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5. “Group discussions can turn very aggressive
sometimes.” What points should be kept in mind for ) Duration : 1 Hour Maximum Marks : 30
an effective discussion? 6)
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Distinguish between the verbal and non-verbal modes
of communication. 6)

OR
Explain listening as a tool of communication. (6)
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What are references and discussion footnotes? Give
one suitable example for each. (6)

OR

Discuss the use of internet for collection and
interpretation of data. 6)
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Draft the minutes of a meeting conducted to discuss
the possibility of shifting the business’s main office to
a new location. (6)

OR

What is the purpose and structure of an annual report
by a company? 6)
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How can the various IT communication tools be
employed for effective business correspondence?
(6)
OR

What are the advantages of an e-mail and what safety
features should be kept in mind while writing an e-
mail? - ©®)
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