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Question No 1 

Explain the term artifacts.  

Answer 

These are objects used to convey nonverbal messages about self-concept, image, mood, feeling 
or style. Eg. Lipstick, clothes, perfumes, glasses and hair pieces refelect the style or mood of the 
user. 

 

Question No 2 

Write a note on beginning of a thesis.  

Answer 

The thesis statement is usually considered the most important sentence and the main point of 
your essay/ report or research paper because it outlines the central purpose of your essay. 

 

Question No 3 

Name two types of memo reports.  

Answer:  

1. Informational Memorandum Reports  
Inform summarized information ,Widely in content type of business purpose.  

2. Analytical memo  
Seek to analyze problem without specific recommendation. 

 

Question No 4 

What are key advantages of a chronological resume? 

Answer 

(1) Employers are familiar with it & can easily find information  
(2) It highlights growth and career progression  
(3) It highlights employment continuity and stability 
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Question No 5 

How do we write short quotations in a thesis paper?  

Answer 

 If you are directly quoting from a work, you will need to include the author, year of publication, 
and the page number for the reference (preceded by “p.”). Introduce the quotation with a 
signal phrase that includes the author’s last name followed by the date of publication in 
parentheses.  

 

Question No 6 

 What is a group interview?  

Answer  

 Group interviews meeting with several candidates simultaneously. Group interviews help 
recruiters see how candidate interact. This types of interview is useful for judging interpersonal 
communication. 

 

Question No 7 

What is case study research?  

Answer 

 A case study is an empirical inquiry that investigates a contemporary phenomenon within its 
real life context; when the boundaries between phenomenon and context are not clearly 
evident; and in which multiple source of evidence are used. Qualitative perspective, concerned 
with exploring, describing, and explaining a phenomenon 

 

Question No 8 

Which points should be kept in mind while writing get-well wishes and sympathy letters? 

Answer 

Following points should be kept in mind while writing get-well wishes and sympathy letters: 

Be optimistic when you write to someone who is ill. Mention once at the beginning of the letter 
how sorry you are that the person is ill. From then on talk about a return to normal life. 
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Question No 9 

Write a note on different punctuation styles? 

Answer 

Following are three different punctuation style: 

1. Close Punctuation 

Parts of heading, date, inside address, salutation and complimentary close are punctuated. 

2. Standard Punctuation 

No line of heading or inside address is punctuated. After salutation and complimentary close a 
comma is placed. 

3. Open Punctuation 

It requires no punctuation even after the salutation and the complimentary close. 

 

Question No 10 

What is buffer? 

Answer 

A buffer is a statement, that helps you bring your reader in a positive frame of mind, and the 
message becomes readable for the reader. It means be positive, pleasant rather than negative 
statement. 

 

Question No 11 

Rephrase the following letter body: 

“Will you ship us some time, anytime during the month of October would be fine, or even 
November if you are rushed (November would suit us just as well, in fact a little bit better) 
300 of the regular Dell Computers. 

Thank you in advance for sending these along in parcel post, and not in express, as express is 
too expensive.” 

Answer 

“Please ship parcel post, 300 Dell computers before the end of November.” 
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Question No 12 

What is the difference between credibility and congeniality? 

Answer 

Credibility and congeniality they both are the traits of good communicators: 

Credibility 

It means they are believable. They have faith in the substance of their message. You trust their 
information and their intentions 

Congeniality 

They maintain friendly, pleasure relations with you. Regardless of whether you agree with 
them. Good communicators command your respond and good will. You are willing to work with 
them again, despite their differences. 

 

Question No 13 

Make each of the following requests complete and concrete: 

1. The coat you had in your window last Thursday is exactly the style I would like to 
have. Please send it to me on my credit card account. 

2. I am interested in the portable TV you advertised in yesterday’s newspaper. Will you 
please tell me more about it? (The firm advertised one TV set in the city’s morning 
paper and a different set in the evening paper). 

Answer 

1. Dear Sir, I like the coat which is in beautifying your last window last Thursday, I like that 
coat and want to make my dress. I will pay the amount through credit card. 

2. I have seen the advertisement yesterday in daily XYZ about the portable T.V I want to 
know further details and technical specification, once it will meet my requirement I will 
definitely will not wait to keep away that portable T.V 

 

Question No 14 

What points should we consider while discussing the Space (proxemics) as an individual 
cultural variable? 

