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New Syllabus

Managerial Communication

UNIT-1

Introduction to Managerial Communication: Meaning, Importance, Objectives,
Principles of Communication, Elements of Communication Process, Essentials of Effective
Communication. Forms & Channels of Communication, 7 C's of Communication.

® Feedback: Need, Importance and Types. Factors to be Considered while Selecting
Medium.

o Communication Models: Aristotle, Lasswell, Shannon-Weaver's, Berlo's SMCR.

UNIT-2

e Communication Barriers: Physical, Organizational, Socio-Psychological, Linguistic.
Remedies to Remove Barrier. The Cross-Cultural Dimensions of Business Communication.

® \erbal Communication: Oral Communication: Meaning, Principles, Advantages and
Disadvantages of Effective Oral Communication.

® Non-Verbal Communication: Kinesics, Proxemics, Para Language.

UNIT-3

e Listening: Process, Need and Types of Listening.

® Speeches & Presentation: Stages and Principles of Effective Speech. How to Make the
Speech Effective. Speech of Introduction: Speech of Thanks: Occasional Speech: Theme
Speech. Presentations: Elements of Presentation, Designing a Presentation, Use of
Audio-Visual Aids.

® Meetings: Need, Importance & Planning of Meetings, Drafting of Notice, Agenda, Minutes
& Resolutions of Meeting, Writing Memorandum, Press Release, Press Conference.

UNIT-4

® Interview Techniques: Mastering the Art of Conducting and Staging Interviews,
Interviewers Preparation, Candidate's Preparation and Types of Interview-Selection
Interviews: Grievance Interviews: Appraisal Interviews- Exit Interviews.

® Group Discussions: Do's and Don'ts; Conference & Seminar, Roles & Responsibility of
Participants and Chairperson.

e Business and Social Etiquettes: E-mail: Format, Language and Courtesy, Common Errors.

UNIT-5

® Business Letters: Styles, Layout and Types of Letters: Enquiries, Circulars, Quotations,
Sales, Orders, Acknowledgements Executions, Complaints, Claims and Adjustments,
Banking Correspondence, Agency Correspondence, Bad News and Persuading Letters,
Job Application Letters, Covering Letter, Interview Letters.

® Reports: Definition and Purpose, Types of Business Reports: Format Organization Reports

by Individual, Report by Committee.
aa



Introduction to Managerial Communication

Q1.

Q.2.

INTRODUCTION TO MANAGERIAL COMMUNICATION:
MEANING, IMPORTANCE, OBJECTIVES

AoIRA HRIAD BT gRea: 37, 95w, Saed

What is Managerial Communication?/ 33iRaet FHRH T 2?

OR
What do you mean by Business Communication? Why Effective Communication
is important for any organization?

Ao HRIfh e W 31T T W & ? fobelt siiieTgsie & fog shidea aryfRide
Ayl i 5 ?
OR

Why is it necessary to communicate effectively? Mention the basic principles
of effective business communication.

THIE TS F FYFDE AT T IMAWTS & ? THEEHRI fIoma FRFheE & 99
Rrgial &1 St HifoTUl

PRINCIPLES OF COMMUNICATION / RS & Rigra

Discuss the principles of communication.

FHRFHE & Rigral &1 aui Hifor

OR
What are the principles of effective communication? Enumerate giving suitable
examples.

Fhidea HRFBE & T Sifkuew g7 SR SgTexur IaH) wwest |

19

27

ELEMENTS OF PROCESS OF COMMUNICATION/ SRIfFcheT i TR & Qferded

Q.3.

Q4.

Explain the Elements of Process of Communication. [2010]

FHRIFBE I TR & Ufericd Bt Hssg |
OR
Describe the Process of Communication. | Fg{ e & HIAW &I quid HIfTT |

ESSENTIALS OF EFFECTIVE COMMUNICATION

THEAHR] HRIAHA Bl aIHATY
Discuss the essentials of effective communications.

THEAHRI HRY[TBT B ATGI Tedl Dl FHIT Diford |
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OR
What are the essential elements of effective communication?

THITHR HRIABT & BIT-DHIF | ATGTD T & ? M

FORMS AND CHANNELS OF COMMUNICATION/ HR]fFhe & w0 3R Aed

Q.5.

