
 
                                       Ist INTERNAL EXAMINATION - Sept 2019 
 
                                                       B.C.A I YEAR 
                                                  GENERAL ENGLISH 
                                                                 Set-A 
 
Time allowed: 1:30 Hours                                                                             Marks : 40 
 
 
1. Very short type questions(Max. 40 words)                             5x2=10 
 
(a) What is Narration? 
Ans. Narration is the act of telling a story,usually in some kind of chronological 
order.Narration generally means any kind of explaining and telling of something.It’s 
usually used in reference to story telling. 
In simple terms narration is telling back in your own words what you just read or heard. 
 
(b) Write the definition of Subject verb concord. 
Ans. Subjects and verbs must agree with one another in number (singular or 
plural).  Thus, if a subject is singular, its verb must also be singular; if a subject is plural, 
its verb must also be plural. 
In present tenses, nouns and verbs form plurals in opposite ways:   
 
(c) What is Sub-ordination clause? 
Ans. A subordinate clause—also called a dependent clause—will begin with 
a subordinate conjunction or a relative pronoun and will contain both a subject and 
a verb. This combination of words will not form acomplete sentence. It will instead 
make a reader want additional information to finish the thought. 
 
(d) Give 2 examples of Active and passive voice. 
Ans. Harry ate six shrimp at dinner. (active) 
At dinner, six shrimp were eaten by Harry. (passive) 

Beautiful giraffes roam the savannah. (active) 
The savannah is roamed by beautiful giraffes. (passive) 

(e) Define modals 
Ans. Modals (also called modal verbs, modal auxiliary verbs, modal auxiliaries) 
are special verbs which behave irregularly in English. They are different from 
normal verbs like "work, play, visit..." They give additional information about the 
function of the main verb that follows it. 
 
2. Short type questions. (Max. 80 words)                                    2x5=10           
                   

(a) Write the rules of turning active into passive voice. 
Ans.To change active into passive voice ,the active must be transitive. 
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We have to remove the active verb, by the passive form. In short the passive form is 
be+past participle. 
Object of a verb in the active sentence becomes the subject of the passive voice. Be+ Past 
participle or be+ IIIrd forms according to tenses should be used while changing active 
into passive voice. 
 
 (b) Give details about any four scopes of communication. 

Ans. Communication in personal life: Communication is closely related with every 
sphere of human life. From dawn to sleep at night, a person communicates with others. 
This reveals that communication is the part and parcel of human life. 

• Communication in social life: Now we are on the verge of human civilization 
and living in an integrated society. In social life, people need to develop social 
bondage. Communication helps us in creating and strengthening this social 
bondage. 

• Communication in the state affairs: Communication is also pervaded in all 
areas of state affairs. Without communication, state neither can administer its 
various wings nor can maintain relationships with the other part of the world. Due 
to revolutionary change in communication technologies, the whole world has 
turned into a global village. 

• Communication in business: In this post-modern age, we cannot think of 
business without communication. Communication is the lifeblood of business as it 
provides necessary information in formulating business plans and policies. It also 
ensures effective performance of business activities like production, distribution, 
finance, warehousing etc. Thus; ultimate success of the business depends 
on successful  

3. Long Questions.(Max. 150 words)                                           2x10=20 
 
(a) Write the 7 C’s of communication. 

Ans. Completeness - The communication must be complete. It should convey all facts 
required by the audience. The sender of the message must take into consideration the 
receiver’s mind set and convey the message accordingly. A complete communication has 
following features: 

 Complete communication develops and enhances reputation of an 
organization. 

 Moreover, they are cost saving as no crucial information is missing and no 
additional cost is incurred in conveying extra message if the 
communication is complete. 

 A complete communication always gives additional information wherever 
required. It leaves no questions in the mind of receiver. 

 Complete communication helps in better decision-making by the 
audience/readers/receivers of message as they get all desired and crucial 
information. 

