FINALTERM EXAMINATION Fall 2009 ENG301- Business Communication 
(Session- 1)

While drafting a letter which thing should we ignore?

► Be Specific.

► Avoid general objectives.

► Be as clear as possible about the kind of opportunity and industry you’re

looking for.

► We can talk in a difficult language

Which of the following parts are related with business letters?

► Heading

► Date

► Inside address, salutation

► All of the above

Which one is national variable from the followings?

► Time

► Space

► Economics

► Food

What is a delivery method of oral presentation in which speech is made without

any preparation or made on the spur of the moment?

Extemporaneous

► Impromptu

► Reading

► Writing

In which thing one speaker does most of sending and a number of listeners

do most of the receiving?

► Written tests

► Oral presentation

► Interview

► Group discussion

: --------------- defines the word research as: "Research is conducted to solve

problems and expand knowledge. Research is a systematic way of asking

questions, a systematic method of enquiry."

► Drew

► Howard and Sharp

► A psychologist

► A scientist

While writing and presenting your Thesis or Dissertation, you go through

many stages. First stage is:

► Preparing the Proposal

► Writing the Research Paper

► Making an outline

► Thinking about It

In which negotiation method both parties are dissatisfied?

► Withdrawal

► Accommodation

► Competition

► Cooperation

--------------- is a negotiation method that involves people cooperating to

produce a solution satisfactory to both parties.

► Collaboration
► Competition 
► Compromise

Cooperation

How many types of power are in negotiation?

► Five

► Seven

► Six

► Four

In win-lose strategy, the problems or conflicts are focused and the party is

satisfied due to: 
► Iinitiator

► Both parties

► One party

► Second party

How can both parties be unable to collaborate and walk away from the

negotiation dissatisfied?

► Win-lose strategy

► Lose-win strategy

► Lose-Lose strategy

► Win-win strategy

When your message contains all the facts, the reader or the listener need, it is

called:

► Complete

► Considerate

► Courteous

► Clear

In which interview, recruiters see how does a candidate handle himself under

pressure?

► Stress Interview

► Situational Interview

► Video Interviews

► Structured Interviews

While communicating, when you are aware not only of the perspective of

others but also their feelings, you are applying which principle of

communication:

► Courtesy

► Concreteness

► Completeness

► Conciseness

------------ means nearness in terms of space.

► Chromatics

► Artifacts

► Proximity

► Demography

What is a structured, written summary of a person’s education, employment

background, and job qualifications?

► Bibliography

► Synopsis

► Resume

► Index

The most important communication task for business students is to prepare

which thing?

► Resume

► Memo

► Document

► Circular

-----------------is often used when sending information to a reader outside

your organization.

► Letter

► Memo

► Minutes

► Application

The purpose of a --------------- is to convey essential information in an

organized and useful format.

► business report

► progress report

► informal report.

► formal report

Written summary of a business meeting is called:

► Minutes ► Motion ► Circular ► Agenda

In circular letters personal interest is created by using the word -----------------.

► you

► our customers

► everybody

► dear customers

Collection letter should be:

► Emotional

► Persuasive

► Demanding

► Critical

- ----------- letter is reply to a complaint.

► An inquiry

► Adjustment

► Collection

► Sales

Complaint letter should be called----------------.

► persuasive letter

► claim letter

► inquiry letter

► sales letter

It describes the condition of a commodity in the market on a certain date for a

specific period.

► Letter report

► A market report

► Progress report

► Periodic report

The place where we go to buy or sell commodities is commonly known as:

► Play ground

► Market

► Fort

► Club

What are the basic divisions of a formal report other than prefatory and

supplementary parts?

► Written parts

► Text parts

► Oral parts

► Added parts

In which situation do we write acknowledging an order letter?

► Welcome the customer

► Discourage the customer

► Apologize

► Symphathise

Which letter is written to ask information about a product or services?

► Order letter

► Sales letter

► Inquiry letter

► Request letter

What is a stress interview?

A. In which different interviewers but questions on, the interviewee to see, the

response, and put pressure, on the person to see, how he respond, to ascertain

his abilities in handling challenging jobs in actual situations..

Question No: 32 ( Marks: 2 )

What is a proposal?

A. It is solution to a problem, put forward, or showing interest, to solve a

problem. Person view, of the subject, or your terms and conditions for the

subject.

Question No: 33 ( Marks: 2 )

Briefly describe a collection letter.

Collection letter is an intent of the company, to persuade the customer, to pay,

the amount for the product or services as agreed upon, and delivered.

Question No: 34 ( Marks: 3 )

Write a note on the tone of a memorandum.

