Question for three  Marks
1. For what purpose do we use graphical communication?

2. What is a bar graph?

3. What are the advantages and disadvantages of bar graph?

4. What are the advantages and disadvantages of pie graph?

5. Define Listening.

6. What is the Difference between listening and hearing?

7. What are the important types of listening?

8. What is active listening?

9. Mention the barriers to listening.
10. What are the effects of good listening?

11. What are the limitations of passive listening?

12. What is e-mail?

13. Write any four advantages of e-mail?

14. What are the limitations of e-mail?

15. Explain any two elements of heading?

16. Write down some common salutations used in e-mail writing.

Question for four marks
1. What is the importance of good listening skills in engineering career?

2. Explain passive listening with two suitable examples.

3. Explain active listening with two suitable examples.

4. Explain selective listening with two suitable examples.

5. Explain the physical barriers with two suitable examples.

6. Explain the physiological barriers with two suitable examples.

7. Explain psychological barriers with suitable examples.

8. State the techniques of effective listening.

9. What is the importance of listening skills in business?

Question for Eight marks

10. Draft a notice inviting the members of the board of directors to attend the meeting at the Registrar’s Office of the Company.

11. As Head of the Department, Civil, device a memo for the third year students on the following points:

Subject: Poor attendance in Practical’s

Purpose: Warning of stern action

12. As the Workshop Incharge, write a notice asking all the students to enter the workshop only after putting on the overalls.

13. Device a memo for the first year mechanical engineering students for not wearing their aprons for the Chemistry practicals.

14. Draft a notice as a Librarian of your college to inform all the students about the change in the working hours of the Library.

1on the following points:

a) Subject: Maintain Discipline during social gathering.

b) Purpose: Smooth conduct of the function.
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c) Write a letter of application to Cognizant, Pune-16, for the post of Junior Engineer. Attach your Resume.

d) The Richardson Crudas Company wants fresh diploma holders in Mechanical Engineering. Draft a job application with your resume to the general manager of Richardson Crudas Company, Byculla Mumbai.

e) Write a letter of Complaint to M/S Das and Company, about certain defects in the computers supplied by them.

f) You want to buy some electrical equipment for your workshop. Write a letter of enquiry to Bharat Heavy Electricals India Ltd.

g) Place an order with M/S Crompton Greaves Private India Ltd., Mumbai for the spare parts of the machinery you require.

h) As the Shift Incharge draft an accident report to the HR manager about the accident that took place in the production section due to manhandling of machines. Suggest preventive measures to avoid such accidents in future.

