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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.

 Communication Models: Aristotle, Lasswell, Shannon-Weaver's, Berlo's SMCR.
UNIT-2
 Communication Barriers: Physical, Organizational, Socio-Psychological, Linguistic.

Remedies to Remove Barrier. The Cross-Cultural Dimensions of Business Communication.
 Verbal Communication: Oral Communication: Meaning, Principles, Advantages and

Disadvantages of Effective Oral Communication.
 Non-Verbal Communication: Kinesics, Proxemics, Para Language.
UNIT-3
 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.

 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.
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UNIT-1
 Introduction to Managerial Communication

INTRODUCTION TO MANAGERIAL COMMUNICATION:
MEANING, IMPORTANCE, OBJECTIVES

‘¡ZoOo[a¶b H$å¶y{ZHo$eZ H$m n[aM¶… AW©, ‘hÎd, CÔoí¶

Q.1. What is Managerial Communication?/ ‘¡ZoOo[a¶b H$å ỳ{ZHo$eZ Š`m h¡?
OR

What do you mean by Business Communication? Why Effective Communication
is important for any organization?
{~OZog H$å ỳ{ZHo$eZ go Amn Š`m g_PVo h¢? {H$gr Am°J}ZmBOoeZ Ho$ {cE B\o$pŠQ>d H$å ỳ{ZHo$eZ
_hËdnyU© Š`m| h¡?

OR
Why is it necessary to communicate effectively? Mention the basic principles
of effective business communication.
à^mdr VarHo$ go H$å ỳ{ZHo$Q> H$aZm Š`m| Amdí`H$ h¡? à^mdH$mar {~OZog H$å ỳ{ZHo$eZ Ho$ _yc
{gÕm§Vm| H$m CëboI H$s{OE&

PRINCIPLES OF COMMUNICATION /  H$å¶y{ZHo$eZ Ho$ {gÕmÝV
Q.2. Discuss the principles of communication.

H$å¶y{ZHo$eZ Ho$ {gÕmÝVm| H$m dU©Z H$s{O¶o&
OR

What are the principles of effective communication? Enumerate giving suitable
examples.
B\o${ŠQ>d H$å ỳ{ZHo$eZ Ho$ Š`m qà{gnëg h¢? C{MV CXmhaU XoH$a g_PmBEŸ&

ELEMENTS OF PROCESS OF COMMUNICATION/ H$å`y{ZHo$eZ H$s àmogog Ho$ E{b‘oÝQ²>g
Q.3. Explain the Elements of Process of Communication. [2010]

H$å ỳ{ZHo$eZ H$s àmogog Ho$ E{b‘|Q²>g H$mo g_PmBEŸ&
OR

Describe the Process of Communication. / H$å ỳ{ZHo$eZ H$s àmogog H$m dU©Z H$s{OEŸ&
ESSENTIALS OF EFFECTIVE COMMUNICATION

à^mdH$mar H$å¶y{ZHo$eZ H$s Amdí¶H$VmE±
Q.4. Discuss the essentials of effective communications.

à^mdH$mar H$å¶y{ZHo$eZ Ho$ Amdí¶H$ VÎdm| H$s g‘rjm H$s{O¶o&
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OR
What are the essential elements of effective communication?
à^mdH$mar H$å¶y{ZHo$eZ Ho$ H$m¡Z-H$m¡Z go Amdí¶H$ VÎd h¢?

FORMS AND CHANNELS OF COMMUNICATION/ H$å¶y{ZHo$eZ Ho$ ê$n Am¡a M¡Zëg
Q.5. What are the different Channels of Communication?

H$å ỳ{ZHo$eZ Ho$ {d{^ÝZ M¡Zëg Š`m h¢?
OR

Write a short note on Channels of Communication.
H$å ỳ{ZHo$eZ Ho$ M¡Zëg na EH$ g§{já {Q>ßnUr {b{IEŸ&

FORMAL COMMUNICATION / \$m°_©c H$å ỳ{ZHo$eZ
Q.6. Write a short note on Barriers to Upward Communication.

