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Answer any TEN of the following in about 250 words each: 
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1. Define communication and write about the need for effective business communication.

2. Discuss the structure of a formal letter with examples.

3. Write about the salient features of business report and explain its structure.

4. What are the essential features an email should have? Illustrate your answers with examples.

5. Write about the need for effective curriculum vitae for jobs. Prepare a model of curriculum vitae of yourself.

6. Define the following terms: a) Symposium b) conference c) convention d) panel discussion.

7. Write about the three phases of effective drafting.

8.  Imagine that you have ordered for a package of computers and accessories from Premiere Computers Ltd, Greams Road, Chennai, on 23rd March 2008. The company delivers the products usually within a week of placing order. Whereas, the package has not reached you yet due to unknown reasons. Therefore, write a letter to the sales manager, Mr. Suresh, expressing your disappointment and seeking clarifications.

9. Assume that you are a sales manager of Hindustan P Ltd, Chennai Branch and write a memo to all the sales personnel in your firm to attend a meeting to be held within a week on launching of a new product and strategizing to sell the same.

10. Define minute writing and illustrate the same with an example.

11. Discuss the importance of preparing of agenda for any business meeting. Also, provide an example of the same.  

12. Imagine that you are a business executive working for a marketing company. You have been given with a task of identifying bit falls and failures of sales in the company. Write a business report presenting your research and findings following the structure of business report. 
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