
GURDASIDEVI INSTITUTE OF MANAGEMENT & TECHNOLOGY

BUDHLADA

BAJMC302-18
History of Media

BAJMC303-18
Advertising

BAJMC304-18
Public Relations

BAJMC305-18
Interpersonal Communication Skills

BAJMC301-18
Introduction to Broadcast Media



GIMT COLLEGE BUDHLADA | INTRODUCTION TO BROADCAST MEDIA 1

SECTION-A

Unit-1: Basics of Sound

1. What is Sound Culture?

Answer: Sound culture refers to the way sound is created, used, and experienced in society and media.
It includes speech, music, sound effects, and environmental sounds that help communicate ideas and
emotions. In broadcasting, sound culture plays an important role in attracting listeners, creating mood,
and delivering messages effectively through radio, television, films, and digital media.

2. What is Sync Sound?

Answer: Sync sound (Synchronous Sound) is the sound that is recorded at the same time as the video.
It matches the actions shown on the screen, such as a person speaking or a door closing. Sync sound
makes audio and visuals appear natural and realistic, improving the overall quality and authenticity of
television and film productions.

3. What is Non-Sync Sound?

Answer: Non-sync sound is audio that is recorded separately from the video and added later during
editing.  Examples include background music,  narration,  and sound effects.  It  is  used to improve
storytelling, create emotions, and enhance the viewing experience. Non-sync sound is widely used in
films, documentaries, and television programmes.

4. What is Natural Sound?

Answer:  Natural sound refers to the original sounds that occur naturally in a location without any
artificial  addition.  Examples  include  birds  chirping,  rainfall,  traffic  noise,  or  people  talking.  In
broadcasting, natural sound makes a programme more realistic and helps the audience understand the
actual environment of the recorded event.

5. What is Ambience Sound?

Answer: Ambience sound, also known as background or atmospheric sound, is the continuous sound
present in a particular environment. It may include wind, crowd noise, traffic, or sounds of nature.
Ambience sound creates a realistic atmosphere, supports storytelling, and helps the audience feel
connected to the location shown or described in the programme.

6. What is a Ribbon Microphone?

Answer: A ribbon microphone is a type of microphone that uses a thin metal ribbon placed between
magnets to capture sound.  It  produces warm, smooth,  and natural  audio,  making it  suitable for
recording  vocals  and  musical  instruments.  Ribbon  microphones  are  delicate  and  require  careful
handling because the ribbon can be easily damaged.
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7. What is a Dynamic Microphone?

Answer:  A dynamic microphone converts sound into electrical  signals  using a moving coil  and a
magnet. It is strong, durable, and suitable for recording loud sounds such as speeches, concerts, and
live performances. Dynamic microphones are widely used in broadcasting because they are reliable,
affordable, and do not require an external power supply.

8. What is a Condenser Microphone?

Answer: A condenser microphone is a highly sensitive microphone that uses a thin diaphragm and
requires external power, usually phantom power, to operate. It captures clear, detailed, and high-
quality  sound,  making  it  ideal  for  studio  recording,  radio  broadcasting,  podcasts,  and  television
production where accurate voice reproduction is important.

9. Why is Radio considered an effective medium?

Answer:  Radio  is  considered  an  effective  medium  because  it  is  affordable,  portable,  and  easily
accessible  to  people  in  both  urban  and  rural  areas.  It  provides  quick  information,  education,
entertainment,  and  emergency  updates.  Radio  does  not  require  internet  or  television  screens,
allowing people to listen while travelling or working, making it a convenient mass communication
medium.

10. What is the importance of Sound in Radio Broadcasting?

Answer: Sound is the foundation of radio broadcasting because radio communicates entirely through
audio. Voice, music, sound effects, and silence work together to deliver information, create emotions,
and maintain listener interest. Good sound quality improves clarity, increases audience engagement,
and helps listeners imagine scenes, making radio programmes more effective and enjoyable.

Unit-2: Basics of Visual

11. What is an Image?

Answer:  An image is a visual representation of a person, object, place, or scene. It can be created
through  photography,  drawing,  painting,  or  digital  technology.  Images  help  communicate  ideas,
information, and emotions more effectively than words alone. In mass communication, images play an
important role in attracting attention and delivering messages quickly.

12. What is an Electronic Image?

Answer: An electronic image is an image created, transmitted, and displayed using electronic devices
such as television cameras, video cameras, and computer screens. It is formed by converting light into
electronic signals. Electronic images are widely used in television broadcasting, video production, and
digital communication for sharing visual information.
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13. What is a Digital Image?

Answer:  A digital image is an image stored in electronic form using pixels. It is created by digital
cameras,  smartphones,  scanners,  or  computer  software.  Digital  images  can  be  edited,  copied,
transmitted, and stored without significant loss of quality. They are commonly used in photography,
social media, television, websites, and multimedia applications.

14. What is a Television Image?

Answer:  A television image is a visual picture displayed on a television screen through electronic
signals.  It  consists  of  a  sequence  of  rapidly  changing frames that  create  the  illusion  of  motion.
Television  images  combine  with  sound  to  communicate  news,  education,  entertainment,  and
information effectively to viewers.

15. What is a Visual?

Answer:  A visual is anything that can be seen and used to communicate information or ideas. It
includes photographs, drawings, paintings, charts,  graphics,  videos, and animations. Visuals make
communication  more  attractive,  understandable,  and  memorable.  In  broadcasting,  visuals  are
combined with sound to create meaningful and engaging programmes.

16. Differentiate between Still Image and Moving Image.

Answer: A still image is a single, fixed picture that does not show movement, such as a photograph or
painting. A moving image is a sequence of continuous pictures displayed rapidly to create the illusion
of motion, such as videos, films, and television programmes. Still images capture one moment, while
moving images show action over time.

17. What is Visual Culture?

Answer:  Visual culture refers to the study and use of visual images in society and everyday life. It
includes television, films, photography, advertisements, social media, paintings, and digital media.
Visual  culture  influences  people's  opinions,  beliefs,  lifestyles,  and  communication  by  presenting
information through powerful visual content.

18. Write any two characteristics of Television.

Answer: Television has the following characteristics:

1. Audio-Visual Medium: It combines both sound and moving pictures, making communication
more effective and interesting. 

2. Wide Reach: Television can deliver news, education, entertainment, and information to a large
audience across different regions at the same time. 
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19. What is Objective Camera Perspective?

Answer: Objective camera perspective is a camera angle that shows a scene from the viewpoint of an
outside observer. The camera records events without becoming part of the action or representing any
character's view. This perspective provides a neutral and realistic presentation, allowing the audience
to observe the scene independently.

20. What is an Extreme Close-Up Shot?

Answer: An Extreme Close-Up (ECU) shot is a camera shot that focuses very closely on a small part of a
subject, such as the eyes, lips, or hands. It highlights fine details, expressions, or emotions that may not
be  visible  in  other  shots.  This  shot  is  commonly  used to  create  dramatic impact  and draw the
audience's attention to important details.

Unit-3: Writing & Editing Radio News

21. What is Radio News Gathering?

Answer: Radio news gathering is the process of collecting news and information for radio broadcasting.
It involves finding news from various sources such as reporters, press conferences, interviews, news
agencies,  government  departments,  and  eyewitnesses.  The  collected  information  is  verified  for
accuracy before being written and broadcast. Effective news gathering ensures that listeners receive
timely, factual, and reliable news.

22. Write any two elements of a Radio News Story.

Answer: Two important elements of a radio news story are:

1. Accuracy: The news must be factual, verified, and free from errors to maintain the credibility of
the radio station. 

2. Clarity: The language should be simple, clear, and easy to understand because listeners hear
the news only once. 

These elements help make radio news informative and effective.

23. What is a Radio News Bulletin?

Answer:  A radio news bulletin is a scheduled programme that presents important news stories to
listeners in a clear and concise manner. It usually includes national, international, regional, sports,
business,  and  weather  news.  The  bulletin  is  prepared  by  selecting  the  most  important  stories,
arranging them in order of importance, and reading them in a simple and engaging style.

24. What is a Radio Newsroom?
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Answer: A radio newsroom is the department where news is collected, verified, written, edited, and
prepared for broadcast. It is managed by editors, reporters, news readers, and technical staff who work
together to ensure accurate and timely news delivery. The newsroom operates continuously to provide
updated information to the audience.

25. What is Radio News Reporting?

Answer:  Radio news reporting is the process of collecting, writing, and presenting news for radio
listeners. A radio reporter gathers information through interviews, observations, and official sources,
verifies the facts, and prepares a script in simple language. Good radio reporting focuses on accuracy,
clarity, brevity, and timely delivery so that listeners can easily understand the news.

Unit-4: Writing & Editing Television News

26. What is Electronic News Gathering (ENG)?

Answer:  Electronic  News Gathering (ENG)  is  the process  of  collecting and recording  news using
portable electronic equipment such as video cameras,  microphones,  and recording devices.  ENG
enables journalists to capture live or recorded events quickly from the field. It is widely used by
television news channels because it allows fast reporting, easy editing, and timely broadcasting of
news.

27. What is Electronic Field Production (EFP)?

Answer:  Electronic Field Production (EFP) is the production of television programmes outside the
studio  using  professional  cameras,  audio  equipment,  lighting,  and  multiple  crew members.  It  is
commonly  used  for  recording  interviews,  documentaries,  sports  events,  concerts,  and  special
programmes. Unlike ENG, EFP focuses on planned, high-quality productions rather than immediate
news coverage.

28. What is the function of a Camera Lens?

Answer: A camera lens collects and focuses light onto the camera sensor to produce a clear and sharp
image. It controls focus, zoom, and the angle of view, allowing the camera operator to capture subjects
at different distances and sizes. A good lens improves image quality, brightness, and overall visual
clarity in television and video production.

29. What is Camera Movement?

Answer: Camera movement refers to the movement of a camera during recording to capture different
angles, actions, or perspectives. Common camera movements include pan, tilt, zoom, dolly, truck, and
crane shots. Proper camera movement makes a scene more dynamic, helps tell the story effectively,
and keeps the audience visually engaged.
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30. Write any two elements of a Television News Bulletin.

Answer: Two important elements of a television news bulletin are:

1. News Headlines: A  brief  summary of  the most important news stories  presented at  the
beginning of the bulletin. 

2. Visuals (Video Footage): Relevant video clips, images, or graphics that support the news story
and help viewers understand the information more clearly. 

These elements make television news informative, attractive, and easy to understand.

SECTION-B

Unit-1: Basics of Sound

1. What is the Scope of Sound in Broadcasting? Explain with an Example.

Answer:  Sound is one of the most important elements of broadcasting because it communicates
information, creates emotions, and keeps the audience engaged. In radio broadcasting, sound is the
only medium of communication, while in television, it complements visuals to make the content more
effective. The scope of sound includes speech, music, sound effects, natural sounds, ambience, and
silence.  These elements help create a  realistic atmosphere,  improve storytelling,  and attract  the
audience's attention. Sound is used in news, advertisements, documentaries, dramas, sports coverage,
and  entertainment  programmes.  Good-quality  sound  improves  clarity,  credibility,  and  audience
understanding.

For  example,  during  a  live  cricket  commentary  on  the  radio,  the  commentator's  voice  provides
information about the match, while the cheering of the crowd and the sound of the bat hitting the ball
create excitement and make listeners feel as if they are present in the stadium. Similarly, in a television
news report, the reporter's voice combined with background sounds from the location makes the news
more authentic and believable. Thus, sound plays a vital role in making broadcasting informative,
realistic, and engaging.

2. Differentiate between Sync Sound and Non-Sync Sound. Also Explain their Importance.

Answer: Sync Sound (Synchronous Sound) is the sound that is recorded at the same time as the video.
It is directly linked to the action shown on the screen. Examples include a person's speech, clapping, or
the sound of a vehicle moving while it is being filmed. Sync sound provides realism and ensures that
the audience experiences natural audio and visual coordination.

Non-Sync Sound is the sound that is recorded separately and added during the editing process. It
includes background music, narration, voice-over, and sound effects. This type of sound is used to
improve storytelling, create emotions, and enhance the overall production quality.

The main difference between the two is that sync sound is recorded simultaneously with the visuals,
whereas non-sync sound is  added later.  Both are equally  important in broadcasting.  Sync sound
increases authenticity and credibility, especially in news reporting and interviews. Non-sync sound
improves mood, provides additional information, and creates dramatic effects in films, documentaries,
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and television programmes. Together, they produce high-quality audio-visual content that effectively
communicates the intended message to the audience.

3. Why is Radio Considered an Effective Medium of Communication? Explain its Characteristics.

Answer: Radio is considered one of the most effective means of mass communication because it is
affordable, portable, and easily accessible to people in both urban and rural areas. It provides quick
information,  education,  entertainment,  and  emergency  updates  without  requiring  internet
connectivity or a television screen. People can listen to radio while travelling, working, or performing
daily activities, making it a highly convenient medium.

Some important characteristics of radio are:

 Wide Reach: Radio can reach millions of people, including those living in remote areas.

 Audio Medium: It communicates through sound, using voice, music, and sound effects.

 Immediate Communication: News and important announcements can be broadcast instantly.

 Cost-Effective: Radio is less expensive to produce and receive compared to television.

 Portable: Radios and mobile phones allow people to listen anytime and anywhere.

 Imaginative Medium: Since there are no visuals, listeners use their imagination to create
mental images. 

Because of  these characteristics,  radio remains  an effective medium for  news,  education,  public
awareness campaigns, disaster communication, and entertainment across the world.

4. Give a Brief Account of Different Types of Microphones.

Answer: Microphones are devices used to convert sound waves into electrical signals for recording and
broadcasting. Different types of microphones are used according to the purpose of recording.

Dynamic Microphone: It uses a moving coil and magnet to capture sound. It is strong, durable, and
ideal for live performances, speeches, and outdoor broadcasting because it can handle loud sounds
without distortion.

Condenser Microphone: It uses a thin diaphragm and requires external power (phantom power). It is
highly sensitive and captures clear, detailed, and high-quality sound. It is commonly used in radio
studios, television production, podcasts, and music recording.

Ribbon Microphone: It contains a thin metal ribbon suspended between magnets. It produces warm,
smooth, and natural sound, making it suitable for recording vocals and musical instruments. However,
it is delicate and requires careful handling.

Other microphones include Lapel (Lavalier) Microphones, which are clipped to clothing for interviews
and  television  presentations,  and  Shotgun  Microphones,  which  capture  sound  from  a  specific
direction during outdoor video production. Choosing the right microphone improves sound quality and
enhances the effectiveness of broadcasting.
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Unit-2: Basics of Visual

5. What is Visual Culture? Explain its Role in Modern Society.

Answer:  Visual culture refers to the use and study of visual images in everyday life and media. It
includes photographs, paintings, films, television, advertisements, social media, websites, and digital
graphics. Visual culture focuses on how images communicate ideas, influence opinions, and shape
people's understanding of the world. In the modern age, people rely heavily on visual communication
because it is faster, more attractive, and easier to understand than text alone.

Visual culture plays a significant role in modern society. It is widely used in education, entertainment,
journalism, advertising, and social networking. Television and digital media use visuals to present news
and information in a more engaging way. Advertisements use attractive images to promote products
and influence consumer behaviour. Social media platforms such as Instagram and YouTube are based
mainly on visual content. Visual culture also helps preserve history, traditions, and cultural values
through photographs, documentaries, and films. However, it also requires viewers to think critically
because visuals can sometimes be edited or manipulated. Therefore, visual culture has become an
essential part of communication and modern life.

6. Differentiate between Electronic Image, Television Image, and Digital Image.

Answer:  Electronic  Image,  Television  Image,  and  Digital  Image  are  different  forms  of  visual
communication used in broadcasting and multimedia.

An  Electronic  Image is  created,  transmitted,  and  displayed  through  electronic  devices  such  as
television cameras, video cameras, and monitors. It is produced by converting light into electronic
signals and is mainly used in television broadcasting and video production.

A Television Image is a specific type of electronic image that appears on a television screen. It consists
of a sequence of rapidly changing frames combined with sound to create moving pictures. Television
images are used for news, entertainment, sports, and educational programmes.

A  Digital  Image is  an image stored in  digital  form using  pixels.  It  is  created by  digital  cameras,
smartphones, scanners, or computer software. Digital images can be edited, copied, compressed,
transmitted, and stored without significant loss of quality.

The main difference is that an electronic image is generated through electronic signals, a television
image is displayed on television screens for broadcasting, and a digital image is stored and processed in
digital format for use on computers and digital devices.

7. Why is Television Considered an Effective Medium? Explain its Characteristics.

Answer:  Television is considered one of the most effective mass communication media because it
combines both sound and moving visuals to deliver information, education, and entertainment. It
creates a greater impact on the audience than print or radio because viewers can both see and hear
events.  Television  is  widely  used  for  broadcasting  news,  documentaries,  sports,  educational
programmes, and entertainment.

The important characteristics of television are:
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 Audio-Visual Medium: It combines sound with moving images, making communication more
effective. 

 Wide Reach: Television reaches millions of viewers across cities, towns, and villages.

 Immediate Communication: Live broadcasts provide instant coverage of important events.

 Powerful  Visual  Impact: Pictures  help  viewers  understand  information  more  easily  and
remember it for a longer time. 

 Educational  and  Informative: Television  is  used  for  educational  programmes,  public
awareness campaigns, and news. 

 Entertainment: It offers movies, serials, sports, music, and cultural programmes for all age
groups. 

Because of these features, television is an influential medium that informs, educates, and entertains
people while shaping public opinion and increasing social awareness.

8. Explain Different Types of Camera Shots with Examples.

Answer:  Camera shots are different  ways  of  framing a subject  to communicate information and
emotions effectively. Each shot has a specific purpose in television and film production.

 Extreme Long Shot (ELS): Shows a large area or landscape to establish the location. Example: 
view of an entire city before a news report. 

 Long Shot (LS): Shows the full body of a person along with the surroundings.  Example: A
reporter standing outside a government building. 

 Medium Shot (MS): Frames the subject from the waist up. It is commonly used for interviews
and news presentations. 

 Close-Up (CU): Focuses on the face or an object to highlight expressions or details. Example: A
politician's face during an interview. 

 Extreme Close-Up (ECU): Shows a very small part of the subject, such as the eyes or hands, to
create dramatic effect. 

 Over-the-Shoulder Shot: Used during conversations by showing one person's shoulder while
focusing on the other speaker. 

 Point-of-View (POV) Shot: Shows the scene from a character's perspective, allowing viewers
to experience what the character sees. 

These camera shots improve storytelling, create visual interest, and help communicate the intended
message effectively.

Unit-3: Writing & Editing Radio News

9. Explain the Main Elements of a Radio News Story.
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Answer:  A  radio  news  story  is  a  short,  accurate,  and  well-organized  report  prepared  for  radio
broadcasting. Since radio is an audio-only medium, the story should be simple, clear, and easy to
understand.  The  main  elements  of  a  radio  news  story  are  accuracy,  clarity,  brevity,  timeliness,
relevance, and human interest.

Accuracy ensures  that  all  facts  are  correct  and  verified  before  broadcasting.  Clarity means  the
language should be simple and understandable because listeners hear the news only once. Brevity is
important because radio news stories are short and direct.  Timeliness means the news should be
current and broadcast as quickly as possible.  Relevance ensures that the news is important to the
audience,  while  human  interest makes  the  story  engaging  by  focusing  on  people  and  their
experiences.

A good radio news story usually answers the 5Ws and 1H—Who, What, When, Where, Why, and How.
It begins with a strong introduction (lead),  followed by supporting details, and ends with a clear
conclusion. These elements help listeners receive accurate and meaningful information effectively.

10. Explain the Main Elements of a Radio News Bulletin.

Answer: A radio news bulletin is a scheduled programme that presents important news stories in a
brief, clear, and organized manner. It is designed to inform listeners about the latest events. A well-
prepared radio news bulletin consists of several important elements.

The bulletin usually begins with  headlines, which provide a quick summary of the most important
news stories. This is followed by the  main news stories, arranged in order of importance, such as
national, international, regional, sports, business, and weather news. The language used should be
simple, clear, and conversational so that listeners can easily understand it.

The news should be  accurate,  balanced, and  unbiased, with all facts verified before broadcasting.
Proper voice modulation, correct pronunciation, and appropriate pace by the newsreader improve
the effectiveness of the bulletin. Time management is also essential because each bulletin has a fixed
duration.

A good radio news bulletin is concise, informative, and interesting. It enables listeners to receive
reliable  and up-to-date  information quickly  while  maintaining  the credibility  of  the broadcasting
organization.

11. Write a Brief Note on the Process of Radio News Gathering.

Answer:  Radio news gathering is the process of collecting, verifying, and preparing news for radio
broadcasting. It is the first and most important step in radio journalism because the quality of a news
bulletin depends on the quality of the information collected.

The process begins with identifying newsworthy events. Reporters collect information from various
sources  such  as  press  conferences,  government  departments,  news  agencies,  interviews,
eyewitnesses, official statements, and social media. After collecting the information, journalists verify
the facts to ensure that the news is accurate and reliable.
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The verified information is then organized and written into a simple, clear, and concise radio script.
Since radio listeners cannot see visuals, the script should use easy-to-understand language and short
sentences. Editors review the script, arrange the stories according to their importance, and prepare
them for broadcasting.

Finally, the newsreader presents the news in a clear and confident voice. Effective radio news gathering
requires accuracy, speed, objectivity, credibility, and good communication skills to provide timely and
trustworthy information to the audience.

Unit-4: Writing & Editing Television News

12. Differentiate between Electronic News Gathering (ENG) and Electronic Field Production (EFP).

Answer:  Electronic News Gathering (ENG) and Electronic Field Production (EFP) are two important
methods of television production, but they differ in purpose, equipment, and production style.

Electronic News Gathering (ENG) is mainly used for collecting news quickly from the field. It involves
portable video cameras, microphones, and lightweight recording equipment. ENG is used for live
reporting, breaking news, interviews, accidents, political events, and other time-sensitive stories. The
primary objective is speed and immediate broadcasting.

Electronic Field Production (EFP) is used for planned television productions outside the studio. It
requires professional cameras, lighting, audio equipment, multiple cameras, and a production crew.
EFP  is  commonly  used for  documentaries,  sports  events,  concerts,  award  shows,  and television
programmes where high production quality is important.

The main difference is that ENG focuses on fast news coverage, while EFP focuses on planned, high-
quality programme production. ENG usually uses a small crew and minimal equipment, whereas EFP
requires a larger team and advanced production facilities. Both techniques play an important role in
modern television broadcasting.

13. Explain the Process of Preparing a Television News Story.

Answer:  Preparing  a  television  news  story  involves  several  important  steps  to  ensure  that  the
information is accurate, clear, and visually appealing. The process begins with news gathering, where
reporters collect information through interviews, eyewitnesses, official sources, press conferences,
and news agencies. All facts are carefully verified before writing the story.