AndS>© H$å ỳ{ZHo$eZ Ho$ ~¡[a`g© na EH$ em°Q>© ZmoQ> {b{IEŸ&
OR

Mention the methods by which Communication can be kept moving in an
organization.
CZ {d{Y`m| H$m CëboI H$s{OE {Oggo {H$gr Am°J}ZmBOoeZ _| H$å ỳ{ZHo$eZ Omar aIm Om gH$Vm h¡Ÿ&

INFORMAL COMMUNICATION-GRAPEVINE / BÝ\$m°_©b H$å`y{ZHo$eZ-J«ondmBZ
Q.7. What is Grapevine? How can management use it to influence the morale of

the employees?                [2010]
J«ondmBZ Š`m h¡? Eåßbm°̀ rO Ho$ AmMaU H$mo à^m{dV H$aZo Ho$ {cE _¡ZoO_|Q> BgH$m Cn`moJ H¡$go H$a
gH$Vm h¡?

OR
Explain types of Informal Communication. / BÝ\$m°_©b H$å ỳ{ZHo$eZ Ho$ àH$ma g_PmBEŸ&

7C'S OF COMMUNICATION / H$å¶y{ZHo$eZ Ho$ 7C's

Q.8. Discuss the 7 C's of communication./ H$å¶y{ZHo$eZ Ho$ 7C's H$s {ddoMZm H$s{O¶o&
OR

What is the meaning of 7 C's of communication? Explain.
H$å¶y{ZHo$eZ Ho$ 7C's H$m ³¶m AW© h¡? ñnï> H$s{O¶o&

FEEDBACK: NEED, IMPORTANCE AND TYPES/ ’$sS>~¡H$: Amdí¶H$Vm, ‘hÎd Ed§ àH$ma
Q.9. “Successful communicators invite, use and give feedback.” Discuss the

statement.
""gŠgog\w$b H$å ỳ{ZHo$Q>g© \$sS>~¡H$ H$mo Am_§{ÌV, Cn`moJ Am¡a àXmZ H$aVo h¢Ÿ&'' Bg H$WZ H$s
ì`m»`m H$s{OEŸ&
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OR
Write a short note on Importance of Feedback.
\$sS>~¡H$ Ho$ _hËd na g§{jßV {Q>ßnUr {c{IEŸ&

FACTORS TO BE CONSIDERED WHILE SELECTING MEDIUM
‘r{S>¶‘ Ho$ M¶Z hoVw {dMmaUr¶ H$maH$

Q.10. Discuss the factors on which selection of proper and appropriate medium for
effective communication depends.
CZ \o$ŠQ>g© H$mo g_PmB ò {Og na EH$ B\o${ŠQ>d H$å ỳ{ZHo$eZ Ho$ {cE àm°na VWm Eàmo{àEQ>
_r{S>`_ H$m {gcoŠeZ {Z^©a hmoVm h¡&

OR
Selection of Appropriate channel and media for communication is very criti-
cal job for the sender. Comment.
H$å ỳ{ZHo$eZ Ho$ {cE Eàmo{àEQ> M¡Zc Ed§ _r{S>`m H$m {gcoŠeZ H$aZm goÝS>a Ho$ {cE A{V _hËdnyU©
H$m ©̀ hmoVm h¡Ÿ& g_rjm H$s{OE &

ARISTOTLE'S MODEL OF COMMUNICATION/ H$å¶y{ZHo$eZ H$m AañVw ‘m°S>b
Q.11. Discuss Aristotle's Model of Communication.

H$å¶y{ZHo$eZ H$m AañVw ‘m°S>b H$m dU©Z H$s{O¶o&
OR

Write a short note on Aristotle's Model of Communication.
H$å¶y{ZHo$eZ H$m AañVw ‘m°S>b na g§{jßV {Q>ßnUr {b{I¶o&

LASSWELL MODEL OF COMMUNICATION/ H$å¶y{ZHo$eZ H$m bmgdob ‘m°S>b
Q.12. Discuss Lasswell's Model of Communication.

H$å¶y{ZHo$eZ H$m bmgdob ‘m°S>b H$s {ddoMZm H$s{O¶o&
OR

Write a short note on Lasswell Model of Communication.
H$å¶y{ZHo$eZ H$m bmgdob ‘m°S>b na EH$ g§{jßV {Q>ßnUr {b{I¶o&

SHANNON-WEAVER'S COMMUNICATION MODEL
eoZZ-drda H$m H$å¶y{ZHo$eZ ‘m°S>b

Q.13. Discuss Shannon-Weaver's Model of Communication.
eoZZ-drda Ho$ H$å¶y{ZHo$eZ ‘m°S>b H$s MMm© H$s{O¶o&

OR
Write a short note on Shannon-Weaver's model of communication.
eoZZ-drda H$m H$å¶y{ZHo$eZ ‘m°S>b na g§{jßV {Q>ßnUr {b{I¶o&
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BERLO'S SMCR COMMUNICATION MODEL/ ~obm} H$m SMCR H$å¶y{ZHo$eZ ‘m°S>b
Q.14. Discuss Berlo's SMCR Communication Model.

