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SECOND SEMESTER DIPLOMA IN COMPUTER APPLICATION &  

SECRETARIAL PRACTICE     
 

BUSINESS COMMUNICATION  

MODEL QUESTION PAPER - 1 
(Maximum Marks:75)        (Time : 3 hours) 

     PART A 

I Answer all questions in one word or one sentence.  9 x I = 9 Marks 

    

1 Horizontal Communication is also known as ----------- CO1 R 

2 The word Communication has its origin from the latin 

word ‘Communis’ which means --------- 
CO1 R 

3 What you understand by the word correspondence ? CO2 R 

4 ------- means grouping of letters on definite order  CO2 R 

5 Write two stages of procedure of correspondence  CO2 R 

6 What you mean by offer letter? CO3 R 

7 What you understand by circular letter? CO3 R 

8 What you mean by e-mail? CO4 R 

9 Write down the expansion of www. CO4 R 

 

PART B 

II. Answer any eight questions from the following, Each question carries 3 marks 

 

(8x3=24 Marks) 

  

1 Write down six features of Communication. CO1 R 

2 Explian visual and Aural Communication . CO1 R 

3 Describe about personal Correspondance . CO2 U 

4 Briefly explain the term Noting. CO2 U 

5 Explain any three importance of Business 

Correspondance  

CO2 U 

6 How does a form letter is useful in an organisation CO2 U 

7 Point out the contents of an Enquiry letter CO3 R 

8 In Which circumstances circular letters are used CO3 U 

9 What do you know about e-banking  CO4 U 

10 What you understand by virtual meeting CO4 U 

 
 

 

 

 



 

 

PART C 

Answer six questions from each unit. Each question carries 7 marks (6 x7=42 Marks) 

III Narrate any seven Importance of Communication  CO1 U 

 

OR 

IV Distinguish between formal and informal Communication   CO1 U 

 

V Describe the Procedure of inwar Mail CO2 U 

 

OR 

VI Describe the Procedure of Outward Mail CO2 U 

 

VII Narrate Different methods of drafting  CO2 U 

 

OR 

VIII Narrate Different methods of Dictation  CO2 U 

 

IX Draft an Enquiry letter to the Messrs Jhon & Mithal Co. Ltd., 
Mumbai about the Price list of Mobile phone. 

CO3 A 

 

OR 

X Draft an Complaint letter to the Messrs KD & Co, Delhi newly 
Purchased Android TV 

CO3 A 

 

XI Briefly explain different parts of a Business letter CO3 U 

 

OR 

XII What you mean by collection letter? Explain the different stages 
of collection procedure 

CO3 U 

 

XI Explain various kinds of modern communication  CO4 U 

 

OR 

XII Compare between Internet and Intranet CO4 U 

 