After collecting information, the journalist prepares a news script in simple and concise language. The
script should answer the 5Ws and 1H—Who, What, When, Where, Why, and How. At the same time, a
camera person records relevant video footage, interviews, and supporting visuals.

The recorded material is then sent for video editing, where unnecessary shots are removed, visuals are
arranged in sequence, voice-over is added, and graphics or captions are included. After editing, the
final story is reviewed by the news editor for accuracy and quality.

Finally, the news anchor or reporter presents the story during the television news bulletin. A successful
television news story  combines  accurate  information,  strong visuals,  clear  narration,  and proper
editing to communicate the message effectively to viewers.



GIMT COLLEGE BUDHLADA | INTRODUCTION TO BROADCAST MEDIA 1
2

14. What is Visual Grammar? Explain the Importance of Camera Movement and Different Types of
Shots.

Answer: Visual grammar is the set of principles used to communicate ideas through images, camera
angles, movements, composition, and editing. Just as written grammar helps organize words into
meaningful sentences, visual grammar helps organize visuals to tell  a clear and effective story. It
enables viewers to understand the message without confusion.

Camera movement is an important part of visual grammar. Movements such as pan, tilt, zoom, dolly,
truck, and crane make scenes more interesting, follow the action, reveal important details, and create
different emotional effects.

Different  camera shots also have specific purposes.  An  Extreme Long Shot (ELS) establishes the
location, a  Long Shot (LS) shows the entire subject,  a  Medium Shot (MS) is  commonly used for
interviews, a Close-Up (CU) highlights facial expressions, and an Extreme Close-Up (ECU) focuses on
small details like eyes or hands. An Over-the-Shoulder Shot is used during conversations, while a Point-
of-View (POV) Shot shows the scene from a character's perspective.

Together, visual grammar, camera movement, and camera shots improve storytelling, create emotional
impact, and make television programmes more effective.

15. Explain the Main Elements of a Television News Bulletin.

Answer: A television news bulletin is a scheduled programme that presents important news stories
using both visuals and sound. It is carefully organized to provide viewers with accurate and timely
information. The main elements of a television news bulletin include headlines, news stories, visuals,
voice-over, graphics, live reports, weather updates, and sports news.

The bulletin usually begins with headlines, giving a brief summary of the top news. Each news story is
supported by video footage, photographs, or graphics, making it easier for viewers to understand the
information. The news anchor introduces the stories, while reporters provide detailed reports from
the field.

Voice-over narration explains the visuals, and captions or graphics display important information such
as names, locations, and statistics. Live reports from correspondents add authenticity and immediacy
to important events. Many bulletins also include weather forecasts, sports updates, and sometimes
business news.

A good television news bulletin should be accurate, balanced, timely, visually attractive, and easy to
understand. The effective combination of audio, visuals, editing, and presentation makes television
one of the most powerful news media.

SECTION-C

Unit-1: Basics of Sound
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1. Explain the Concept of Sound in Broadcasting and Discuss its Different Types (Sync Sound, Non-
Sync Sound, Natural Sound, and Ambience Sound) with Examples.

Answer:  Sound is  one of  the most  essential  elements of  broadcasting because it  communicates
information, creates emotions, and enhances the audience's understanding. In radio broadcasting,
sound is the only medium of communication, while in television it works together with visuals to make
programmes  more  effective.  Sound  helps  in  storytelling,  news  reporting,  entertainment,
advertisements,  documentaries,  and educational  programmes.  Good-quality  sound increases  the
clarity, realism, and credibility of any broadcast.

There are different types of sound used in broadcasting:

1. Sync Sound (Synchronous Sound): Sync sound is recorded at the same time as the video. The sound
matches the actions taking place on the screen. For example, the voice of a news reporter during a live
television interview or the sound of a person speaking while being filmed.

2. Non-Sync Sound:  Non-sync sound is recorded separately and added during editing. It includes
background music, narration, voice-over, and sound effects. For example, background music added to
a documentary after filming.

3. Natural Sound:  Natural sound refers to the original sounds present at the location of recording
without artificial addition. Examples include birds chirping, rainfall, traffic noise, or applause during a
public event. Natural sound creates realism and authenticity.

4.  Ambience  Sound:  Ambience  sound  is  the  continuous  background  sound  of  a  particular
environment.  It  may  include  crowd  noise,  wind,  waves,  or  market  sounds.  It  helps  create  the
atmosphere of a scene and makes listeners feel connected to the location.

Thus, the effective use of different types of sound makes broadcasting more realistic, informative, and
engaging for the audience.

2. Explain Radio as an Effective Medium of Communication. Discuss its Characteristics, Advantages,
Limitations, and Role in Broadcasting.

Answer:  Radio is one of the oldest and most effective means of mass communication. It reaches
millions of people quickly and economically, making it an important medium for broadcasting news,
education, entertainment, and public awareness. Since radio communicates only through sound, it
depends on voice, music, and sound effects to deliver messages effectively. It is especially useful in
rural and remote areas where internet or television services may not be available.

Characteristics of Radio

 It is an audio-only medium. 

 It has a wide geographical reach. 

 It provides instant communication and live broadcasting. 

 It is portable and convenient, allowing people to listen while travelling or working.

 It stimulates the imagination of listeners because there are no visuals.
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Advantages of Radio

 Low production and broadcasting cost. 

 Easily accessible through radio sets and mobile phones. 

 Fast dissemination of news and emergency information. 

 Effective for education, public awareness campaigns, and entertainment.

 Reaches people even in remote and rural areas. 

Limitations of Radio

 It has no visual support, so listeners cannot see events. 

 Messages cannot be replayed unless recorded. 

 Complex information is sometimes difficult to understand through sound alone.

 Listener attention may be divided while performing other activities.

Role of Radio in Broadcasting

Radio plays a vital role in broadcasting by providing news, weather reports, educational programmes,
music, sports commentary, and disaster warnings. It also promotes social awareness, cultural values,
and public service campaigns. Even in the digital age, radio remains a reliable, affordable, and effective
medium of mass communication due to its speed, accessibility, and wide reach.

Unit-2: Basics of Visual

3. Explain Image, Electronic Image, Television Image, and Digital Image. Also Discuss Visual Culture
and the Characteristics of Television.

Answer: An image is a visual representation of a person, object, place, or event. Images communicate
ideas, emotions, and information more effectively than words. They may be photographs, drawings,
paintings, or computer-generated graphics.

An electronic image is created, transmitted, and displayed using electronic devices such as television
cameras, video cameras, and monitors. It is produced by converting light into electronic signals and is
widely used in television broadcasting.

A television image is a type of electronic image displayed on a television screen. It consists of a rapid
sequence of frames combined with sound to create moving pictures. Television images are used for
news, sports, entertainment, and educational programmes.

A digital image is an image stored electronically in the form of pixels. It is created by digital cameras,
smartphones,  scanners,  or  computer  software.  Digital  images  can  be  easily  edited,  copied,
transmitted, and stored without significant loss of quality.

Visual culture refers to the use and influence of visual media such as television, films, photography,
advertisements, social media, and digital graphics in everyday life. It shapes people's opinions, beliefs,
lifestyles,  and  communication.  In  the  modern  world,  visual  culture  plays  an  important  role  in
education, journalism, advertising, entertainment, and social networking.
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Characteristics of Television:

 It is an audio-visual medium combining sound and moving pictures. 

 It has a wide audience reach. 

 It provides live and instant communication. 

 It has a strong visual impact, making information easy to understand. 

 It is widely used for education, entertainment, news, and public awareness. 

Thus, images and television have become powerful tools of modern mass communication.

4. What is Visual Grammar? Explain Camera Movement, Different Types of Camera Shots, and Visual
Elements with Examples.

Answer: Visual grammar is the language of visual communication. It refers to the principles used to
organize images, camera angles, movements, composition, lighting, and editing to communicate ideas
effectively. Just as grammar organizes words into meaningful sentences, visual grammar organizes
visual elements to create meaningful stories.

Camera movement adds life and meaning to a scene. Common camera movements include:

 Pan: Moving the camera horizontally from left to right or vice versa.

 Tilt: Moving the camera vertically up or down. 

 Zoom: Moving the lens closer to or farther from the subject without moving the camera.

 Dolly: Moving the entire camera towards or away from the subject.

 Crane: Moving the camera up or down using a crane for dramatic views.

Different camera shots serve different storytelling purposes:

 Extreme Long Shot (ELS): Shows the entire location. 

 Long Shot (LS): Shows the full body of a subject. 

 Medium Shot (MS): Shows the subject from the waist up; commonly used in interviews.

 Close-Up (CU): Highlights facial expressions or important objects.

 Extreme Close-Up (ECU): Focuses on small details such as eyes or hands.

 Over-the-Shoulder Shot (OTS): Used during conversations. 

 Point of View (POV) Shot: Shows the scene from a character's perspective.

Visual  elements include  lighting,  colour,  composition,  framing,  angle,  focus,  movement,  and
background. For example, a close-up of a victim's face in a news story shows emotion, while a long shot
of a flood-affected village provides the overall situation. Together, visual grammar, camera movements,
shots, and visual elements make television programmes more informative, attractive, and effective.
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Unit-3: Writing & Editing Radio News

5. Explain the Working of a Radio Newsroom. Describe the Complete Process from News Gathering
to News Bulletin Broadcast.

Answer: A Radio Newsroom is the department responsible for collecting, verifying, writing, editing,
and broadcasting news. It is the central unit where reporters, editors, news readers, producers, and
technical staff work together to ensure the timely delivery of accurate and reliable news.

The process begins with news gathering. Reporters collect information from various sources such as
press conferences, government departments, news agencies, interviews, eyewitnesses, official press
releases,  and field reports.  The collected information is  then verified to ensure its  accuracy and
authenticity.

After verification, the  news editor selects the most important stories based on their news value,
relevance, and public interest. The selected stories are written into short and simple radio scripts using
conversational language. Since listeners hear the news only once, the script must be clear, concise, and
easy to understand.

The scripts are then edited for grammar,  pronunciation, timing,  and factual  accuracy.  The editor
arranges the stories in order of importance to prepare the news bulletin. The newsreader rehearses
the script to ensure proper pronunciation, voice modulation, and fluency.

Finally, the bulletin is broadcast from the radio studio with the help of technical staff who manage
microphones,  recording  systems,  and  transmission  equipment.  Throughout  the  process,  the
newsroom follows the principles of accuracy, speed, balance, objectivity, and clarity. An efficient radio
newsroom ensures that listeners receive reliable, timely, and well-organized news.

6. Explain the Elements of a Radio News Story and a Radio News Bulletin. Also Discuss the Principles
of Writing a Good Radio News Story.

Answer: A Radio News Story is a brief report prepared for radio broadcasting, while a Radio News
Bulletin is a collection of important news stories presented at a fixed time. Both should be accurate,
simple, and easy for listeners to understand.

Elements of a Radio News Story

 Accuracy: All facts must be verified before broadcasting. 

 Clarity: The language should be simple and conversational. 

 Brevity: The story should be short and direct. 

 Timeliness: News should be current and up to date. 

 Relevance: It should be useful and important to the audience. 

 Human Interest: The story should connect with people's lives and emotions.

 5Ws and 1H: Every story should answer Who, What, When, Where, Why, and How. 
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Elements of a Radio News Bulletin

 News Headlines 

 National and International News 

 Regional and Local News 

 Sports News 

 Business News 

 Weather Forecast 

 Closing Summary 

Principles of Writing a Good Radio News Story

A good radio news story should use short sentences, simple words, and an active voice. It should avoid
difficult vocabulary and long paragraphs because listeners cannot reread the news. The script should
sound natural when read aloud and maintain  accuracy, fairness, objectivity, and balance.  Proper
sequence, smooth transitions, and correct pronunciation also improve the quality of the news story.

Unit-4: Writing & Editing Television News

7. Explain the Basic Parts of a Television Camera (Lens and Accessories). Also Discuss the Precautions
to be Taken During Camera Handling.

Answer: A television camera is the most important equipment in television production. It captures
images and converts them into electronic signals for broadcasting. The two major components of a
television camera are the lens and camera accessories.

The camera lens controls the amount of light entering the camera and focuses it onto the image sensor.
It determines the sharpness, brightness, and angle of view of the image. Different lenses such as wide-
angle, normal, telephoto, and zoom lenses are used for different shooting situations. Zoom lenses
allow the camera operator to change the focal length without moving the camera.

Important  camera  accessories include  a  tripod for  stability,  microphone for  recording  sound,
viewfinder/LCD monitor for framing the shot,  battery for power supply,  memory card for storing
video, lighting equipment, filters, and headphones for monitoring audio.

While handling a camera, several precautions should be followed:

 Always hold the camera carefully using both hands or a tripod.

 Keep the lens clean using a lens cloth. 

 Protect the camera from dust, rain, and extreme temperatures. 

 Avoid sudden movements and shocks. 

 Ensure the battery is fully charged and memory cards have sufficient space.
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 Use proper focus, white balance, and exposure settings before recording.

 Switch off the camera before changing batteries or memory cards.

Proper camera handling improves equipment life and ensures high-quality video production.

8. Explain Electronic News Gathering (ENG) and Electronic Field Production (EFP). Discuss their
Differences and Importance in Television Journalism.

Answer: Electronic News Gathering (ENG) is the process of collecting television news using portable
electronic equipment such as video cameras, microphones, and recording devices. ENG is mainly used
for  breaking  news,  live  reporting,  interviews,  disasters,  political  events,  and sports  coverage.  Its
primary objective is to gather and broadcast news quickly.

Electronic Field Production (EFP) refers to the production of television programmes outside the studio
using professional cameras, lighting equipment, audio systems, and multiple crew members. EFP is
used  for  documentaries,  concerts,  award  shows,  sports  events,  educational  programmes,  and
television serials. It focuses on high production quality rather than speed.

Differences between ENG and EFP

ENG EFP

Used mainly for news coverage Used for planned programme production

Small crew Large production team

Portable equipment Advanced professional equipment

Fast recording and broadcasting More time for planning and production

Covers live and breaking news Covers documentaries, sports, concerts, etc.

Importance in Television Journalism

Both ENG and EFP are essential in television journalism. ENG enables journalists to provide  fast,
accurate,  and  live  news  coverage,  while  EFP  produces  high-quality  visual  content for  special
programmes and documentaries.  Together,  they improve the quality,  speed,  and effectiveness of
television broadcasting and help deliver reliable information to viewers.

9. Explain the Complete Process of Preparing a Television News Story. Discuss News Gathering, Script
Writing, Reporting, Video Editing, and the Main Elements of a Television News Bulletin.

Answer: The preparation of a television news story involves several systematic steps to ensure that the
news is accurate, informative, and visually attractive. The process begins with news gathering, where
reporters  collect  information  from  press  conferences,  interviews,  eyewitnesses,  government
departments, news agencies, and field observations. All facts are carefully verified before further
processing.
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The next step is script writing. The reporter prepares a clear and concise script using simple language.
The script should answer the 5Ws and 1H—Who, What, When, Where, Why, and How. At the same
time, the camera person records relevant visuals, interviews, and supporting footage.

After recording, the material moves to  video editing. Editors arrange the video clips in sequence,
remove unnecessary footage, add voice-over, captions, graphics, background sound, and visual effects.
The edited story is then reviewed by the news editor for factual accuracy and presentation quality.

Finally, the story becomes part of the television news bulletin. The main elements of a television news
bulletin include:

 News Headlines 

 National and International News 

 Regional and Local News 

 Video Footage and Graphics 

 Live Reports 

 Sports News 

 Business News 

 Weather Forecast 

 Closing Summary 

The news anchor presents the bulletin with proper voice modulation and confidence. A successful
television news story combines accurate reporting, effective visuals, professional editing, and clear
presentation, making television one of the most powerful media for informing and educating the
public.
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SECTION-A (2 Marks) – Important 30 Questions

Unit-1: History of Print Media

1. What is the Printing Press?

Answer:  The  Printing Press is  a  machine  used to  reproduce text  and images  on  paper  in  large
quantities.  It  revolutionized communication by making books,  newspapers,  magazines,  and other
printed materials widely available. The invention of the printing press helped spread knowledge,
improve literacy, and promote education. It is considered one of the greatest inventions in the history
of mass communication and journalism.

2. Who invented the Printing Press?

Answer: The modern Printing Press was invented by Johannes Gutenberg, a German inventor, around
1440. He introduced the movable metal type printing system, which made printing faster, cheaper, and
more accurate than hand-copying manuscripts. Gutenberg's invention played a significant role in the
spread of education, science, religion, and journalism throughout Europe and later across the world.

3. What is Yellow Journalism?

Answer:  Yellow Journalism is  a  style  of  journalism that  uses  sensational  headlines,  exaggerated
stories, and emotional language to attract readers rather than present accurate facts. It focuses on
shocking news, scandals,  crime, and gossip to increase newspaper sales.  Yellow journalism often
sacrifices objectivity and credibility for popularity and commercial success, making it an unethical form
of reporting.

4. Write any two characteristics of Yellow Journalism.

Answer: Two important characteristics of Yellow Journalism are:

1. Sensationalism: It uses exaggerated headlines, dramatic stories, and emotional language to
attract readers' attention. 

2. Lack  of  Accuracy: Facts  are  often  distorted,  exaggerated,  or  presented  without  proper
verification to increase newspaper circulation. 

These characteristics make yellow journalism more entertaining than informative and reduce the
credibility of the news.

5. What is Print Media?

Answer: Print Media refers to all forms of communication that are printed on paper and distributed to
the public.  It  includes newspapers,  magazines,  journals,  books,  newsletters,  and brochures.  Print
media is one of the oldest forms of mass communication and is used to provide news, information,
education, entertainment, and advertisements. It plays an important role in creating public awareness
and preserving information.
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6. What is the Importance of the Printing Press in Communication?

Answer:  The  Printing Press transformed communication by making the large-scale production of
books, newspapers, and other printed materials possible. It reduced the cost and time required for
printing and made information available to a wider audience. The printing press promoted literacy,
education, scientific knowledge, and the spread of ideas.  It  also laid the foundation for modern
journalism and democratic communication by encouraging the free flow of information.

7. What is the Role of Newspapers in Society?

Answer:  Newspapers play an important role in society by informing people about current events,
politics, business, sports, education, and entertainment. They educate the public, create awareness
about social issues, and encourage informed decision-making. Newspapers also act as watchdogs by
exposing corruption and holding governments and public institutions accountable. They provide a
platform for public opinion and support democratic values through the free exchange of information.

8. Define Journalism.

Answer: Journalism is the process of collecting, verifying, writing, editing, and presenting news and
information to the public through newspapers, magazines, radio, television, and digital media. The
main purpose of journalism is to inform, educate, and create awareness while maintaining accuracy,
fairness, objectivity, and ethical standards. Good journalism helps people understand important events
and supports democracy by promoting transparency and accountability.

Unit-2: History of the Press in India

9. What is the Colonial Period?

Answer: The Colonial Period refers to the time when India was under British rule, from the mid-18th
century until independence in 1947. During this period, the British government controlled political,
economic, and social activities. The press played an important role in spreading education, creating
political  awareness,  and  encouraging  the  Indian  people  to  participate  in  the  national  freedom
movement. Many newspapers also opposed British policies despite strict censorship.

10. What was the Role of the Press during the National Freedom Movement?

Answer: The press played a vital role during the Indian National Freedom Movement by spreading
patriotic ideas and creating awareness among the people about British rule. Newspapers published
speeches, articles, and reports supporting the struggle for independence. They united people from
different regions, encouraged participation in protests, and exposed the injustices of the colonial
government. The press became an important tool for promoting nationalism and inspiring freedom
fighters.
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11. Who was Mahatma Gandhi as a Journalist?

Answer: Mahatma Gandhi was not only a great freedom fighter but also an influential journalist. He
believed that journalism should serve society by promoting truth, non-violence, and social justice.
Gandhi edited and published newspapers such as Young India, Harijan, Navajivan, and Indian Opinion.
Through  these  publications,  he  spread  the  message  of  independence,  social  reform,  communal
harmony, and moral values among the people of India.

12. Who was Dr. B. R. Ambedkar as a Journalist?

Answer: Dr. B. R. Ambedkar was a distinguished journalist, social reformer, and leader who used
journalism  to  fight  against  social  discrimination  and  inequality.  He  started  newspapers  such  as
Mooknayak, Bahishkrit Bharat, Janata, and Prabuddha Bharat to raise awareness about the rights of
the oppressed and marginalized communities. His writings promoted equality, education, democracy,
and social justice, making journalism a powerful tool for social change.

13. What is the Language Press?

Answer:  The  Language Press refers  to newspapers and magazines  published in  regional  or  local
languages such as Hindi, Punjabi, Bengali, Tamil, Marathi, and Gujarati. It plays an important role in
providing news and information to people in their native language. The language press promotes
regional culture, local issues, and public awareness while helping strengthen democracy by reaching a
large section of the population.

14. What do you mean by Changing Readership?

Answer: Changing readership refers to the changes in the reading habits, interests, and preferences of
newspaper and magazine readers over time. Factors such as education, technology, urbanization,
literacy, and the growth of digital media have influenced readership patterns. Modern readers demand
faster, more diverse, and specialized content, leading newspapers to introduce supplements, colourful
layouts, and digital editions to attract audiences.

15. What is the Emergency (1975–77)?

Answer: The Emergency (1975–77) was a period in India when a national emergency was declared by
Prime Minister Indira Gandhi from 25 June 1975 to 21 March 1977. During this period, civil liberties
were restricted, political opponents were arrested, and strict censorship was imposed on newspapers
and  other  media.  The  freedom  of  the  press  was  severely  limited,  making  it  one  of  the  most
controversial periods in Indian media history.

16. What is the Post-Emergency Era?
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Answer: The Post-Emergency Era refers to the period after the Emergency ended in 1977. During this
time, press freedom was restored, censorship was removed, and the media regained its independence.
Newspapers became more active in investigative journalism and public accountability. This period also
witnessed  the  growth  of  regional  newspapers,  improved  readership,  and  greater  emphasis  on
democratic values and freedom of expression.

17. Define Press Freedom.

Answer: Press Freedom is the right of newspapers, journalists, and media organizations to collect,
publish,  and  distribute  news  and  opinions  without  unnecessary  government  interference  or
censorship. It allows journalists to report facts independently, criticize public authorities, and inform
citizens about important issues. Press freedom is considered an essential part of democracy because it
promotes transparency, accountability, and the free flow of information.

18. What is Vernacular Press?

Answer: The Vernacular Press refers to newspapers and magazines published in the local or regional
languages spoken by the people. During the Indian freedom movement, the vernacular press played a
significant  role  in  spreading nationalist  ideas and educating the masses about British policies.  It
reached ordinary people more effectively than English newspapers and became a powerful medium
for social and political awareness.

Unit-3: Sound Media

19. What is Gramophone?

Answer:  A  Gramophone is  an  early  sound  recording  and  playback  device  invented  in  the  late
nineteenth century.  It  records  sound on flat  discs  called gramophone records  and reproduces it
through a stylus and a horn or speaker. The gramophone played an important role in the development
of sound media by making recorded music and speeches available to the public. It laid the foundation
for modern audio recording technology.

