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1. fa) Drscuss briefly  the importance  of
communication 9
i
) Brielly explain all types of audicnee, G
2. ja) What do you mean by carporatc

communication? Explain the objective of
corporate communication J+6ah
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el

3. (aj

(2]

or

What do vou mean by commumication
network?  Explain  advantage  and
disadvantage of formal and informal
communicaion I+d+g4ul

What do you mean by writing skll?
Discuss essenhals of good business
writing. 247=4

Crr

fb) Draft a request letter aslang for price of s
computer with the bhelp of following
mformation given below : O

Computer Specification I Vender

= Process-lntel 17 | Guwahali Computers

|
# Hurd disk 500 GB i Patan bazar, Guwahati.
o DVD drive " Amsam

e LED monttor 195

e Memory 2 GB Ram Bleger

» Modem Kegistrar

4. fay

LY f533a

Nagaland University

Lumami, Nagaland

Digeuss esseriials of zZood business
TEROr L |

| Continued }



(3)

O

i) Discuss in briel the structure of a
bPusiness report. g

5. fal Write advantages and Lmitation of
e-mail. 9

Or

fby Discuss personal competencies [for
establishing cross-cultural relationships. 9

L
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The figures in the margin indicate full marks for the questions

Answer all quostions

1. State whether the ollowing statements are True (Thor
Faise (K} by putting a Tick () mark in the brackets
provided 1=5=5

iz} Communication is nol complete unless the
recewver Lndersiands the message.

[ S

b} Advice usually flows horzontally or downwards,

e A A

/533



1 2)

fe) Channel stapds for the medium in which the
message reaches the rECCIVEL.

o L

fel) Audience1s cenlre 1o the communlcation process

(Tt By

e} Memo is abbreviation of word memorandum.

£ p B

2. put a Tick {#) mark against the correct answer in the
brackers provided : 1x10=10

() Communication i  impertant for the
prganizations, breause

{il it helps business Lo work
efficiently S

i) it helps 1o taild human
relations | ]

fiif it ensures ok satisfaction and
enrichiment i |

fvp Al of the above | |
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| 3 )
fb) Which one iz not physcal barriers of
communication?
{i} Noise { ]
fitf Improper tfime i ]
{iif] Dhstance | I

jiu} Poor vocabulary [ ]

{e) Paris of business letters arc
fij heading ¥
fif) inside address { ]
frif}  body [ I

fiy All of the above { ]

{d) Which one iz not component of ‘press report’?

{ii Factual accuracy [ J

{fi] Interesting to reader | }
. fiti] Brevity { |

fivf Bibliography i .
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{e} Which one is not visual element for good delivery
of presentation?

(g}

i

()

fae!

(iv)

The

Dress up ellcctively L lnnk
gmart i ]
Be confident and authoritative in vour

lonk [ )

Srand upnght | [

Llse active yoige | [

most  amportant  geal  of  business

crmmunicanon 18

i

fii]
fuz)
{2

favoursble relationship between scoiier and
recciver £

organizational goodwill {1
receiVer rosponse [ [
recewver Bnderstanding [ i

The formal greetings with which business
letter begins is called

{1}
i)
fiti)

{is]

reference i ]
salutation [ i
subjcot I ;

intreduction i |
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| 5 )

i) Whick among the following i1s not one of the 7 C's
of communication?

fil  Conciseness i}
frt Correctness :
i) Clarity i |

fi) Creativencss { ]

fl Which of the following is a correct dateline for o
business larter?

il March, 10, 208 i)
{itt 10 March. 2018 i |
firt} March 10, 2018 { |
fri War 10, 2018 I }

(1 The primary purpose of report is

fil 1 gontrol problems, sell products  and
SCTVICE s | |

f1i} to analyze problems and predict practicat
alternatives [ ]

{iti) to montor and control production, sales,
shipping, e i }

i) 1o solve problems and supply
facls I )
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3. Write short notes on the following : 2=5=10

fa) Adwvice

(b} Formal Communication

Be BC-G01/533



I 7))

fel Bumours

fd) Business Report
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[ 8)

e} Globalization

w
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