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 Instructions – (1) All Questions are Compulsory.

 (2) Illustrate your answers with neat sketches wherever 
necessary.

 (3) Figures to the right indicate full marks.

 (4) Use of Non-programmable Electronic Pocket 
Calculator is permissible.

 (5) Mobile Phone, Pager and any other Electronic 
Communication devices are not permissible in 
Examination Hall.

Marks

1.  Answer any TEN of the following questions in 25-30 words 
each:     20

a) Why is feedback necessary in the communication?

b) Selecting an application channel is a judicious decision. Explain.

c) What is the role of ‘Encoding’ and ‘Decoding’ in a communication 
process?

d) Write any four advantages of face to face communication.

e) ‘One cannot live without communication’ explain briefly.

f) Define ‘Verbal communication’.

g) What is formal and informal communication?

h) State any two situations in which two-way communication 
occurs.
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i) State any four advantages of written communication.

j) How can a language act as a barrier to communication?

k) What is diagonal communication? Give one example.

l) What is the importance of graphs, charts and tables in 
communication?

2.  Attempt any FOUR of the following: 16
a) What medium/channel would you select out of the list given 

in the bracket to handle communication situation given below. 
(Fax, Phone, Email, Circular, Notice, Telephone)

(i) Sending urgent official information containing some 
numerical data to your branch office at Pune.

(ii) Informing all your customers of the bank about the change 
in the working hours.

(iii) Communication with your friends who are living abroad.

(iv) Informing all the senior officers of an office about a 
meeting in the evening.

b) Explain the communication process with a neat diagram.

c) Explain any four principles of effective communication.

d) Distinguish between formal and informal communication.

e) Explain the following terms with one example:

(i) Chronemics

(ii) Haptics

f) Identify the type of barrier in the following:

(i) Spread ink on the newspaper.

(ii) Predetermined notion about something or some one.

(iii) There is a power failure when a public speaker is 
addressing a large gathering.

(iv) Inferiority complex among an employee.
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3. a) Attempt any ONE of the following: 8
(i) As a head of the department, draft a memorandum for 

the students, who have been found using mobile phones 
in the college premises, warn them of a stern action.

(ii) Draft a notice for the students regarding the forth coming 
‘Book Exhibition’ organized by the students committee of 
your polytechnic institute.

b) Attempt any TWO of the following: 8
(i) Explain the importance of eye-contact in communication 

with example.
(ii) How does the sender’s dress and appearance have an 

impact upon his/her communication?
(iii) Identify the non-verbal code used in the following 

communication situation.
 Select your answer from the given list of codes (Proxemics, 

Kinesics, Vocalics, Chronemics, Haptics)
1) Maintaining distance while talking with your senior.
2) Nodding of your head.
3) Shrugging of shoulders.
4) Looking at the ‘Watch’ again and again.

4. a) Attempt the following: 8
 Write a letter of application along with, your resume to ‘Tata 

Motors Pvt. Ltd., Seepz, Andheri, Mumbai - 8. for the post of 
a Junior Engineer.

b) Attempt any ONE of the following: 8
(i) A first year student was badly injured. While performing 

workshop practical. As the workshop Incharge, find out 
the reasons behind this accident, prevention in future and 
submit a report to the principal.

(ii) Write a report on sudden fall in consumption of cold-drinks 
in your city. Give the reasons and necessary suggestions.

P.T.O.
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5.  Attempt any FOUR of the following: 16
a) Describe the following in about 35-40 words:

(i) Lap-top
(ii) Pen-drive

b) Explain the types of listening.
c) What is the difference between listening and hearing?
d) Write the advantages of graphic communication.
e) Explain the role of artifacts in non-verbal communication.

6.  Attempt any ONE of the following: 8
a) (i)  The Central Government has allocated a total fund of  

Rs. 1200 crores for different rural development scheme. 
Out of this, the India Awas scheme gets Rs 480 crores; 
the Bal Aarogya scheme gets Rs 360 crores, the Gramin 
Sadak scheme gets Rs 120 crores; Gram Bijali Scheme 
gets Rs 180 crores; and the Tribal welfare scheme gets 
Rs. 60 crores.

 Instruction:

 1) Present the given information in tabular form.

 2) Prepare a pie-chart showing the break-up of fund.

 (ii)  Present the given data in a bar-graph. The data collected 
by a non governmental organization on seasonal rainfall 
received (in cms) during the years 2011, 2012, 2013 and 
2014 in four metropolitan cities in India as following:

City 2011 2012 2013 2014

Mumbai 300 225 200 225

Kolkata 250 250 250 275

Delhi 300 300 300 300

Chennai 250 250 250 300

b) Attempt the following: 8
 Place on order to Tata-Mc-Graw Hill publications, 141 street, 

Mira Road, Mumbai. For the book on communication skills 
and Spoken English Cassettes.