20. What is All India Radio (AIR)?

Answer:  All  India  Radio  (AIR),  officially  known  as  Akashvani,  is  India's  national  public  radio
broadcasting service. It was established in 1936 and operates under Prasar Bharati. AIR broadcasts
news, educational programmes, music, cultural programmes, sports, and entertainment in several
Indian languages. It has a wide network covering urban and rural areas, making it one of the largest
radio broadcasting organizations in the world.

21. What is FM Radio?
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Answer: FM Radio (Frequency Modulation Radio) is a broadcasting system that transmits sound using
frequency modulation. It provides clearer sound quality and less interference than AM radio. FM radio
is mainly used for music, entertainment, local news, traffic updates, and educational programmes.
After the privatization of radio in India, FM stations became highly popular because of their high-
quality audio and youth-oriented programming.

22. What is Radio Privatization?

Answer: Radio Privatization refers to the process of allowing private companies to own and operate
FM radio stations instead of restricting broadcasting only to government organizations. In India, radio
privatization began to promote competition, improve programme quality, and provide listeners with
greater choice. Private FM channels mainly focus on entertainment, music, local information, and
advertising, contributing to the growth of the radio industry.

23. What is Autonomy in Broadcasting?

Answer: Autonomy in broadcasting means that broadcasting organizations have the freedom to make
editorial  and programming decisions independently without  unnecessary political  or  government
interference. Autonomous broadcasters can present fair, balanced, and unbiased news while serving
the public interest. In India, the establishment of Prasar Bharati aimed to provide greater autonomy to
public broadcasting services such as All India Radio and Doordarshan.

24. How did Radio Reach Rural India?

Answer: Radio reached rural India through the expansion of All India Radio (AIR) stations, community
listening programmes, and affordable radio receivers. Government initiatives established transmitters
in remote areas to ensure wider coverage. Radio programmes in regional languages provided farmers
with information on agriculture, weather, health, education, and rural development. As a result, radio
became an effective medium for communication and public awareness in villages across India.

25. What is the Importance of AIR?

Answer:  All  India  Radio  (AIR) is  important  because  it  provides  reliable  news,  education,
entertainment, and cultural programmes to people across India. It broadcasts in multiple languages,
ensuring that information reaches diverse audiences, including those in remote and rural areas. AIR
plays a vital role in promoting national integration, preserving Indian culture, supporting educational
campaigns,  and  delivering  emergency  information  during  natural  disasters  and  other  public
emergencies.

Unit-4: Visual Media

26. What is Photography?
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Answer: Photography is the art and process of capturing images by using a camera to record light on
film or a digital sensor. It is one of the earliest forms of visual communication and is widely used in
journalism,  advertising,  education,  science,  and  entertainment.  Photography  helps  preserve
memories, document historical events, and communicate information through powerful visual images.
It also plays an important role in newspapers, magazines, and television news.

27. What is Lithography?

Answer: Lithography is a printing technique invented by Alois Senefelder in 1796. It uses a flat stone or
metal plate on which images or text are drawn with a greasy substance. The printing process works on
the principle that oil and water do not mix. Lithography became an important method for producing
newspapers,  books,  posters,  maps,  and illustrations before  the development  of  modern printing
technology.

28. What are Talkies?

Answer: Talkies are motion pictures with synchronized sound, including spoken dialogue, music, and
sound effects. They replaced silent films during the late 1920s and brought a major revolution to the
film industry. In India, the first talkie film was Alam Ara, released in 1931. The introduction of talkies
made cinema more realistic, entertaining, and popular among audiences.

29. What is Prasar Bharati?

Answer: Prasar Bharati is the Public Service Broadcaster of India, established under the Prasar Bharati
Act, 1990, and became operational in 1997. It functions as an autonomous organization and manages
All  India  Radio  (AIR) and  Doordarshan  (DD).  Its  main  objective  is  to  provide  unbiased  news,
educational programmes, cultural content, and entertainment while promoting national integration,
public awareness, and the diverse heritage of India.

30. What is Commercialization of Television Programming?

Answer: Commercialization of Television Programming refers to the increasing use of television for
business and profit through advertisements, sponsorships, and commercially sponsored programmes.
This trend became prominent in India during the 1980s with the expansion of television broadcasting.
Commercialization led to a wider variety of entertainment programmes, increased competition among
channels, and improved programme quality. However, it also increased the emphasis on ratings (TRPs)
and advertising revenue, sometimes reducing the focus on educational and public service content.

SECTION-B (5 Marks) – Important 15 Questions

Unit-1: History of Print Media
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1. Explain the History and Development of the Printing Press.

Answer: The Printing Press is one of the greatest inventions in the history of communication. Before its
invention, books and manuscripts were copied by hand, making them expensive, time-consuming, and
available only to a few people. Around 1440, Johannes Gutenberg, a German inventor, developed the
movable metal type printing press, which revolutionized the printing process.

Gutenberg's invention made it possible to produce books, newspapers, and other printed materials
quickly, accurately, and at a lower cost. The first major book printed using his press was the Gutenberg
Bible.  As  printing technology spread across  Europe,  literacy increased,  education expanded,  and
knowledge became accessible to ordinary people. During the Industrial Revolution, steam-powered
and rotary printing presses further increased the speed and efficiency of printing.

The printing press played a significant role in the growth of newspapers, magazines, and books. It also
supported religious reforms, scientific discoveries, and political movements by spreading ideas to a
wider audience. Today, modern printing uses digital and offset technologies, but Gutenberg's invention
remains the foundation of the printing industry. The printing press transformed communication and
became the backbone of modern journalism and mass media.

2. What is Yellow Journalism? Discuss its Main Characteristics and Impact on Society.

Answer:  Yellow Journalism is  a  style  of  journalism that  uses  sensational  headlines,  exaggerated
stories, emotional language, and shocking news to attract readers and increase newspaper sales. It
became  popular  in  the  late  nineteenth  century,  especially  in  the  United  States,  through  the
competition between newspaper publishers such as Joseph Pulitzer and William Randolph Hearst.

The main characteristics of Yellow Journalism include:

 Sensational and exaggerated headlines

 Emotional and dramatic language

 Focus on crime, scandals, gossip, and human-interest stories

 Use of rumours or unverified information

 Large illustrations and eye-catching layouts

 Greater emphasis on entertainment than factual reporting

Yellow Journalism had both positive and negative effects on society. On the positive side, it increased
newspaper  readership  and  made  journalism  more  attractive  to  the  general  public.  However,  its
negative impact was much greater. It often spread misinformation, created public panic, damaged the
credibility of newspapers, and influenced public opinion through exaggerated or false reports. It also
encouraged unethical reporting practices.

Modern  journalism  strongly  discourages  Yellow  Journalism  and  emphasizes  accuracy,  fairness,
objectivity, and ethical reporting. Responsible journalism aims to inform the public with verified facts
rather than sensational stories.

3. Explain the Importance of the Printing Press in the Development of Modern Journalism.
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Answer: The Printing Press played a vital role in the development of modern journalism by making the
mass production of newspapers, books, magazines, and other printed materials possible. Before its
invention, information spread slowly because all documents had to be copied by hand. The printing
press enabled the quick, accurate, and affordable publication of news and information.

One of its greatest contributions was the growth of newspapers, which became the primary source of
information for the public. It  promoted literacy by making reading materials widely available and
encouraged people to stay informed about political, social, economic, and cultural developments. The
printing press also supported freedom of expression by allowing journalists and writers to share their
ideas with a large audience.

During  social  and political  movements,  newspapers  published through the printing press  helped
spread awareness, influenced public opinion, and promoted democratic values. It also improved the
quality and speed of news distribution, leading to the professional development of journalism.

Today, although digital media has become popular, the principles established by the printing press
continue to influence modern journalism. It remains one of the most significant inventions in the
history of communication and media.

Unit-2: History of the Press in India

4. Explain the Role of the Press during the Indian National Freedom Movement.

Answer: The Indian Press played a crucial role during the National Freedom Movement by spreading
nationalist ideas and creating political awareness among the people. Newspapers became powerful
tools for educating citizens about British policies and encouraging them to participate in the struggle
for independence. Leaders such as Bal Gangadhar Tilak, Mahatma Gandhi, Bipin Chandra Pal, and
Lala Lajpat Rai used newspapers to mobilize public opinion against British rule.

The  press  published  articles,  speeches,  and  editorials  highlighting  social  injustices,  economic
exploitation, and the need for self-rule (Swaraj). Newspapers such as  Kesari, Young India, Harijan,
Amrita Bazar Patrika, and The Hindu inspired patriotism and unity among Indians. The vernacular
press reached  the  common  people  by  publishing  in  regional  languages,  making  the  freedom
movement more widespread.

Despite strict censorship and restrictive laws imposed by the British government, journalists continued
to report truthfully and courageously. Many newspapers faced fines, confiscation, and imprisonment
of  editors.  Thus,  the  Indian  press  became  an  important  instrument  in  promoting  nationalism,
encouraging public participation, and strengthening the fight for India's independence.

5. Write a Short Note on Mahatma Gandhi as a Journalist and Communicator.

Answer:  Mahatma  Gandhi was  not  only  the  leader  of  India's  freedom  movement  but  also  an
outstanding  journalist  and  communicator.  He  believed  that  journalism  should  serve  society  by
promoting truth, non-violence, morality, and public welfare. Gandhi used newspapers as powerful
tools to spread his ideas and mobilize people for the independence movement.
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He edited and published several newspapers, including Indian Opinion, Young India, Navajivan, and
Harijan. Through these publications, he wrote about Satyagraha, non-violence (Ahimsa), Swadeshi,
communal harmony, rural development, and social reforms. His writings were simple, truthful, and
easy for ordinary people to understand.

As a communicator, Gandhi emphasized honesty, responsibility, and ethical journalism. He believed
that newspapers should educate the public rather than seek profit or spread sensationalism. His
articles inspired millions of Indians to participate in the freedom struggle and fight against injustice
through peaceful means.

Gandhi's contribution to journalism remains significant because he demonstrated that the press could
be a powerful instrument for social change, national unity, and moral leadership.

6. Discuss the Contribution of Dr. B. R. Ambedkar as a Journalist and Social Reformer.

Answer: Dr. B. R. Ambedkar was a distinguished journalist, social reformer, constitutional expert, and
champion of social justice. He used journalism as a means to raise awareness about the problems faced
by the oppressed and marginalized sections of society. Through his writings, he fought against caste
discrimination, untouchability, and social inequality.

Ambedkar started and edited several newspapers, including Mooknayak, Bahishkrit Bharat, Janata,
and Prabuddha Bharat. These newspapers highlighted issues related to education, equality, human
rights, and democratic values. He encouraged people to become educated, organized, and united in
their struggle for justice.

As  a  social  reformer,  Ambedkar  worked  for  the  upliftment  of  the  Scheduled  Castes  and  other
disadvantaged  communities.  He  strongly  advocated  equal  opportunities,  women's  rights,  and
constitutional democracy. His efforts contributed significantly to the framing of the Constitution of
India, which guarantees equality and fundamental rights to all citizens.

Dr. Ambedkar's journalism combined factual reporting with social responsibility. His writings inspired
social reforms and continue to influence Indian society by promoting equality, justice, and human
dignity.

7. Explain the Role of Media during the Post-Independence Era in India.

Answer:  After India gained independence in  1947,  the media played a significant role in nation-
building,  democratic development,  and public  education.  Newspapers,  radio,  and later television
became  important  sources  of  information,  helping  people  understand  government  policies,
development programmes, and national events.

All India Radio (AIR) was widely used to broadcast educational programmes, agricultural information,
cultural events, and national news. With the growth of Doordarshan, television became an effective
medium for education, entertainment,  and public  awareness.  The media also promoted national
integration by highlighting India's cultural diversity and democratic values.

During  the  post-independence  period,  newspapers  expanded  rapidly,  investigative  journalism
developed, and the language press gained popularity. The media exposed corruption, encouraged
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public debate, and acted as a watchdog over the government. It also supported literacy campaigns,
health awareness, and rural development.

Although the media faced challenges such as political pressure and censorship during certain periods,
it continued to strengthen democracy by informing citizens and encouraging freedom of expression.
Thus, the media became an essential institution in India's social, political, and economic development.

8. What were the Effects of the Emergency (1975–77) on the Indian Press?

Answer: The Emergency (1975–77) was declared by Prime Minister Indira Gandhi on 25 June 1975. It
had a major impact on the Indian press and is considered one of the most challenging periods in the
history of Indian journalism.

During the Emergency,  strict censorship was imposed on newspapers and magazines. Editors were
required to obtain government approval before publishing sensitive news. Many newspapers were
prevented  from  publishing  reports  critical  of  the  government,  and  journalists  faced  arrests,
intimidation, and restrictions on their work.

Freedom of expression was severely limited, and many publications practised self-censorship to avoid
government action. As a result, investigative journalism and independent reporting declined during
this period. However, some newspapers and journalists continued to resist censorship and defended
the principles of press freedom despite facing severe consequences.

After the Emergency ended in 1977, press freedom was restored, censorship was removed, and the
media became more committed to protecting democratic values and freedom of expression. The
experience of the Emergency highlighted the importance of an independent press in a democratic
society and strengthened the commitment of Indian journalism to truth, accountability, and public
interest.

Unit-3: Sound Media

9. Explain the Early History of Radio in India and the Development of Radio Technology.

Answer: The history of radio in India began in the early twentieth century with the development of
wireless communication technology. The first experimental radio broadcasts were made by the Radio
Club of Bombay in 1923. In 1927, the Indian Broadcasting Company (IBC) started radio services in
Bombay and Calcutta. However, due to financial difficulties, the company closed in 1930.

The Government of India then took over broadcasting and established the Indian State Broadcasting
Service (ISBS) in 1930. In 1936, it was renamed All India Radio (AIR), which became the national radio
broadcasting organization. After India's independence in 1947, AIR expanded rapidly by establishing
new radio stations across the country.

The development of radio technology improved sound quality, transmission range, and broadcasting
efficiency. Initially, AM (Amplitude Modulation) broadcasting was widely used. Later, FM (Frequency
Modulation) technology was introduced, providing better sound quality and less interference. Digital
broadcasting, satellite communication, and internet radio further modernized radio services.
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Today,  radio  remains  an  important  medium  for  news,  education,  entertainment,  disaster
communication, and rural development, reaching millions of listeners across India.

10. Write a Note on the Evolution and Development of All India Radio (AIR).

Answer: All India Radio (AIR), also known as Akashvani, is India's national public radio broadcaster. Its
origin dates back to 1930, when the Government of India established the Indian State Broadcasting
Service (ISBS) after the closure of the Indian Broadcasting Company. In 1936, ISBS was renamed All
India Radio (AIR).

After  independence in  1947,  AIR expanded its  services throughout  the country  by opening new
broadcasting stations in urban and rural areas. It introduced programmes in multiple Indian languages
to reach diverse audiences. AIR broadcasts news, educational programmes, cultural events, music,
sports, agricultural information, health awareness programmes, and entertainment.

In 1957, AIR adopted the name Akashvani, meaning "Voice from the Sky." With the establishment of
Prasar Bharati in 1997, AIR became part of India's autonomous public broadcasting organization. Over
time, AIR introduced FM broadcasting, digital technology, and online streaming services to improve
accessibility and sound quality.

Today, AIR remains one of the largest radio broadcasting networks in the world, playing a vital role in
public service broadcasting, national integration, education, and the preservation of India's cultural
heritage.

11. Discuss the Importance of FM Radio and the Impact of Radio Privatization in India.

Answer: FM (Frequency Modulation) Radio is a modern radio broadcasting system that provides high-
quality  sound with  less  interference  than AM broadcasting.  FM radio  is  mainly  used for  music,
entertainment, local news, traffic updates, educational programmes, and public awareness campaigns.
Its  clear audio quality  and attractive programmes have made it  especially popular  among young
listeners.

The privatization of radio in India began to allow private companies to operate FM radio stations. This
increased competition and improved the quality and variety of radio programmes. Private FM channels
introduced innovative content such as interactive shows, celebrity interviews, local news, contests,
and live entertainment.

Radio privatization created employment opportunities for radio jockeys (RJs), producers, technicians,
advertisers,  and  media  professionals.  It  also  increased  advertising  revenue  and  encouraged
technological improvements in broadcasting.

However,  private FM stations mainly focus on entertainment and are generally not permitted to
broadcast independent national news. Despite this limitation, radio privatization has made radio more
dynamic, commercially successful, and audience-friendly.

Overall,  FM  radio  and  privatization  have  transformed  the  Indian  radio  industry  by  improving
programme quality, listener participation, and access to local entertainment.
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12. Explain How Radio Has Contributed to Rural Development in India with Suitable Examples.

Answer: Radio has made a significant contribution to rural development in India by providing useful
information and education to people living in villages. Because radio is affordable, portable, and does
not require internet access, it has become an effective communication medium in rural areas.

All India Radio (AIR) broadcasts programmes on agriculture, weather forecasts, animal husbandry,
health care, education, sanitation, government welfare schemes, and rural employment. Farmers
receive guidance on modern farming techniques, crop protection, irrigation, fertilizers, and market
prices, helping them improve agricultural productivity.

Radio  also  promotes  literacy,  women's  empowerment,  child  welfare,  and  awareness  about
vaccination,  environmental  protection,  and  disaster  management.  Educational  broadcasts  help
students and adult learners gain knowledge even in remote regions.

For example, agricultural programmes such as "Kisan Vani" provide expert advice to farmers on crop
cultivation and weather conditions. During natural disasters like floods or cyclones, radio broadcasts
emergency warnings and safety instructions, helping save lives and property.

Unit-4: Visual Media

13. Explain the Development of Indian Cinema from the Silent Era to the Talkies.

Answer: The development of Indian cinema began in the early twentieth century with the silent film
era. The first full-length Indian silent feature film, Raja Harishchandra, was produced by Dadasaheb
Phalke in 1913. Since silent films had no recorded dialogue, they relied on facial expressions, body
language, title cards, and live music to tell stories. These films were mainly based on mythology,
history, and social themes.

A major turning point came with the introduction of  talkies,  which were films with synchronized
sound, dialogue, music, and sound effects. The first Indian talkie,  Alam Ara, was released in  1931,
directed by Ardeshir Irani. The arrival of talkies transformed the Indian film industry by making films
more realistic, entertaining, and emotionally engaging.

After the introduction of sound, cinema expanded rapidly with films in different regional languages.
Music, songs, and dialogues became important features of Indian films. Technological advancements
such as colour films, widescreen formats,  digital  cinematography,  and computer-generated visual
effects further modernized the industry. Today, Indian cinema is one of the largest film industries in the
world, producing films in multiple languages and reaching audiences across the globe.

14. Discuss the Commercialization of Television Programming in India during the 1980s.

Answer: The 1980s marked an important phase in the development of Indian television. During this
period,  television  programming  became  increasingly  commercialized,  with  greater  emphasis  on
advertising,  sponsorship,  and  entertainment.  The  expansion  of  Doordarshan,  India's  national
television  network,  and  the  introduction  of  colour  television during  the  1982  Asian  Games
significantly increased television viewership across the country.
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Commercialization led to the production of popular serials such as Hum Log, Buniyaad, Ramayan, and
Mahabharat, which attracted millions of viewers. Advertisers recognized television as an effective
medium  for  promoting  products,  resulting  in  increased  sponsorship  of  programmes  and  higher
advertising revenue.

This period also encouraged better production quality, improved technology, and greater variety in
entertainment, educational,  and cultural programmes. However, commercialization also increased
competition for higher Television Rating Points (TRPs), leading some broadcasters to focus more on
entertainment than educational or public service content.

Overall,  the  commercialization  of  television  programming  during  the  1980s  transformed  Indian
television into a popular mass medium, expanded the broadcasting industry, and laid the foundation
for the growth of private television channels in the following decade.

15. Write a Short Note on the Formation and Objectives of Prasar Bharati.

Answer: Prasar Bharati is the Public Service Broadcaster of India. It was established under the Prasar
Bharati Act, 1990, and became operational on 23 November 1997. It functions as an autonomous
organization responsible for managing All India Radio (AIR) and Doordarshan (DD). The main purpose
of its formation was to provide greater autonomy to public broadcasting and reduce direct government
control over radio and television services.

The major objectives of Prasar Bharati are:

 To provide accurate, balanced, and impartial news to the public. 

 To promote national integration, unity, and democratic values. 

 To preserve and promote India's cultural heritage, languages, and traditions. 

 To provide education, information, and entertainment for all sections of society.

 To ensure public service broadcasting, especially for rural and remote areas.

 To  support  social  development,  health  awareness,  agricultural  education,  and  disaster
communication. 

Prasar Bharati plays a vital role in strengthening democracy by ensuring that public broadcasting serves
the interests of the people rather than commercial or political interests. Through AIR and Doordarshan,
it continues to inform, educate, entertain, and connect millions of citizens across India.

SECTION-C (10 Marks) – Important 9 Questions

Unit-1: History of Print Media

1. Explain the History and Development of the Printing Press. Discuss its Contribution to the Growth
of Newspapers and Modern Journalism. Also Explain the Concept and Impact of Yellow Journalism.
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Answer: The Printing Press is one of the most significant inventions in the history of communication.
Before  its  invention,  books  and manuscripts  were copied  by  hand,  making  them expensive  and
available only to a few people. Around 1440, Johannes Gutenberg of Germany invented the movable
metal type printing press, which revolutionized the printing process by making the mass production of
books and newspapers possible.

The printing press led to the rapid spread of knowledge, education, religion, science, and political
ideas. As printing technology improved through steam-powered, rotary, and offset printing presses,
newspapers became more affordable and widely available. This development encouraged literacy,
increased public awareness, and gave rise to modern journalism. Newspapers became an important
source of news, public opinion, and democratic discussion.

Yellow Journalism emerged in the late nineteenth century, mainly in the United States, during the
rivalry between Joseph Pulitzer and  William Randolph Hearst. It was characterized by sensational
headlines,  exaggerated  stories,  emotional  language,  crime  reports,  gossip,  and  eye-catching
illustrations. Its primary objective was to increase newspaper circulation rather than provide accurate
information.

Yellow Journalism had both positive and negative effects. It attracted a large number of readers and
expanded the newspaper industry. However, it also promoted misinformation, unethical reporting,
public  confusion,  and loss of  media credibility.  Modern journalism rejects  yellow journalism and
emphasizes accuracy, fairness, objectivity, and ethical reporting. Thus, while the printing press laid
the  foundation  for  responsible  journalism,  yellow  journalism  highlighted  the  importance  of
maintaining professional standards in news reporting.

2.  Describe  the  Evolution  of  Print  Media.  Explain  How  the  Invention  of  the  Printing  Press
Revolutionized Communication and Influenced Society.

Answer: Print media is one of the oldest forms of mass communication and includes newspapers,
magazines, books, journals, brochures, and newsletters. In ancient times, information was recorded by
hand on stone, clay tablets, palm leaves, parchment, and manuscripts. Because copying was done
manually, books were rare, expensive, and accessible only to a limited number of people.

