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The figures in the margin indicate full marks

for the questions

UNIT—1

1. What do you understand by the term

‘managerial communication’? State its

nature and define its scope as a part of

business communication. 3+12=15

OR

2. Write in detail about the process of

communication. 15
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UNIT—2

3. What are business letters and memos? State

the usability of business letters and memos

in today’s generation of online mode of

communication. 6+9=15

OR

4. Write a note on business reports. Write down 

about the process of report writing and its

significance on introspecting the performance

of a business. 5+5+5=15

UNIT—3

5. As an employee of a travel agency in Shillong, 

what are the various techniques to be

followed that you feel are important when

it comes to presenting and advertising the

tourist spots of Meghalaya to potential

clients and market worldwide? 15

OR

6. Write down in detail about the various

tourist hot spots of Meghalaya showcasing

its potential to attract tourist of all sorts from 

around the world. 15
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UNIT—4

7. As a manager of a travel agency, what will

be your approach towards your subordinates 

in order to ensure a smooth flow of

communication chain. Also state the

importance of an effective interpersonal

communication in business. 15

OR

8. Write short notes on the following : 7½+7½=15

(a) Approaches of an ideal employee

towards different types of tourists

(b) Art of handling queries and objections

from customers and seniors of an

organization
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