Q.6.

Q.7.

Q.8.

What are the different Channels of Communication?

FRIAGE & A= d e F §?
OR
Write a short note on Channels of Communication.

FRIASI & AT IR U wfem feuoft ey | 43
FORMAL COMMUNICATION / Bi¥e SR {Adhe

Write a short note on Barriers to Upward Communication.
TS HRIBE & IR 1R 7 ¢ e ey |
OR
Mention the methods by which Communication can be kept moving in an
organization.

I faferdi 1 Seora HfRTg O fBw ifFEoeH § Fgdem TR @ ST adar gl 47

INFORMAL COMMUNICATION-GRAPEVINE / 14T SRfFehe - Iuars=

What is Grapevine? How can management use it to influence the morale of
the employees? [2010]

YUATS T & ? TARIIST o JTEARUT DI THTAT DR b fOY AASHIC SHDT STANT $A DR
APHATE?

OR
Explain types of Informal Communication. /| $hHc SR & TSR TESC | 64

7C'S OF COMMUNICATION / HRIf5eH & 7C's

Discuss the 7 C's of communication./ FRI 5 & 7C's &1 fdaamr Hifor |
OR
What is the meaning of 7 C's of communication? Explain.

FHRIAHE & 7C's BT T 37 & ? WE HIR 73

FEEDBACK: NEED, IMPORTANCE AND TYPES/ Frsad: TR hdT, Hgw Td UHR

Q.9.

“Successful communicators invite, use and give feedback.” Discuss the
statement.

ARG HRIAdhed hisdd I AT, STINT iR UeH o= & I’ 39 BT
ITRET BT |
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Q.10.

Q1.

Q.12.

Q.13.

OR
Write a short note on Importance of Feedback.

Hhlsad & Aged W Afared fewoft fsRaw |
FACTORS TO BE CONSIDERED WHILE SELECTING MEDIUM

Hifsew & o9 gg fanoia aR®

Discuss the factors on which selection of proper and appropriate medium for
effective communication depends.

I haed B v O W e shidea FRfRdee & oy oiaR qur gnfiive
Mfeaw o1 RiSae ik g 2

OR
Selection of Appropriate channel and media for communication is very criti-
cal job for the sender. Comment.

FRIASIA & 3T wifiive 39 vd Hifean &1 Ridaer w31 dvsx & fou sifty Agcayof
ST BT & | TEiET BT |

ARISTOTLE'S MODEL OF COMMUNICATION/ TRI{AdheT & 3R¥ Hisd

Discuss Aristotle's Model of Communication.
FRIAGBA P 3R] ATset BT v HIR|
OR
Write a short note on Aristotle’s Model of Communication.

FRIAH BT IRT Hisd UR wfare feoanft forRa

LASSWELL MODEL OF COMMUNICATION/ SRI{&he &1 ATHAe Alsel

Discuss Lasswell's Model of Communication.
FRIADH HT AIAA ATse i fademt Hw|
OR
Write a short note on Lasswell Model of Communication.

FRFHT FT AN ATsel IR U wfare feooht forlRa
SHANNON-WEAVER'S COMMUNICATION MODEL

A-FraR F FRIABIN Alsd
Discuss Shannon-Weaver's Model of Communication.
AT-FIeR & FHIAhe Aisd $Hi wdf Hifor|

OR
Write a short note on Shannon-Weaver's model of communication.

IT-FIeR BT FYFB Alsad R At feugoft forRa
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BERLO'S SMCR COMMUNICATION MODEL/ Sdf & SMCR FRIAdhe Afsct

Q.14. Discuss Berlo's SMCR Communication Model.

IaT BT SMCR HRIh e Aisd WR =@t Hiforg|

OR
Write a short note on Berlo's SMCR Model of communication.
IaT & SMCR FHH[heT Hisel UR U wfara fewoft forRaw) 90
O Review Questions 94

Communication Barriers & Verbal and

Non-Verbal Communication

CONMMUNICATION BARRIERS: PHYSICAL, ORGANIZATIONAL
SOCIO-PSYCHOLOGICAL, LINGUISTIC

FRIfBH dRTw: fhfTed, siffHTgsieda, |iftr-wgaiarome, fifafes

Q.15. What is meant by Barriers to Communication?