A major turning point came with the invention of the Printing Press by Johannes Gutenberg around
1440. His movable metal type printing system made it possible to print large numbers of books and
newspapers quickly,  accurately,  and at a low cost.  This invention transformed communication by
making knowledge available to ordinary people instead of only scholars and religious institutions.

Over time, print media developed rapidly with improvements such as steam-powered presses, rotary
presses, offset printing, and digital printing.  Newspapers became regular sources of information
about politics, business, education, sports, science, and entertainment. They also played a major role
in social reforms, political movements, and the spread of democratic values.

The  printing  press  revolutionized  communication  by  increasing  literacy,  promoting  education,
preserving knowledge, and encouraging freedom of expression. It supported the growth of modern
journalism by enabling the rapid distribution of news and ideas to a large audience. Even in the digital
age, print media continues to influence society by providing reliable information, promoting public
awareness, and preserving historical records. The invention of the printing press remains one of the
greatest milestones in the history of mass communication.
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Unit-2: History of the Press in India

3. Discuss the History of the Indian Press during the Colonial Period and Explain its Contribution to
the National Freedom Movement. Highlight the Role of the Vernacular Press.

Answer:  The  Indian Press developed during the  Colonial Period under British rule and became a
powerful medium for spreading information and political awareness. The first newspaper in India,
Hicky's Bengal Gazette, was started in 1780 by James Augustus Hicky. During the nineteenth century,
many English and Indian-language newspapers emerged. Initially, the British government imposed
strict censorship and passed several press laws to control newspapers that criticized colonial rule.

As the  National Freedom Movement gained momentum, the Indian press became an important
instrument for spreading nationalist ideas. Newspapers informed people about British exploitation,
promoted the idea of Swaraj (self-rule), and encouraged participation in movements such as the Non-
Cooperation  Movement,  Civil  Disobedience  Movement,  and  Quit  India  Movement.  Prominent
newspapers like Kesari, Young India, Harijan, The Hindu, and Amrita Bazar Patrika inspired patriotism
and unity among Indians.

The Vernacular Press, published in regional languages such as Hindi, Bengali, Marathi, Punjabi, Tamil,
and Gujarati, played a particularly significant role. It reached ordinary people who could not read
English and helped spread nationalist ideas to rural and semi-urban areas. Despite the  Vernacular
Press Act of 1878 and other restrictions, these newspapers continued to fight against colonial policies
and support the freedom struggle.

4.  Explain  the  Contribution  of  Mahatma  Gandhi  and  Dr.  B.  R.  Ambedkar  as  Journalists  and
Communicators.  Discuss  How  Their  Newspapers  Influenced  Indian  Society  and  the  Freedom
Movement.

Answer: Mahatma Gandhi and Dr. B. R. Ambedkar were among India's most influential journalists and
communicators. Both used newspapers as powerful instruments for creating public awareness and
bringing about social and political change.

Mahatma Gandhi believed that journalism should serve society by promoting  truth, non-violence,
morality, and justice.  He edited and published newspapers such as  Indian Opinion,  Young India,
Navajivan,  and  Harijan.  Through these publications,  Gandhi  promoted the ideals  of  Satyagraha,
Ahimsa, Swadeshi, communal harmony, rural development, and India's freedom struggle. His simple
and truthful writing inspired millions of Indians to participate in the movement for independence.

Dr. B. R. Ambedkar used journalism to fight against caste discrimination, untouchability, and social
inequality. He published newspapers such as Mooknayak, Bahishkrit Bharat, Janata, and Prabuddha
Bharat. Through these newspapers, he advocated education, equality, social justice, constitutional
rights, and the upliftment of marginalized communities.
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The  newspapers  published  by  Gandhi  and  Ambedkar  significantly  influenced  Indian  society  by
spreading awareness about political rights, social reforms, and democratic values. Gandhi's writings
united people in the struggle for freedom, while Ambedkar's journalism gave a voice to the oppressed
and promoted social equality. Together, they demonstrated that journalism could be a powerful force
for national development, social reform, and democratic progress.

5. Explain the Role of Media in the Post-Independence Era, with Special Reference to the Emergency
(1975–77) and the Post-Emergency Period. Also Discuss Changing Readership and the Growth of the
Language Press.

Answer:  After India gained independence in 1947, the media became an important institution for
nation-building, democratic development, and public education. Newspapers, All India Radio (AIR),
and later  Doordarshan played a  significant  role  in  informing citizens about government policies,
development programmes, elections, education, agriculture, health, and national integration.

A major challenge to media freedom occurred during the Emergency (1975–77), declared by Prime
Minister Indira Gandhi. During this period, strict press censorship was imposed. Newspapers had to
obtain government approval before publishing sensitive news, and many journalists faced restrictions,
arrests,  and  pressure.  Freedom of  expression  was  severely  affected,  and  independent  reporting
declined. This period is remembered as one of the most difficult phases in the history of Indian
journalism.

After the Emergency ended in 1977, the Post-Emergency Period witnessed the restoration of press
freedom.  Investigative  journalism  grew  rapidly,  and  newspapers  became  more  committed  to
protecting democracy, transparency, and accountability.

During the same period,  changing readership transformed the newspaper industry. Rising literacy,
urbanization, economic development, and technological progress increased the demand for diverse
and specialized news. Newspapers introduced supplements, colour printing, and digital editions to
meet readers' interests.

The language press also expanded rapidly, with newspapers published in Hindi, Punjabi, Bengali, Tamil,
Marathi, Gujarati, and other regional languages gaining popularity. These newspapers reached a wider
audience, strengthened regional journalism, and played a vital role in promoting local culture, public
awareness,  and  democratic  participation.  Overall,  the  post-independence  media  significantly
contributed to India's social, political, and economic development.

Unit-3: Sound Media

6. Explain the Emergence and Development of Radio Technology in India. Discuss the History of All
India Radio (AIR), its Programming, Radio Privatization, FM Broadcasting, and its Contribution to
Rural Development.

Answer: The development of radio technology in India began in the early twentieth century with the
introduction of wireless communication. The first experimental radio broadcasts were made by the
Radio Club of Bombay in 1923. In 1927, the Indian Broadcasting Company (IBC) started radio services
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in Bombay and Calcutta. After the company closed in 1930, the Government of India established the
Indian State Broadcasting Service (ISBS), which was renamed  All India Radio (AIR) in  1936. After
independence in 1947, AIR expanded rapidly and became the country's national public broadcasting
service.

All India Radio (AIR), also known as Akashvani, broadcasts programmes in many Indian languages. Its
programming includes  news bulletins,  educational programmes, agricultural  information, music,
cultural programmes, sports, health awareness campaigns, weather reports, and entertainment. AIR
has  played  an  important  role  in  promoting  national  integration,  preserving  Indian  culture,  and
providing reliable information to people across the country.

The introduction of  FM (Frequency Modulation) broadcasting greatly improved sound quality by
reducing noise and interference. FM radio became popular for music, local news, traffic updates, and
youth-oriented entertainment. The  privatization of radio allowed private FM channels to operate,
increasing  competition,  programme variety,  employment  opportunities,  and  advertising  revenue.
Although private FM stations mainly focus on entertainment, they have modernized the Indian radio
industry.

Radio has made a significant contribution to  rural development by broadcasting programmes on
agriculture, weather forecasts, animal husbandry, education, health care, and government welfare
schemes. Programmes such as  Kisan Vani provide farmers with expert advice on crop cultivation,
irrigation, and market prices. Radio has also been an effective medium for disaster warnings, literacy
campaigns, and public awareness, making it an essential tool for social and economic development in
rural India.

Unit-4: Visual Media

7. Describe the Evolution of Photography, Lithography, and Indian Cinema. Explain the Transition
from the Silent Era to the Talkies and the Growth of Indian Cinema.

Answer: The history of visual media began with the development of photography, lithography, and
cinema, which transformed the way people communicated and preserved information.

Photography emerged in the nineteenth century as a method of capturing real-life images using a
camera. It became an important tool for journalism, documentation, science, and art. Newspapers and
magazines increasingly used photographs to present news more effectively.

Lithography,  invented by  Alois Senefelder in  1796,  was an important printing technique used for
producing books, newspapers, maps, posters, and illustrations. It improved the quality and speed of
printing before the arrival of modern printing technologies.

The Indian film industry began with  Dadasaheb Phalke's Raja Harishchandra (1913), the first full-
length Indian silent feature film. During the Silent Era, films had no recorded dialogue and depended
on facial expressions, title cards, and live music for storytelling. A major transformation occurred in
1931 with the release of Alam Ara, India's first talkie (sound film), directed by Ardeshir Irani. Talkies
introduced  synchronized  dialogue,  music,  and  sound  effects,  making  films  more  realistic  and
entertaining.
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After the arrival of talkies, Indian cinema expanded rapidly with films in various regional languages. The
introduction of colour films, improved cinematography, digital technology, and visual effects further
enhanced  the  industry.  Today,  Indian  cinema  is  one  of  the  largest  film  industries  in  the  world,
producing films in multiple languages and entertaining audiences globally.

8.  Discuss  the  Development  of  Indian  Television.  Explain  the  Commercialization  of  Television
Programming during the 1980s, the Emergence of Transnational Television in the 1990s, and its
Impact on Indian Society.

Answer:  The development of  Indian television began in  1959 with the experimental  telecast  by
Doordarshan in Delhi. Initially, television programmes focused mainly on education, agriculture, and
community development. In 1982, colour television was introduced during the Asian Games, marking
a major milestone in the growth of Indian television.

During the  1980s, television programming became increasingly  commercialized. Sponsored serials
such as  Hum Log, Buniyaad, Ramayan, and  Mahabharat attracted millions of viewers. Advertising
became a major source of revenue, encouraging better production quality and greater investment in
entertainment programmes. Commercialization increased competition and expanded the television
industry but also shifted greater attention toward entertainment and higher Television Rating Points
(TRPs).

The 1990s witnessed the arrival of Transnational Television with the entry of international satellite
channels such as Star TV, CNN, BBC, Sony, and MTV. Liberalization and globalization increased viewers'
access to international news, movies, sports, and entertainment.

The emergence of transnational television had a significant impact on Indian society. It introduced new
lifestyles, global culture, and advanced broadcasting technology. It increased consumer awareness,
media competition, and programme diversity. At the same time, it raised concerns about cultural
influence,  commercialization,  and  changing  social  values.  Overall,  television  became  a  powerful
medium for information, education, entertainment, and social change.

9. Explain the Formation, Objectives, Functions, and Significance of Prasar Bharati. Discuss its Role in
Promoting Public Service Broadcasting in India.

Answer: Prasar Bharati is the Public Service Broadcaster of India. It was established under the Prasar
Bharati Act, 1990 and became operational on  23 November 1997. It functions as an autonomous
organization responsible for managing  All India Radio (AIR) and  Doordarshan (DD).  Its formation
aimed to provide greater editorial independence and reduce direct government control over public
broadcasting.

The  major  objectives of  Prasar  Bharati  are  to  provide  accurate,  impartial,  and  balanced  news,
promote  national  integration,  preserve  India's  cultural  heritage,  encourage  education,  provide
quality entertainment, and ensure that broadcasting serves the public interest.

The important functions of Prasar Bharati include:

 Broadcasting national, regional, and local news. 
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 Producing educational, cultural, and entertainment programmes.

 Promoting Indian languages, art, music, and culture. 

 Broadcasting agricultural, health, and rural development programmes.

 Providing disaster warnings and public service announcements. 

 Ensuring broadcasting reaches remote and rural areas. 

The significance of Prasar Bharati lies in its commitment to public service broadcasting rather than
commercial  profit.  Through  AIR  and  Doordarshan,  it  provides  reliable  information,  educational
content, and cultural programmes to millions of people. It supports democratic values by promoting
freedom of expression, public awareness, and national unity. Prasar Bharati also plays an essential role
in preserving India's cultural diversity and ensuring that quality broadcasting is accessible to people
from all sections of society, especially those living in rural and remote areas.
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SECTION-A (2 Marks) – Important 30 Questions

Unit-1: Introduction to Advertising

1. What is Advertising?

Answer:  Advertising is a  paid form of non-personal communication used to promote a product,
service, idea, or organization through various media such as newspapers, television, radio, magazines,
and the Internet. Its main purpose is to inform, persuade, and remind consumers about a product or
service. Advertising helps businesses increase sales, build brand awareness, and create a positive
image among customers.

2. Define Advertising as a Tool of Communication.

Answer:  Advertising is an effective  tool of communication because it  conveys information about
products,  services,  or ideas from the advertiser to a large audience. It  informs consumers about
product features, prices, benefits, and availability while persuading them to make a purchase. Through
attractive  messages,  visuals,  and  slogans,  advertising  creates  awareness,  influences  consumer
behaviour, and strengthens communication between producers and customers.

3. Write any Two Functions of Advertising.

Answer: Two important functions of advertising are:

1. Informative Function: It provides information about new products, services, prices, features,
and offers to consumers. 

2. Persuasive Function: It encourages consumers to purchase a product or service by highlighting
its benefits and advantages over competing products. 

These functions help businesses increase sales and build customer loyalty.

4. What is the AIDA Model?

Answer:  The  AIDA Model is a popular advertising model that explains the stages through which a
consumer passes before making a purchase. AIDA stands for Attention, Interest, Desire, and Action.
First, the advertisement attracts the customer's attention, then creates interest, develops a desire to
own the product, and finally motivates the customer to take action by purchasing it.

5. What is the DAGMAR Model?

Answer: DAGMAR stands for Defining Advertising Goals for Measured Advertising Results. It is an
advertising model developed by Russell H. Colley. The model emphasizes setting clear and measurable
advertising  objectives.  According  to  DAGMAR,  advertising  should  guide  consumers  through  four
stages:  Awareness,  Comprehension,  Conviction,  and  Action,  making  it  easier  to  evaluate  the
effectiveness of an advertising campaign.
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6. What is Maslow's Hierarchy of Needs?

Answer: Maslow's Hierarchy of Needs is a motivational theory developed by  Abraham Maslow. It
explains that human needs are arranged in five levels: Physiological Needs, Safety Needs, Love and
Belonging  Needs,  Esteem  Needs,  and  Self-Actualization  Needs.  Advertisers  use  this  model  to
understand consumer needs and create advertisements that appeal to different levels of motivation
and satisfaction.

7. What is Commercial Advertising?

Answer: Commercial Advertising is a type of advertising that promotes products or services with the
main objective of increasing sales and earning profit. It is commonly used by business organizations to
attract customers, create brand awareness, and encourage purchases. Commercial advertisements
appear in newspapers, television, radio, magazines, websites, and social media platforms.

8. Write any Two Types of Advertising.

Answer: Two common types of advertising are:

1. Product Advertising: It promotes a specific product or service to increase sales and attract
customers. 

2. Institutional Advertising: It promotes the image, reputation, or goodwill of an organization
rather than a specific product. 

Both types help organizations achieve different marketing and communication objectives.

9. What are the New Trends in Advertising?

Answer:  New trends in advertising include digital advertising, social media advertising, influencer
marketing,  search  engine  marketing  (SEM),  content  marketing,  mobile  advertising,  video
advertising, and personalized advertising. Businesses now use online platforms such as Facebook,
Instagram, YouTube, and Google to reach targeted audiences more effectively. These trends allow
advertisers to measure campaign performance and interact directly with consumers.

10. What is Institutional Advertising?

Answer: Institutional Advertising is a type of advertising that promotes the image, reputation, values,
and goodwill of an organization instead of selling a particular product or service. Its objective is to build
public trust,  strengthen corporate identity, and create a positive relationship with customers and
society. Government departments, educational institutions, banks, and large companies commonly
use institutional advertising.

Unit-2: Advertising Media

11. What is Advertising Media?



GIMT COLLEGE BUDHLADA | ADVERTISING 3

Answer: Advertising media refers to the various communication channels used to deliver advertising
messages to the target audience. These media help businesses promote their products, services, or
ideas  effectively.  Common  advertising  media  include  newspapers,  magazines,  television,  radio,
outdoor billboards, the Internet, and social media. The selection of advertising media depends on the
target audience, budget, product type, and campaign objectives.

12. Name any Two Types of Advertising Media.

Answer: Two common types of advertising media are:

1. Print  Media: Includes  newspapers,  magazines,  brochures,  and  journals.  It  is  suitable  for
detailed information and has a longer life. 

2. Electronic Media: Includes television and radio. It combines sound and visuals (television) or
sound (radio) to reach a large audience quickly. 

Both media are widely used to create awareness and promote products and services.

13. What is Media Planning?

Answer: Media planning is the process of selecting the most suitable advertising media to reach the
target audience effectively and economically. It involves deciding where, when, how often, and to
whom the advertisement should be presented. Media planning considers factors such as audience
characteristics, advertising objectives, budget, and media reach to ensure maximum effectiveness of
the advertising campaign.

14. What is Media Scheduling?

Answer: Media scheduling is the process of deciding the timing and frequency of advertisements in
different media. It determines when, how often, and for how long an advertisement should appear to
achieve the desired impact. Common scheduling methods include continuous, flighting, and pulsing
schedules.  Proper  scheduling  helps  advertisers  reach  consumers  at  the  right  time while  making
efficient use of the advertising budget.

15. What is Media Selection?

Answer: Media selection is the process of choosing the most appropriate advertising medium to
communicate with the target audience. The choice depends on factors such as the product, target
market, advertising objectives, budget, media reach, cost, and audience preferences. Effective media
selection ensures that the advertisement reaches the right people at the right time with maximum
impact.

16. What is Market Segmentation?

Answer:  Market  segmentation is  the  process  of  dividing  a  large  market  into  smaller  groups  of
consumers who have similar needs, characteristics, or buying behaviour. Segmentation may be based
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on age, gender, income, occupation, lifestyle, or geographical location. It helps businesses design
products and advertising messages that better satisfy the needs of specific customer groups.

17. What is Positioning?

Answer: Positioning is the process of creating a unique and favourable image of a product, service, or
brand in the minds of consumers. It highlights the product's distinctive features and benefits compared
to competitors. Effective positioning helps customers recognize the brand, remember it easily, and
prefer it over competing products in the market.

18. What is Targeting?

Answer: Targeting is the process of selecting a specific group of consumers for whom a product or
advertising campaign is designed. After market segmentation, businesses identify the most profitable
customer group and develop advertisements according to their  needs and preferences.  Effective
targeting improves marketing efficiency and increases the chances of customer satisfaction and sales.

19. What is an Advertising Budget?

Answer: An advertising budget is the amount of money allocated by a company for planning, creating,
producing, and distributing advertisements during a specific period. It includes expenses for media,
production, creative design, research, and promotional activities. A well-planned advertising budget
helps organizations achieve marketing objectives while controlling costs and maximizing the return on
investment.

20. Write any Two Functions of an Advertising Agency.

Answer: Two important functions of an advertising agency are:

1. Creative Development: The agency designs advertisements by preparing ideas, slogans, copy,
graphics, and layouts that effectively attract customers. 

2. Media  Planning  and  Buying: It  selects  suitable  advertising  media,  plans  the  campaign
schedule, and purchases advertising space or time to ensure the advertisement reaches the
target audience efficiently.

Unit-3: Marketing Mix

21. What is Marketing?

Answer: Marketing is the process of identifying customer needs, creating products or services to
satisfy those needs, and delivering them to consumers at the right place, time, and price. It includes
activities such as market research, product development, pricing, promotion, and distribution. The
main objective of marketing is to satisfy customers while achieving the organization's business goals
and increasing sales and profits.
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22. What is Marketing Mix?

Answer: The Marketing Mix is a combination of marketing tools used by a business to promote and sell
its products or services effectively. It helps organizations satisfy customer needs and achieve marketing
objectives. The traditional marketing mix consists of the 4Ps—Product, Price, Place, and Promotion. A
proper marketing mix ensures that the right product reaches the right customer at the right time and
price.

23. Name the Four Components (4Ps) of the Marketing Mix.

Answer: The four components (4Ps) of the Marketing Mix are:

1. Product – The goods or services offered to customers. 

2. Price – The amount customers pay for the product or service. 

3. Place – The channels through which the product is distributed and made available.

4. Promotion – The activities used to inform and persuade customers, such as advertising, sales
promotion, public relations, and personal selling. 

These four elements work together to achieve marketing success.

24. What is Social Marketing?

Answer: Social Marketing is the use of marketing principles and techniques to promote ideas or
behaviours that benefit individuals and society. Its purpose is not to earn profit but to create awareness
and encourage positive social change. Social marketing campaigns focus on issues such as health,
education, environmental protection, road safety, family planning, and anti-smoking awareness to
improve the quality of life.

25. How is Advertising a Tool of Marketing?

Answer: Advertising is an important tool of marketing because it helps businesses communicate with
potential customers about their products and services. It creates awareness, informs consumers about
product features and benefits, persuades them to make a purchase, and reminds them about the
brand. Advertising also builds brand image, increases customer demand, supports sales promotion,
and helps businesses compete effectively in the market.

26. Differentiate between Advertising and Publicity.

Answer: Advertising Publicity

Advertising is a paid form of communication.
Publicity  is  generally  unpaid media
coverage.

The  advertiser  controls  the  content,  timing,  and The  media  decides  whether  and  how  to
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Answer: Advertising Publicity

message. publish the information.

Its main objective is to promote products or services and
increase sales.

Its objective is to create public awareness or
public interest.

It appears through paid media such as newspapers, TV,
radio, and online platforms.

It appears as news, articles, interviews, or
media reports.

27. Differentiate between Publicity and Propaganda.

Answer:

Publicity Propaganda

Publicity aims to provide information and
create public awareness.

Propaganda  aims  to  influence  people's  opinions  or
behaviour for a particular cause or ideology.

It is generally factual and informative.
It  may  present  biased,  exaggerated,  or  one-sided
information.

It  is  often  used  by  organizations,
institutions, and media.

It  is  commonly  used  in  politics,  wars,  and  ideological
campaigns.

Its purpose is to gain public attention and
goodwill.

Its purpose is to persuade or manipulate public opinion.

Unit-4: Ethics and Regulatory Aspects

28. What is Advertising Ethics?

Answer: Advertising ethics refers to the moral principles and standards that guide the creation and
presentation of advertisements. Ethical advertising should be truthful, honest, decent, and socially
responsible.  It  should  not  contain  false  claims,  misleading  information,  offensive  content,  or
advertisements  that  encourage  harmful  behaviour.  Following  ethical  standards  helps  protect
consumer interests, builds public trust, and maintains the credibility of advertisers and advertising
agencies.

29. What is ASCI (Advertising Standards Council of India)?

Answer:  The  Advertising  Standards  Council  of  India  (ASCI) is  a  self-regulatory  organization
established in 1985 to promote responsible advertising in India. Its main objective is to ensure that
advertisements are truthful, legal, decent, honest, and not misleading. ASCI frames and enforces a
code  of  self-regulation,  examines  complaints  against  advertisements,  and  advises  advertisers  to
modify or withdraw advertisements that violate its code. It helps protect the interests of consumers
and promotes ethical advertising practices.
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30. What is AAI (Advertising Association of India)?