 It persuades the audience. 
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2. Conciseness - Conciseness means wordiness, i.e, communicating what you want 
to convey in least possible words without forgoing the other C’s of 
communication. Conciseness is a necessity for effective communication. Concise 
communication has following features: 

 It is both time-saving as well as cost-saving. 
 It underlines and highlights the main message as it avoids using excessive 

and needless words. 
 Concise communication provides short and essential message in limited 

words to the audience. 
 Concise message is more appealing and comprehensible to the audience. 
 Concise message is non-repetitive in nature. 

3. Consideration - Consideration implies “stepping into the shoes of others”. 
Effective communication must take the audience into consideration, i.e, the 
audience’s view points, background, mind-set, education level, etc. Make an 
attempt to envisage your audience, their requirements, emotions as well as 
problems. Ensure that the self-respect of the audience is maintained and their 
emotions are not at harm. Modify your words in message to suit the audience’s 
needs while making your message complete. Features of considerate 
communication are as follows: 

 Emphasize on “you” approach. 
 Empathize with the audience and exhibit interest in the audience. This will 

stimulate a positive reaction from the audience. 
 Show optimism towards your audience. Emphasize on “what is possible” 

rather than “what is impossible”. Lay stress on positive words such as 
jovial, committed, thanks, warm, healthy, help, etc. 

4. Clarity - Clarity implies emphasizing on a specific message or goal at a time, 
rather than trying to achieve too much at once. Clarity in communication has 
following features: 

 It makes understanding easier. 
 Complete clarity of thoughts and ideas enhances the meaning of message. 
 Clear message makes use of exact, appropriate and concrete words. 

5. Concreteness - Concrete communication implies being particular and clear rather 
than fuzzy and general. Concreteness strengthens the confidence. Concrete 
message has following features: 

 It is supported with specific facts and figures. 
 It makes use of words that are clear and that build the reputation. 
 Concrete messages are not misinterpreted. 

6. Courtesy - Courtesy in message implies the message should show the sender’s 
expression as well as should respect the receiver. The sender of the message 
should be sincerely polite, judicious, reflective and enthusiastic. Courteous 
message has following features: 

 Courtesy implies taking into consideration both viewpoints as well as 
feelings of the receiver of the message. 

 Courteous message is positive and focused at the audience. 
 It makes use of terms showing respect for the receiver of message. 
 It is not at all biased. 

7. Correctness - Correctness in communication implies that there are no 
grammatical errors in communication. Correct communication has following 
features: 



 The message is exact, correct and well-timed. 
 If the communication is correct, it boosts up the confidence level. 
 Correct message has greater impact on the audience/readers. 
 It checks for the precision and accurateness of facts and figures used in the 

message. 
 It makes use of appropriate and correct language in the message. 

                                             
(b) What are the barriers of communication? 

Ans. Common Barriers to Effective Communication: 

• The use of jargon. Over-complicated, unfamiliar and/or technical terms. 
• Emotional barriers and taboos. Some people may find it difficult to express 

their emotions and some topics may be completely 'off-limits' or taboo. Taboo or difficult 
topics may include, but are not limited to, politics, religion, disabilities (mental and 
physical), sexuality and sex, racism and any opinion that may be seen as unpopular. 

• Lack of attention, interest, distractions, or irrelevance to the receiver. (See 
our page Barriers to Effective Listening for more information). 

• Differences in perception and viewpoint. 
• Physical disabilities such as hearing problems or speech difficulties. 
• Physical barriers to non-verbal communication. Not being able to see the non-

verbal cues, gestures, posture and general body language can make communication less 
effective. Phone calls, text messages and other communication methods that rely on 
technology are often less effective than face-to-face communication. 

• Language differences and the difficulty in understanding unfamiliar accents. 
• Expectations and prejudices which may lead to false assumptions or 

stereotyping.  People often hear what they expect to hear rather than what is actually said 
and jump to incorrect conclusions. Our page The Ladder of Inference explains this in 
more detail. 