FHRIAheH # IRTw § oy T wHe &2 97
REMEDIES TO REMOVE BARRIERS/ 3/@R141 &l ¥ #%+ & SUN

Q.16. What can be done to overcome barriers to communication?
q BN W BRE & I MERIE Pl HH B ADd &7
OR
What are the ten commandments of good communication?

31T8 HRYFDHI & g HHSHEH TT & ? 108
THE CROSS-CULTURAL DIMENSIONS OF BUSINESS COMMUNICATION
oo FRIFABIM & H-FHoaa SRHT

Q.17. How does the cross cultural or intercultural communication affects the
managerial communication?

AISIRIA FRYFDIT Pl HII-HedRe AT SeIheaRA HHYAHIH fhd TSR THIfAT
FRATR?

OR
What do you understand by Culture? Discuss the problems of cultural diversity.

PR W AT FT U & ? PodRe SRS Y Uerra TS | 112
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VERBAL COMMUNICATION: ORAL COMMUNICATION-MEANING, PRINCIPLES,
ADVANTAGES AND DISADVANTAGES OF EFFECTIVE ORAL COMMUNICATON

i FRIABIE: AR FYAhe-1d, Rigi,
THEAHR! ARA YD & ATH T gIar

Q.18. Discuss the concept of oral communication. Also explain the principles, ad-
vantages and disadvantages of effective oral communication.

3R HR(ABeE FY IR & fFaawT HIfTYI A1 & THETBRT 3R HRI (b

& Rigia g am qe gl &t wten Sifsg 122

NON-VERBAL COMMUNICATION: KINESICS, PROXEMICS AND PARA-LANGUAGE
AT-qd6 FRIABIA: BRI, M tg Ri-adds

Q.19. Write a short note on Kinesics as a non-verbal tool of communication.

FRIAHIA & AF-9965 ¢ & ©9 3 Kinesics (HTE-REH) TR Ua dféaT feuft fsReg |

OR
How does kinesics and paralanguage aid is effective in oral communication?
HIFARIFT TG RIS Us {5 THR | 3RS SIS 3 ghidea g 87 133
O Review Questions 149

Listening, Speeches, Presentations And Meetings

LISTENING-PROCESS/ forafai i1

Q.20. How listening is different from hearing? Why is it important to identify the
deterrents of the listening process?

ot fva geR fRafR @ srew gxit 22 fafT R & fSeved ot snssfewnr
T T 3TALTD BT 87

OR
What are the steps of Listening?/ forafsi it Far-aam wew €2 151

NEED OF LISTENING/ forafaitT &1 3raegehdr

Q.21. Why listening is an important skill for an organizational member to develop?
IIMATESIee A% & 5T fosafSi & Saou w1 va wgcaqul fRes ol g 82
OR
"Listening is an art and like any other art, it has to be cultivated consciously.”
Discuss.

"' U el § IR TP Hell &b T &, 3 A= | g1 anfRg |’ o=t ;W1 157
BRILLIANT’S / Managerial Communication/ 8



Q.22

Q.23.

Q.24.

Q.25.

Q.26.

TYPES OF LISTENING/ {7 & ergwt

Explain the different types of Listening.
foafeT & fafds crsw &) aHssu

SPEECHES: STAGES AND PRINCIPLES OF EFFECTIVE SPEECH

wew: TSR ®ia i woid v Rigid

Discuss the various stages of giving an effective speech.

T THTGHR W01 31 & A ZRon &Y e Hifcw
OR
What are the principles of giving an effective speech?

U THTAEHRY U0 3 & PH-3H & RIgia &7

HOW TO MAKE THE SPEECH EFFECTIVE/ MU &I YNGR B a9R=1

What is meant by Effective Speaking? State the essentials of effective speaking.
gfesses Tt ot 3ref € ? shfdea fese Tifeht & 3aeds dedl &Y ga13q |

OR
Discuss the characteristics of a good speech.

