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Instructions:
1. Figutes to the tight indicate full matks

2. Each section should be wtitten in a sepatate answet book

3. Be precise and to the point in your answel

SECTION.I

Q.1 Discuss the following.
1, Basic functions of Cornmunication
2. Featutes ofan extetnal and intetnal communication

OR

Q.l What is non-velbal communication? Discuss its components in detail with examples (at least

thtee examples fot each component).
\r,

Q.2 Discuss the guidelines fot Ftaming Effective sentences for Technical vriting.
OR

e.2 Discuss various flows of communication in an otganizaiion with the help of diagtam and

ptovide at least two situations fot each flow'

Q.3 Do as ditected (AnyTWELVE)

(1)Theshatedealerbehavedrudelywiththeclient.(Identifuundetlinedword)
(2) The leaning tower of Piza, which _for years, reopened fot public in 2001. (Inseft pfoper

fotm of 'close')

( 3 ) t henewsabou t t hec tash?No ,wha thappened? \Thend id i t happen? ( Inse tp rope t
form of 'heat')

(4) ICs getting quite late. I'm afraid I - better leave' (should/had better)

(5 )Youdressup l i keagen t lemanon thedayo fyou r i r r t e rv iew . (mus t /have to )
(6) He likes people to call him 'Sir'. (Change the voice)

(f It is impossible to do this' (Use can't)

\rr' (8) He said that it tajn. (maylmight)

i1 f<""p Seatching. You might get a decent iob that suits you' (Use \would pethaps')

(10) Something has to be to save the people ftom this catastfophe. (Insett ptopet fotm of
'do')

(11 ) I f I a lo t te ry t i cke t , i -w in1 ,00 ,000Rs ' (Usesecondcond i t i ona l )
(12) I will have my cat repainted next week' (Change the voice)

(13) He'll be ready as soon as you-' (be)

i14) She herseif denied accepting the cash prize (Identi$ underlined wotd)

SECTION-II

Q.4 Explain the tetm ,noise' in communication? Discuss the possible causes fot interpersonal

batiers to communication with examples and temedies to overcome them'
OR

Q.4 Explain the following tetms with examples:

1 'Apprec ia t i veL i s ten ing2 .Empa the t r c l i s ten ing3 .Comprehens iveL is ten ing
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Q'5 what is teading? Discuss different sttategies fot effective lsading comprehension.

o't 
[i:ff* 

the lay-out of a Business t.n , 
"rfaT""uss 

arl rhe compulsory parts of a business

Q.6 Draft the following business letterc,

tl] {s 
a P.roculehent Officer place a putchase order for ABC Coolets for your otganizaion.

(2) convince what led to the ertor in the b'r of diffetent revolving chairs putchased by yourcustomet and offet suiable adjustment in the form of a letter.

END OFPAPER
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