~obm} H$m SMCR H$å¶y{ZHo$eZ ‘m°S>b na MMm© H$s{OE&
OR

Write a short note on Berlo's SMCR Model of communication.
~obm} Ho$ SMCR H$å¶y{ZHo$eZ ‘m°S>b na EH$ g§{jßV {Q>ßnUr {b{IE&

 Review Questions

UNIT-2
Communication Barriers & Verbal and

Non-Verbal Communication
COMMUNICATION BARRIERS: PHYSICAL, ORGANIZATIONAL

SOCIO-PSYCHOLOGICAL, LINGUISTIC
H$å¶y{ZHo$eZ ~¡[a¶g©: {’${OH$b, Am°J}ZmBOoeZb, gmo{e¶mo-gmBH$mobm°{OH$b, qbp½dpñQ>H$

Q.15. What is meant by Barriers to Communication?
H$å ỳ{ZHo$eZ _| ~¡[a`g© go Amn Š`m g_PVo h¢?

REMEDIES TO REMOVE BARRIERS/ AdamoYm| H$mo Xÿa H$aZo Ho$ Cnm¶
Q.16. What can be done to overcome barriers to communication?

do H$m¡Z go H$maH$ h¢ Omo AdamoYm| H$mo H$_ H$a gH$Vo h¢?
OR

What are the ten commandments of good communication?
AÀN>o H$å ỳ{ZHo$eZ Ho$ Xg H$_m§S>_|Q>²g Š`m h¢?

THE CROSS-CULTURAL DIMENSIONS OF BUSINESS COMMUNICATION
{~OZog H$å¶y{ZHo$eZ Ho$ H«$m°g-H$ëMab S>m¶‘|e§g

Q.17. How does the cross cultural or intercultural communication affects the
managerial communication?
‘¡ZoO[a¶b H$å¶y{ZHo$eZ H$mo H«$m°g-H$ëMab ¶m B§Q>aH$ëMab H$å¶y{ZHo$eZ {H$g àH$ma à^m{dV
H$aVm h¡?

OR
What do you understand by Culture? Discuss the problems of cultural diversity.
H$ëMa go Amn Š`m g_PVo h¢? H$ëMac S>m`d{g©Q>r H$s àm°ãcåg g_PmBEŸ&
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VERBAL COMMUNICATION: ORAL COMMUNICATION-MEANING, PRINCIPLES,
ADVANTAGES AND DISADVANTAGES OF EFFECTIVE ORAL COMMUNICATON

d~©b H$å¶y{ZHo$eZ: Amoab H$å¶y{ZHo$eZ-AW©, {gÕm§V,
à^mdH$mar Amoab H$å¶y{ZHo$eZ Ho$ bm^ d hm{Z¶m±

Q.18. Discuss the concept of oral communication. Also explain the principles, ad-
vantages and disadvantages of effective oral communication.
Amoab H$å¶y{ZHo$eZ H$s AdYmaUm H$s {ddoMZm H$s{OE& gmW hr à^mdH$mar Amoab H$å¶y{ZHo$eZ
Ho$ {gÕm§V Ed§ bm^ VWm hm{Z¶m| H$s g‘rjm H$s{OE&

NON-VERBAL COMMUNICATION: KINESICS, PROXEMICS AND PARA-LANGUAGE
 Zm°Z-d~©c H$å`y{ZHo$eZ: H$mBZo{g³g, àmo³go{‘³g Ed§ n¡am-b¢doO

Q.19. Write a short note on Kinesics as a non-verbal tool of communication.
H$å ỳ{ZHo$eZ Ho$ Zm°Z-d~©c Qy>c Ho$ ê$n _| Kinesics (H$mBZo{gŠg) na EH$ g§{jßV {Q>ßnUr {c{IEŸ&

OR
How does kinesics and paralanguage aid is effective in oral communication?
H$mBZo{gŠg Ed§ n¡amc¢½doO ES> {H$g àH$ma go Amoac H$å ỳ{ZHo$eZ _| B\o$pŠQ>d ahVr h¡?

