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N.B. : (1) Question No.1 is compulsory.
(2) Attempt any four questions out of the remaining six questions.
(3) Figures to the right indicate marks. .

(4) Answ~rsto all the sub.questions should be attempted and grouped together.
"

QLWrite short notes on any 03 of the following: (05 ~h)

A) Pr.ejudice and closed mind as barriers to comtnunication
B) Video-conferencing
C) Art of public speaking
D) GeStures and faCial expressions
E) Ad\Tantages and diSadvantages of Horizontal communication.

. F) Letterhead in official corre~pondence
"'"
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Q2. A. Communication is the process of sending and receiving information. Explain the
Communication process, in the light of this statement Draw the communication cycle
to suppOrtyour answer. (08) .

Q2. B. Clarity, Conciseness, correctness and courtesy are some of the basic principles
Used in letter writing. Discuss the language and style used in technical writng and

official correspondence in the light of the above s~ment giving examples for
. each of them. (07)' ,

--, Q3. A. Write down a letter of enquiry for. leather purses, bags and other goods asking for
all details regarding yariety, quality, colour and price list e.tc. for a shop you are opening
in a developingnode of your city. Use a modified block form for your letter. (09) - .

Q3.B.Givedefinitionsforanythree .

Microscope, Drill, File, WeldIDg, Stapler (06)

Q4.A. Write'down a reply' for the enquiry you have received for fiuniture items from a
. neweducatioDal institution which is opening in your town shortly. Give all details

regarding quality, material used, m>e and cost involved and make a quotation for
. . the same. Use a semi block form for yout letter. (09)

Q4.B. Write a set of about 10to 15 instructions for: . .

,Changing the tube of a tube light OR Drilling holes in a wooden plank (06)
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Q5.A. Draft an order letter for stationery items you need for your new office in a prime
location of your city. Give all details regarding the'same in responseto the quotation.
you have received from the supplier.( 09)

Q5.B. Write brief answers explaining the use, importance and structure of any two of the
Following; (06)

1. Subject line in a letter
2. A.I.D.A. principles of letter writing
3. Signatureblock in official letters
4. Dateline

\ . Q6.A. You are dissatisfied with the gannents consignment you have received from a
suppli~r. Write down a claim letter for the same and mention the details regarding the
problem. Write the letter in a form~t of your choice and mention the format you have
~~ . ~'-

Q6.B. Match the following: (06) .

Principle of letter writing

For Information

Instrument to see minute objects clearly

fast in face to face communication

Instrument used for increasing the voice volume

Optional part """" .

#

No Ordinals

Reader's point of view

Complete block form

Instrument to see distant objects clear

Do not operate the grinder for more than 2 minutes at a time

Wear slippers while changing a fuse wire.

1.You attitude

2.Warning

3.Caution

4.Left alignment

5.Courtesy

6.Dateline

7.Subject line

8.C.C.

.-
9.F eedback

1a.Microphone

11.Telescope

12.Microscope