T 3P Wi & fagdara fY =i Hifre |
PRESENTATION: ELEMENTS OF PRESENTATION

U CM: USic9™ & dcd

What do you understand by Presentation? Explain the main Elements of
Presentation.
SIS | 37T FIT TSI & 7 Uoice™ & %I dcal bl wHeSy |

OR
What is a Business Presentation? What are the key steps to present an
effective business presentation?

oo USice™ T 2 ? U HHTaeTelt oM™ doice & fl-Rod F 1 &7
DESIGNING A PRESENTATION / U%fcl & fesmsf=a

Explain Designing a Presentation. What are the tips for designing an effective
Presentation?
gfar 1 s o a9smsd | ve v s f Remsn & e @ €7
OR
Write a short note on Designing a Presentation.

Tfar &t FRemsH W v wfém fewoht fRay |
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ADVANCED VISUAL SUPPORT FOR BUSINESS PRESENTATIONS & TYPES OF

VISUAL AIDS / faS¥ Joice™ & forg smygfies fasjerer wdid an fasjere tgw & UaR

Q.27.

Explain the relevance of Advanced Visual Support in Business Presentation.
oo doice H snyfAes figger wuid &1 uRifidsdn &1 qufs A |

OR
What are the various types of Visual Aids in Presentations?

Uoiee™ H AIff =T yaRI & fasjerer tgw SIH-J BT 872

MEETINGS: NEED AND IMPORTANCE/ Hifdw: 31ageshdr T Agd

Q.28.

Q.29.

Q.30.

Q.31.

What is a meeting? What purposes do meetings serve?
HfET W o1y T TS § 7 HifST AT ST T Hed 82
OR
Write a short note on meetings. / #ifeT & ves wfé fewoft f3faw |

PLANNING OF MEETINGS/ #ifew & Jier

Explain the procedure of annual meeting.
arfifes HifdT &t ufchar we A |
OR
Discuss the procedures to be followed in meetings.

foredY MfeT H JTER ST a1 WA &1 gufe HifST |
DRAFTING OF NOTICE, AGENDA AND MINUTES

AT, ToivsT (HRINHY) TT fAFTew &t gIoe =l

What do you mean by Agenda? How is it helpful in business communication?

ToiST (BRI § 9 F1 W9 & ? fIomw sRgffde # ag 59 yar Suanft g7
OR
What is Minutes? Explain its types. Also discuss how to write effective minutes.

ey o1 €7 S99 UBR Iaarsd | I8 Y garsy & vt few $9 o o €1
WRITING MEMORANDUM / HHRUSH i@+

The CEO of your company has recently moved his/her residence to a nearly
locality. On his/her behalf you as a personal manager, draft a memo to be sent
to your counterparts in other divisions.

31U HFAT & CEO A §1& &t § 310+ fare &Y oy & & Jipford! # 77 fwam g1
TP TRiNS Ao & WY d, Y SHDI AR W 3y f¥fae § Rya sy &t
UST ST a1 AHT BT e HIT |
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Q.32.

Q.33.

PRESS RELEASE/ U RSl

What is Press Release? / W1 RSfst R 82

PRESS CONFERENCE / U1 $i<hd

What do you understand by Press Conference? Explain the objectives of
Press Conference.
IR HIShA W 3T FAT A9 & ? U HIShA & Il BT quis Hiford |
OR
Describe the procedure for conducting a Press Conference.

T BIhd P IS i Afshdl BT qui HIfSH |

O Review Questions

226

228
231

Interviews, Group Discussions and Etiquettes

Q.34.

Q.35.

INTERVIEW TECHNIQUES: MASTERING THE ART OF
CONDUCTING AND STAGING INTERVIEWS

HIETHR TPhH1h: AILTHR & AT Td gRaETe el § fHgurar

Discuss the meaning and characteristics of an interview.

&R 1 37ef T faeiarsit Hi faemn HfSR
OR
What is the importance of interviews? Explain its purpose also.

RATEHR & Fgwd &1 8 ? TP Iged BT WY quiq HifSwi
OR
Write a note on: '‘Mastering the art of conducting and staging interviews.'

it forfRa: ‘MATeTIePR & RIS Ud IR ! delm | gerar!’