 Review Questions

UNIT-3
Listening, Speeches, Presentations And Meetings

LISTENING-PROCESS/ {bgqZJ àmogog
Q.20. How listening is different from hearing? Why is it important to identify the

deterrents of the listening process?
{cgqZJ {H$g àH$ma {h`[aJ̈ go AcJ hmoVr h¡? {cgqZJ àmogog Ho$ {S>Q>aoÝQ²>g H$mo AmBS>opÝQ>\$m`
H$aZm Š`m| Amdí`H$ hmoVm h¡?

OR
What are the steps of Listening?/ {bgqZJ H$s Š`m-Š`m ñQ>oßg h¢?

NEED OF LISTENING/ {bgqZJ H$r Amdí¶H$Vm
Q.21. Why listening is an important skill for an organizational member to develop?

Am°J}ZmBOoeZc _oå~a Ho$ {cE {cgqZJ H$mo S>odcn H$aZm EH$ _hËdnyU© pñH$c Š`m| hmoVm h¡?
OR

"Listening is an art and like any other art, it has to be cultivated consciously."
Discuss.
""gwZZm EH$ H$bm h¡ Am¡a EH$ H$bm Ho$ g_mZ h¡, Bgo gmdYmZr go ~‹T>mZm Mm{hEŸ&'' MMm© H$s{OEŸ&
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TYPES OF LISTENING/ {cgqZJ Ho$ Q>mBßg
Q.22. Explain the different types of Listening.

{cgqZJ Ho$ {d{^Þ Q>mBßg H$mo g_PmBEŸ&

SPEECHES: STAGES AND PRINCIPLES OF EFFECTIVE SPEECH
ñnrMog… à^mdH$mar ñnrM H$s ñQ>oOog Ed§ {gÕm§V

Q.23. Discuss the various stages of giving an effective speech.
EH$ à^mdH$mar ^mfU XoZo Ho$ {d{^Þ MaUm| H$s {ddoMZm H$s{O ò&

OR
What are the principles of giving an effective speech?
EH$ à^mdH$mar ^mfU XoZo Ho$ H$m¡Z-H$m¡Z go {gÕm§V h¢?

HOW TO MAKE THE SPEECH EFFECTIVE/ ̂ mfU H$mo à^mdH$mar H¡$go ~Zm`|
Q.24. What is meant by Effective Speaking? State the essentials of effective speaking.

npãcH$ ñnrqH$J H$m Š`m AW© h¡? B\o${ŠQ>d npãcH$ ñnrqH$J Ho$ Amdí`H$ VËdm| H$mo ~VmBEŸ&
OR

Discuss the characteristics of a good speech.
EH$ AÀN>r ñnrM H$s {deofVmAm| H$s MMm© H$s{OEŸ&

PRESENTATION: ELEMENTS OF PRESENTATION
àoO|Q>oeZ: àoO|Q>oeZ Ho$ VËd

Q.25. What do you understand by Presentation? Explain the main Elements of
Presentation.
àoO|Q>oeZ go Amn Š`m g_PVo h¢? àoO|Q>oeZ Ho$ _w»` VËdm| H$mo g_PmBEŸ&

OR
What is a Business Presentation? What are the key steps to present an
effective business presentation?
{~OZog àoO|Q>oeZ Š`m h¡? EH$ à^mdembr {~OZog àoO|Q>oeZ Ho$ H$s-ñQ>oßg Š`m h¢?

DESIGNING A PRESENTATION / àñVw{V H$s {S>OmBqZJ
Q.26. Explain Designing a Presentation. What are the tips for designing an effective

Presentation?
àñVw{V H$s {S>OmBqZJ H$mo g_PmB òŸ& EH$ à^mdr àñVw{V H$s {S>OmBqZJ Ho$ {Q>ßg Š`m h¢?

