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Assignment Set - 1

Q.1. Define communication and explain its process with a diagram. Identify and explain any two barriers to communication with examples. (6+4 = 10 Marks)
Ans 1.
Communication is the systematic process of exchanging information, ideas, emotions, and messages between a sender and receiver through a carefully chosen medium. It forms the essential backbone of all organizational functioning and human cooperation in both formal and informal settings. Understanding the communication process in detail and accurately recognizing its most common barriers helps individuals and managers at all levels improve message clarity, substantially reduce costly misunderstandings, and consistently build 
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Q.2. Explain different types of communication (formal & informal) with examples. Discuss the classification of non-verbal communication. (5+5 = 10 Marks)
Ans 2.
Communication in organizational settings takes multiple forms depending on its purpose, structure, and channel. Understanding formal and informal communication helps organizations manage information flow efficiently and strategically. Non-verbal communication further enriches meaning beyond spoken or written words, playing a crucial role in how messages are received in both professional and interpersonal contexts.
Formal Communication
Formal communication follows officially established organizational channels and hierarchical 

Q.3. Explain the general principles of effective writing. Also describe the key principles of business writing with suitable examples. (5+5 = 10 Marks)
Ans 3.
Effective writing is one of the most powerful professional skills, enabling clear communication of ideas, decisions, and information. In organizational contexts, writing is the primary tool for conveying proposals, instructions, and correspondence. Understanding both general writing principles and specific business writing principles enables professionals to communicate with greater precision, persuasion, and credibility in all professional interactions.
General Principles of Effective Writing
Clarity is the foundational principle of all effective writing. Every sentence must convey a 


Assignment Set - 2

Q.4. Differentiate between memo, circular, and notice. Write a formal business email for a meeting invitation. (6+4 = 10 Marks)
Ans 4.
Memo, circular, and notice are three distinct forms of official written communication used within and by organizations. Each serves a different purpose and targets a different audience. Understanding their specific differences helps professionals select the appropriate format, ensuring messages are delivered with the correct tone, authority, and reach for the intended communication objective.
Differences Between Memo, Circular, and Notice
A memo, short for memorandum, is an internal communication document addressed to 

Q.5. Discuss the advantages and types of oral communication. Explain email etiquette and key considerations while writing for digital platforms. (5+5 = 10 Marks)
Ans 5.
Oral communication is the spoken exchange of information, ideas, and emotions between individuals or groups. It is the most natural and immediate form of human interaction and the dominant mode of workplace communication. Understanding its advantages, diverse types, and digital writing etiquette helps professionals communicate effectively in both traditional and modern digital working environments.
Advantages of Oral Communication
Oral communication provides several distinct advantages over written forms. It enables 


Q.6. Explain the types and format of business reports. Outline the steps involved in report preparation. (6+4 = 10 Marks)
Ans 6.
Business reports are structured formal documents that present analyzed information to support organizational decision-making, track performance, and recommend actions. They are indispensable management tools across all industries and organizational levels. Understanding report types, proper formats, and systematic preparation steps equips professionals to produce credible, well-organized, and impactful reports for diverse stakeholders.
Types of Business Reports
Business reports are categorized based on their purpose and frequency. Informational reports 