Answer: The Advertising Association of India (AAI) is an organization representing the interests of the
Indian  advertising  industry.  It  works  to  promote  the  growth  and  professional  development  of
advertising by encouraging high standards,  ethical  practices,  and cooperation among advertisers,
advertising  agencies,  and  media  organizations.  AAI  supports  education,  research,  industry
development, and responsible advertising while contributing to the overall progress of the advertising
profession in India.

SECTION-B (5 Marks) – Important 15 Questions

Unit-1: Introduction to Advertising

1. Define Advertising and Explain its History and Development.

Answer: Advertising is a  paid, non-personal form of communication through which an identified
sponsor promotes products, services, ideas, or organizations to a target audience. Its main objectives
are to inform, persuade, and remind consumers about a product or service, thereby increasing sales
and building brand awareness.

The history of advertising dates back to ancient civilizations, where merchants used signs, symbols,
wall paintings, and town criers to promote goods. With the invention of the Printing Press by Johannes
Gutenberg in the fifteenth century, advertising entered a new era through newspapers, pamphlets,
and magazines. During the Industrial Revolution, mass production increased the need for advertising
to promote manufactured goods.

In the twentieth century, advertising expanded to  radio, television, cinema, and outdoor media,
reaching larger audiences.  The growth of advertising agencies improved creativity and campaign
planning. In recent years, the Internet and digital technology have transformed advertising through
websites, search engines, social media, mobile applications, influencer marketing, and online video
platforms.

Today, advertising is an essential part of modern marketing. It helps businesses compete effectively,
build  strong  brands,  influence  consumer  behaviour,  and  establish  long-term  relationships  with
customers.

2. Explain How Advertising Acts as an Effective Tool of Communication.

Answer: Advertising is considered an effective tool of communication because it connects producers
with consumers by delivering information about products, services, or ideas. It communicates the
features, quality, price, availability, and benefits of a product to the target audience. Through attractive
messages, visuals, slogans, and creative presentations, advertising captures attention and influences
consumer decisions.

Advertising performs several communication functions. It  creates awareness about new products,
educates consumers about their uses and benefits, persuades customers to purchase, and reminds
existing customers  about  the  brand.  It  also  helps  build  a  positive brand image and strengthens
customer loyalty.
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Modern advertising uses a variety of media, including  newspapers,  magazines,  television, radio,
outdoor  media,  websites,  social  media,  and  mobile  applications,  allowing  advertisers  to  reach
specific  audiences  effectively.  Feedback  from  consumers  through  digital  platforms  also  makes
communication more interactive.

As a communication tool, advertising supports both business and society. It informs people about
useful  products,  public  welfare  programmes,  health  campaigns,  and  social  issues.  Therefore,
advertising plays a vital role in influencing consumer behaviour, increasing sales, promoting brands,
and facilitating effective communication between organizations and the public.

3. Describe the AIDA Model and Explain its Importance in Advertising.

Answer: The AIDA Model is one of the most widely used advertising models that explains the stages
through which a consumer passes before making a purchase decision. It helps advertisers design
effective advertisements that guide customers from awareness to action.

AIDA stands for:

 A – Attention: The advertisement first attracts the customer's attention through attractive
headlines, visuals, colours, or slogans. 

 I  – Interest: After gaining attention, the advertisement creates interest by explaining the
product's features and benefits. 

 D – Desire: The advertisement develops a desire by showing how the product satisfies the
customer's needs or solves a problem. 

 A – Action: Finally, the advertisement motivates the customer to take action, such as buying
the product, visiting a website, or contacting the company. 

The AIDA Model is important because it provides a systematic approach to developing successful
advertising  campaigns.  It  helps  advertisers  understand  consumer  behaviour,  prepare  persuasive
messages,  and increase the effectiveness of  promotional activities.  Businesses use this  model to
improve brand awareness, generate customer interest, encourage purchase decisions, and achieve
marketing objectives. It remains one of the most popular and practical models in advertising and
marketing communication.

4. Explain the DAGMAR Model and its Role in Measuring Advertising Effectiveness.

Answer:  The  DAGMAR  Model stands  for  Defining  Advertising  Goals  for  Measured  Advertising
Results.  It was developed by  Russell H. Colley in  1961 to help advertisers set clear, specific, and
measurable advertising objectives. The model emphasizes that the success of an advertisement should
be evaluated by how effectively it changes consumer attitudes and behaviour rather than only by
increased sales.

The DAGMAR Model consists of four stages:

 Awareness: The consumer becomes aware of the product or brand. 

 Comprehension: The consumer understands the product's features, benefits, and uses.



GIMT COLLEGE BUDHLADA | ADVERTISING 9

 Conviction: The consumer develops confidence and a favourable attitude toward the product.

 Action: The consumer decides to purchase the product or take the desired action.

The main role of the DAGMAR Model is to measure the effectiveness of advertising campaigns by
comparing the advertising objectives with the actual results achieved. It helps advertisers evaluate
whether the advertisement has successfully informed, persuaded, and motivated consumers. The
model also assists in planning better advertising strategies, setting realistic communication goals, and
improving future campaigns. Therefore, DAGMAR is considered an important model for measuring
advertising performance and communication success.

Unit-2: Advertising Media

5. Discuss the Different Types of Advertising Media and their Advantages.

Answer: Advertising media are the various channels used to communicate advertising messages to the
target audience. The major types of advertising media are print media, electronic media, outdoor
media, and online (digital) media.

Print  media includes  newspapers,  magazines,  brochures,  and journals.  It  is  suitable  for  detailed
information, has a longer life, and is useful for local and regional advertising.

Electronic  media includes  television  and  radio.  Television  combines  sound,  visuals,  and  motion,
making advertisements highly attractive, while radio is affordable and has a wide reach, especially in
rural areas.

Outdoor media includes billboards, hoardings, posters, banners, and transit advertising. It provides
continuous exposure and effectively reaches people in public places.

Online or digital media includes websites, social media, search engines, email marketing, mobile
applications, and video platforms such as YouTube. It allows advertisers to target specific audiences,
measure campaign performance, and interact directly with consumers.

Each advertising medium has its own advantages. Businesses select media according to their target
audience,  advertising  objectives,  budget,  and  product  type.  The  proper  combination  of  media
increases communication effectiveness and helps achieve marketing goals.

6. Explain the Process of Media Planning, Media Selection, and Media Scheduling.

Answer: Media planning is the process of deciding how, where, when, and to whom an advertisement
should be delivered. The first step is identifying the advertising objectives and the target audience.
Next, advertisers analyze different media options based on their reach, cost, audience profile, and
effectiveness.

Media selection involves choosing the most suitable media such as newspapers, television, radio,
magazines, outdoor advertising, or online platforms. The choice depends on factors like product type,
consumer behaviour, budget, geographical coverage, and campaign goals. The selected media should
effectively reach the intended audience at the lowest possible cost.
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Media scheduling is the process of deciding the timing and frequency of advertisements. It determines
when advertisements should appear and how often they should be repeated. The three common
scheduling methods are:

 Continuous Scheduling – advertisements run regularly throughout the year.

 Flighting – advertisements appear only during specific periods. 

 Pulsing – combines continuous advertising with increased advertising during peak seasons.

Effective  media  planning,  selection,  and  scheduling  ensure  that  advertisements  reach  the  right
audience  at  the  right  time,  resulting  in  maximum  communication  impact  and  better  return  on
investment.

7. Differentiate between an Advertising Department and an Advertising Agency. Also Explain their
Functions.

Answer: An Advertising Department is an internal department within a company that manages the
organization's advertising activities. It works only for its own company and coordinates with other
departments such as marketing and sales.

An Advertising Agency is an independent organization that provides professional advertising services
to different clients. It  offers expertise in creative development, media planning, market research,
campaign management, and advertisement production.

Differences

Advertising Department Advertising Agency

Part of a company Independent organization

Works for one company Serves many clients

Limited resources Specialized experts and creative teams

Focuses on company products Provides complete advertising solutions

Functions of an Advertising Department

 Planning advertising campaigns. 

 Coordinating with marketing and sales departments. 

 Managing the advertising budget. 

 Monitoring advertising performance. 

Functions of an Advertising Agency

 Conducting market research. 

 Creating advertisement copy, visuals, and slogans. 

 Planning and buying media space or time. 
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 Producing advertisements and evaluating campaign effectiveness.

Both play an important role in achieving successful advertising and marketing objectives.

8. What is an Advertising Budget? Explain the Factors Affecting Advertising Budget Preparation.

Answer:  An advertising budget is the amount of money allocated by an organization for planning,
creating, producing, and distributing advertisements during a specific period. It includes expenses
related to creative development, media buying, production, research, and promotional activities. A
well-planned  advertising  budget  helps  organizations  achieve  their  marketing  objectives  while
controlling costs.

Several factors influence the preparation of an advertising budget:

 Marketing Objectives: Promotional goals determine the amount of advertising expenditure.

 Nature of the Product: New products generally require a higher advertising budget than
established products. 

 Target  Audience: A  larger  or  more  diverse  audience  usually  requires  greater  advertising
investment. 

 Competition: Highly competitive markets require increased advertising to maintain market
share. 

 Choice  of  Media: Television  and  digital  campaigns  may  cost  more  than  print  or  radio
advertising. 

 Company's Financial Resources: The organization's financial capacity affects the advertising
budget. 

 Product Life Cycle: Products in the introduction stage usually need more promotional support
than mature products. 

A  carefully  prepared  advertising  budget  ensures  efficient  use  of  resources,  improves  campaign
performance, strengthens brand awareness, and contributes to higher sales and profitability.

Unit-3: Marketing Mix

9. Explain the Concept of Marketing Mix (4Ps) and its Components.

Answer:  The  Marketing Mix is a combination of marketing tools that organizations use to satisfy
customer needs and achieve business objectives. It helps businesses plan and implement effective
marketing strategies. The traditional marketing mix consists of  four elements, known as the 4Ps:
Product, Price, Place, and Promotion.

 Product: It refers to the goods or services offered to customers. The product should meet
customer needs in terms of quality, design, features, and packaging.
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 Price: It is the amount customers pay for the product. Pricing should be competitive while
ensuring profit for the business. 

 Place: It refers to the distribution channels through which products reach consumers. Proper
distribution ensures that products are available at the right place and time.

 Promotion: It includes activities such as advertising, sales promotion, public relations, and
personal selling that inform and persuade customers to purchase the product.

A successful marketing strategy requires a balanced combination of all four elements. The marketing
mix helps businesses improve customer satisfaction, increase sales, build brand value, and achieve
long-term success in competitive markets.

10. Explain How Advertising Acts as a Tool of Marketing.

Answer: Advertising is one of the most important tools of marketing because it helps organizations
communicate with potential customers and promote their products or services. It creates awareness
about new products, explains their features and benefits, and persuades consumers to purchase them.

Advertising supports marketing by building a strong brand image, increasing customer demand, and
creating product differentiation in a competitive market. It informs consumers about prices, offers,
discounts,  and  product  availability.  Through  repeated  communication,  advertising  also  reminds
existing customers about the brand and encourages repeat purchases.

Modern advertising uses various media such as newspapers, magazines, television, radio, outdoor
advertising, websites, social media, and mobile applications to reach different target audiences.
Digital advertising also enables businesses to interact directly with consumers and measure campaign
performance.

Advertising plays a significant role throughout the product life cycle, especially during the introduction
of new products. It helps businesses expand their market, increase sales, improve customer loyalty,
and  support  overall  marketing  objectives.  Therefore,  advertising  is  considered  an  essential
promotional tool that contributes significantly to the success of marketing strategies.

11. Differentiate between Advertising, Publicity, and Propaganda.

Answer: Advertising, Publicity, and Propaganda are all forms of communication, but they differ in
purpose, control, cost, and credibility.

Advertising Publicity Propaganda

Advertising is a paid form of 
communication.

Publicity is generally 
unpaid media coverage.

Propaganda may be paid or unpaid 
and is often used to promote a 
particular ideology or cause.

The advertiser controls the 
message, timing, and content.

The media controls how 
and when the information 
is published.

The sender controls the message 
and often presents only one side of 
an issue.
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Advertising Publicity Propaganda

The main objective is to promote 
products, services, or brands and 
increase sales.

The objective is to create 
public awareness and build
goodwill.

The objective is to influence or 
manipulate public opinion, beliefs, 
or behaviour.

Advertising is usually factual and 
persuasive.

Publicity is generally based
on news or public interest.

Propaganda may use biased, 
exaggerated, or misleading 
information.

In summary, advertising mainly promotes products and services, publicity generates public awareness
through  media  coverage,  and  propaganda seeks  to  influence  public  opinion,  often  for  political,
religious, or ideological purposes.

Unit-4: Ethics and Regulatory Aspects

12. Discuss the Economic and Social Aspects of Advertising.

Answer:  Advertising  has  significant  economic and  social impacts  on individuals,  businesses,  and
society.  Economically,  advertising  promotes  the  sale  of  goods  and  services,  increases  market
competition, and helps businesses expand their customer base. It creates employment opportunities
for copywriters, designers, photographers, media professionals, and advertising agencies. Advertising
also supports economic growth by increasing production, encouraging innovation, and generating
revenue for media organizations through advertisements.

From a social perspective, advertising informs people about new products, public welfare schemes,
health campaigns, educational opportunities, and social issues. It encourages positive behavioural
changes through campaigns on road safety, environmental protection, family planning, and public
health. Advertising also promotes awareness about government programmes and consumer rights.

However,  advertising  may  also  have  negative  social  effects.  It  can  encourage  unnecessary
consumerism,  materialism,  and  unrealistic  lifestyles.  Some  advertisements  reinforce  gender
stereotypes or make misleading claims that influence vulnerable consumers. Therefore, advertising
should be socially responsible, truthful, and ethical. Overall, advertising plays an important role in
economic development while also influencing social values and public behaviour.

13. Explain the Cultural and Psychological Aspects of Advertising.

Answer:  Advertising has a strong influence on both  culture and  human psychology.  The  cultural
aspect of advertising refers to how advertisements reflect and influence the beliefs, values, traditions,
customs,  language,  and lifestyle  of  society.  Advertisers  often design campaigns  according  to  the
cultural background of the target audience to make advertisements more meaningful and acceptable.
Advertising also promotes festivals, traditions, and local products, but excessive exposure to global
advertisements may influence local cultures and lifestyles.

The psychological aspect focuses on how advertising affects consumer thoughts, emotions, attitudes,
and buying behaviour. Advertisements use attractive visuals, colours, music, slogans, celebrities, and
emotional appeals to capture attention and influence purchasing decisions. Advertising theories such
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as  Maslow's  Hierarchy  of  Needs help  advertisers  understand  consumer  motivations  and  create
messages that satisfy different human needs.

Effective advertising creates awareness,  builds  trust,  develops brand preference,  and encourages
customers to purchase products. However, unethical advertisements may manipulate emotions or
create artificial needs. Therefore, advertisers should use psychological techniques responsibly while
respecting cultural values and consumer interests.

14. Explain the Role of Advertising Standards Council of India (ASCI) in Regulating Advertisements.

Answer:  The  Advertising  Standards  Council  of  India  (ASCI) is  a  self-regulatory  organization
established in 1985 to promote responsible advertising in India. Its primary objective is to ensure that
advertisements  are  truthful,  honest,  decent,  legal,  and  not  misleading.  ASCI  works  to  protect
consumers from false claims and unethical advertising practices.

ASCI has developed a Code for Self-Regulation in Advertising, which requires advertisements to:

 Be truthful and not misleading. 

 Avoid offensive or indecent content. 

 Ensure fairness in competition. 

 Protect children and vulnerable groups from harmful advertisements.

 Avoid promoting unsafe or illegal practices. 

ASCI  receives  complaints  from  consumers,  businesses,  and  government  bodies  regarding
objectionable advertisements.  After examining the complaint,  it  advises advertisers  to modify or
withdraw advertisements that violate its code. Although ASCI does not impose legal penalties, its
recommendations are widely respected by advertisers and media organizations.

Through self-regulation, ASCI helps maintain high standards in advertising, promotes ethical business
practices, protects consumer interests, and enhances public confidence in advertisements.

15. Discuss the Ethical Issues in Advertising and Explain the Role of Advertising Association of India
(AAI) and ASCI.

Answer: Advertising ethics refers to the moral principles that guide advertisers to create truthful, fair,
and socially  responsible  advertisements.  Ethical  issues  in  advertising  include  false  or  misleading
claims,  exaggerated  promises,  offensive  content,  gender  stereotyping,  deceptive  pricing,
advertisements targeting children, invasion of privacy, and promotion of harmful products or unsafe
behaviour. Such practices can mislead consumers and damage public trust.

The  Advertising  Association of  India  (AAI) promotes  the  growth  of  the  advertising  industry  by
encouraging professionalism, responsible advertising, education, research, and cooperation among
advertisers, agencies, and media organizations. It supports the development of ethical standards and
best practices within the industry.
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The  Advertising Standards Council of India (ASCI) is the country's leading self-regulatory body for
advertising.  It  enforces  its  Code  for  Self-Regulation,  examines  complaints  against  misleading  or
objectionable advertisements, and recommends the modification or withdrawal of advertisements
that violate ethical standards.

Together, AAI and ASCI play an important role in maintaining fairness, honesty, and social responsibility
in advertising. They protect consumer interests, improve the credibility of advertisements, encourage
responsible  business  practices,  and ensure  that  advertising  contributes  positively  to  society  and
economic development.

SECTION-C (10 Marks) – Important 9 Questions

Unit-1: Introduction to Advertising

1. Explain the Meaning, History, Importance, and Functions of Advertising. Also Discuss Advertising
as an Effective Tool of Communication. Explain the AIDA Model, DAGMAR Model, and Maslow's
Hierarchy of Needs Model with Suitable Examples.

Answer: Advertising is a  paid, non-personal form of communication through which an identified
sponsor  promotes  products,  services,  ideas,  or  organizations  to  a  target  audience.  Its  primary
objectives are to  inform, persuade, and remind consumers, thereby increasing sales and building
brand awareness.

The history of advertising began with ancient methods such as signs, symbols, wall paintings, and town
criers.  After  the  invention  of  the  Printing  Press,  advertising  expanded  through  newspapers  and
magazines. Later, radio, television, cinema, and digital media transformed advertising into a global
communication industry.

Advertising is important because it creates product awareness, increases sales, builds brand loyalty,
supports market competition, and contributes to economic development. Its major functions include
informing consumers, persuading them to buy, reminding customers about brands, and creating a
positive brand image.

As a  tool of communication, advertising delivers messages from producers to consumers through
print, electronic, outdoor, and online media. It educates customers about product features, prices,
quality, and benefits while influencing their buying decisions.

Three important advertising models are:

 AIDA  Model  (Attention–Interest–Desire–Action): It  explains  the  stages  through  which
consumers move before purchasing a product.  Example: A smartphone advertisement first
attracts attention with colourful visuals,  creates interest by explaining advanced features,
develops desire through attractive offers, and finally encourages purchase.

 DAGMAR Model (Defining Advertising Goals for Measured Advertising Results): It measures
advertising effectiveness through four stages—Awareness, Comprehension, Conviction, and
Action. Example: A new soft drink campaign first creates awareness, explains product benefits,
builds consumer confidence, and finally motivates purchase. 
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 Maslow's Hierarchy of Needs Model: This theory explains that consumers purchase products
to satisfy different levels of needs, including physiological, safety, social, esteem, and self-
actualization needs. Example: Insurance advertisements appeal to safety needs, while luxury
car advertisements appeal to esteem needs. 

These  models  help  advertisers  design  effective  campaigns  that  successfully  influence  consumer
behaviour.

2. Discuss the Different Types of Advertising and Explain the Latest Trends in Advertising. Also
Describe How Advertising Influences Consumer Behaviour.

Answer: Advertising can be classified into different types based on its objectives, target audience, and
media used. The major types include:

 Product Advertising: Promotes a specific product or service to increase sales.

 Institutional Advertising: Builds the image and reputation of an organization rather than
promoting a particular product. 

 Commercial Advertising: Encourages consumers to purchase products for business profit.

 Social Advertising: Promotes public welfare messages such as health awareness, road safety,
environmental protection, and education. 

 Political Advertising: Used by political parties and candidates during elections.

 Classified Advertising: Small  advertisements  published in  newspapers  for  jobs,  property,
vehicles, and public notices. 

In recent years, advertising has changed significantly due to technological developments. The latest
trends include digital advertising, social media marketing, influencer marketing, content marketing,
search engine marketing (SEM), mobile advertising, video advertising, native advertising, artificial
intelligence (AI)-based personalized advertising, and programmatic advertising. These methods help
businesses reach targeted audiences more accurately and measure campaign performance in real
time.

Advertising  greatly  influences  consumer  behaviour by  creating  awareness,  providing  product
information,  and  shaping  customer  attitudes.  Attractive  visuals,  emotional  appeals,  celebrity
endorsements, discounts, and persuasive messages encourage consumers to try new products and
develop brand loyalty. Advertising also helps consumers compare products, make informed purchasing
decisions, and recognize trusted brands.

However, excessive or misleading advertising may create unnecessary wants, encourage materialism,
and influence irrational buying decisions. Therefore, advertising should remain truthful, ethical, and
socially  responsible.  Overall,  effective  advertising  benefits  both  businesses  and  consumers  by
improving communication, promoting products, and supporting economic growth.

Unit-2: Advertising Media
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3. Explain the Different Types of  Advertising Media (Print,  Electronic,  and Online).  Discuss the
Process of Media Selection, Media Planning, Media Scheduling, and the Factors Affecting Media
Choice.

Answer: Advertising media are the channels used to communicate advertising messages to the target
audience. The three major types of advertising media are Print Media, Electronic Media, and Online
(Digital) Media.

Print Media includes newspapers, magazines, brochures, journals, and pamphlets. It is suitable for
detailed information, has a longer life, and is effective for local and regional advertising.

Electronic  Media includes  television  and radio.  Television  combines  sound,  visuals,  and motion,
making advertisements highly attractive and memorable. Radio is economical and reaches both urban
and rural audiences quickly.

Online Media includes websites, social media platforms, search engines, email, mobile applications,
and video-sharing  platforms such as  YouTube.  Digital  media  allows advertisers  to  target  specific
audiences, measure campaign performance, and communicate directly with consumers.

The advertising process begins with media planning, where advertisers identify campaign objectives,
define the target audience, determine the budget, and select suitable media. The next step is media
selection, which involves choosing the most appropriate media based on audience reach, product
type, cost, geographical coverage, and campaign objectives.  Media scheduling decides when, how
often,  and  for  how  long  advertisements  should  appear.  The  common  scheduling  methods  are
continuous, flighting, and pulsing.