CANDIDATES AND INTERVIEWER'S PREPARATION
RTAT TAT WIeTTeh RS HY STt

Explain the various guidelines for the interviewer and the interviewee for an

interview./ Teh ATETICPR & ST AT&Tep R T 3ngeff & v anfasie o sasy |
OR

Write a short note on candidates and Interviewer's Preparations for an

interview.

T WIETchR &b U ngeff T AreepRe 6 qamRal ) wfé fuft fofaw |
BRILLIANT’S / Managerial Communication / 11
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TYPES OF INTERVIEW: SELECTION INTERVIEWS,
GRIEVANCE INTERVIEWS, APPRAISAL INTERVIEWS, EXIT INTERVIEWS

ATHTHR & YDR: T AI&ThR, Y (M) AemehR,
TRTEAT ATETPR, Ufdoie ATEIThR

Q.36. Describe the various types of interview.

AHTHR & A upRi &1 aui Hifor
OR
Write a short note on types of interview.
HIHTHR & UHR IR T Wiew fewmht f3Raw
OR
Discuss the following types of interviews:

HIHTHRI & 7 TBRI DY Tt Hifor:

(a) Selection Interviews/ TI-T ATETDHIR

(b) Grievance Interviews/ fiait W1&hR

(c) Appraisal Interviews/ 3TUSTeT HTETTChTR

(d) Exit Interviews/ TfSTE AT&TRHAR 243

GROUP DISCUSSIONS: DO'S AND DON'TS/ JU f3%heid: &1 i 3R T 781 o

Q.37. What is group discussion? What are its components? How can it be made
effective?

79 3B FT 87 $AS &I W FIT £ ? $A B THTA SR ST 0hell 87
OR

What are the various forms of group discussion?/ Ju %9 & fafts wawa Far §?
OR

Write a short note on Group Discussion./ Ju fe%®e™ W t& wfem feweft foRaw1 248
CONFERENCE: ROLES AND RESPONSIBILITY OF PARTICIPANTS

AND CHAIRPERSON/ Hi=h_=1: UMIRIIT Ta areget S YAdI¢ a1 Sreriia

Q.38. Explaintheresponsibility of Chairman of a conference. Suggest the important
issues for ensuring effective Conference.

B & TR DY RFER B FHATST | AT B B GRAfa w1 & fog
qgeaqul g qeTSy |
OR

Discuss the advantages and disadvantages of Conferences. How a conference
can be made effective?

PPN b ATY 3R BT IR =T DIFT | Teh PI-hR=T I THTAT et ST STT FehelT 82
BRILLIANT’S / Managerial Communication/ 12




Q.39.

Q.40.

Q.41.

OR
What is Conference? How a conference can be made effective?

PIBIT AT & ? TP HIHY=T DI UHTET B §IRIT ST Hehell & ? 256
SEMINAR / AfFR

What do mean by "Seminar"? Explain how will you prepare for a seminar?
“ARMAR'’ A ATT T A & ? TP AR & A7 39 5 IR St e ?
OR
What is seminar? How will you conduct a seminar?
[ARFAR 7T §? 3117 U WRER 54 TR s v ?
OR
Give a brief note on Seminar. / MR v wfém feooft forfay | 262

BUSINESS AND SOCIAL ETIQUETTES / fao ¥ U4 W9t ufedhes

What is the meaning of business and social etiquettes? Give some tips for
effective etiquettes in business communication.

fasT¥ vd Wieret gfedhed 1 R area & ? faomv SRgfRde § yHaeRt ufedew &g
T I QiR

OR
Write a short note on Business Etiquettes.

fasm=T detht faremaR W= e dfdred fewoft forRaw | 267
E-MAIL: FORMAT, LANGUAGE AND COURTESY, COMMON ERRORS

$-UeT: Bide, dae iR wewt, AT I

What are the common errors which occur while writing business mail?

U fAomv-Ael foram & aX=a g arelt W el di-3ie ot gt §2
OR

What is E-mail? Write a short note on effective E-mail.

§-9% 91 g1 8?7 Thided -390 W Rudh Hifkw |

OR

How will you prepare an effective E-mail and how will you respond to an E-
mail?

3T Shidcd $-H0 HA IR BN IR it -7 it afafssar da 32 271

O Review Questions 281
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Reports and Business Letters

Q.42

Q.43.