Answer 

Space means nearness in physical space. Personal space varies according to culture, status, role 
and gender. 
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Question No 15 

Write down names of standard parts of a business letter. 

Answer 

Heading, date, inside address, body, salutation, complementary close, signature and reference 
section 

 

Question No 16 

Explain Letterhead of Business message and name its different parts. 

Answer 

A letterhead is a printed paper with the name and address of a person or organization. It 
occupies not more than 2 inches at the top of the page. 

Following are the different parts of letterhead  

❖ Name 
❖ Address 
❖ Telephone number 
❖ Fax number 
❖ Type of business 
❖ Name of manufacturing unit / corporate office etc. 

 

Question No 17 

Name some national variables mentioned in intercultural communication model. 

Answer 

National variables: 

Education 

Politics 

Social norms 

Language 

Economics 

Regulations 
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Question No 18 

Describe miscellaneous formal and informal salutations used in a letter. 

Answer 

Salutations used in Formal are: 

Sir, Madam, My dear sir , My dear madam,Mr.ali, Dear sir , dear madam These are used in 
formal form  

Informal salutations used in a letter: 

My dear Ahmad, My dear nagllaahmad, Dear Rashid 

 

Question No 19 

In persuasive requests, write the names of appeals that we use to get the interest of the 
reader.  

Answer 

Begin with something that will Interest the Reader 

• Altruistic Appeal 

• Reader-benefit appeal 

• Individual responsibility appeal 

• Personal experience appeal. 

 

Question No 20 

Write down names of standard parts of a business letter.  

Answer 

Standard Parts of the Letter 

Most business letters have the following parts: 

1. Heading 
2. Date 
3. Inside address 
4. Salutation 
5. Body 
6. Complimentary close 
7. Signature 
8. Reference Section 
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Question No 21 

 Write down the format of Semi Block Form of letter. 

Answer 

This form is much used in Pakistan. Heading, date, complimentary close and signature sections 
begin at the horizontal of the page or are placed so that they end near the right-hand margin. 
First line of each paragraph is indented five to seven spaces. Only closed form of punctuation is 
used in this form. This letter style is attractive on the page. 

 

Long Questions  
 

 

 

 

Question No 1 

Write a note on beginnings & endings in a letter. 

Answer 

When you begin your message make whether your reader will respond favorably or 
unfavorably to the message. Keep main idea or good-news in the beginning. The opening must 
be impressive in a way that it captures the attention of the reader. So always choose 
appropriate openings that suit the purpose of your message. 

An effective ending will motivate the reader to act as requested. If no direct request is required, 
leave the reader with some expression of regard, assurance, appreciation or willingness to help.  
Always remember that closings should be strong, clear and polite. They should leave a sense of 
closure and goodwill with the receiver. 
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Question No 2 

What are different error categories in the correctness principle? Discuss.  

Answer 

The following are the errors which should be checked for Correctness. 

Correctness: at the core of correctness: 

1) Spelling 
2) Grammar 
3) Punctuation 
4) Use the right language 
5) Check accuracy of words, figures 
6) Maintain acceptable writing mechanics 
7) Use of a,e .i,o,u correctly 
8) Formal writing is associated with scholarly writing 
9) While informal writing is usually used in business writing. 

 

Question No 3 

Write short notes on the following: 

1- Importance of communication in your career  
2- Developing the right attitude 

Answer 

Importance of communication in career:  

The ability to communicate effectively is very important for a business management student. 
Since this field requires more of mental work so it is important to communicate the ideas and 
skills effectively to others to reach the desired individual and organizational goals. It is 
important while working in groups. In order to perform the job effectively it is very important to 
communicate with the coworkers and the seniors this will help in accomplishing the job.  

Developing the right attitude: 

Attitude is a persistent tendency to feel and behave in a particular way toward some object. 
Attitude describes people and their behavior. Receiver’s attitude towards a message 
determines whether it will be accepted or rejected. People react favorably when they receive 
agreeable message. Receiver’s view of information affects the response. People react according 
to their attitudes towards a situation rather than to the facts. So developing the right attitude is 
very important. Since people develop their attitudes from experience too so to develop right 
attitudes there must be great association between individuals . 
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Question No 4 

What is the role of time, space and silence in effective communication? 