OR
Write a short note on Designing a Presentation.
àñVw{V H$s {S>OmBqZJ na EH$ g§{já {Q>ßnUr {c{IEŸ&
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ADVANCED VISUAL SUPPORT FOR BUSINESS PRESENTATIONS & TYPES OF
VISUAL AIDS / {~OZog àoO|Q>oeZ Ho$ {bE AmYw{ZH$ {dOwAb gnmoQ>© VWm {dOwAb ES²>g Ho$ àH$ma
Q.27. Explain the relevance of Advanced Visual Support in Business Presentation.

{~OZog àoO|Q>oeZ _| AmYw{ZH$ {dOwAb gnmoQ>© H$mo àmg§{JH$Vm H$m dU©Z H$s{OEŸ&
OR

What are the various types of Visual Aids in Presentations?
àoO|Q>oeZ _| {d{^ÝZ àH$mam| Ho$ {dOwAb ES²>g H$m¡Z-go hmoVo h¢?

MEETINGS: NEED AND IMPORTANCE/ _r{Q>§½g: Amdí¶H$Vm Ed§ ‘hÎd
Q.28. What is a meeting? What purposes do meetings serve?

_rqQ>J go Amn Š`m g_PVo h¢? _rqQ>J Š`m CÔoí` nyam H$aVr h¡?
OR

Write a short note on meetings. / _rqQ>J na EH$ g§{úmá {Q>ßnUr {c{IEŸ&

PLANNING OF MEETINGS/ _rqQ>½g H$s `moOZm
Q.29. Explain the procedure of annual meeting.

dm{f©H$ _rqQ>J H$s à{H«$`m ñnï> H$a|Ÿ&
OR

Discuss the procedures to be followed in meetings.
{H$gr _r{Q>§J _| AnZm ò OmZo dmco àmogrOa H$m dU©Z H$s{OEŸ&

DRAFTING OF NOTICE, AGENDA AND MINUTES
Zmo{Q>g, EOoÝS>m (H$m`©gyMr) VWm {_ZQ²>g H$mo S>́mâQ> H$aZm

Q.30. What do you mean by Agenda? How is it helpful in business communication?
EOoÝS>m (H$m ©̀gyMr) go Amn Š`m g_PVo h¢? {~OZog H$å ẁ{ZHo$eZ _| ̀ h {H$g àH$ma Cn`moJr h¡?

OR
What is Minutes? Explain its types. Also discuss how to write effective minutes.
{_ZQ²>g Š`m h¢? BgHo$ àH$ma ~VbmB òŸ& `h ^r ~VmBE {H$ à^mdr {_ZQ²>g H¡$go {bIo OmVo h¢Ÿ&

WRITING MEMORANDUM / _o_moaoÊS>_ boIZ
Q.31. 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.
AmnHo$ H$ånZr Ho$ CEO Zo hmc hr _| AnZo {Zdmg H$mo nmg hr Ho$ cmoHo${bQ>r _| _yd {H$`m h¡Ÿ&
EH$ ng}Zoc _¡ZoOa Ho$ ê$n _|, Amn CZH$s Amoa go AÝ` {S>{dOÝg _| pñWV H$mCÝQ>anmQ²>©g H$mo
^oOo OmZo dmco _o_mo H$m S>́mâQ> H$s{OEŸ&
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PRESS RELEASE/ àog [acrO

Q.32. What is Press Release? / àog [acrO Š`m h¡?

PRESS CONFERENCE / àog H$m°Ý\«|$g
Q.33. What do you understand by Press Conference? Explain the objectives of

Press Conference.
àog H$m°Ý\«|$g go Amn Š`m g_PVo h¢? àog H$m°Ý\«|$g Ho$ CÔoí`m| H$m dU©Z H$s{O òŸ&

OR
Describe the procedure for conducting a Press Conference.
àog H$m°Ý\«|$g Ho$ Am`moOZ H$s à{H«$`m H$m dU©Z H$s{O òŸ&

 Review Questions

UNIT-4
Interviews, Group Discussions and Etiquettes

INTERVIEW TECHNIQUES: MASTERING THE ART OF
CONDUCTING AND STAGING INTERVIEWS

gmjmËH$ma VH$ZrH$… gmjmËH$ma Ho$ Am`moOZ Ed§ n[aMmbZ H$s H$bm _| {ZnwUVm
Q.34. Discuss the meaning and characteristics of an interview.

gmjmËH$ma H$m AW© Ed§ {deofVmAm| H$s {ddoMZm H$s{O ò&
OR

What is the importance of interviews? Explain its purpose also.
gmjmËH$ma Ho$ _hÎd ³¶m h¡? BgHo$ CÔoí` H$m ^r dU©Z H$s{O ò&

