
  

OCTOBER 2011 U/ID 22304/UCWE 

Time : Three hours Maximum : 100 marks 

PART A — (10 × 3 = 30 marks) 

Answer any TEN questions. 

All questions carry equal marks. 

Each answer should not exceed 50 words. 

1. Define ‘communication’. 

 ‘uPÁÀ öuõhº¦’ Áøµ¯Ö. 

2. What is ‘upwar communication’? 

 ‘÷©À ÷|õUQa ö\À¾® uPÁÀ öuõhº¦’ GßÓõÀ 
GßÚ? 

3. What is meant by the heading of a letter? 

 Piuzvß uø»¨¦ £ØÔ AÔÁx ¯õx? 

4. What is the position of the date line? 

 ÷uv°ß {ø»USÔzx }[PÒ AÔÁx ¯õx? 

5. What is report? 

 ‘AÔUøP’ GßÓõÀ GßÚ? 

6. What is ‘post script’? 

 ‘¤ß SÔ¨¦’ GßÓõÀ GßÚ? 
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7. What is ‘internet’? 

 ‘Cøn¯®’ GßÓõÀ GßÚ? 

8. Write a note on ‘agenda’. 

 ‘{PÌa] {µÀ’ £ØÔ SÔ¨¦ ÁøµP. 

9. What are the various components of a ‘speech’? 

 ÷£a]ß £À÷ÁÖ £SvPÒ ¯õøÁ? 

10. What is ‘‘Minutes’’? 

 ‘{PÌa] SÔ¨¦’ GßÓõÀ GßÚ? 

11. What is ‘E-mail’? 

 ‘D-–ö©°À’ GßÓõÀ GßÚ? 

12. Who is company secretary? 

 {Ö©aö\¯»º Gß£Áº ¯õº? 

PART B — (5 × 6 = 30 marks) 

Answer any FIVE questions. 

All questions carry equal marks. 

Each answer should not exceed 200 words. 

13. What are the important principles of 

communication? 

 uPÁÀ öuõhº¤ß •UQ¯ uzxÁ[PÒ ¯õøÁ? 
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14. Bring out the main objectives of circular letter. 

 _ØÓÔUøPU Piuzvß •UQ¯ ÷|õUP[PøÍ 

öÁÎUöPõnºP. 

15. State the barriers to communication. 

 uPÁÀ öuõhº¤ß uøhPøÍ GkzxU TÖP. 

16. Discuss the characteristics of a good speech. 

 ]Ó¢u ÷£a]ß ]Ó¨¤¯À¦PøÍ ÂÁ›. 

17. What are the different stages of collection letter? 

 Á`À Piuzvß £À÷ÁÖ {ø»PÒ ¯õx? 

18. Write a letter to the banker asking explanation for 

dishonouring of a cheque. 

 Põ÷\õø» ©ÖUP¨£mhx SÔzx ÂÍUP® ÷Pmk 

Á[Q¯¸US Piu® JßÖ ÁøµP. 

19. What are the merits of E-mail? 

 D–ö©°¼ß |ßø©PÒ ¯õøÁ? 

20. Write a letter to a director of a company 

requesting him to attend a board meeting. 

 C¯US|µøÁU TmhzvØS {ÖÁÚ C¯US|øµ 

£[Sö£Ó TÔ Piu® JßÖ ÁøµP. 



 U/ID 22304/UCWE 4 

PART C — (2 × 20 = 40 marks) 

Answer any TWO questions. 

All questions carry equal marks. 

Each answer should not exceed 500 words. 

21. Explain with examples, the different styles of 

report. 

 AÔUøP°ß £À÷ÁÖ £õ[QøÚ GkzxUPõmkhß 
ÂÍUSP. 

22. Describe about the web Browser in detail. 

 öÁ¨ ¤öµÍ\º £ØÔ Â›ÁõP ÂÍUSP. 

23. Write a letter to a company requesting agency. 

 •Pø© ÷Ási J¸ {ÖÁÚzvØS Piu® JßÖ 
ÁøµP. 

24. Draft an application for the post of sales manager 

in a big business firm. 

 J¸ ö£›¯ ÁoP {ÖÁÚzvÀ ÂØ£øÚ ÷©»õÍµõP¨ 
£o¦›¯ ÷Ási Âsn¨£U Piu® ÁøµP. 

——————— 


