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Time : 3Hrs. Sem. -V / MOP

Prof. LCS (Eng+Hindi)

Full Marks : 70

Pass Marks : 28

Answer all 10+10 questions from Group A, each question 

carries 1 marks.

Answer all 2+2 questions from Group B, each question 

carries 5  marks.

Answer all 2+2 questions from Group C, each question 

carries          marks.

All parts of a question must be answered at one place in

sequence, otherwise they may not be evaluated.

The figure in right hand margin indicate marks.
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1. Choose the most suitable answer from the following

options :1x10=10

(iii)

(ii)

(i)A circular letter is written by the firm to its 

customers, employees, suppliers shareholder

about:

(a) Certain fundamental changes in the

      structure of the organization.  

(b) Certain fundamental changes in the 

      policies fo the organization.

(c) The change in the address of the 

      organization

(d) All of these

Which of the following is the best visual

representation to illustrate changes over time? 

(a) Multiple bar graph

(b) Pictogram

(c) Line graph

(d) Pie chart

The merits of written communication are:

(a) Permanent record 

(b) Helps to fix responsibility

(c) Both (a) and (b) above

(d) None of these
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(ii)  Offer
(iii)  Risk
(iv) Insurance

OR

9.
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(v)

(vi)

(iv) Which one is not an objective of a 

presentation supplemented with audio-visual

aids:

(a) To present all related details to the target

      audience 

(b) To create high impact

(c) To make the presentation well-structured

      and properly packaged

(d) To hide all relevant details from the target

      audience on a specific concept

Select the odd statement out in relation to

Minutes of Meeting:

(a) They are the decisions taken in a meeting

(b) They are waste or worthless records in 

      every organization      

(c) They act as an aid to memory

(d) They provide base for decisions and their

      implementation.

In the age of internet, telephone calls are:

(a) Still a vital communication link for many

      organizations

(b) Non longer practical

(c) As good as an e-mail

(d) Considered outdated mediums by many

      business people
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6.

5 x 2 =10
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(xix)

(xx)
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(viii)

(ix)

(vii)The speaker addressing a public meeting

must look at:

(a) Chosen section of the audience

(b) The chairperson only

(c) Only those sitting on the stage

(d) Every section of the audience

The limitations of written communication are:

(a) Time consuming

(b) Expensive

(c) Quick clarification not possible

(d) All of these

Which one is not a type of Business letter?

(a) Inquiry letter

(b) Personal letter

(c) Complaint letter

(d) Order letter

Identify the non-barrier of communication

(a) Eloquence

(b) Poor expression

(c) Noise

(d) Indifference and lack of interest
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Answer all Two Questions. 

2.

5 x 2 =10

List down the ethics important for effective writing.

                         

Write a short note on 'The Body of Business Letter'

or 'Role of Audio Visual Aid in Communication'.

                         

3.

OR

 OR

5

5
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Answer all Two Questions. 

State and elaborate essentials of good English.4.
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OR

Discuss strategies for effective public sepeaking.

Analyses the main skills essential for participating

in a meeting.

                       

You (Divya Darshan/Sanskriti) are manager of a

company engaged in counter services. Your office

is about  to be shifted to a new location.

Write a letter to your clients informing them of the

change of address and contact number. 
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(xiv)

(xiii)
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1x10=10

(xi)

(xii)
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