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Time: 2.30 Hrs Marks: 75

Instructions: 1) All questions are compulsory.
2) Figures to the right indicate full marks. .

Q.1.A) Fill in the blanks. (05)

1. The word communication is derived from the Latin word

2. is anart of influencing the mind of the listener.

- : 3. Body language is an example of communication.

4. Listening is said to be a

5. The full form of e-mail is

Q.1.B) State whether True or False. (05)
1. Oral communication is less expensive.
2 Communication is a two-way process.
3. Telephonic communication has legal validity.
4. SMS communication is very costly.
5. Language acts as barrier to communication.
Q.1.C) Define in one sentence. (05)
1. Business communication
2. Motivation
3. e-banking
4. Written communication
5. Encoding
Q.2) Write short notes on Any Three. (15)
1. Horizontal communication
2. Business etiquettes
3. Disadvantages of communication by Fax
4. Facial expressions

5. Information as an objective of communication
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Q.3) Answer any Two of the following. (15)

1. What is the relevance of feedback in the process of communication?

2. Write on the advantages and disadvantages of internet.

3. What are the main barriers to communication?

Q.4.A) Goodluck Software Company, Kolkata is looking for an experienced computer
programmer. Apply with a detailed bio-data to Box No 4917, The Times of India,Mumbai-07.

(07)

Q.4B) Write any Two of the following. (08)

1. You want to pursue M.Sc in Chemistry from Delhi University. Draft a Statement of
Purpose (SoP) for the admiissions process.

2. Aadesh Kapur has been offered the post of a Sales Manager in New India Electronics,
India Ltd., Pune. Write a letter of acceptance.

3. Draft a letter of resignation from the post of Office Assistant at Kaivalya Pharmacy Ltd.,
Mumbai as you have been offered a better job in an organization in Pune.

Q.5.A) Write a paragraph on any One of the following. (05)
1. Advertising on TV
2. Effective communication

Q.5.B) Edit the following passage for better organization. : (05)

On one evening I want to go to the market to purchased few books. I went down from my
building to get either a bus or an auto. I wait for some times but bus had not came. I saw after
some time few police is coming to me. So I asked them why public transport not available.
was told by them that the city had called for band to protested against petrol hike. I later
remember having read in newspaper about band. I therefore canceled my plan to go market and
instead went to nearby internet café to ordering my competitive study books via online. I cursed
public for such useless call for band for commuters and others suffer terribly.

Q.5.C) Fill in the blanks with correct prepositions. (05)

1. They will come to your house Monday.

2.1 am looking my parents.
3. Meena is worried her future course of action.

4. Leave a margin both the side a page.
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On one evening I want to go to the market to purchased few books. I went down from
my building to get either a bus or an auto. I wait for some times but bus had not came.
[ saw after some time few police is coming to me. So I asked them why public
transport not available. I was told by them that the city had called for band to protested
against petrol hike. I later remember having read in newspaper about band. I therefore
canceled my plan to go market and instead went to nearby internet café to ordering my
competitive study books via online. I cursed public for such useless call for band for
commuters and others suffer terribly.
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2. They will come to your house Monday.
3.1 am looking my parents.
3. Meena is worried her future course of action.

-%¥.Leave a margin both the side a page.