Several factors affect media choice, including the nature of the product, target audience, advertising
budget,  media  reach,  cost,  competition,  campaign  objectives,  geographical  area,  and  media
availability. Proper media planning and selection ensure that advertisements reach the right audience
at the right time, resulting in maximum communication effectiveness and better marketing results.

4.  Differentiate  between  an  Advertising  Department  and  an  Advertising  Agency.  Explain  their
Structure, Functions, Advertising Budget Preparation, Campaign Planning, Creation, and Production.

Answer: An Advertising Department is an internal department of a company that manages advertising
activities for its  own products  or  services.  In contrast,  an  Advertising Agency is  an independent
organization that provides professional advertising services to various clients.

Difference between Advertising Department and Advertising Agency

Advertising Department Advertising Agency

Part of a business organization Independent professional organization

Works only for one company Serves multiple clients

Limited creative and technical resources Employs specialized experts in advertising

Coordinates  with  marketing  and  sales
departments

Provides complete advertising solutions from planning to
evaluation
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Structure and Functions

An  Advertising  Department usually  consists  of  an  Advertising  Manager,  Creative  Staff,  Media
Coordinator, and Marketing Executives. Its functions include preparing advertising plans, coordinating
with other departments, managing the advertising budget, and monitoring campaign performance.

An  Advertising  Agency generally  has  departments  such  as  Account  Management,  Creative
Department,  Copywriting,  Art  and  Design,  Media  Planning,  Production,  Market  Research,  and
Finance.  Its  functions  include  market  research,  campaign  planning,  copywriting,  designing
advertisements, media buying, campaign execution, and performance evaluation.

Advertising Budget Preparation

Both the advertising department and the agency estimate the budget  by considering  marketing
objectives,  product  type,  target  audience,  competition,  media  costs,  campaign  duration,  and
available financial resources.

Campaign Planning, Creation, and Production

Campaign planning involves setting objectives, identifying the target audience, selecting media, and
preparing the budget. During the creation stage, creative teams develop advertising themes, slogans,
copy, visuals, and layouts. In the production stage, advertisements are produced for newspapers,
television, radio, outdoor media, and digital platforms before being released to the public. A well-
planned campaign helps organizations build brand awareness, attract customers, and achieve their
marketing objectives.

Unit-3: Marketing Mix

5.  Explain  the  Concept  of  the  Marketing  Mix  (4Ps).  Discuss  its  Components  and  the  Factors
Determining the Marketing Mix. Also Explain How Advertising Acts as an Effective Tool of Marketing.

Answer:  The  Marketing Mix is a combination of marketing tools that organizations use to satisfy
customer needs and achieve business objectives. It is commonly known as the  4Ps of Marketing:
Product,  Price,  Place,  and  Promotion.  These  four  elements  help  businesses  develop  effective
marketing strategies and compete successfully in the market.

The four components are:

 Product: The goods or services offered to customers. It includes quality, design, packaging,
features, branding, and after-sales service. 

 Price: The amount customers pay for a product. Pricing decisions depend on production cost,
market demand, competition, and profit objectives. 

 Place: The  distribution  channels  through  which  products  reach  customers.  It  includes
wholesalers, retailers, online stores, and logistics. 

 Promotion: Activities  used  to  inform,  persuade,  and  remind  customers  about  products.
Promotion includes advertising, sales promotion, public relations, and personal selling.
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Several factors determine the marketing mix, including customer needs, target market, competition,
product life cycle, company objectives, government regulations, available resources, technology,
and economic conditions.

Advertising is one of the most effective tools of marketing because it creates product awareness,
informs customers about product features and benefits, persuades them to make purchases, and
reminds existing customers about the brand. It helps build brand image, increases sales, supports
product launches, and strengthens customer loyalty. By using print, electronic, outdoor, and digital
media, advertising enables businesses to reach a large audience and achieve their marketing goals
effectively.

6.  Differentiate between Advertising,  Publicity,  and Propaganda.  Also Explain the Concept and
Importance of Social Marketing with Suitable Examples.

Answer:  Advertising,  Publicity,  and  Propaganda are  different  forms  of  communication  used  to
influence public opinion, but they differ in purpose, control, cost, and credibility.

Advertising Publicity Propaganda

Paid form of communication.
Usually unpaid media 
coverage.

May be paid or unpaid.

Controlled by the advertiser. Controlled by the media.
Controlled by individuals, 
organizations, or governments.

Promotes products, services, or 
brands.

Creates public awareness 
and goodwill.

Promotes a political, religious, or 
ideological cause.

Usually factual and persuasive.
News-based and 
informative.

Often biased or one-sided.

Social Marketing is the application of marketing principles to promote ideas and behaviours that
improve individual and social well-being rather than generate profit. Its objective is to encourage
positive behavioural changes for the benefit of society.

The importance of social marketing includes:

 Promoting public health and hygiene. 

 Creating awareness about environmental protection. 

 Encouraging road safety and responsible driving. 

 Supporting family planning and education. 

 Reducing tobacco, alcohol, and drug abuse. 

 Promoting vaccination and disease prevention. 

Examples of Social Marketing:

 "Swachh Bharat Abhiyan" encouraging cleanliness and sanitation. 
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 Pulse Polio Campaign promoting child immunization. 

 "Beti Bachao, Beti Padhao" encouraging the education and protection of girls.

 Road Safety Campaigns promoting the use of helmets and seat belts. 

 Anti-Smoking Advertisements discouraging tobacco consumption. 

Unlike commercial advertising, social marketing focuses on improving the quality of life by influencing
positive social behaviour. It plays a vital role in public welfare, sustainable development, and creating a
socially responsible society.

Unit-4: Ethics and Regulatory Aspects

7. Discuss the Economic, Cultural, Psychological, and Social Aspects of Advertising. Explain both the
Positive and Negative Impacts of Advertising on Society.

 Answer: Advertising has a significant influence on the economic, cultural, psychological, and social
life  of  people.  Economically,  advertising  promotes  the  sale  of  products  and  services,  increases
competition, supports business growth, and creates employment opportunities in media, marketing,
and creative industries. It also generates revenue for newspapers, television channels, radio stations,
and digital platforms through advertisements.

From a  cultural perspective, advertising reflects the traditions, language, values, and lifestyles of
society. It promotes festivals, local products, and cultural heritage. However, excessive exposure to
global advertisements may influence traditional customs and encourage westernization.

The psychological aspect of advertising focuses on influencing consumer behaviour. Advertisements
use attractive visuals,  music,  celebrities,  emotional  appeals,  and persuasive messages to capture
attention and motivate purchasing decisions.  Models such as  Maslow's Hierarchy of Needs help
advertisers understand consumer motivations.

The social aspect includes spreading awareness about education, health, road safety, environmental
protection, and government welfare programmes. Social advertising encourages positive behavioural
changes and public welfare.

Advertising has both positive and negative impacts. Positively, it informs consumers, increases market
competition,  promotes  innovation,  creates  employment,  and  supports  economic  development.
Negatively,  it  may  encourage  materialism,  unnecessary  consumption,  misleading  claims,  gender
stereotypes, and unrealistic lifestyles. Therefore, advertising should be truthful, ethical, and socially
responsible to protect consumer interests while contributing to the overall development of society.

8. Explain the Ethical and Regulatory Aspects of Advertising. Discuss the Role, Objectives, and Code
of Conduct of the Advertising Association of India (AAI) and the Advertising Standards Council of
India (ASCI).

Answer: Advertising ethics refers to the moral principles that ensure advertisements are truthful,
honest,  decent,  and  socially  responsible.  Ethical  advertising  avoids  false  claims,  misleading
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information,  offensive  content,  unfair  competition,  exploitation  of  children,  and  advertisements
promoting harmful or illegal activities. Ethical practices help build consumer confidence and protect
public interest.

In India, ethical advertising is promoted by organizations such as the Advertising Association of India
(AAI) and the Advertising Standards Council of India (ASCI).

The  Advertising Association of India (AAI) represents advertisers, advertising agencies, and media
organizations.  Its  objectives  are  to  promote  professional  excellence,  encourage  responsible
advertising, support education and research, strengthen cooperation within the industry, and improve
advertising standards.

The Advertising Standards Council of India (ASCI) is a self-regulatory body established in 1985. It aims
to ensure that advertisements are truthful, legal, decent, honest, and not misleading. ASCI examines
complaints from consumers and recommends modifying or withdrawing advertisements that violate
its code.

The ASCI Code of Conduct requires advertisements to:

 Be truthful and not misleading. 

 Avoid offensive or indecent content. 

 Ensure fair competition. 

 Protect children and vulnerable groups. 

 Avoid promoting unsafe or illegal practices. 

Together,  AAI and  ASCI help  maintain  ethical  standards,  protect  consumer  rights,  encourage
responsible advertising, and improve the credibility of the advertising industry in India.

9. Explain the Complete Process of Developing an Advertising Campaign—from Setting Advertising
Objectives,  Market Segmentation, Targeting,  Positioning,  Media Planning,  Budgeting,  Campaign
Creation, and Production to Evaluating the Effectiveness of the Campaign.

Answer: An advertising campaign is a planned series of advertisements designed to achieve specific
marketing objectives. A successful campaign follows several systematic steps.

The process begins with setting advertising objectives, such as creating awareness, increasing sales,
introducing a new product, or building brand image. The next step is market segmentation, where the
market is divided into groups based on age, gender, income, location, lifestyle, or buying behaviour.

After segmentation, targeting identifies the most suitable customer group, while positioning creates a
unique and favourable image of the product in the minds of consumers compared to competing
brands.

The next stage is  media planning,  where advertisers decide the most appropriate media such as
newspapers,  television,  radio,  outdoor  media,  or  digital  platforms.  Media  selection and  media
scheduling determine where, when, and how often advertisements should appear.
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An  advertising  budget is  then  prepared  by  considering  campaign  objectives,  target  audience,
competition, media costs, product type, and available financial resources.

During  campaign creation, creative teams develop advertising themes, slogans, headlines, visuals,
copy, and layouts. In the production stage, advertisements are produced for print, television, radio,
and digital media using professional equipment and creative techniques.

Finally,  the  campaign's  effectiveness  is  evaluated by  measuring  sales  growth,  brand awareness,
customer response, market share, website traffic, consumer feedback, and return on investment
(ROI). This evaluation helps advertisers improve future campaigns and achieve long-term marketing
success.
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SECTION-A (2 Marks) – Important 30 Questions

Unit-1: PR – Basic Concepts

1. What is Public Relations (PR)?

Answer: Public Relations (PR) is a planned and continuous process of communication between an
organization and its various publics to build mutual understanding, trust, and goodwill. It helps create
and maintain a positive image of the organization by providing accurate information and encouraging
healthy relationships. PR plays an important role in strengthening communication with employees,
customers, media, government, and society.

2. Define Public Relations.

Answer:  Public  Relations is  the  management  function  that  establishes  and  maintains  mutually
beneficial relationships between an organization and its publics. According to the  Public Relations
Society of America (PRSA), PR is “a strategic communication process that builds mutually beneficial
relationships  between  organizations  and  their  publics.” It  focuses  on  creating  trust,  improving
reputation, and maintaining effective communication with stakeholders.

3. Write any Two Objectives of Public Relations.

Answer: Two important objectives of Public Relations are:

1. To build and maintain a positive image of the organization among its various publics.

2. To  establish  mutual  understanding  and  goodwill between  the  organization  and  its
stakeholders through effective communication. 

These objectives help organizations gain public confidence and strengthen long-term relationships.

4. Write any Two Functions of Public Relations.

Answer: Two major functions of Public Relations are:

1. Media  Relations: Maintaining  good relationships  with  newspapers,  television,  radio,  and
online media to ensure positive publicity. 

2. Public  Information: Providing  accurate  and  timely  information  about  the  organization's
activities, policies, and achievements to the public. 

These functions help improve the organization's reputation and public confidence.

5. What is the Importance of Public Relations?

Answer: Public Relations is important because it helps organizations build a positive image, develop
public trust, and maintain healthy relationships with different groups such as customers, employees,
media, investors, and government agencies. It also improves communication, handles public issues,
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supports crisis management, and enhances the organization's reputation. Effective PR contributes to
the long-term success and credibility of an organization.

6. What is the PR Process?

Answer:  The  Public Relations (PR) Process is a systematic method of planning and implementing
communication activities.  It  generally consists of  four steps:  Research,  Planning,  Communication
(Implementation), and Evaluation. The process begins by identifying the problem, preparing a suitable
PR strategy, communicating the message to the target public, and finally evaluating the effectiveness of
the PR programme. This process helps achieve organizational goals efficiently.

7. Write any Two Principles of Public Relations.

Answer: Two important principles of Public Relations are:

1. Truth  and  Honesty: PR  activities  should  provide  accurate,  truthful,  and  transparent
information to the public. 

2. Two-Way Communication: PR should encourage open communication and feedback between
the organization and its stakeholders to build mutual understanding and trust.

These principles form the foundation of ethical and effective public relations.

8. Why is Public Relations Considered a Management Function?

Answer: Public Relations is considered a management function because it helps management plan,
organize, direct, and evaluate communication between the organization and its various publics. It
supports decision-making by understanding public opinion, maintaining goodwill, and protecting the
organization's reputation. PR professionals advise management on communication strategies, crisis
handling, and relationship building, making PR an essential part of organizational management.

Unit-2: Types of PR

9. What is Internal Public Relations?

Answer: Internal Public Relations refers to communication activities carried out within an organization
to build good relationships with employees, management, and other internal stakeholders. Its main
objective is to improve teamwork, employee motivation, trust, and job satisfaction. Internal PR uses
newsletters,  meetings,  notice  boards,  emails,  and  training  programmes  to  maintain  effective
communication and create a positive working environment.

10. What is External Public Relations?

Answer: External Public Relations refers to communication between an organization and people or
groups outside the organization, such as customers, media, government agencies, investors, suppliers,
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and the  general  public.  Its  objective is  to  build  a  positive public  image,  maintain  goodwill,  and
strengthen  the  organization's  reputation.  External  PR  activities  include  press  releases,  press
conferences, media relations, public events, and community outreach programmes.

11. Who are the Publics of PR?

Answer: The publics of Public Relations are the individuals or groups that have an interest in or are
affected by an organization's activities. They are generally classified into internal publics and external
publics.  Internal  publics  include  employees,  managers,  and  shareholders,  while  external  publics
include  customers,  media,  government,  suppliers,  investors,  local  communities,  and  the  general
public. PR professionals maintain good relationships with all these groups.

12. Write any Two Qualities of a PR Professional.

Answer: Two important qualities of a Public Relations Professional are:

1. Excellent Communication Skills: A PR professional should communicate clearly and effectively
through both spoken and written communication. 

2. Honesty and Integrity: They should provide truthful information, maintain transparency, and
build trust with the public. 

These qualities help create a positive image and maintain strong public relationships.

13. Write any Two Skills Required for a PR Officer.

Answer: Two essential skills required for a Public Relations Officer (PRO) are:

1. Writing and Presentation Skills: A PRO should be able to prepare press releases, speeches,
reports, and other communication materials effectively. 

2. Interpersonal and Media Relations Skills: A PRO should maintain good relationships with
journalists, clients, employees, and other stakeholders to ensure effective communication and
positive publicity. 

These skills are essential for successful public relations management.

14. What are the Responsibilities of a PR Professional?

Answer: A Public Relations Professional is responsible for building and maintaining a positive image of
the  organization.  Their  duties  include  preparing  press  releases,  organizing  press  conferences,
maintaining  media  relations,  managing  internal  and  external  communication,  handling  public
complaints,  organizing  events,  supporting  crisis  management,  and  advising  management  on
communication strategies. They also ensure that accurate and timely information reaches the public
and stakeholders.

15. What is Employee Relations in PR?
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Answer: Employee Relations in Public Relations refers to the efforts made by an organization to
maintain  positive  relationships  with  its  employees  through effective communication and mutual
understanding. It includes sharing organizational information, encouraging employee participation,
resolving workplace issues,  recognizing employee achievements,  and promoting teamwork.  Good
employee relations improve job satisfaction, motivation, productivity, and loyalty while creating a
healthy and cooperative work environment.

Unit-3: Role of PR in Different Sectors

16. What is the Role of PR in Government Organizations?

Answer:  Public Relations (PR) plays an important role in  government organizations by maintaining
effective  communication  between  the  government  and  the  public.  It  informs  citizens  about
government policies, development programmes, welfare schemes, and public services through press
releases,  media briefings,  and awareness campaigns.  PR also collects  public  feedback,  addresses
grievances,  promotes  transparency,  and builds  public  trust.  Effective government PR strengthens
democracy by encouraging communication and citizen participation.

17. What is the Role of PR in Educational Institutions?

Answer:  In  educational institutions, Public Relations helps build a positive image among students,
parents,  teachers,  alumni,  and  the  community.  PR  promotes  admission  campaigns,  academic
achievements,  cultural  events,  seminars,  workshops,  and  placement  activities.  It  maintains
communication  through  newsletters,  websites,  social  media,  and  press  releases.  Effective  PR
strengthens the institution's reputation, improves public confidence, and develops strong relationships
with all stakeholders.

18. What is the Role of PR in Corporate Organizations?

Answer: Public Relations plays a vital role in corporate organizations by creating and maintaining a
positive corporate image. It manages communication with employees, customers, investors, media,
suppliers, and government agencies. PR professionals organize press conferences, issue press releases,
handle public complaints, promote corporate social responsibility (CSR) activities, and manage crises.
Effective corporate PR increases customer trust, strengthens brand reputation, and supports business
growth.

19. What is Crisis Management?

Answer: Crisis  Management is  the process of  preparing for,  responding to,  and recovering from
unexpected events that may damage an organization's reputation or operations.  Public Relations
professionals  play  an  important  role  by  providing  accurate  information,  maintaining  media
communication, reducing public confusion, and protecting the organization's image. Effective crisis
management helps restore public confidence and ensures business continuity during emergencies.
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20. What is Media Relations?

Answer: Media Relations is  a major function of Public Relations that focuses on developing and
maintaining positive relationships with journalists and media organizations. PR professionals provide
accurate information through press releases, press conferences, interviews, and media briefings. Good
media relations help organizations receive fair publicity, improve public awareness, and maintain a
positive reputation among the public.

21. What is the Role of PR in Hospitals?

Answer: Public Relations in hospitals helps build trust between the hospital, patients, doctors, staff,
and the community. PR promotes health awareness campaigns, medical services, blood donation
camps, vaccination programmes, and public health initiatives. It also handles patient feedback, media
communication, crisis situations, and community outreach. Effective hospital PR improves patient
satisfaction and strengthens the hospital's public image.

22. What is the Role of PR in Political Parties?

Answer: Public Relations plays a significant role in political parties by creating a positive public image
and communicating party policies, achievements, and election manifestos. PR professionals organize
press conferences, public meetings, media interviews, and social media campaigns to reach voters.
They also manage public opinion, respond to criticism, and maintain strong relationships with the
media and the public, especially during elections.

23. Why is Media Relations Important in Public Relations?

Answer: Media Relations is  important because it  helps organizations communicate accurate and
timely  information to the public  through newspapers,  television,  radio,  and digital  media.  Good
relationships  with  journalists  increase  the  chances  of  positive  media  coverage,  improve  the
organization's  reputation,  and build public  trust.  Media relations also play a crucial  role in crisis
communication by ensuring that correct information reaches the public quickly and effectively.

Unit-4: Essentials of PR

24. What is a Press Conference?

Answer:  A  Press  Conference is  an  official  meeting  organized  by  an  organization,  government
department, or individual to provide important information to journalists and media representatives.
During a press conference, officials announce news, explain policies, launch products, or respond to
public  issues.  Journalists  can  ask  questions  and  receive  accurate  information  directly  from  the
organization. Press conferences help ensure transparency and maintain good media relations.
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25. What is a Press Tour?

Answer: A Press Tour is an organized visit arranged by a Public Relations department for journalists and
media representatives to a particular location, organization, factory, project, or event. The purpose is
to provide firsthand information and allow the media to observe activities directly. Press tours help
journalists prepare accurate news reports, increase media coverage, and build a positive public image
for the organization.

26. What is a Press Release?

Answer: A Press Release is an official written statement prepared by a Public Relations department
and distributed to newspapers,  television channels,  radio stations,  and online media.  It  contains
newsworthy  information  about  an  organization's  activities,  events,  achievements,  products,  or
announcements. A well-written press release is clear, factual, concise, and follows the journalistic style
to encourage media publication.

27. What is a Rejoinder?

Answer: A Rejoinder is an official written reply issued by an organization or individual to correct false,
misleading, or inaccurate information published in the media. Its purpose is to present the correct
facts,  clarify  misunderstandings,  and protect  the  organization's  reputation.  Rejoinders  should  be
truthful, polite, and supported by evidence to maintain credibility and public confidence.

28. What is a Backgrounder?

Answer:  A  Backgrounder is a detailed document that provides additional background information
about an organization, event, project, product, or issue. It helps journalists understand the context
behind a news story by presenting facts, history, objectives, and relevant details. Backgrounders are
usually  distributed along with  press  releases  or  during press  conferences  to  assist  the media  in
preparing accurate and informative reports.

29. What is a Feature in Public Relations?

Answer:  A  Feature in Public Relations is a detailed and informative article written to highlight an
organization, event, personality, programme, or social issue in an interesting and engaging manner.
Unlike a news report, a feature provides background information, human interest, and descriptive
details. PR features are used to build goodwill, increase public awareness, and create a positive image
of the organization.

30. What are IPRA and PRSI?

Answer: IPRA (International Public Relations Association) and PRSI (Public Relations Society of India)
are professional organizations that promote ethical and professional standards in Public Relations.
IPRA is  an international  organization that  encourages excellence,  global  cooperation,  and ethical
practices in PR. PRSI is India's national professional body that promotes education, research, training,
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and ethical  conduct among Public Relations professionals while supporting the growth of the PR
profession in India.

SECTION-B (5 Marks) – Important 15 Questions

Unit-1: PR – Basic Concepts

1. Define Public Relations and Explain its Meaning, Objectives, and Importance.

Answer: Public Relations (PR) is a  management function that establishes and maintains mutually
beneficial relationships between an organization and its various publics. It is a planned and continuous
communication process that helps build trust, goodwill, and a positive image of an organization. PR
creates understanding between an organization and its stakeholders, including employees, customers,
media, government, investors, and the general public.

The main  objectives of  Public Relations are to build a favourable public image,  establish mutual
understanding, improve communication, create public awareness, maintain goodwill, and manage the
organization's  reputation.  PR  also  helps  resolve  misunderstandings,  handle  public  issues,  and
strengthen relationships with different groups.

Public Relations is  important because it  promotes transparency, increases public confidence, and
supports  organizational  success.  It  helps  organizations  communicate  effectively  during  normal
situations as well as during crises. PR also improves employee morale, strengthens customer loyalty,
attracts investors, and encourages positive media coverage. Through activities such as press releases,
press  conferences,  social  media  communication,  and  community  programmes,  PR  enhances  the
organization's credibility. Therefore, Public Relations plays a vital role in building a strong reputation
and maintaining long-term relationships with all stakeholders.

