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Q1a) Define Communication? Discuss the scope & importance of business communication.

b) Explain the various principles of writing principles?

Q2a) Briefly discuss role of language in business communication?

b) What are the legal accepts that must be consider in communication? Explain the factors of communication.

Q3a) Define interview? Describe the various kinds of interview.

b) State basic organization plans? Explain the planning steps in communication.

Q4a) Define sales letter? Explain the uses & characteristics of sale letter.

b) What do you know about the commodity market and capital market? Distinguish b/w sale letter & sales promotion letter.

Q5a) what are the objective of a sale promotion letter? What are the essential of good order letter.
b) What are the faults of dictation? What steps can be taken to overcome them.

Q6a) Explain the responsibilities of a listener? State the result of good listing.

b) Distinguish b/w verbal & non-verbal communication?

Q7a) The Resume provides the quick means of referring to factual retail? Explain the statement & contents of Resume.

b) Describe the term speculator? What are their classifications?

Q8a) Define Business reports & its characteristics?

b) Define market Report & its essentials?

Q9: - Short Notes :

1. Functions of leaders 

2. Letter formats 

3. Memorandum reports 

4. Importance of Dictation 

5. Speaking at a conference 
Q10: - Letters :
1. Order letters 

2. Circular letters 

3. Inquiry letter 
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