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SECTION A – (10 X 2= 20)
ANSWER ANY TEN QUESTIONS

1.      The salutation is the similar to greetings like “good morning” , “good afternoon” 
      etc., used by us in social life. The form of salutation depends on like personal  
      relationship between the writer and addressee as well as upon the letter’s rank 
      or position.
2. social communications are employed as a substitute for verbal communication. A
picture of a burning cigarette with a red cross over it can easily communicate, No-smoking warning. Visual communication or visual signals are advantageous because they arrest the attention and are brief to a point. They have universally accepted meaning. 
3. Write in detail: (a) F.O.R- Free on Rail
   (b) F.O.B-Free on Board
 			   (c) C.O.D-Cash on Delivery 
   (d) C.W.O-Cash with Order 
      4.	An enquiry letter is written by a potential customer on the lookout for a product
            or with a desire to avail the services offered by a seller or an organization. An  
            enquiry letter is neither a contract nor does it entail any contractual obligation 
            between the two.
5. The surrender value of a policy is the amount that the insurance corporation will 
pay in cash to the assured, if he surrenders his policy to it and gives up his claim. Due to unavoidable reasons, the person unable to pay the premium and continue the policy till its maturity, he may surrender the policy. In the event of surrender, the corporation will pay the amount till he paid the premium. That is called surrender value. 
6. An “Overdraft” is a financial arrangement under which a current account 
holder is permitted by the bank to overdraw his account, i.e, to draw more than the amount standing to his credit, up to an agreed limit.
7. The term minutes can be defined as the written record of the business done at a 
meeting. But speeches and arguments are not recorded in the minutes. Only resolution and decision are recorded in the minutes. 
8. “memorandum report” are adoptative of short reports, highly useful in inter-
Organisational communications. With the advent of computers, one-page memo reports is frequently used as they save time and the hassel of sending reports in box trays. 
9. 	A digital profile is the sum content of the profile of a person on internet. A digital profile can be composed of personal or professional information shared on public Web sites posted personally or by others. One of the most effective ways to build a positive professional digital profile is through social media.
10.	Interviews help in gathering a wide range of information about the applicants' 
attitude, feelings and motivations, which in turn help in the decision-making process to hire the right candidates. Interviews help in selecting the right candidate from a group of applicants, who applied for a job.
11.	The way a person stands or sits is his posture. It is good to adopt a flexible erect 
            posture rather than a stiff or slouching posture. An erect posture reveals 
            confidence and poise. Drooping shoulders, sagging in the seat etc., reveal a 
            feeling of depression and lack of interest. 
12.	 The expression post scripts mean an addition written afterwards. It is written 
            below the signature. It is considered as bad banners and is a sign of bad 
            construction. It gives an impression that the writer lacks in planning the letter
            and is careless. Therefore, post scripts should be avoided in all business letters. 

SECTION B – (5 X 5 = 25)
ANSWER ANY FIVE QUESTIONS

13.	communication fails due to various reasons. The various barriers to
            communication are below:
1.perception: An individual’s view of reality is known as perception. Two individuals do not see things exactly alike. People differ greatly in the way they perceive things and events. 
2.Semantic or language barriers: Language serve as the basis for the communication. It is the medium through which views are conveyed. Words that are used to convey messages have several meanings. On the other hand, the receiver reads or listens to the messages and interrupts it within his own frame of reference. Thus, semantic difficulties come in the way of clear understanding.
3.Perfunctory attention: if receivers pays very little attention to the message , communication in the sense of transfer of information and understanding will fail.
4.Status:one of the basic barriers to communication arise due to status relationship that exists in every organization.
5.Resistance to change: Resistance to change will be strong when the proposed change is great. One method of overcoming resistance is explaining the subordinates as to how they will be benefited by such changes.
6.Organisational structure
7.premature evaluation
8.Emotional attitude
9.Failure to communication
14.	I. Formal and Informal letters
	II. Good news and Bad news letters
	III. Based on content
	IV. Banking correspondence
	V. Insurance Correspondence 
	VI. Import-Export Correspondence  
15.       I.Form Letters
	II.Individual Letters
(i) Letters between the banker and the customer
(a).Letters from banker to customer
(b).Letter from the customers to the banker.
	(ii)	Letters between one banker to another
	(iii)	Letter between head office and branch office.                                  
16.       Press reports are scripts prepared for publication in the newspaper and 
            periodicals to be read by numerous people in different walks of life. Press is the
            most effective medium of communication and publicity. It undertakes to convey 
            news and opinions to the public through well worded messages, sketches, writing
            editorials etc.,    Press reports are specific messages or events occurring in political,
 economic , social and administrative spheres.  
(i) Report should contain graphic account of the event.
(ii) The matter should be adequate.
(iii) The message should be in attractive style.
(iv) Vocabulary and wordings of the report should be in accordance with the importance.       
17.       There are many types of interviews in business communication. Including
	(i) Individual interview
	(ii)Group interview
	(iii)Unstructured interview
	(iv)Case interview
	(v)informational interview
	(vi)Video interview
	(vii)Exit interview
	(viii)Technical interview
18.	Sales letters can be defined as “letter written with a view to effecting the
	State of merchandise or service.
(i) Attracting the attention of reader:
(ii) Creating a desire for the product (body of the letter)
(iii) Convincing the reader of service (body of the letter)
(iv) Motivating action 
19.	a. Endowment Policy: Under the policy, the sum assured is to be paid to the assured on his reaching a specified age or if he dies earlier, the amount is to be paid to his heirs or his nominee. The premiums of such policies are to be paid until, the assured reaches the specified age or until his death, if it occurs earlier. This type of policy is famous because it is a continuation of the elements of saving, investment and risk bearing. 
b. Joint Life Policy: A policy covering more than one life is called joint life assurance policy. The assured amount becomes payable on the death of any of the insured under the policy. It is payable to the surveyors. A joint life policy usually taken on the lives of husband and wife. The partners of a firm may also take out a joint life on their lives. 

SECTION  C – (3  X 10 = 30)
ANSWER ANY THREE QUESTIONS
 
20. 	On the basis of media used, communication can be classified into four namely:
	I. Oral communication
	II. Written communication 
	III. Non-verbal communication
	IV. Audio-visual communication
21.       The traditional job application letter is slowly getting replaced by the resume. A
            resume is a summary of qualifications and intended career path. You can call a 
            resume, a qualification brief or curriculum vitae. Do not give the title “Bio-
            data” to resume.
            Points to be remembered:
I. Heading or Opening section
II. Educational qualification sector
III. Section on experience
IV. Achievements /Awards
V. Personal data (optional)
VI. Reference:
22.       Firms’ Letter with address
	To The (Name of ) Insurance company  with address
	Dear/respected sir,
	Ref: Policy No.. dated …..
	Body of the letter should contain address of fire , date & time of fire occurred.
	Estimated Stock loss value, requesting to send surveyor etc.,
	Yours sincerely/faithfully,
	For firms name
	Proprietor/partner signature
              
23.       Circular letter is a constructive force to make it more effective, different 
            Strategies, should be adopted for different occasions.
I. Establishment of a new business.
II. Admission of a partner
III. Change in the address
IV. Retire or death of a partner 
V. Purchase of a business
VI. Obtaining an agency
VII. Price reduction or clearance sales
VIII. Conversion of partnership into a Limited company 
IX. Introduction of a new products.
24.	Analyze the information to be furnished in a letter of application for    
             employment.
	1.Name and address of the applicant
	2.Name and address of the perspective employer
	3.The salutation
	4.The Opening paragraph
	5.The body of the letter
	6.Concluding paragraph
	7.Complimentary close.
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