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PART A — (3 ( 5 = 15 marks)

Answer any THREE of the following.

All questions carry equal marks.

1. What is communication?

2. What are circular letters?

3. Write a note on Need for Insurance.

4. Write the significance of Import-Export correspondence.

5. Bring out the purpose of a good letter of complaint.

PART B — (4 ( 15 = 60 marks)

Answer any FOUR of the following.

All questions carry equal marks.

6. Write an essay on the objectives and scope of communication.

7. What are the qualities of a good business letter?

8. Write a letter enclosing a catalogue and quotation of your company product.

9. Explain the elements of a good letter of complaint.

10. Bring out essential points of good Business Report.

11. Write a job application letter.

12. Explain the Agenda and Minutes of company meetings.
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