Q.44.

BUSINESS LETTER: STYLE / {35 olcR: Weiga

What is a good business letter? What are the characteristics of good business
letter?
T 3BT fATNT e T § 7 318 faod dlex & BiF-BI A oI g?

OR
What are the basic principles of letter writing?/ @icx 3feT & afte Hivfluca
BH-VE?

OR
How is a business letter different from other formal letters?

B ded 6 g1 A oM dex fvw garR e 82
LAYOUT OF BUSINESS LETTER/ {511 ¢d &1 d131se

“A business letter should be so heard that it can replace the writer as com-
pletely as possible.” Discuss.
‘g faSTIa Bex | #¥1 6l Biael 39 TR giFt A1 & 98 dEd 1 [ ave 3§ Raw
PRAD | TS|

OR
Describe the layout of a business letter and explain its importance.
T I SR P SIATIC BT Ui HIFTY TAT SHAT ST~ THSSY |

OR

What are the main parts of abusiness letter? How abusiness letter can be made
effective?

ST e & I UIEH BIF-DI ¥ & ? fI5¥ 3 B B9 $hided a1 ST Hhar g ?

TYPES OF BUSINESS LETTERS / {35 alcd & U R

Discuss the various types of business letters.

oo dcd & = R R ==f HIRT |
OR

Describe the writing patterns of complaint letters, sales letters, credit letters
and adjustments, along with suitable illustrations.

FHHeic ded, Wew dcd, $ide ded Td TeoRede & 3T Ued o Sugh Serexu
wfga AHsIsy |

BRILLIANT’S / Managerial Communication/ 14
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BAD NEWS AND PERSUADING LETTERS/ 30 {HTER U Aica=T-9=

Q.45. Explain the importance of being indirect in bad news and persuasive mes-
sages.
8 IS vd TURE HUST H STSRINGT Jg & SHIC Bl WA |
OR
Write a short note on ‘Writing Persuasive Messages’.
‘TefuRia 3991 & SET W TS Aiem feueft 3R |
OR
Write a short note on Indirectness in bad news and persuasive messages.

33 o1 v oHuRia 39T H gTsRRaeW W US widm ool foRay |

ST Qfterche oied, HART ey, $exey oed

JOB APPLICATION LETTERS, COVERING LETTER, INTERVIEW LETTERS

Q.46. You are the Chief Personnel Manager of a reputed hotel in the city. Draft a
letter calling a management graduate for an interview in reply to their job
application.
31T STER & T YIS BIed & A qHae #-oR 2| Ufeade & SI1q Uieeidhe & STa1d
4 #viorHe IS[NE DI $EXY b forg Bict PR gY T ek JITE |

OR
What are the essential characteristics of an application letter?
M 9o F aeas fadwan Far & ?
OR
Discuss specimen of Job application letter, Cover letter and Interview letter
with examples.

Sitq Haet STAET UF, HaR UF AT $TX A &b T W STeRvl Afgd aat Hfg |
REPORT WRITING / Ruid wrgfen

Q.47. Write a short note on steps in preparing the Report.

R R o1 i ®w w® feunit HfSe |
OR
Write a short note on report writing. / RUic Ir3feT R fewuft HifSre |
OR
What is a ‘Business report’? State its importance as a business tool. Explain
the process of writing business reports.

‘faomw Ruid’ o= 87 oMW ¢ & ®U H s0! A5 ga1sq | faomw Raid wsfén
&I Ufshar THATST |

OR

BRILLIANT’S / Managerial Communication / 15
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What are the characteristics of Good Report Writing? Also explain in detail

the types of reports.

areet Ruid rsfen Y = fadwar gt 22 W &t Ruidw & yaRi it fAawga & caren
Hfom 330

FORMS OF REPORT/ORGANIZATION/ RUId / 3ifAT8sier & Bid

Q.48. Explain the letter text form of presenting a business report in detail.
oo Ruid 31 TR B T B AR BiF BT AR Jui HIfoTT |
OR
How can a business report be organized in different ways? Describe.
T o Ruld o Y= il @ SR SiHTgST fhar ST |ahar § ? aHesvl 337
O Review Questions 347

< T-20 QUESTIONS
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