• Cultural differences.  The norms of social interaction vary greatly in different 
cultures, as do the way in which emotions are expressed. For example, the concept of 
personal space varies between cultures and between different social settings. See our 
page on Intercultural Awareness for more information. 
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Ist INTERNAL EXAMINATION,Sept 2019 

B.C.A I YEAR  
                                                     GENERAL ENGLISH 
                                                                  Set-B 
 
Time allowed : 1:30 Hours                                                                              Marks : 40 
 
 
1. Very short type questions.(Max.40 words)                                  5x2=10 
(a) What is communication? 
Ans:- Two-way process of reaching mutual understanding, in which participants not only 
exchange (encode-decode) information, news, ideas and feelings but also create and share 
meaning. In general, communication is a means of connecting people or places. In 
business, it is a key function of management--an organization cannot operate without 
communication between levels, departments and employees.  
  
(b) Write the definition of Subject verb concord. 
Ans . Subjects and verbs must agree with one another in number (singular or 
plural).  Thus, if a subject is singular, its verb must also be singular; if a subject is plural, 
its verb must also be plural. 
In present tenses, nouns and verbs form plurals in opposite ways:   
 
(c) Give 2 Examples of Subject verb concord. 
Ans. 1. Everybody knows the answer 
        2. My Jeans are old 
 
(d) What is Adjective clause? 
Ans. An adjective clause is a dependent clause that, like an adjective, modifies a noun 
or pronoun. Adjective clauses begin with words such as that, when, where, who, whom, 
whose, which, and why. An essential (or restrictive) adjective clauseprovides 
information that is necessary for identifying the word it modifies. 
 
(e) Define Co-ordination. 
Ans. Definition of Coordination  
1: the process of organizing people or groups so that they work together properly and 
well 
2: the harmonious functioning of parts for effective results. The game requires 
excellent hand-eye coordination. 
2. Short type questions.(Max. 80 words)                                           2x5=10                       
(a) Define importance of Good communication. 

https://webapps.towson.edu/ows/nouns.htm#Subject
https://webapps.towson.edu/ows/verbs.htm


Ans. 1. Base for Action: 

Communication acts as a base for any action. Starting of any activity begins with 

communication which brings information necessary to begin with. 

2. Planning Becomes Easy: 

Communication facilitates planning. Planning is made easy by communication. Any type 

of information regarding the human resource requirement of each department of the 

organisation with their qualifications, the type and kinds of job etc. can be collected 

through communication which helps in human resource planning. Policies and 

programmes for their acquisition can be prepared and implemented. In the entire process 

communication plays a vital role, it also facilitates managerial planning of the 

organisation. 

3. Means of Coordination: 

Communication is an important tool for coordinating the efforts of various people at 

work in the organisation. 

4. Aids in Decision-Making: 

The information collected through communication aids in decision-making. 

Communication facilitates access to the vital information required to take decisions. 

5. Provides Effective Leadership: 

A communication skill bring manager near to his subordinates and exchange ideas and 

submits appropriate proposals, knows their opinions, seeks advices and make decisions. 

This enables a manager to win confidence of his subordinates through constantly 

communicating with them and removing probable misunderstandings. In this way he 

leads his people to accomplish the organisational goal. 

(b) What are Social and Educational dimensions in communication. 
Ans. Communication helps to ensure the social enlightenment of the people.It really 
plays a vital role in determination of the social behaviour of the human being. It 
motivates the people according to their own interest. It works as an instructor. 



Communication system is the part of education people. In the past centuries where 
there were no much facilities also the people could use different techniques of 
communication for the educational purpose. 
 