2. Discuss the Functions and Principles of Public Relations.

Answer: Public Relations performs several important functions that help organizations maintain strong
relationships with their publics. One of its major functions is media relations, where PR professionals
maintain  good  communication  with  newspapers,  television,  radio,  and  digital  media.  Another
important function is public information, which ensures that accurate and timely information reaches
the public. PR also manages  employee relations,  organizes events, handles crisis communication,
improves corporate image, and collects public feedback to support management decisions.

The success of Public Relations depends on certain principles. The first principle is truth and honesty,
which requires PR professionals to provide accurate and transparent information. Another principle is
two-way communication, where organizations not only share information but also listen to public
opinions and feedback. PR also follows the principles of  mutual understanding,  credibility,  public
interest, consistency, and social responsibility.

By  following  these  principles,  Public  Relations  creates  trust  and  long-term  goodwill  between
organizations  and  their  stakeholders.  Effective  PR  improves  communication,  protects  the
organization's reputation, supports business growth, and contributes to public confidence. Therefore,
the functions and principles of PR are essential for maintaining healthy relationships and achieving
organizational objectives.
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3. Explain the Public Relations Process with Suitable Examples.

Answer:  The  Public Relations (PR) Process is a systematic method used to plan, implement, and
evaluate  communication activities.  It  generally  consists  of  four  main  steps:  Research,  Planning,
Communication (Implementation), and Evaluation.

The first step is Research, where the organization identifies the problem, studies public opinion, and
gathers  relevant  information.  The second step  is  Planning,  which  involves  setting PR objectives,
identifying the target public, preparing messages, and selecting appropriate communication methods.

The third step is Communication or Implementation, where the PR plan is carried out through press
releases, press conferences, social media, public events, newsletters, and other communication tools.
The final step is Evaluation, where the organization measures the success of the PR programme by
collecting feedback,  analyzing  media  coverage,  and assessing  whether  the  objectives  have  been
achieved.

Example: If  a  university  launches  a  new academic  programme,  the  PR  department  first  studies
students' needs, then plans the promotion, issues press releases, conducts press conferences and
social media campaigns, and finally evaluates the response through admission enquiries and media
coverage.

A well-planned PR process helps organizations communicate effectively, build goodwill, and maintain a
positive public image.

4. Describe Public Relations as an Effective Tool of Communication.

Answer:  Public  Relations  is  an  effective  tool  of  communication because  it  creates  mutual
understanding between an organization and its various publics. It helps organizations communicate
their  policies,  achievements,  services,  and activities  while  also  receiving  valuable  feedback  from
stakeholders. Unlike one-way communication, PR encourages two-way communication, where both
the organization and the public exchange ideas and opinions.

PR uses various communication tools such as  press releases, press conferences, media relations,
newsletters, websites, social media, public meetings, exhibitions, and community programmes  to
deliver information effectively. These tools help organizations build trust, improve transparency, and
strengthen their public image.

Public Relations is especially important during crises, as it provides timely and accurate information,
reduces confusion, and protects the organization's reputation. It also supports employee relations,
customer satisfaction, investor confidence, and community development.

For  example,  during  a  natural  disaster  or  health  emergency,  a  government  PR  department
communicates safety guidelines, relief measures, and official updates through television, newspapers,
radio, and social media. This ensures that people receive reliable information quickly.

Thus,  Public  Relations  is  an  essential  communication  tool  that  promotes  goodwill,  strengthens
relationships,  resolves  misunderstandings,  and  contributes  to  the  long-term  success  of  an
organization.
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Unit-2: Types of PR

5. Differentiate between Internal Public Relations and External Public Relations.

Answer: Public Relations can be broadly classified into Internal Public Relations and External Public
Relations, depending on the audience with whom the organization communicates.

Internal Public Relations focuses on building good relationships within the organization. Its target
audience includes employees, managers, shareholders, and other internal stakeholders. The main
objective is to improve communication, increase employee motivation, strengthen teamwork, and
create a positive work environment. Internal PR activities include staff meetings, newsletters, training
programmes, emails, and employee welfare initiatives.

External Public Relations deals with communication between the organization and external groups
such as customers,  media,  government agencies,  investors,  suppliers,  and the general  public.  Its
objective is  to  build  a  positive public  image,  maintain  goodwill,  and increase public  confidence.
External  PR  activities  include  press  releases,  press  conferences,  media  interviews,  community
programmes, exhibitions, and social media communication.

For  example,  conducting  an  employee  training  programme  is  an  activity  of  Internal  PR,  while
organizing a press conference to announce a new product is an activity of External PR. Both forms of PR
are essential because they help organizations maintain healthy relationships both inside and outside
the organization.

6. Explain the Different Publics of Public Relations with Suitable Examples.

Answer: The publics of Public Relations are the various groups of people who are directly or indirectly
connected with an organization and influence its success. PR professionals communicate with these
groups to build mutual understanding and maintain a positive reputation.

The publics are generally divided into Internal Publics and External Publics.

Internal  Publics include  employees,  managers,  shareholders,  and  members  of  the  organization.
Maintaining good communication with  these groups improves employee morale,  teamwork,  and
organizational efficiency.

External  Publics include  customers,  media,  government  agencies,  investors,  suppliers,  local
communities,  educational  institutions,  and  the  general  public.  PR  activities  help  maintain  trust,
goodwill, and public support among these groups.

For example, a college maintains relationships with students, teachers, administrative staff, parents,
alumni,  education  authorities,  newspapers,  and  the  local  community.  Similarly,  a  business
organization  communicates  with  customers,  investors,  suppliers,  and  media  to  strengthen  its
reputation.

Understanding the needs  and expectations  of  different  publics  enables  organizations  to  develop
effective  communication  strategies,  improve  relationships,  resolve  conflicts,  and  achieve
organizational goals successfully.
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7.  Discuss  the  Qualities,  Skills,  and  Responsibilities  Required  for  a  Successful  Public  Relations
Professional.

Answer:  A successful  Public Relations (PR) Professional should possess a combination of personal
qualities, professional skills, and organizational responsibilities.

Important  qualities include honesty, integrity, confidence, leadership, creativity, patience, positive
attitude, and the ability to work under pressure. A PR professional should always maintain ethical
standards and build trust with the public.

Essential  skills include excellent written and verbal communication, public speaking, interpersonal
skills, media relations, problem-solving, negotiation, event management, social media management,
and crisis communication. Strong research and planning skills are also necessary for preparing effective
PR strategies.

The major responsibilities of a PR professional include maintaining the organization's image, preparing
press releases, organizing press conferences, managing media relations, handling public complaints,
organizing public events, supporting crisis management, and advising management on communication
policies. They also communicate with employees, customers, government agencies, and the media
while ensuring that accurate and timely information reaches the public.

By combining these qualities, skills,  and responsibilities, PR professionals help organizations build
goodwill, maintain credibility, strengthen stakeholder relationships, and achieve long-term success.

8. Explain the Role and Responsibilities of a Public Relations Officer (PRO) in an Organization.

Answer: A Public Relations Officer (PRO) is responsible for creating, maintaining, and protecting the
positive image of an organization. The PRO acts as a communication bridge between the organization
and its various publics, including employees, customers, media, government agencies, investors, and
the general public.

The main responsibilities of a PRO include preparing  press releases, organizing  press conferences,
arranging  press  tours,  maintaining  media  relations,  writing  speeches,  managing  social  media
communication, and organizing public events. The PRO also handles public enquiries, responds to
complaints, and provides accurate information about the organization's activities and achievements.

Another important responsibility is  crisis management, where the PRO communicates quickly and
effectively during emergencies to protect the organization's reputation. The PRO also advises top
management on communication strategies, public opinion, and image-building activities.

A successful PRO must possess excellent communication skills, leadership qualities, creativity, honesty,
and strong interpersonal abilities. By maintaining effective communication with all stakeholders, the
Public  Relations  Officer  strengthens  public  confidence,  enhances  organizational  goodwill,  and
contributes significantly to the overall success and reputation of the organization.

Unit-3: Role of PR in Different Sectors
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9. Explain the Role of Public Relations in Government and Educational Institutions.

Answer:  Public  Relations  (PR)  plays  an  important  role  in  both  government  organizations and
educational institutions by maintaining effective communication with the public and building trust.

In government organizations, PR communicates government policies, welfare schemes, development
programmes, and public services to citizens. It issues press releases, organizes press conferences,
conducts awareness campaigns, and collects public feedback. PR also helps maintain transparency,
strengthens  public  confidence,  and  supports  democratic  governance  by  ensuring  effective
communication between the government and the people.

In educational institutions, PR promotes the institution's image among students, parents, teachers,
alumni,  media,  and  the  community.  It  publicizes  admissions,  academic  achievements,  seminars,
workshops, placement drives, sports, and cultural activities. PR departments prepare newsletters,
manage websites and social media, organize educational events, and maintain media relations.

For example, a university may use PR to promote a new academic programme through press releases
and  social  media  campaigns,  while  a  government  department  may  conduct  public  awareness
campaigns on health or education. Thus, Public Relations strengthens communication, builds goodwill,
enhances reputation, and supports the successful functioning of both government organizations and
educational institutions.

10. Discuss the Role of Public Relations in Corporate Organizations and Hospitals.

Answer: Public Relations is an essential management function in both corporate organizations and
hospitals, where it helps build trust and maintain positive relationships with different stakeholders.

In  corporate  organizations,  PR  develops  and  protects  the  company's  image  by  maintaining
communication with employees, customers, investors, media, suppliers, and government agencies. PR
professionals  prepare  press  releases,  organize  press  conferences,  manage  corporate  social
responsibility (CSR) activities, promote new products, handle customer complaints, and manage crises.
Effective corporate PR improves brand reputation, customer loyalty, and investor confidence.

In  hospitals,  PR builds strong relationships between the hospital, patients, doctors, staff, and the
community. It promotes health awareness programmes, blood donation camps, vaccination drives,
and public health campaigns. PR departments also manage patient enquiries, media communication,
hospital  events,  and  emergency  situations.  They  ensure  that  patients  and  their  families  receive
accurate information and proper guidance.

For  example,  a  hospital  may organize  a  free medical  camp to  create  health  awareness,  while  a
corporate company may conduct CSR activities to support education or environmental protection. In
both sectors, Public Relations strengthens public confidence, improves organizational reputation, and
promotes effective communication.

11. Explain the Importance of Media Relations as a Function of Public Relations.

Answer: Media Relations is one of the most important functions of Public Relations because it helps
organizations maintain positive and professional relationships with newspapers, television channels,
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radio stations, magazines, and digital media platforms. Good media relations ensure that accurate and
timely information reaches the public through reliable sources.

PR professionals prepare press releases, organize press conferences, arrange interviews, and provide
media briefings to communicate organizational news and achievements.  Positive media coverage
improves public awareness, strengthens the organization's reputation, and builds public trust.

Media  relations  also  play  a  vital  role  during  crisis  situations.  By  providing  quick,  factual,  and
transparent information, PR professionals reduce rumours, prevent misinformation, and protect the
organization's  image.  Maintaining  long-term  relationships  with  journalists  encourages  fair  and
balanced reporting.

For example, when a company launches a new product, the PR department informs the media through
a press conference and press release. Similarly, during an emergency, the organization uses media
relations to provide official updates and reassure the public.

Therefore,  effective  media  relations  are  essential  for  building  credibility,  maintaining  goodwill,
increasing visibility, and ensuring successful communication between an organization and the public.

12. What is Crisis Management? Explain the Role of Public Relations in Managing a Crisis.

Answer: Crisis  Management is  the process of  preparing for,  responding to,  and recovering from
unexpected events that may damage an organization's reputation, operations, or public confidence.
Examples of crises include industrial accidents, natural disasters, product failures, financial scandals,
cyberattacks, or public health emergencies.

Public Relations plays a crucial role in managing a crisis by ensuring timely, accurate, and transparent
communication with all stakeholders. PR professionals collect verified information, prepare official
statements, organize press conferences, respond to media enquiries, and keep employees, customers,
investors, and the public informed.

During a crisis, PR helps reduce rumours and misinformation, protects the organization's reputation,
and  maintains  public  confidence.  It  also  advises  management  on  communication strategies  and
monitors public opinion to improve the response. After the crisis, PR evaluates the situation, restores
the organization's image, and strengthens relationships with stakeholders.

For example, if a hospital faces an emergency, the PR department provides regular updates to patients,
families,  and the media while addressing public concerns. Effective crisis  management minimizes
damage, restores trust, and helps the organization recover quickly while maintaining its credibility and
goodwill.

Unit-4: Essentials of PR

13. Explain the Procedure for Organizing a Press Conference and a Press Tour.

Answer: A Press Conference is organized to communicate important information to journalists and
media representatives. The procedure begins by defining the objective of the conference and selecting
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a suitable date, time, and venue. The PR department prepares a media list and sends invitations to
journalists  well  in  advance.  Necessary  arrangements  such  as  seating,  microphones,  banners,
presentation equipment, and press kits are made. During the conference, the spokesperson presents
the information clearly, followed by a question-and-answer session with journalists. After the event,
press releases, photographs, and other materials are distributed, and media coverage is monitored.

A Press Tour is an organized visit for media representatives to a factory, project site, institution, or
event. The PR department plans the itinerary, arranges transportation, accommodation (if required),
and provides background information about the organization. Journalists are given an opportunity to
observe activities, interact with officials, and collect facts directly. Press tours help improve media
understanding, encourage accurate reporting, and strengthen relationships between the organization
and the media.

14.  Discuss  the  Importance  and  Format  of  a  Press  Release.  Also  Explain  Rejoinders  and
Backgrounders.

Answer:  A  Press  Release is  an  official  written  statement  issued  by  an  organization  to  provide
newsworthy information to the media. It is one of the most important tools of Public Relations because
it helps communicate organizational announcements, events, achievements, product launches, and
public information quickly and accurately. A well-written press release increases the chances of media
coverage and strengthens the organization's public image.

The format of a press release generally includes:

 Headline 

 Date and Place 

 Introduction (lead paragraph) 

 Main body containing detailed information 

 Official quotation (if required) 

 Contact details of the PR department 

A Rejoinder is an official reply issued by an organization to correct false, misleading, or inaccurate
information published in the media.  It  presents the correct facts and protects the organization's
reputation.

A Backgrounder is a detailed document that provides background information about an organization,
project,  event,  or issue. It  helps journalists understand the context of a news story and prepare
accurate reports. Press releases, rejoinders, and backgrounders are all essential tools for maintaining
effective media relations and ensuring clear communication.

15. Explain the Ethical Issues in Public Relations. Discuss the Role of IPRA and PRSI in Promoting
Ethical PR Practices.

Answer:  Ethics in  Public Relations (PR) refers to following moral principles such as  truth, honesty,
transparency,  fairness,  and  social  responsibility while  communicating  with  the  public.  PR
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professionals  should  provide  accurate  information,  respect  confidentiality,  avoid  misleading
statements,  and act  in  the public  interest.  Common ethical  issues  in  PR include spreading false
information, hiding important facts, conflict of interest, invasion of privacy, manipulation of public
opinion, and misuse of media.

The  International  Public  Relations  Association  (IPRA) is  a  global  professional  organization  that
promotes  ethical  standards  and  professional  excellence  in  Public  Relations.  It  encourages  PR
professionals worldwide to follow ethical principles such as honesty, integrity, accuracy, and respect for
human rights through its Code of Conduct.

The Public Relations Society of India (PRSI) is the leading professional body for PR practitioners in
India.  It  promotes  education,  training,  research,  and ethical  practices  in  the PR profession.  PRSI
organizes seminars, workshops, and conferences to improve professional standards and encourages
members to follow responsible communication practices.

Together,  IPRA and  PRSI help  protect  the  credibility  of  the  PR  profession  by  promoting  ethical
behaviour, professional responsibility, transparency, and public trust. Their guidelines encourage PR
professionals to maintain honesty and integrity while serving both organizations and society.

SECTION-C (10 Marks) – Important 9 Questions

Unit-1: PR – Basic Concepts

1. Explain the Meaning, Definition, Objectives, Importance, and Functions of Public Relations. Also
Discuss the Process and Principles of Public Relations with Suitable Examples.

Answer: Public Relations (PR) is a  management function that establishes and maintains mutually
beneficial relationships between an organization and its various publics. It is a planned and continuous
communication process that helps create trust, goodwill, and a positive image. According to the Public
Relations Society of America (PRSA), PR is “a strategic communication process that builds mutually
beneficial relationships between organizations and their publics.”

The main objectives of Public Relations are to build a positive organizational image, establish mutual
understanding, create public awareness, maintain goodwill, strengthen communication, and manage
the organization's reputation. PR also helps organizations handle public issues and maintain long-term
relationships with stakeholders.

Public Relations is important because it improves communication with employees, customers, media,
investors,  government  agencies,  and  society.  It  enhances  public  confidence,  supports  crisis
management, promotes transparency, and contributes to the success of an organization.

The major  functions of PR include media relations, public information, employee relations, event
management, community relations, crisis communication, and image building.

The PR process generally consists of four stages:

1. Research – Identifying problems and collecting information. 

2. Planning – Setting objectives and preparing communication strategies.

3. Implementation – Executing PR activities through press releases, media, and events.
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4. Evaluation – Measuring the effectiveness of the PR programme. 

The important principles of PR are truth, honesty, transparency, two-way communication, credibility,
mutual understanding, and social responsibility.

Example: When a university launches a new academic programme, the PR department conducts
research, prepares publicity materials, organizes a press conference, communicates with the media
and students, and later evaluates the response through admissions and public feedback. Thus, Public
Relations strengthens organizational reputation and builds lasting public trust.

2. Public Relations is an Effective Tool of Communication. Discuss this Statement by Explaining the
Objectives, Importance, Principles, and Role of Public Relations in Building Organizational Image and
Public Confidence.

Answer: Public Relations (PR) is regarded as an effective tool of communication because it establishes
a two-way flow of information between an organization and its various publics. Unlike advertising,
which mainly promotes products or services, PR focuses on building mutual understanding, trust, and
goodwill through honest and continuous communication.

The main objectives of PR are to create public awareness, improve communication, maintain a positive
organizational  image,  develop  goodwill,  strengthen  relationships  with  stakeholders,  and  manage
public opinion. PR also helps organizations resolve misunderstandings and handle crises effectively.

The  importance of  PR  lies  in  its  ability  to  build  credibility  and  public  confidence.  It  promotes
transparency,  strengthens  employee  relations,  improves  customer  satisfaction,  supports  investor
confidence, and maintains healthy relationships with the media and government. During emergencies,
PR ensures that accurate and timely information reaches the public, reducing confusion and protecting
the organization's reputation.

Public Relations follows important principles such as truth, honesty, transparency, credibility, mutual
understanding, two-way communication, and social responsibility. These principles help organizations
communicate responsibly and maintain ethical standards.

PR uses various communication tools, including press releases, press conferences, media relations,
newsletters, websites, social media, exhibitions, and community programmes, to communicate with
different publics.

Example: A hospital uses Public Relations to organize health awareness campaigns, issue press releases
about new medical services, communicate with patients and the media during emergencies, and
respond to public concerns. These activities improve the hospital's reputation and strengthen public
confidence.

Therefore,  Public  Relations is  an indispensable  communication tool  that  enhances organizational
image, builds public trust, encourages stakeholder participation, and contributes to the long-term
success of an organization.

Unit-2: Types of PR
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3. Explain the Different Types of Public Relations (Internal and External). Discuss the Various Publics
of PR along with the Qualities, Skills, and Responsibilities Required for a Successful Public Relations
Professional.

Answer:  Public Relations (PR) can be broadly classified into  Internal Public Relations and  External
Public Relations based on the groups with whom an organization communicates.

Internal Public Relations focuses on maintaining good relationships within the organization. Its target
audience includes employees, managers, directors, and shareholders. The main objective is to improve
communication, increase employee motivation, strengthen teamwork, and create a positive working
environment.  Internal  PR  activities  include  staff  meetings,  newsletters,  training  programmes,
employee welfare programmes, and internal communication.

External Public Relations deals with communication between the organization and outside groups
such as customers, media, government agencies, investors, suppliers, educational institutions, local
communities, and the general public. Its purpose is to build goodwill, strengthen public confidence,
and maintain a positive organizational image through press releases, press conferences, exhibitions,
community programmes, and social media.

The publics of PR include:

 Internal Publics – Employees, management, shareholders. 

 External Publics – Customers, media, government, investors, suppliers, local communities,
educational institutions, and society. 

A  successful  Public  Relations  Professional should  possess  qualities  such  as  honesty,  integrity,
confidence, creativity, leadership, patience, and a positive attitude. Essential skills include excellent
written and verbal communication, public speaking, media relations, event management, negotiation,
research, crisis management, and digital communication.

The major responsibilities include preparing press releases, organizing press conferences, maintaining
media relations, managing internal and external communication, handling crises, organizing public
events,  advising  management,  and  protecting  the  organization's  reputation.  These  qualities  and
responsibilities enable PR professionals to build trust, maintain goodwill, and strengthen relationships
with all stakeholders.

4. Describe the Role and Responsibilities of a Public Relations Officer (PRO). Explain the Professional
Skills,  Communication  Abilities,  and  Ethical  Qualities  Required  to  Become  an  Effective  PR
Practitioner.

Answer: A Public Relations Officer (PRO) is responsible for developing, maintaining, and protecting
the image and reputation of an organization. The PRO acts as a communication link between the
organization and its various publics, including employees, customers, media, government agencies,
investors, and the general public.

The major responsibilities of a PRO include preparing press releases, organizing press conferences,
arranging  press  tours,  maintaining  media  relations,  writing  speeches,  preparing  newsletters,
managing social media communication, organizing public events, handling customer complaints, and
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supporting crisis management. The PRO also advises top management on communication strategies,
monitors public opinion, and ensures that accurate and timely information reaches stakeholders.

An effective PRO must possess strong professional skills, including communication, public speaking,
writing, editing, event management, media handling, negotiation, leadership, research, planning, and
crisis management. Knowledge of digital media and social networking platforms is also essential in
modern Public Relations.

Excellent  communication abilities are necessary for preparing reports, interacting with journalists,
addressing  public  enquiries,  delivering  presentations,  and maintaining  positive relationships  with
different groups.

A successful PR practitioner must also follow important  ethical qualities such as honesty, integrity,
transparency, fairness, confidentiality, accountability, and social responsibility. Ethical behaviour helps
build credibility and public trust.

By combining professional competence with ethical conduct, a Public Relations Officer enhances the
organization's  image,  strengthens  stakeholder  relationships,  manages  crises  effectively,  and
contributes significantly to the long-term success and reputation of the organization.

Unit-3: Role of PR in Different Sectors

5.  Discuss  the  Role  of  Public  Relations  in  Different  Sectors  such  as  Government,  Educational
Institutions, Hospitals,  Corporate Organizations, Defence, Political Parties, and Individual Image
Building. Also Explain the Importance of Media Relations.

