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10.

11.

Answer ALL questions.

PART A — (10 x 2 = 20 marks)

Define personal communication. Does it affect the attitude of individuals?
Identify the elements involved communication process.

How do you give constructive feedback?

Name the activities involved in listening.

Write the purpose of Business letters.

Briefly describe the process of writing business messages.

Define “Business Report”.

What are the different ways of organising a report?

Explain the term “Proposal”. Name the types of proposals.

What is “Structural Coherence Helpers™?

PART B — (5 x 16 = 80 marks)

(a) List the type of Internal operational and External operational
communication that may occur in a medium sized apparel manufacturing
unit.

Or

(b) Explain the verbal and non verbal barriers to comunication.



12.

13.

14.

(a)

(b)

(a)

(b)

(a)

(b)

“Meetings involve oral communication. In a meeting a person will be
either a leader or a participant”. Elucidate the importance leader and
participant role in a meeting.

Or

“International business would not be possible without international
communication”. Comment on the statement.

In Yesterday’s daily newspaper you saw an advertisement about some
property that just might be what you have been looking for :

Rocky Mountain Lodge on 269 scenic acres of forest, breathtaking
Mountain View, Running stream through property. Twenty-two rooms,
25 baths, large kitchen, dining room, and lobby. Giant fireplace. Three
service buildings. Two tennis courts, a steal at $ 2,450,000 P.O Box 7413,
Denver, CO 80209.

One of the industrial clients of your real estate business is seeking a
building like this. The area and the price are right. But your client thas
some specific requirements that the advertisement doesn’t cover. So you
will write a letter to the advertiser to determine whether the place meets
those requirements.

Your client wants a place that is easily accessible through out the year by
auto mobile. Because the building would be used as a corporate retreat
and training centre, two rooms suitable for the meetings of up to 15
people 2 would be needed. Then there should be at least 15 rooms
suitable for bedrooms. It would be helpful if the advertiser could send you
the picture of the place or a brochure. Also you had like to know the real
estate taxes on the property and how old is the structure? You may think
of other facts your client should know before inspecting the property.
Now write the enquiry letter.

Or
Write a sales letter to promote the sales of any one of the following :
(i) A financial product
(i1) An educational service.
Answer the following :
(i) What are the common characteristics of business reports?
(ii) What are the common types of business reports?
Or

Write the detailed answer on the common content for research proposal.
Give an example of your own research proposal.
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15. (a) How do you collect data for your report? Describe the merits and
demerits of the various data collection methods.

Or

(b)  Write a short report on the topic “Business Communication”.
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