OR
Write a note on: 'Mastering the art of conducting and staging interviews.'
{Q>ßnUr {b{I ò… "gmjmËH$ma Ho$ Am`moOZ Ed§ n[aMmbZ H$s H$bm _| XjVm&'

CANDIDATES AND INTERVIEWER'S PREPARATION
Aä`Wu VWm gmúmmËH$maH$ H$s V¡̀ m[a`m§

Q.35. Explain the various guidelines for the interviewer and the interviewee for an
interview./ EH$ gmúmmËH$ma Ho$ {cE gmúmmËH$maH$ VWm Aä`Wu Ho$ {cE _mJ©Xe©H$ VËd ~VmB òŸ&

OR
Write a short note on candidates and Interviewer's Preparations for an
interview.
EH$ gmúmmËH$ma Ho$ {cE Aä`Wu VWm gmúmmËH$maH$ H$s V¡̀ m[a`m| na g§{úmá {Q>ßnUr {c{IEŸ&
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TYPES OF INTERVIEW: SELECTION INTERVIEWS,
GRIEVANCE INTERVIEWS, APPRAISAL INTERVIEWS, EXIT INTERVIEWS

gmjmËH$ma Ho$ àH$ma… M`Z gmjmËH$ma, amof (J«rdm§g) gmjmËH$ma,
gamhZm gmjmËH$ma, EpŠOQ> gmjmËH$ma

Q.36. Describe the various types of interview.
gmjmËH$ma Ho$ {d{^Þ àH$mam| H$m dU©Z H$s{O¶o&

OR
Write a short note on types of interview.
gmjmËH$ma Ho$ àH$ma na EH$ g§{já {Q>ßnUr {c{IE&

OR
Discuss the following types of interviews:
gmjmËH$mam| Ho$ {ZåZ àH$mam| H$s MMm© H$s{OE:
(a) Selection Interviews/ M`Z gmjmËH$ma
(b) Grievance Interviews/ J«rdm§g gmjmËH$ma
(c) Appraisal Interviews/ AàoOb gmjmËH$ma
(d) Exit Interviews/ Ep½OQ> gmjmËH$ma

GROUP DISCUSSIONS: DO'S AND DON'TS/ J«wn {S>ñH$e§g… ³¶m H$ao Am¡a ³¶m Zht H$ao
Q.37. What is group discussion? What are its components? How can it be made

effective?
J«wn {S>ñH$eZ Š`m h¡? BgHo$ _w»` ^mJ Š`m h¢? Bgo H¡$go à^mdr ~Zm`m Om gH$Vm h¡?

OR
What are the various forms of group discussion?/  J«wn {S>ñH$eZ Ho$ {d{^Þ ñdê$n Š`m h¢?

OR
Write a short note on Group Discussion./ J«wn {S>ñH$eZ na EH$ g§{já {Q>ßnUr {b{IE&

CONFERENCE: ROLES AND RESPONSIBILITY OF PARTICIPANTS
AND CHAIRPERSON/ H$m°Ý’$aoÝg… à{V^m{J`m| Ed§ AÜ`j H$s ̂ y{_H$mE§ VWm CÎmaXm{`Ëd

Q.38. Explain the responsibility of Chairman of a conference. Suggest the important
issues for ensuring effective Conference.
H$m°Ý’$aoÝg Ho$ Mò a_oZ H$s {Oå_oXmar H$mo g_PmBEŸ& à^mdr H$m°Ý’$aoÝg H$mo gw{ZpíMV H$aZo Ho$ {cE
_hËdnyU© _wÔ| ~VmBEŸ&

OR
Discuss the advantages and disadvantages of Conferences. How a conference
can be made effective?
H$m°Ý’$aoÝg Ho$ bm^ Am¡a hm{Z`m| na MMm© H$s{OEŸ& EH$ H$m°Ý’$aoÝg H$mo à^mdr H¡$go ~Zm`m Om gH$Vm h¡?

243
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OR
What is Conference? How a conference can be made effective?
H$m°Ý’$aoÝg Š`m h¡? EH$ H$m°Ý’$aoÝg H$mo à^mdr H¡$go ~Zm`m Om gH$Vm h¡?