3. Long Questions.(Max. 150 words)                                               10x2=20 
(a) Define Modals and it’s rules.  
Ans. A modal is a type of auxiliary (helping) verb that is used to express: ability, 
possibility, permission or obligation. Modal phrases (or semi-modals) are used to express 
the same things as modals, but are a combination of auxiliary verbs and the preposition to. 
The modals and semi-modals in English are: 

1. Can/could/be able to 

2. May/might 

3. Shall/should 

4. Must/have to 

5. Will/would 

Can, Could, Be Able To 

Can, could and be able to are used to express a variety of ideas in English: 

Ability/Lack of Ability 

Present and Future: 

can/can’t + base form of the verb 

1. Tom can write poetry very well. 

2. I can help you with that next week. 

3. Lisa can’t speak French. 

am / is / are / will be + able to + base form of the verb 
am not/ isn’t / aren’t/ won’t be + able to + base form of the verb 

1. Mike is able to solve complicated math equations 

2. The support team will be able to help you in about ten minutes. 

3. I won’t be able to visit you next summer. 

Past: 

could / couldn’t + base form of the verb 

1. When I was a child I could climb trees. 

http://www.gingersoftware.com/content/grammar-rules/verbs/auxiliary-or-helping-verbs/


was / were + able to + base form of the verb 
wasn’t / weren’t + able to + base form of the verb 
hasn’t / haven’t + been able to + base form of the verb 

1. I wasn’t able to visit her in the hospital. 

2. He hasn’t been able to get in touch with the client yet. 

Note: Can and could do not take an infinitive (to verb) and do not take the future 
auxiliary will. 

• Incorrect: I can to help you this afternoon. 
• Correct: I can help you this afternoon. 
• Correct: I will (I’ll) be able to help you this afternoon. 

Possibility / Impossibility 

can / can’t + base form of the verb 

1. You can catch that train at 10:43. 

2. He can’t see you right now. He’s in surgery. 

could + base form of the verb 

1. I could fly via Amsterdam if I leave the day before. 

Ask Permission / Give Permission 

Can + Subject + base form of the verb (informal) 

1. Can you lend me ten dollars? 

Can + base form of the verb (informal) 

1. You can borrow my car. 

Could + subject + base form of the verb (polite) 

1. Could I have your number? 

2. Could I talk to your supervisor please? 

Make a suggestion – To make a suggestion use: 

Could + base form of the verb (informal) 

1. You could take the tour of the castle tomorrow. 



May, Might 

Formal Permission / Formal Prohibition 

may / may not + base form of the verb 

1. You may start your exam now. 

2. You may not wear sandals to work. 

Polite Request 

May + subject + base form of the verb 

1. May I help you? 

Possibility / Negative Possibility 

may/ might + base form of the verb 

1. We may go out dinner tonight. Do you want to join us? 

2. Our company might get the order if the client agrees to the price. 

may not / might not + base form of the verb 

1. Adam and Sue may not buy that house. It’s very expensive. 

2. They might not buy a house at all. 

To Make a Suggestion (when there is no better alternative) 

may as well / might as well + base form of the verb 

1. You may as well come inside. John will be home soon. 

2. We might as well take Friday off. There’s no work to be done anyway. 

Polite Suggestion 

might + base form of the verb 

1. You might like to try the salmon fillet. It’s our special today. 

Shall, Should, Ought to 

To Offer of Assistance or Polite Suggestion (When you are quite sure of a positive 
answer) 

Shall + subject + base form of the verb 

1. Shall we go for a walk? 



Note: Shall is only used with I or we. It is used instead of will only in formal English. 

To Offer of Assistance or Polite Suggestion (When you are not sure of a positive 
answer) 

Should + subject + base form of the verb 

1. Should I call a doctor? 

A Prediction or Expectation that Something Will Happen 

should/shouldn’t + base form of the verb 

1. The proposal should be finished on time. 

2. I shouldn’t be late. The train usually arrives on time. 

To Give Advice 

should / ought to + base form of the verb 

1. You should check that document before you send it out. 

2. You ought to have your car serviced before the winter. 

To Give Advice (about something you think wrong or unacceptable) 

shouldn’t + base form of the verb 

1. James shouldn’t teach him words like those. 

Must, Have to, Need to, Don’t have to, Needn’t 

Necessity or Requirement 

Present and Future: 

must / have to / need to + base form of the verb 

1. You must have a passport to cross the border. 

2. Elisabeth has to apply for her visa by March 10th. 

3. I need to drop by his room to pick up a book. 
                                                                           
(b) Draw a chart defining communication and scopes of communication. 
Ans. SCOPE OF COMMUNICATION: 

• Communication in personal life: Communication is closely related with every 
sphere of human life. From dawn to sleep at night, a person communicates with 
others. This reveals that communication is the part and parcel of human life. 



