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Answer the following (Attempt any two)
Discuss Noun and its types in detail.
What are the three basic requirements of paragraph writing?-discuss

Discuss Predrafting, drafting and post drafting as the stages of effective business

communication,
Define communication and discuss the process of communication in detail.

Section B
Answer the following (Attempt any three)
Draft an appointment letter to appoint Mr.Anirudhdh Parihar as a senior
programmer on behalf of Sontech Company.
Write a short note on Written Communication.
Discuss Report writing and it’s essentials in detail.
Write an essay on Global, Bastness Efforts.
Write a short note on Business and Workplace Email Etiquette.

Section C
Part— A (Multiple Choice Questions)
A is that part of the sentence that expresses some sudden feeling or
emotion.
A preposition B interjection
C noun D pronoun

in writing refers to the writer's attitude toward the reader and the subject
of the message.

A Style B volume
C Pitch D Tone
A Business messages must be
A Lengthy B informal
C Concise D Detailed
The letter that invites job applicants for facing interview is known as
A Interview Letter B Informal Letter.
C Personal Letter D Business Letter.
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When a long-term project or work is undertaken, the administration keeps itself
informed through

A Inspection report B Investigation report
C Progress report D Laboratory report
Personal letters are written to
A Business partners B Friends and family
C Staff members D Bosses
A short piece of writing on a particular subject :
A report B Thesis
C Essay D None of these
Electronic mail commonly called
A e-message B email
C imail D None of these
A. formally introduces you, and can personalize the presentation of
your resume/application.
A Cover letter B Sales letter
C Promotion letter D Deal letter
The full stop indicates the sentence has just :
A ended B reached mid-way
C Dbegun D been continued
Part — B (Do as Directed) (05)

State whether the following statements are True or False:

Paragraph development by Space and Time is like'that by examples, but only to an
extent.
There is difference between @aology letter and Complaint Letter.

The sales letter doesn’t )&Q&n the product clearly.
At the time of writing ative words-should be totally eliminated from the text.

Communication k@*regional and branch office are mainly for giving orders to
workers, prescri@ methods and procedures.
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