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Note : Answer all questions. All questions carry equal

marks.
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What is Business Communication ? Describe
its essential features and importance to
managers.
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What do you understand by SWOT Analysis ?
Describe its method and importance.
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What do you mean by channel of
communication ? Explain the types of channel
of communication.
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Write short notes on any two of the
following :

(a) Group discussion
(b) Interview

(c¢) Seminar
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Name the main parts of a good business letter
and explain them in short.
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What is meant by complaint letters ? What
are the objectives of these letters? What

points should be kept in mind while writing
these letters ?
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What do you mean by Report writing ?
Explain the process of report preparation.
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Differentiate between a Routine Report and
Special Report. Describe briefly the rules
applicable for Special Report preparation.
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What is meant by Body Language ? Explain
the types and importance of Body Language.
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Explain the objectives, importance and
limitations of Interview.
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