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For Reg.  : 40 Marks
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  For NC : 50 Marks

Instructions for Students

¼Nk=ksa ds fy, funsZ'k½

Students are required to read the instructions carefully before starting
solving the question paper.

Nk=ksa dks iz'u i= gy djuk 'kq: djus ls igys lHkh funsZ'kksa dks /;ku ls i<+uk vko';d gSA

1. Attempt all the 40 questions. Each question carries 1 mark for regular student and 1.25 mark for

Non Collegiate student.

lHkh 40 iz'u gy dhft,A izR;sd iz'u fu;fer fo|kfFkZ;ksa ds fy, 1 vad dk gS rFkk Lo;aikBh fo|kfFkZ;ksa

ds fy, 1.25 vad gSA

2. Make sure that your question booklet has all the 40 questions. Defective Booklet can be changed

within 10 minutes.

iz'u&iqfLrdk esa lHkh 40 iz'u Nis gSaA =qfViw.kZ iqfLrdk dks 10 feuV esa cnyok;k tk ldrk gSA

3. All entries should be filled by blue or black ball-point pen. Select the best possible answer and

darken the correct answer A or B or C or D in the circle corresponding to that question in OMR

sheet with pen.

lHkh izfof"V;ka uhys vFkok dkys ckWy&IokbaV isu ls gh HkjsaA fn;s x;s pkj fodYiksa (a) ;k (b) ;k (c) ;k

(d) esa ls loksZPp fodYi dks OMR 'khV ds mfpr òÙk esa HkjsaA
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1. Which of these is an internal communication

tool?

(a) Notice

(b) Memo

(c) Advertisement

(d) Complaint letter

2. A tender is :

(a) A letter of gratitude

(b) An invitation to supply goods/services

(c) A form of complaint

(d) An internal report

3. Circulars are generally used for :

(a) Ordering goods

(b) Internal mass communication

(c) Complaints

(d) Termination letters

4. Which of these is written to express

dissatisfaction?

(a) Appreciation letter

(b) Complaint letter

(c) Order letter

(d) Circular letter

5. A notice must always include :

(a) Decorative language

(b) Name, date and purpose

(c) Personal feelings

(d) Jokes

1. buesa ls dkSu ,d vkarfjd lapkj midj.k gS\

(a) uksfVl

(b) eseks

(c) foKkiu

(d) f'kdk;r i=

2. ,d fufonk (tender) gS %

(a) d`rKrk dk ,d i=

(b) eky@lsokvksa dh vkiwfrZ ds fy, ,d fuea=.k

(c) f'kdk;r dk ,d :i

(d) ,d vkarfjd fjiksVZ

3. ifji= (circulars) dk mi;ksx vke rkSj ij

fdlds fy, fd;k tkrk gS %

(a) eky dk vkWMZj nsuk

(b) vkarfjd tu lapkj

(c) f'kdk;rsa

(d) lekfIr i=

4. buesa ls dkSu vlarks"k O;Dr djus ds fy, fy[kk

tkrk gS\

(a) iz'kalk i=

(b) f'kdk;r i=

(c) vkWMZj i=

(d) ifji= i=

5. ,d uksfVl esa ges'kk 'kkfey gksuk pkfg, %

(a) ltkoVh Hkk"kk

(b) uke] frfFk vkSj mís';

(c) O;fDrxr Hkkouk,a

(d) pqVdqys
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6. An order letter is used to :

(a) Invite tenders

(b) Place an order for goods/services

(c) Praise achievements

(d) Terminate employees

7. A letter of appreciation is written to :

(a) Praise good work or service

(b) Complain about defects

(c) Place a request

(d) Invite tenders

8. Which of these is primarily external

communication?

