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Set – 1

Q1. Define Communication and explain the importance of communication in a modern business setting. List any two major Barriers to Communication. 2+6+2	
Ans 1.
Communication
Communication is the process through which individuals exchange information, emotions, and ideas to create understanding. It is a continuous and dynamic activity that ensures coordination and cooperation within an organization. In the words of Louis A. Allen, “Communication is the sum of all the things one person does when he wants to create understanding in the mind of another.” In today’s business world, communication is considered the foundation of every managerial function and a critical component for success 
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Q2. Define Listening and explain why it is considered an important skill in the workplace. List any three major Common Barriers to the Listening Process and state one simple technique to overcome each barrier.  2+3+3+2	
Ans 2.
Listening is a vital component of effective communication and plays an indispensable role in workplace interactions. It involves not only hearing words but also understanding their meaning, tone, and emotion. Good listening ensures that communication results in accurate comprehension, mutual respect, and positive outcomes. In organizations where teamwork and collaboration are essential, listening serves as the foundation for trust and productivity.
Definition of Listening
Listening is defined as the process of receiving, interpreting, and responding to spoken 


Q3. Briefly define the four main types of directional communication flow in a formal organizational structure: Upward, Downward, Horizontal, and Diagonal. Give a single, simple example for each. 
Ans 3.
In a structured organization, communication flows in specific directions according to hierarchy. The four primary types of directional communication flow—upward, downward, horizontal, and diagonal—facilitate the orderly exchange of information and ensure smooth functioning. Each direction serves a unique role in maintaining clarity, efficiency, and control across various levels of management.
Upward Communication
Upward communication refers to the movement of information from lower levels of an 


Set – 2

Q4. Define a Memo and list any four essential characteristics of a memo. Outline the main Four purposes of sending a business Notice.  2+4+4	
Ans 4.
In business communication, written messages serve as an important tool to convey official information efficiently. Among the various forms of internal correspondence, the memorandum or “memo” and business notice are widely used to communicate within an organization. These documents ensure that messages are recorded formally and reach the concerned individuals promptly, maintaining professionalism and accountability in 

Q5. List and briefly describe key E-mail Etiquettes that a professional must follow to ensure respectful and effective electronic communication.  2+8	
Ans 5.
E-mail has become the most common and effective mode of professional communication in the modern workplace. It allows individuals to communicate instantly across time zones and departments. However, despite its convenience, many professionals misuse e-mail due to poor etiquette, leading to confusion, misunderstandings, or even reputational harm. Therefore, maintaining proper e-mail etiquette is crucial for ensuring professionalism, clarity, and respect in all written exchanges.
Meaning of E-mail Etiquette
E-mail etiquette refers to the set of rules and guidelines that govern the way people compose, 


Q6. State the Importance of Business Meetings in an organization. List three common mistakes made at meetings and name the three key documents prepared for a meeting (e.g., Agenda, Minutes) 4+3+3
Ans 6.
Meetings are a cornerstone of corporate communication and decision-making. They allow individuals and teams to collaborate, share updates, discuss problems, and make strategic choices. Effective meetings contribute to organizational success by enhancing participation, improving understanding, and promoting accountability. However, the success of a meeting depends on its structure, preparation, and follow-up documentation.
Importance of Business Meetings in an Organization
Business meetings are vital for coordination, planning, and control. 

	
	
	