SEMINAR / go[_Zma
Q.39. What do mean by "Seminar"? Explain how will you prepare for a seminar?

""go[_Zma'' go Amn Š`m g_PVo h¢? EH$ go[_Zma Ho$ {bE Amn {H$g àH$ma V¡̀ mar H$a|Jo?
OR

What is seminar? How will you conduct a seminar?
go[_Zma Š`m h¡? Amn EH$ go[_Zma {H$g àH$ma Am`mo{OV H$a|Jo?

OR
Give a brief note on Seminar. / go[_Zma EH$ g§{já {Q>ßnUr {b{IEŸ&

BUSINESS AND SOCIAL ETIQUETTES / {~OZog Ed§ gmoeb E{Q>Ho$Q²>g
Q.40. What is the meaning of business and social etiquettes? Give some tips for

effective etiquettes in business communication.
{~OZog Ed§ gmoeb E{Q>Ho$Q²>g H$m Š`m VmËn ©̀ h¡? {~OZog H$å ỳ{ZHo$eZ _| à^mdH$mar E{Q>Ho$Q²>g hoVw
Hw$N> gwPmd Xr{O ò&

OR
Write a short note on Business Etiquettes.
{~OZog g§~§Yr {eîQ>mMma na EH$ g§{jßV {Q>ßnUr {b{I òŸ&

E-MAIL: FORMAT, LANGUAGE AND COURTESY, COMMON ERRORS
B©-_ob… \$m°_}Q>, b¢½doO Am¡a H$Q>©gr, gm_mÝ` Ìw{Q>`m§

Q.41. What are the common errors which occur while writing business mail?
EH$ {~OZog-_ob {bIZo Ho$ Xaå`mZ hmoZo dmbr gm_mÝ` Ìw{Q>`m§ H$m¡Z-H$m¡Z gr hmoVr h¢?

OR
What is E-mail? Write a short note on effective E-mail.
B©-_oc Š`m hmoVm h¡? B\o${ŠQ>d B©-_oc na {Q>ßnUr H$s{OEŸ&

OR
How will you prepare an effective E-mail and how will you respond to an E-
mail?
Amn B\o${ŠQ>d B©-_oc H¡$go V¡̀ ma H$a|Jo Am¡a {H$gr B©-_oc H$s à{V{H«$`m H¡$go X|Jo?

 Review Questions
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UNIT-5
Reports and Business Letters

BUSINESS LETTER: STYLE / {~OZog boQ>a: ñQ>mB©b
Q.42. What is a good business letter? What are the characteristics of good business

letter?
EH$ AÀN>m {~OZog boQ>a Š`m h¡? AÀN>o {~OZog boQ>a$Ho$ H$m¡Z-H$m¡Z go JwU h¢?

OR
What are the basic principles of letter writing?/ boQ>a amBqQ>J Ho$ ~o{gH$ qàgrnëg
H$m¡Z-go h¢?

OR
How is a business letter different from other formal letters?
\$m°_©b boQ>g© H$s VwcZm _| {~OZog boQ>a {H$g àH$ma {^Þ h¡?

LAYOUT OF BUSINESS LETTER/ {~OZog coQ>g© H$m boAmCQ>>
Q.43. “A business letter should be so heard that it can replace the writer as com-

pletely as possible.” Discuss.
""EH$ {~OZog coQ>a _| _¡goO H$s c¢½doO Bg àH$ma hmoZr Mm{h ò {H$ dh coIH$ H$mo nyar Vah go [aßcog
H$a gHo$Ÿ&'' g_PmB òŸ&

OR
Describe the layout of a business letter and explain its importance.
EH$ {~OZog coQ>a Ho$ coAmCQ> H$m dU©Z H$s{OE VWm BgH$m Bånm°Q>}Ýg g_PmB òŸ&

OR
What are the main parts of a business letter? How a business letter can be made
effective?
{~OZog coQ>a Ho$ _w»` nmQ>©²g H$m¡Z-H$m¡Z go h¢? {~OZog coQ>a H$mo H¡$go B\o${ŠQ>d ~Zm`m Om gH$Vm h¡?

TYPES OF BUSINESS LETTERS / {~OZog boQ>g© Ho$ àH$ma
Q.44. Discuss the various types of business letters.