(a) Memo

(b) Notice

(c) Complaint letter

(d) Circular

9. A meeting agenda contains :

(a) List of topics to be discussed

(b) Decisions made earlier

(c) List of participants only

(d) Minutes of the meetings

10. Minutes of a meeting record :

(a) Songs and stories

(b) Proceedings and decisions taken

(c) Agenda points

(d) Invitations sent

6. ,d vkWMZj i= dk mi;ksx fdlds fy, fd;k

tkrk gS %

(a) fufonk vkeaf=r djuk

(b) eky@lsokvksa ds fy, ,d vkWMZj nsuk

(c) miyfC/k;ksa dh iz'kalk djuk

(d) deZpkfj;ksa dks lekIr djuk

7. ,d iz'kalk i= fdlds fy, fy[kk tkrk gS %

(a) vPNs dke ;k lsok dh iz'kalk djuk

(b) nks"kksa ds ckjs esa f'kdk;r djuk

(c) ,d vuqjks/k djuk

(d) fufonk vkeaf=r djuk

8. buesa ls dkSu eq[; :i ls ckgjh lapkj gS\

(a) eseks

(b) uksfVl

(c) f'kdk;r i=

(d) ifji=

9. ,d cSBd ds ,tsaMs esa gksrk gS %

(a) ppkZ fd, tkus okys fo"k;ksa dh lwph

(b) igys fd, x, fu.kZ;

(c) dsoy izfrHkkfx;ksa dh lwph

(d) cSBd dk dk;Zo`Ùk

10. cSBd dk dk;Zo`Ùk (minutes) esa ntZ gksrk gS %

(a) xhr vkSj dgkfu;k¡

(b) dk;Zokgh vkSj fy, x, fu.kZ;

(c) ,tsaMk fcanq

(d) Hksts x, fuea=.k
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11. Which of these is the most common oral

business communication?

(a) Emails

(b) Interviews

(c) Memos

(d) Circulars

12. Greetings in oral communication reflect :

(a) Anger

(b) Politeness and respect

(c) Indifference

(d) Hostility

13. A good PowerPoint presentation should have :

(a) Overloaded slides

(b) Clear visuals and key points

(c) Small fonts and bright colors

(d) All text, no images

14. In a group discussion, participants are judged

on :

(a) Interruptions

(b) Reasoning, teamwork and clarity

(c) Loudness

(d) Length of speech

15. In a job interview, candidates must avoid :

(a) Confidence

(b) Honesty

(c) Dishonesty

(d) Punctuality

11. buesa ls dkSu lcls vke ekSf[kd O;kolkf;d

lapkj gS\

(a) bZesy

(b) lk{kkRdkj

(c) eseks

(d) ifji=

12. ekSf[kd lapkj esa vfHkoknu n'kkZrk gS %

(a) xqLlk

(b) fouezrk vkSj lEeku

(c) mnklhurk

(d) 'k=qrk

13. ,d vPNh ikojikWbaV izLrqfr esa gksuk pkfg, %

(a) vfrHkkfjr LykbM

(b) Li"V n'̀; vkSj eq[; fcanq

(c) NksVs Q+kWUV vkSj pedhys jax

(d) dsoy ikB] dksbZ fp= ugha

14. ,d lewg ppkZ esa] izfrHkkfx;ksa dk ewY;kadu fd;k

tkrk gS %

(a) ck/kk,a

(b) rdZ] Vhe odZ vkSj Li"Vrk

(c) tksj&tksj ls cksyuk

(d) Hkk"k.k dh yackbZ

15. ,d ukSdjh ds lk{kkRdkj esa] mEehnokjksa dks blls

cpuk pkfg, %

(a) vkRefo'okl

(b) bZekunkjh

(c) csbZekuh

(d) le; dh ikcanh
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16. Which of these is a disadvantage of oral

communication?

(a) Quick feedback

(b) Misunderstandings due to poor expression

(c) Time saving

(d) Personal touch

17. Which of the following is a non-verbal cue

during an interview?

(a) Resume

(b) Body language

(c) Cover letter

(d) Email

18. Group discussions help in assessing :

(a) Writing style

(b) Leadership, confidence and listening

skills

(c) Spelling ability

(d) Technical drawing skills

19. The first impression in interviews is often

based on :