Answer 

TIME 

Time plays a vital role in making the communication effective. Time is one of the most central 
differences that separate cultures and cultural ways of doing things. In the West, time tends to 
be seen as quantitative, measured in units that reflect the march of progress. For ex Germans 
are considered time precise  

SPACE 

Another important tool to make the communication effective is space. The concept of space is 
also necessary while communication. It depends How close may strangers stand to you. The 
space between the sender and the receiver of a message influences the way the message is 
interpreted. 

Example: 

Concepts of office space differ 

Some cultures consider those who stand close to you as intrusive, rude, pushy, and 
overbearing. 

 

Question No 5 

Write an order letter to ABC Company for the purchase of weather vanes? 

Answer 

Dear Sirs, 

Please send me one of your weather vanes which I saw advertised for Rs. 2000. We have 
recently repainted our garage, and a weather vane would be a wonderful finishing touch. My 
cheque is enclosed. 

Sincerely yours, 
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Question No 5 

Write a note on five types of work place powers. 

Answer 

Five types of workplace power .  

• Legitimate power bases on a persons position or role in an organization. Their authority and 
control over resources gives them power hat is acknowledged  

• Expertise power people with more skill and strength than others have to them; their 
colleagues defer to them  

• Reward power is exerted by someone who has control over resource desire by others. Such as 
person can influence and manipulate behavior  

• Coercive power is exerted by those who use their authority or any force, emotional or 
physical, against the interest of the other party  

• Consultative power is exerted by someone who seeks information, considers other’s advice 
and make plans with others  

• They operate in any workplace, either singly or in combination. Perception of what power is 
and how it should be used varies between people and organizations. Acknowledgement of, and 
deference to, power depends on others’ perception. 

 

Question No 6 

Write a note on chronological resume.  

Answer 

In a chronological resume, the work-experience section dominates, immediately after the name 
and address and the objective. You develop this section by listing your jobs sequentially in 
reverse order, beginning with the most recent position and working backward toward earlier 
jobs. Under each listing, describe your responsibility and accomplishments, giving the most 
space to the most recent positions. If you’re just graduating from college, you can vary this 
chronological approach by putting your educational qualifications before your experience, 
thereby focusing attention on your academic credentials. The chorological approach is the most 
common way to organize a resume, and many employers prefer it.  

This approach has three key advantages:  

(1) Employers are familiar with it & can easily find information  
(2) It highlights growth and career progression  
(3) It highlights employment continuity and stability 



Most Important & Repeated Subjective Midterm Eng301 
 

Please Subscribe Channel Learning With A&I  Page 12 

 

 

Question No 7 

Which aspects should be kept in mind while drafting a message? 

Answer 

A message is the main idea that a writer want to communicate. A message should be clear, 
complete, concise, and correct. While drafting a message you should keep in mind the reader. If 
it is good news then message should start with the main idea. In case of bad news is refusal 
there should be a buffer. Closing of the message should be effective. 

 

Question No 8 

Write a detailed note on buffer.  

Answer 

Buffer is defined as “it’s a statement, that helps to bring the reader in a positive frame of mind, 
and message becomes readable and easy to understand for the reader. To give bad news, 
messages begin with a buffer. But “Buffer” should be neutral in tone. Try to avoid misleading 
the reader to think that the message is good. 

 

Question No 9 

What are four stages of AIDA plan? Describe briefly 

Answer 

One way to organize persuasive messages is the AIDA plan, which is of 

Four stages 

1. Attention 2. Interest 3. Desire 4. Action 

In the attention stage, you convince the reader that you have something interesting or useful 
for him. In interest stage you explain how your message is related to your reader. In the desire 
stage you provide relevant evidence to prove your claim drawing attention to any enclosures. 
And in the action stage you close the message with an action ending that suggests a specific 
action the reader may take. 
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Question No 10 

What are the advantages and disadvantages of an e-mail?  

Answer 

Advantages  

1. Email is a faster and more efficient channel than regular mail (sometimes referred to as 
snail mail). Most messages reach anywhere in the world within minutes of being sent.  

2. It saves paper  
3. It can be send at any convenient time  
4. A message can be written and edited quickly by several people before it is sent  
5. It can be send to different receivers at the same time  
6. Email can be stored and sent at off-peak telephone rates  

Disadvantages 

1. It ca be difficult to distinguish between casual and formal messages because of their 
similar layout 

2. There may be a time lag if the receiver does not read their email for a few days. 
3. The system is inaccessible to those who are computer illiterate or not online. 
4. Its contents may reappear later in a variety of printed forms. 
5. It lack nonverbal communication cues to add meaning  
6. It can be overused 
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