I like coffee to tea 

c) I prefer coffee more than tea 

d)  I like coffee more tea 

e) None of these 

 

Group – B 

2. Answer any TEN from the following:-                 2x10=20 

a) Write a note on ‘speaking skill’. 

b) Is all hearing, listening- Discuss. 

c) The poem is too difficult to understand (Make it complex). 

d) Frame two sentences with the word ‘beauty’ as a noun and adjective. 

e) Write the parts of business letter. 

f) Why does group discussion need to an employer? 

g) What is note taking? Why is it needed? 

h) Explain ‘feedback’ in communication. 

i) Correct the  following sentences: 

i. Blood is thick than water. 

ii. The patient died before the doctor came. 

j) Who teach you English? (Make it passive) 

k) Classify communication in the basis of expression. 

l) Give the full form of CV. 

m) What are the tools of communication? 

n) How can one improve the listening skill? 



o) What is the role of technology in communication? 

 

 

 

Group – C 

3. Answer any Four from the following:-                  5x4=20 

a) Explain the basic skill of language learning. 

b) Explain the structure of a ‘report’. 

c) What are the difference between business and general communication? 

d) Write a note on ‘multimedia.” 

e) What is debate? 

f) What is seminar? 

 

Group – D 

4. Answer any THREE from the following:-                 10x3=30 

a) Do as directed: 

i. Honey tastes sweet. (Change the voice) 

ii. He said to me, “Do you know Latin?” (Change the narration) 

iii. The girl saw the snake. She ran away. ( Join into simple sentence) 

iv. As soon as we  reached the station, the train left. (Turn into negative) 

v. He is a doctor. It is known to all. (join into noun clause) 

b) Give the phonetic transcription of the words, putting the stress marks. 

Photograph, these, bought, news, beautician. 

c) Draft a report as a manager of a private company to the financial authority of the Government about 

your benefit.  

d) Suppose you are Vishnu Sharma, manager of XYZ Institution, Bangalore. You request 4 reams of 

white paper, 2 packet carbon paper, 10 dozen of pencils. Place an order with Sunrise Stationary, 15 

main roads, Indore maintaining terms of payment and delivery date. 

e) Write notes on: 

i. CV 

ii. Group discussion 

f) As a manager of a computer sets selling outlets, write a letter to a Mumbai based computer 

manufacturing company inviting quotation for some computer sets and accessories.  
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