(a) Reference check

(b) Greeting and appearance

(c) Telephone calls

(d) Written test

20. The main purpose of oral presentations is :

(a) To confuse the audience

(b) To inform, persuade or motivate

(c) To waste time

(d) To avoid writing

16. buesa ls dkSu ekSf[kd lapkj dk ,d uqdlku

gS\

(a) Rofjr izfrfØ;k

(b) [kjkc vfHkO;fDr ds dk.k xyrQgeh

(c) le; dh cpr

(d) O;fDrxr Li'kZ

17. lk{kkRdkj ds nkSjku fuEufyf[kr esa ls dkSu ,d

xSj&ekSf[kd ladsr gS\

(a) ck;ksMkVk

(b) 'kkjhfjd Hkk"kk

(c) doj i=

(d) bZesy

18. lewg ppkZ,a ewY;kadu esa enn djrh gSa %

(a) ys[ku 'kSyh

(b) usr`Ro] vkRefo'okl vkSj lquus dk dkS'ky

(c) orZuh {kerk

(d) rduhdh Mªkbax dkS'ky

19. lk{kkRdkj esa igyh Nki vDlj bl ij vk/kkfjr

gksrh gS %

(a) lanHkZ tkap

(b) vfHkoknu vkSj fn[kkoV

(c) VsyhQksu dkWy

(d) fyf[kr ijh{kk

20. ekSf[kd izLrqfr;ksa dk eq[; mís'; gS %

(a) n'kZdksa dks Hkzfer djuk

(b) lwfpr djuk] jkth djuk] ;k izsfjr djuk

(c) le; cckZn djuk

(d) fy[kus ls cpuk
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21. Which of these is not electronic

communication?

(a) Email

(b) Memo

(c) Virtual meeting

(d) Social media

22. A professional email should always include :

(a) Clear subject line and proper salutation

(b) Slang and emoticons

(c) All caps writing

(d) Jokes and abbreviations

23. Netiquette refers to :

(a) Internet manners and etiquette

(b) Blocking all users

(c) Writing ini all caps

(d) Ignoring feedback

24. Which is not a feature of virtual meetings?

(a) Real-time video-audio

(b) Screen sharing

(c) Physical presence

(d) Remote participation

25. Which of these is considered poor email

etiquette?

(a) Concise content

(b) Writing in all caps

(c) Correct grammar

(d) Formal tone

21. buesa ls dkSu bysDVªkWfud lapkj ugha gS\

(a) bZesy

(b) eseks

(c) opqZvy ehfVax

(d) lks'ky ehfM;k

22. ,d is'ksoj bZesy esa ges'kk 'kkfey gksuk pkfg, %

(a) Li"V fo"k; iafDr vkSj mfpr vfHkoknu

(b) LySax vkSj beksfVdkWUl

(c) lHkh cM+s v{kjksa esa ys[ku

(d) pqVdqys vkSj la{ksi

23. usfVdsV dk rkRi;Z gS %

(a) baVjusV f'k"Vkpkj vkSj uSfrdrk

(b) lHkh mi;ksxdrkZvksa dks CykWd djuk

(c) lHkh cM+s v{kjksa esa fy[kuk

(d) izfrfØ;k dks vuns[kk djuk

24. opqZvy ehfVax dh fo'ks"krk dkSu ugha gS\

(a) okLrfod le; ohfM;ks@vkWfM;ks

(b) LØhu lk>k djuk

(c) HkkSfrd mifLFkfr

(d) nwjLFk Hkkxhnkjh

25. buesa ls fdls [kjkc bZesy f'k"Vkpkj ekuk tkrk

gS\

(a) laf{kIr lkexzh

(b) lHkh cM+s v{kjksa esa fy[kuk

(c) lgh O;kdj.k

(d) vkSipkfjd Loj
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26. Social media in business is mainly used for :

(a) Gossip

(b) Marketing and customer engagement

(c) Private chatting

(d) Personal diaries

27. Which is not an advantage of electronic

communication?