{~OZog boQ>g© Ho$ {d{^ÝZ àH$ma na MMm© H$s{OEŸ&
OR

Describe the writing patterns of complaint letters, sales letters, credit letters
and adjustments, along with suitable illustrations.
H$ånb|Q> boQ>g©, goëg boQ>g©, H«o${S>Q> boQ>g© Ed§ ES>OñQ>‘|Q> Ho$ amBqQ>J n¡Q>Z© H$mo Cn ẁº$ CXmhaU
g{hV g_PmBEŸ&
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BAD NEWS AND PERSUADING LETTERS/ A{à` g_mMma Ed§ gm§ËdZm-nÌ
Q.45. Explain the importance of being indirect in bad news and persuasive mes-

sages.
~¡S> Ý ỳO Ed§ ngw©E{gd _¡goO _| BZS>m`aoŠQ> ahZo Ho$ Bånm°Q>}Ýg H$mo g_PmB òŸ&

OR
Write a short note on ‘Writing Persuasive Messages’.
‘ngw©E{gd _¡goO Ho$ coIZ’ na EH$ g§{já {Q>ßnUr {c{I òŸ&

OR
Write a short note on Indirectness in bad news and persuasive messages.
~¡S> Ý ỳO Ed§ ngw©E{gd _¡goO _| BZS>m`aoŠQ>Zog na EH$ g§{já {Q>ßnUr {c{IEŸ&

JOB APPLICATION LETTERS, COVERING LETTER, INTERVIEW LETTERS
Om°~ EpßbHo$eZ boQ>g©, H$d[aJ̈ boQ>a, B§Q>aì`y boQ>g©

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.
Amn eha Ho$ EH$ a¡ß¶yQ>oS> hmoQ>b Ho$ Mr’$ ng©Zb ‘¡ZoOa h¢& E{ßbHo$ÝQ> Ho$ Om°~ EpßbHo$eZ Ho$ Odm~
‘| ‘¡ZoO‘|Q> J«oOwEQ> H$mo BÝQ>aì¶y Ho$ {bE H$m°b H$aVo hþE EH$ boQ>a S>́mâQ> H$a|&

OR
What are the essential characteristics of an application letter?
AmdoXZ nÌ H$s Amdí`H$ {deofVmE± Š`m h¢?

OR
Discuss specimen of Job application letter, Cover letter and Interview letter
with examples.
Om°~ g§~§Yr AmdoXZ nÌ, H$da nÌ VWm B§Q>aì¶y boQ>a Ho$ Z_yZo na CXmhaU g{hV MMm© H$s{OEŸ&

REPORT WRITING / [anmoQ>© amBqQ>J
Q.47. Write a short note on steps in preparing the Report.

[anmoQ>© V¡̀ ma H$aZo H$s ñQ>oßg na {Q>ßnUr H$s{OEŸ&
OR

Write a short note on report writing. / [anmoQ>© amBqQ>J na {Q>ßnUr H$s{OEŸ&
OR

What is a ‘Business report’? State its importance as a business tool. Explain
the process of writing business reports.
"{~OZog [anmoQ>©' Š`m h¡? {~OZog Qy>b Ho$ ê$n _| BgH$m _hËd ~VmBEŸ& {~OZog [anmoQ>© amBqQ>J
H$s à{H«$`m g_PmBEŸ&

OR
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What are the characteristics of Good Report Writing? Also explain in detail
the types of reports.
AÀN>r [anmoQ>© amBqQ>J H$s Š`m {deofVm hmoVr h¡? gmW hr [anmoQ>©²g Ho$ àH$mam| H$s {dñV¥V ‘| ì¶m»¶m
H$s{OE&

FORMS OF REPORT/ORGANIZATION/ [anmoQ>©/Am°J}ZmBOoeZ Ho$ \$m°_©
Q.48. Explain the letter text form of presenting a business report in detail.

{~OZog [anmoQ>© H$mo àñVwV H$aZo H$s coQ>a Q>oŠñQ> \$m°_© H$m {dñV¥V dU©Z H$s{OEŸ&
OR

How can a business report be organized in different ways? Describe.
EH$ {~OZog [anmoQ>© H$mo {d{^ÝZ VarH$m| go H¡$go Am°J}ZmBO {H$`m Om gH$Vm h¡? g‘PmBE&

 Review Questions

 T-20 QUESTIONS
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