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15BTOC11 BUSINESS COMMUNICATION
Part-A 10 x 1=10
Choose the correct answer

1. Communication is process which involves
a. Inability to share ideas b. Sharing of information  c. Spics d. Sunting

2. The creator of the idea is the

a. Decoder b. Feedback giver c. Encoder d. Listener
3. A communication from a supervisor to a manager is communication
a. Lateral b. Vertical c. Horizontal d. Etiquette
4. Gossipis a communication
a. Formal b. Grapevine c. Systematic d. Always truthful
5. Poor vocabulary is a Barrier '
a. Personal b. Physical c. Semantic d. Functional

6. The catalogue in the letter is part of the
a. Reference b. Body c. Enclosure d. Salutation

7. Which of the following is a characteristic of a good speech?
a. Colour b. Clarity c. Typing d. Letterhead

8. Screening is a type of
a. Speech technique b.PR technique c. Interview technique d. Conference technique

9. Which of the following are a group of people authorised to deliberate on certain issues?
a. Committee b. Team ¢. Quorum d. Conference

10. Enacting a situation is
a.GD b. Role play c. Team building  d. Body language

Part B . 5X6=30
Answer the following _
Answer should not exceed 400 words or two pages

11.a. Discuss the importance of effective communication.
(or)
11.b. What are the objectives of Communication?
12.a. What is horizontal communication? How is it significant in a company?
T (or)
12.b. How does upward communication aid the feedback system in a company?
13.a. What are the different kinds of letters?

(or)
13.b. What is a report? Explain.
14.a. What are the points to be noted for a good speech?
(or)
14. b. What is a committee? Explain
15.a. What do you mean by ‘Etiquette’? Explain
(or)

15.b. What is a team? How can it be built?
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PartC ' 5 x 12=60
Answer the following
Answer should not exceed 800 words or four pages

16. a. Explain what is written communication and its advantages and disadvantages.
(or) '
16. b. Audio visual communication plays a vital role in sales of Tourism. Explain how it can be
effectively used and its advantages and disadvantages.
17. a. Explain the barriers to effective communication
; (or)
17. b. What is Grapevine communication? Explain its types
18. a. What is a business letter? Explain its layout and need.
(or)
18. b. As a tourist operator write an introductory letter to a client informing them of your
tourism services. :
19. a. How does PR play a vital role in the organization? Discuss.
(or)
19. b. What are the different types of interviews? Explain the advantages and
disadvantages of each.
20. a. Write a role play between the manager and sales executive of a tourism organisation
discussing about the plan for the coming year.
(or)
20. b. How is interpersonal effectiveness important for an individual? Explain with
two examples.
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