(a) Speed

(b) Global reach

(c) Confidentiality always guaranteed

(d) Low cost

28. Emojis in formal business emails should be :

(a) Always avoided

(b) Overused

(c) Replacing words

(d) Used in place of subject line

29. In virtual meetings, one must practice :

(a) Mute/unmute discipline

(b) Background noise

(c) Talking over others

(d) Turning off camera always

30. Engagement on social media refers to :

(a) Likes, comments and shares by audience

(b) Mariage proposal

(c) Watching silently

(d) Logging out of apps

26. O;olk; esa lks'ky ehfM;k dk eq[; :i ls mi;ksx

fd;k tkrk gS %

(a) xi'ki

(b) foi.ku vkSj xzkgd tqM+ko

(c) futh pSfVax

(d) O;fDrxr Mk;jh

27. bysDVªkWfud lapkj dk dkSu ,d ykHk ugha gS\

(a) xfr

(b) oSf'od igqap

(c) xksiuh;rk ges'kk xkjaVhd`r gksrh gS

(d) de ykxr

28. vkSipkfjd O;kolkf;d bZesy esa beksth dks gksuk

pkfg, %

(a) ges'kk cpuk pkfg,

(b) vfr iz;ksx fd;k x;k

(c) 'kCnksa dh txg

(d) fo"k; iafDr ds LFkku ij mi;ksx fd;k x;k

29. opqZvy ehfVax esa] O;fDr dks vH;kl djuk pkfg, %

(a) E;wV@vuE;wV vuq'kklu

(b) i`"BHkwfe 'kksj

(c) nwljksa ds Åij ckr djuk

(d) dSejk ges'kk can j[kuk

30. lks'ky ehfM;k ij tqM+ko dk rkRi;Z gS %

(a) n'kZdksa }kjk ilan] fVIif.k;k¡ vkSj 'ks;j

(b) fookg izLrko

(c) pqipki ns[kuk

(d) ,fIyds'ku ls ykWx vkmV djuk
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31. The primary objective of business

communication is :

(a) Entertainment

(b) Exchange of business-related information

(c) Social networking

(d) Gossip

32. Which of these is not a barrier to communication?

(a) Noise

(b) Language differences

(c) Feedback

(d) Emotions

33. The process of converting ideas into a

message is called :

(a) Decoding

(b) Encoding

(c) Receiving

(d) Filtering

34. Which of these is an example of downward

communication?

(a) Instructions from a manager to employees

(b) Suggestions from staff to boss

(c) Complaints to HR

(d) Gossip among peers

35. Non-verbal communication mainly uses :

(a) Words

(b) Body language and gestures

(c) Letters

(d) Emails

31. O;olkf;d lapkj dk izkFkfed mís'; gS %

(a) euksjatu

(b) O;kikj&laca/kh tkudkjh dk vknku&iznku

(c) lkekftd usVofd±x

(d) xi'ki

32. buesa ls dkSu lapkj dh ck/kk ugha gS\

(a) 'kksj

(b) Hkk"kk esa fHkUurk

(c) izfrfØ;k

(d) Hkkouk,¡

33. fopkjksa dks lans'k esa cnyus dh izfØ;k dks dgrs

gSa %

(a) MhdksfMax

(b) ,UdksfMax

(c) izkIr djuk

(d) fQ+YVfjax

34. buesa ls dkSu v/kkseq[kh (downward) lapkj dk

,d mnkgj.k gS %

(a) ,d izca/kd ls deZpkfj;ksa dks funsZ'k

(b) deZpkfj;ksa ls ckWl dks lq>ko

(c) ekuo lalk/ku dks f'kdk;rsa

(d) lgdfeZ;ksa ds chp xi'ki

35. xSj&ekSf[kd lapkj eq[; :i ls mi;ksx djrk gS %

(a) 'kCn

(b) 'kkjhfjd Hkk"kk vkSj gkoHkko

(c) i=

(d) bZesy
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36. Which of the following is not an element of

communication?

(a) Sender

(b) Message

(c) Channel

(d) Salary

37. In communication, feedback ensures :

(a) Completion of the process

(b) Avoidance of interaction

(c) Beginning of the process

(d) Ignoring response

38. The most effective communication is :

(a) One-way

(b) Two-way

(c) Written only

(d) Non-verbal only

39. Which is not a type of business communication?

(a) Internal

(b) External

(c) Grapevine

(d) Poetic

40. The Latin root of “communication” means :

(a) To hide

(b) To argue

(c) To share

(d) To order

36. fuEufyf[kr esa ls dkSu lapkj dk ,d rRo ugha

gS\

(a) izs"kd

(b) lans'k

(c) pSuy

(d) osru

37. lapkj esa] izfrfØ;k lqfuf'pr djrh gS %

(a) izfØ;k dh iw.kZrk

(b) ckrphr ls cpuk

(c) izfØ;k dh 'kq#vkr

(d) izfrfØ;k dks vuns[kk djuk

38. lcls izHkkoh lapkj gS %

(a) ,d&rjQk

(b) nks&rjQk

(c) dsoy fyf[kr

(d) dsoy xSj&ekSf[kd

39. dkSu lk O;kolkf;d lapkj dk izdkj ugha gS\

(a) vkarfjd

(b) cká

(c) vaxwjhyrk

(d) dkO;kRed

40. ^^dE;qfuds'ku** 'kCn dk ySfVu ewy dk vFkZ gS %

(a) fNikuk

(b) cgl djuk

(c) lk>k djuk

(d) vkns'k nsuk
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