Memorandum is a company circular/letter , to tell about or give the situation, or

information for, a product or service availability or product availability or out of

stock situation, internally or externally. Change of price, packing or any

pertinent information, company want to share, within the organization, with

employees or outside with customers or client.

Question No: 35 ( Marks: 3 )

Why is it important to analyze your purpose and audience in resume writing?

A. It is to whom you, are informing, or giving your information. In order to

convince him or audience your worth, for the mutual benefits of both, so that,

the audience are convinced of your worth for the benefit of the company, or

improvement the company is anticipating by finding the right person. Purpose it

to frame your resumae in such a manner, to keep their interest, of reading and

made/convince them of your worth.

Question No: 36 ( Marks: 3 )

How do we write short quotations in a thesis paper?

Manzar quoted, in his thesis, Manufacturing of Few Quartenary Ammonium

salts, that, “Temperature is very important, when heating and mixing, under

pressure”-. As mentioned in AJoS,(American Jpornal of Science) july,1982.

This is to be mentioned in parenthesis, if italics, so that the reader get a clear

picture of exactly what such and such writer or scientist has said on that

matters.

Question No: 37 ( Marks: 5 )

What is E Q and its importance for a successful job?

A. EQ is Emotional Intelligence Quotient, often used to describe a concept

which involves the ability, capacity, skill, & self-perceived ability, to identify,

assess, and manage the emotions of one's own self, including groups.

Importance: as mentioned above that EQ is a skill to identify & mange the own

or group’s emotions towards something specific, be it Assignment, special task

or a routine matter, so from employment prospect, having this skill adds extra

star to the profile, pertaining to job performance & career growth.

Question No: 38 ( Marks: 5 )

Write down components of format of a formal report?

1. Total 10-15 pages, including appendices. No penalty for longer reports

as long as appropriate writing style maintained.

2. Single spaced, no indent, left justify only

3. Page numbers in upper right corner

4. 1 blank line between new paragraphs

5. Final report must be bound, with loose letter of transmittal clipped to

cover

6. Major section headings start a new page, 1 blank line after.

7. 1 blank line before and after sub-headings.

8. 3rd level subheadings must be easily distinguished from others

9. There should be at least one sub-heading on each page (a whole page of

text with no sub-heading is a mistake)

10. No orphan headings

Question No: 39 ( Marks: 10 )

What is listening? What are its faults and how can we improve it?

A. It is a persons echo, what he speaks out, encode, the listener, hears it

and he decodes it , what he perceived, in between can be a media, noise,

etc. Now , a men/women speaks, he encodes certain words, phrases,

sentences, now to whom he/she is speaking, the listener, decodes the

words, prases or sentences, or he, just take what he perceived, or

understands. Again the listener, understand what he listens, if there is

noise or humming etc, he is unable to listen properly, so he will react on

what he perceived or listen, and then he decode the speakers speech.

Now one has to be very careful, to convey, because of the words, tone , echo,

all counts, if not the right pitch, distance from the audience. Message is

notcoveyed properly, or listener has not understood properly. No may not be

right reponse.

It is therefore considered to speak loud, at a proper distance and proper

words, simple sentences, keeping in view the mental and response level of the

listener, and to gain his/her attention so that to develop a interaction between

the speaker and the listener.

Question No: 40 ( Marks: 10 )

When you are applying for a job, you are selling a product of yourself

.Critically evaluate the statement.

Before selling a product know what that product is all about.

Yes, it is really a selling a product, as your abilities, or your merits, are

to be highlighted , so to make the prospective Employer is convinced of your

abilities, and attitude, to best suit, his requirement.

It is on this bases of your application, and your own features, which fit, in

his requirement.

What an employer looking for ,

Think in term of result

Know how to get things done,

Show signs of progress

Have personnel standards of excellence

Possess strong communication skills

It is how you advertise your product, inspires a prospective employer to invite

you for interview, your merit as an product would be Person,s education,

employment background, and job qualifications.

Similarly, a company is in need of a Production Pharmacist, with 2-3 years

experience, or a fresh graduate. Now when one apply, he should put his

qualification and experience in such a manner, that he is convince of the right

person. If experience , one should mention as to where he has or working prior

to this, what was his nature of Job, how many employees he was handling,

What machines he was working or in his unit, person should be very well

versed in GMP(good manufacturing practices). Once you, are able to convince

the reader of your application, you are in a position to have your price.

One should be cofident of himself, with basic knowledge, of his subject, and

mind how to apply those knowledge, prase the right words. I am sure you are

able to sell a product with your own price, of salary and perks, with hours of

work per week, etc etc…
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