• Communication in social life: Now we are on the verge of human civilization 
and living in an integrated society. In social life, people need to develop social 
bondage. Communication helps us in creating and strengthening this social 
bondage. 

• Communication in the state affairs: Communication is also pervaded in all 
areas of state affairs. Without communication, state neither can administer its 
various wings nor can maintain relationships with the other part of the world. Due 
to revolutionary change in communication technologies, the whole world has 
turned into a global village. 

• Communication in business: In this post-modern age, we cannot think of 
business without communication. Communication is the lifeblood of business as it 
provides necessary information in formulating business plans and policies. It also 
ensures effective performance of business activities like production, distribution, 
finance, warehousing etc. Thus; ultimate success of the business depends 
on successful communication. 

• Communication in management: Management is the means of achieving 
organizational goals. Efficiency and effectiveness of management depend on 
effective communication with the various internal and external parties. Every 
function of management depends on communication. In fact, without information 
plans cannot be formulated, activities cannot be organized, directives cannot be 
issued and control cannot be ensured. 

• Communication in industrial relations: Industrial relation means a labor 
management relationship in the industry or in an organization. Congenial industrial 
relation is a precondition for business success.On the other hand, free and fair 
communication is a pre-requisite for creating good industrial relation. Free flow of 
information lessens doubt, confusion and controversies between workers and 
management. As a result, harmonious relationship develops in the organization. 

• Communication in international affairs: In this age of globalization, 
communication is not merely confined within the national boundary. Countries are 
exchanging their cultural, economical, social, political, educational and 
technological affairs with each other continuously. In order to facilitate cooperation 
and communication among countries, various regional and international bodies 
namely the United Nations, World Bank, NAFTA, SAFTA, ASEAN, SAARC, EU 
etc. Have been formed. Through these bodies, counties communicate various 
bilateral and multilateral issues among them. 

• Communication in religion: Communication is also present in perching, 
spreading and circulation various religious doctrines. Prophets and saints have 
preached the verses of almighty to their followers and even now, many religious 
thinkers are performing the duty of preaching and circulating religious verses. 

 
                                                              Or 
      Describe Subordination with the types of subordination clauses. 

Ans. The process of linking two clauses in a sentence so that one clause is dependent on 
(or subordinate to) another. Contrast with coordination. 
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Clauses joined by coordination are called main clauses (or independent clauses). This is 
in contrast to subordination, in which a subordinate clause (for example, an adverb 
clause or an adjective clause) is attached to a main clause. 

The types of subordinate clauses: 

A noun clause is a dependent clause that acts as a noun. Noun clauses begin with words 
such as how, that, what, whatever, when, where, whether, which, whichever, who, 
whoever, whom, whomever, and why. Noun clauses can act as subjects, direct objects, 
indirect objects, predicate nominatives, or objects of a preposition. 

An adjective clause is a dependent clause that, like an adjective, modifies a noun or 
pronoun. Adjective clauses begin with words such as that, when, where, who, whom, 
whose, which, and why. An essential (or restrictive) adjective clauseprovides 
information that is necessary for identifying the word it modifies. 

An adverb clause is a group of words that function as an adverb. The clause can modify 
verbs, adverbsand adjectives by telling when, where, why, how, how much and under 
what condition. They begin with a subordinating conjunction (such as after, if, because 
and although) and they contain a subject and a predicate. 
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