Answer: Public Relations (PR) plays a vital role in maintaining effective communication and building
goodwill in different sectors of society.

In  Government  organizations,  PR  communicates  government  policies,  welfare  schemes,  and
development programmes to citizens while collecting public feedback and promoting transparency.

In  Educational Institutions,  PR promotes admissions,  academic achievements,  research activities,
cultural events, seminars, and placement programmes. It strengthens relationships with students,
parents, alumni, media, and the community.

In  Hospitals,  PR creates awareness about healthcare services,  vaccination drives,  blood donation
camps, and public health programmes. It also manages patient communication and media relations
during emergencies.

In  Corporate  Organizations,  PR  builds  and  protects  the  corporate  image  by  maintaining
communication with customers, employees, investors, suppliers, and the media. It  also promotes
Corporate Social Responsibility (CSR) activities and supports brand reputation.

In the Defence sector, PR informs citizens about the achievements and activities of the armed forces,
strengthens  public  confidence,  and  provides  authentic  information  during  emergencies  while
maintaining national security.
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In  Political Parties, PR communicates party policies, election manifestos, achievements, and public
welfare programmes through media campaigns, public meetings, and social media.

For Individual Image Building, PR helps celebrities, business leaders, politicians, sportspersons, and
social  activists  maintain  a  positive  public  image  through  planned  communication  and  media
interaction.

Media  Relations is  an  essential  PR  function  because  it  ensures  accurate,  timely,  and  positive
communication with newspapers, television, radio, and digital media. Good media relations improve
credibility, increase public awareness, support crisis communication, and strengthen the organization's
reputation. Therefore, effective Public Relations and strong media relations contribute significantly to
organizational success and public confidence.

6. What is Crisis Management? Explain the Role of Public Relations in Handling Organizational Crises.
Discuss the Importance of Media Relations Before, During, and After a Crisis with Suitable Examples.

Answer: Crisis  Management is  the process of  preparing for,  responding to,  and recovering from
unexpected events that may threaten an organization's reputation, operations, or public confidence.
Crises may arise due to industrial accidents, natural disasters, product failures, cyberattacks, financial
scandals, labour disputes, or health emergencies.

Public Relations (PR) plays a crucial role in every stage of crisis management.

Before a Crisis, PR professionals prepare crisis communication plans, identify potential risks, train
spokespersons, establish communication channels, and build strong relationships with the media.
Good preparation enables the organization to respond quickly when a crisis occurs.

During a Crisis, PR provides accurate, timely, and transparent information to employees, customers,
media, government authorities, and the public. PR professionals issue press releases, organize press
conferences,  respond  to  media  enquiries,  monitor  public  opinion,  and  correct  rumours  or
misinformation. Honest communication helps reduce panic and protects the organization's credibility.

After a Crisis,  PR evaluates the response, restores the organization's image, rebuilds stakeholder
confidence,  and  communicates  the  corrective  actions  taken.  It  also  analyses  lessons  learned  to
improve future crisis preparedness.

Media Relations is especially important throughout the crisis. Before the crisis, it builds trust with
journalists; during the crisis, it ensures the rapid flow of verified information; and after the crisis, it
helps communicate recovery efforts and restore public confidence.

Example: During a hospital emergency or a product recall by a company, the PR department provides
regular  official  updates through press  conferences  and media briefings,  ensuring that  the public
receives  factual  information  instead  of  rumours.  Effective  crisis  management  and  strong  media
relations help minimize damage, maintain public trust, and protect the long-term reputation of the
organization.

Unit-4: Essentials of PR
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7. Explain the Complete Procedure for Organizing a Press Conference and a Press Tour. Also Describe
the Preparation and Importance of Press Releases,  Rejoinders,  Backgrounders,  and Features in
Public Relations.

Answer: A Press Conference is organized to communicate important information directly to journalists
and media representatives. The process begins by setting the objective of the conference, such as
announcing a new policy, product, event, or achievement. The PR department then selects a suitable
date,  time,  and  venue,  prepares  a  media  list,  and  sends  invitations  to  journalists.  Necessary
arrangements such as microphones, seating, banners, projectors, and press kits are made. During the
conference, the spokesperson presents the information, followed by a question-and-answer session.
After the event, press releases, photographs, and other materials are distributed, and media coverage
is monitored.

A Press Tour is an organized visit for journalists to a factory, institution, project site, or event. The PR
department prepares the itinerary, arranges transportation and hospitality, and provides background
information.  Journalists  observe  activities  firsthand,  interact  with  officials,  and  collect  authentic
information for accurate reporting.

A Press Release is an official written statement prepared in journalistic style. It contains a headline,
date, introduction, body, quotations, and contact details.  It  helps communicate news quickly and
accurately.

A Rejoinder is an official reply issued to correct false or misleading information published in the media.

A Backgrounder provides detailed background information about an organization, event, or issue to
help journalists understand the subject.

A Feature is an informative and interesting article highlighting an organization, event, or personality.
Together, these PR tools strengthen media relations, improve communication, and build a positive
public image.

8. Discuss the Ethical Issues in Public Relations. Explain the Objectives, Functions, and Code of
Conduct of the International Public Relations Association (IPRA) and the Public Relations Society of
India (PRSI).

Answer:  Ethics in  Public Relations (PR) means following moral principles such as  truth, honesty,
transparency,  fairness,  integrity,  and social  responsibility while  communicating with  the  public.
Ethical PR helps build credibility, trust, and long-term relationships.

Common ethical issues in PR include spreading false or misleading information, hiding important facts,
conflict of interest, invasion of privacy, manipulation of public opinion, accepting unethical gifts or
favours, and misuse of social media. Such practices damage the reputation of both the organization
and the PR profession.

The International Public Relations Association (IPRA) is a global organization established to promote
professional  excellence and ethical  standards in Public  Relations.  Its  objectives are to encourage
responsible communication, improve international cooperation, support education and research, and
protect  the  reputation  of  the  PR  profession.  IPRA  promotes  ethical  behaviour  through  its
internationally  recognized  Code  of  Conduct,  which  emphasizes  honesty,  accuracy,  transparency,
confidentiality, respect for human rights, and professional integrity.



GIMT COLLEGE BUDHLADA | PUBLIC RELATIONS 2
0

The Public Relations Society of India (PRSI) is India's leading professional body for PR practitioners. Its
objectives include promoting education, research, professional development, and ethical practices in
Public Relations. PRSI organizes seminars, conferences, workshops, and training programmes while
encouraging members to maintain high professional standards.

The Code of Conduct followed by both IPRA and PRSI requires PR professionals to provide truthful
information, avoid misleading communication, respect confidentiality, maintain fairness, act in the
public  interest,  and uphold professional  responsibility.  These ethical  guidelines strengthen public
confidence and enhance the credibility of the Public Relations profession.

9. Explain the Complete Public Relations Process for an Organization—from Identifying Objectives,
Understanding Internal and External Publics, Planning PR Strategies, Maintaining Media Relations,
Organizing Press Events, Managing Crises, Preparing PR Documents, and Following Ethical Standards
for Building a Positive Public Image.

Answer:  The  Public Relations (PR) process is a planned and systematic approach to creating and
maintaining a positive image of an organization through effective communication.

The  process  begins  by  identifying  PR  objectives,  such  as  building  goodwill,  improving  public
awareness, strengthening relationships, promoting products or services, or managing reputation. The
organization then identifies its  internal publics (employees, managers, shareholders) and  external
publics (customers, media, government, investors, suppliers, and the community) to understand their
needs and expectations.

The next step is  planning PR strategies, where communication goals, messages, target audiences,
budgets, and communication channels are decided. PR professionals then maintain media relations by
preparing press releases, arranging interviews, organizing press conferences, and building positive
relationships with journalists.

PR also organizes press conferences and press tours to provide direct information to the media and
encourage  accurate  reporting.  Important  PR  documents  such  as  press  releases,  rejoinders,
backgrounders,  newsletters,  speeches,  and  feature  articles are  prepared  to  communicate
organizational information effectively.

An important part of the PR process is crisis management, where PR professionals provide timely and
accurate  information,  handle  media  enquiries,  reduce  rumours,  and  protect  the  organization's
reputation during emergencies.

Finally, all PR activities must follow ethical standards such as truth, honesty, transparency, fairness,
confidentiality,  and  social  responsibility.  Organizations  should  evaluate  the  effectiveness  of  PR
programmes through media coverage, public feedback, and stakeholder response.

A well-planned Public Relations process helps organizations build a strong public image, gain public
confidence, strengthen stakeholder relationships, and achieve long-term organizational success.
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SECTION-A (2 Marks) – Important 30 Questions

Unit-1: Self-Esteem

1. What is Personal Development?

Answer: Personal Development is the continuous process of improving an individual's knowledge,
skills,  attitudes, behaviour, and personality to achieve personal and professional goals. It  involves
developing self-confidence, self-awareness, communication skills, and emotional maturity. Personal
development helps individuals recognize their strengths and weaknesses, improve relationships, and
lead a more successful and satisfying life through continuous learning and self-improvement.

2. Define Self-Esteem.

Answer: Self-Esteem is the way a person values, respects, and feels about himself or herself. It reflects
an individual's self-confidence, self-worth, and belief in personal abilities. A person with high self-
esteem accepts both strengths and weaknesses, faces challenges confidently, and maintains a positive
attitude.  Healthy  self-esteem contributes  to  better  decision-making,  communication,  and  overall
personality development.

3. What is the Spiral Model of Personal Development?

Answer: The Spiral Model of Personal Development explains that personal growth is a continuous and
lifelong process. Individuals gradually develop new knowledge, skills, confidence, and experiences
while learning from successes and failures. Each stage of development leads to further improvement,
creating a continuous upward spiral of learning, self-awareness, and personal growth. The model
emphasizes that development never stops and continues throughout life.

4. Write any Two Objectives of Self-Esteem.

Answer: Two important objectives of Self-Esteem are:

1. To  build  self-confidence so  that  individuals  can  face  challenges  and  make  decisions
confidently. 

2. To develop a positive self-image by recognizing personal strengths, accepting weaknesses,
and maintaining self-respect. 

These objectives help individuals achieve personal growth, improve relationships, and succeed in both
personal and professional life.

5. What are the Five Freedoms?

Answer:  The  Five Freedoms are  principles  that  encourage healthy  communication and personal
growth. They include the freedom to see and hear what is happening, to think and feel honestly, to
express one's thoughts and feelings, to ask for what one wants, and to take responsibility for one's
own  actions.  These  freedoms  promote  self-confidence,  openness,  and  effective  interpersonal
relationships.
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6. What is Self-Awareness?

Answer:  Self-Awareness is  the  ability  to  understand  one's  own  thoughts,  emotions,  behaviour,
strengths, weaknesses, values, and beliefs. It helps individuals recognize how they affect others and
make better  decisions.  Self-awareness  is  an  important  step  in  personal  development  because  it
encourages  self-improvement,  emotional  control,  and  effective  communication  while  increasing
confidence and personal effectiveness.

7. What is Self-Knowledge?

Answer: Self-Knowledge is the understanding of one's own personality, abilities, interests, values,
emotions, and limitations. It helps individuals recognize who they are and what they want to achieve in
life. Self-knowledge improves decision-making, goal setting, and personal development. It also helps
people make better career choices and develop stronger interpersonal relationships.

8. What is Self-Talk?

Answer: Self-Talk refers to the internal conversation or thoughts that a person has with himself or
herself.  It  can  be  positive or  negative.  Positive  self-talk  builds  confidence,  reduces  stress,  and
motivates individuals to achieve their goals. Negative self-talk, on the other hand, may reduce self-
confidence and create fear or anxiety. Positive self-talk is an important technique for improving self-
esteem and personal growth.

9. What is Meant by "You are Unique"?

Answer: The statement "You are Unique" means that every individual is special and different from
others.  Each  person  has  unique  talents,  abilities,  experiences,  personality  traits,  and  values.
Recognizing  one's  uniqueness  helps  build  self-esteem,  confidence,  and  self-respect.  Instead  of
comparing themselves with others, individuals should appreciate their own strengths and work on
improving their weaknesses.

10. What is Meant by "You are Taller Than You Think"?

Answer:  The phrase  "You are Taller Than You Think" is a motivational expression that encourages
individuals to recognize their hidden strengths, abilities, and potential. It suggests that people often
underestimate themselves and their capabilities. By developing self-confidence, maintaining positive
thinking, and believing in their abilities, individuals can overcome challenges and achieve greater
success in personal and professional life.

Unit-2: Listening

11. What is Listening?
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Answer: Listening is the process of carefully receiving, understanding, interpreting, and responding to
spoken messages. It is more than simply hearing words; it requires attention, concentration, and
understanding of both verbal  and non-verbal  communication. Effective listening helps individuals
understand  others'  ideas,  feelings,  and  opinions,  leading  to  better  communication,  stronger
relationships, and fewer misunderstandings.

12. Why is Listening Important in Communication?

Answer: Listening is important because it helps people understand messages accurately and respond
appropriately. It improves interpersonal relationships, builds trust, reduces misunderstandings, and
encourages effective problem-solving. Good listening also shows respect for the speaker and promotes
two-way  communication.  In  both  personal  and  professional  life,  effective  listening  increases
cooperation, learning, and decision-making, making communication more successful.

13. What is Active Listening?

Answer: Active Listening is the process of giving full attention to the speaker, understanding the
message, and responding thoughtfully. It involves maintaining eye contact, avoiding interruptions,
asking relevant questions, and providing feedback to confirm understanding. Active listening helps
build trust, improves communication, strengthens relationships, and ensures that the speaker feels
heard and respected.

14. What is Reflective Listening?

Answer: Reflective Listening is a communication technique in which the listener carefully understands
the speaker's message and then reflects or restates it in his or her own words. This helps confirm
understanding  and  shows  empathy  toward  the  speaker.  Reflective  listening  encourages  open
communication, reduces misunderstandings, and strengthens interpersonal relationships by making
the speaker feel valued and understood.

15. What is Empathic Response Style?

Answer:  The  Empathic Response Style is a way of responding that focuses on understanding and
sharing the speaker's feelings and emotions. Instead of judging or giving immediate advice, the listener
listens carefully, shows compassion, and responds with understanding. This response style builds trust,
strengthens relationships, and encourages the speaker to express thoughts and feelings openly and
honestly.

16. What is Judgemental Response Style?

Answer:  The  Judgemental  Response Style occurs  when the  listener  quickly  evaluates,  criticizes,
blames,  or  approves  the  speaker  instead  of  understanding  the  message.  Such  responses  may
discourage open communication and make the speaker feel uncomfortable or defensive. Effective
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interpersonal communication avoids unnecessary judgement and encourages respectful and unbiased
listening.

17. What is Explanatory Response Style?

Answer: The Explanatory Response Style involves explaining or interpreting the speaker's situation
based on the listener's own opinions or understanding. The listener attempts to provide reasons or
explanations for the speaker's behaviour or problem. Although it may be helpful in some situations,
excessive explanation without fully listening may prevent proper understanding of the speaker's actual
feelings.

18. What is Reassuring Response Style?

Answer: The Reassuring Response Style is a response in which the listener comforts or encourages the
speaker by offering hope, support, or positive statements. It aims to reduce anxiety and make the
speaker feel  better. However,  reassurance should be given only after carefully understanding the
speaker's feelings, otherwise it may appear insensitive or dismissive.

19. What is Exploratory Response Style?

Answer: The Exploratory Response Style encourages the speaker to share more information by asking
open-ended questions and inviting further discussion. The listener seeks to understand the situation
more  clearly  without  making  assumptions  or  judgments.  This  response  style  promotes  better
communication, helps identify problems, and allows the speaker to express thoughts and feelings
freely.

20. Write any Two Listening Skills.

Answer: Two important listening skills are:

1. Attending: Giving  full  attention  to  the  speaker  through  eye  contact,  appropriate  body
language, and concentration. 

2. Reflecting: Restating or summarizing the speaker's message to confirm understanding and
show empathy. 

These  listening  skills  improve  communication,  reduce  misunderstandings,  and  strengthen
interpersonal relationships.

Unit-3: Self-Assertion

21. What is Self-Assertion?

Answer:  Self-Assertion is  the  ability  to  express  one's  thoughts,  feelings,  opinions,  and  needs
confidently, honestly, and respectfully without violating the rights of others. It enables individuals to
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communicate clearly, make decisions independently, and stand up for their rights while maintaining
positive  interpersonal  relationships.  Self-assertion promotes  self-confidence,  mutual  respect,  and
effective communication in both personal and professional life.

22. Why is Self-Assertion Important?

Answer:  Self-assertion is important because it  helps individuals express their ideas, feelings, and
opinions confidently while respecting the rights of others. It improves self-esteem, decision-making,
and interpersonal relationships. Assertive people can refuse unreasonable demands, resolve conflicts
peacefully, and communicate openly without fear or aggression. Self-assertion also reduces stress,
builds confidence, and promotes healthy personal and professional relationships.

23. What is Assertive Behaviour?

Answer: Assertive Behaviour is a communication style in which a person expresses thoughts, feelings,
and needs confidently, honestly, and respectfully. It is different from aggressive or passive behaviour
because  it  protects  one's  own  rights  while  respecting  the  rights  of  others.  Assertive  behaviour
improves  self-esteem,  strengthens  relationships,  promotes  mutual  understanding,  and  helps
individuals handle conflicts effectively.

24. What are Communication Rights?

Answer:  Communication  Rights are  the  basic  rights  every  individual  has  during  interpersonal
communication. These include the right to express opinions, ask questions, say "no" without feeling
guilty,  make  decisions,  request  information,  and  be  treated  with  respect.  Communication  rights
encourage assertive behaviour,  equal  participation,  and mutual  respect  while  helping  individuals
communicate openly and confidently.

25. What is Anxiety Management?

Answer:  Anxiety  Management is  the  process  of  recognizing  and  controlling  feelings  of  fear,
nervousness, or worry that may affect communication and daily activities. It involves using techniques
such as deep breathing, positive self-talk, relaxation exercises, time management, and positive thinking
to  remain  calm  and  confident.  Effective  anxiety  management  improves  self-confidence,
communication skills, and decision-making abilities.

26. What is Stress Management?

Answer: Stress Management is the ability to identify, reduce, and control physical and emotional
stress in a healthy manner. It includes techniques such as relaxation, regular exercise, proper time
management,  meditation,  positive  thinking,  and  maintaining  a  healthy  lifestyle.  Effective  stress
management  improves  mental  well-being,  communication,  productivity,  and  interpersonal
relationships while helping individuals cope with challenges more effectively.
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27. What is Facial Expression in Non-Verbal Communication?

Answer: Facial expression is an important form of non-verbal communication through which people
express emotions and attitudes without using words. Smiles, frowns, eye contact, raised eyebrows,
and other facial movements communicate feelings such as happiness, sadness, surprise, anger, or
confidence. Appropriate facial expressions support verbal communication, improve understanding,
and make interpersonal communication more effective and meaningful.

28. What are Gestures?

Answer: Gestures are movements of the hands, arms, head, or body used to communicate ideas,
emotions, or messages without speaking. They are an important part of non-verbal communication
and help support verbal messages. Examples include waving, nodding, pointing, and giving a thumbs-
up sign. Appropriate gestures make communication more expressive, improve understanding, and
strengthen interpersonal interactions.

Unit-4: Official Communications

29. What is Readership Analysis?

Answer: Readership Analysis is  the process of studying and understanding the intended readers
before preparing a document or message.  It  involves identifying the readers'  needs,  knowledge,
interests, expectations, and level of understanding. This analysis helps the writer choose appropriate
language, tone, style, and content. Effective readership analysis ensures that the message is clear,
relevant,  persuasive,  and  easily  understood  by  the  target  audience,  resulting  in  successful
communication.

30. What is a Resume? (or) What is Effective Editing?

(a) What is a Resume?

Answer: A Resume is a formal document that summarizes a person's educational qualifications, work
experience, skills, achievements, and personal details for employment purposes. It helps employers
evaluate a candidate's suitability for a job. A well-prepared resume is clear, concise, well-organized,
and highlights the applicant's strengths, making a positive first impression during the recruitment
process.

OR

(b) What is Effective Editing?

Answer: Effective Editing is the process of reviewing and improving a written document before its final
submission.  It  involves  checking  grammar,  spelling,  punctuation,  sentence  structure,  paragraph
organization, clarity, accuracy, and word choice. Editing also removes unnecessary information and
ensures that the message is logical, concise, and error-free. Effective editing improves readability,
professionalism, and the overall quality of official communication.
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SECTION-B (5 Marks) – Important 15 Questions

Unit-1: Self-Esteem

1. Explain the Spiral Model of Personal Development with Suitable Examples.

Answer: The Spiral Model of Personal Development explains that personal growth is a continuous and
lifelong  process.  Instead  of  developing  in  a  straight  line,  individuals  learn  through  repeated
experiences,  self-reflection,  and  improvement.  Every  new  experience  increases  self-awareness,
confidence, knowledge, and skills, leading to further growth. As people overcome challenges and learn
from mistakes, they move to a higher level of personal development, just like an upward-moving spiral.

The  model  emphasizes  continuous  learning,  self-evaluation,  and  positive  change.  It  encourages
individuals to recognize their strengths and weaknesses, set new goals, improve communication skills,
and develop healthy attitudes. Every cycle of learning prepares a person for greater responsibilities and
future challenges.

Example: A student who initially lacks confidence in public speaking may begin by participating in
classroom  discussions.  With  practice,  feedback,  and  experience,  the  student  gains  confidence,
participates in seminars, and later delivers presentations successfully. Each stage of improvement
builds upon the previous one, resulting in continuous personal growth.

Thus, the Spiral Model shows that personal development is an ongoing journey of learning, self-
improvement, and achieving higher levels of confidence and competence.

2. Discuss the Importance of Self-Esteem and Explain the Steps Involved in Developing Self-Esteem.

Answer: Self-Esteem is the opinion and value a person has about himself or herself. It is an essential
part of personality development because it influences confidence, decision-making, communication,
and relationships. People with high self-esteem believe in their abilities, accept their strengths and
weaknesses,  and  face  challenges  positively.  Good  self-esteem  also  improves  mental  health,
motivation, and overall performance.

Several steps help in developing self-esteem. First, individuals should understand that they are unique
and avoid comparing themselves with others. They should set realistic goals and work consistently to
achieve them. Knowing one's  personal strengths and accepting weaknesses is equally important.
Positive  self-talk helps  replace  negative  thoughts  with  encouraging  ones.  Practising  relaxation
techniques reduces stress and improves confidence. People should identify problem areas, recognize
danger  signals such  as  negative  thinking,  and  remain  realistic about  their  abilities.  Improving
communication skills, asking for help when needed, and believing that "You are taller than you think"
encourage positive self-confidence.

By following these steps regularly, individuals develop healthy self-esteem, stronger relationships,
better communication skills, and greater success in both personal and professional life.
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3.  Explain  the  Concepts  of  Self-Awareness  and  Self-Knowledge.  How  Do  They  Contribute  to
Personality Development?

Answer: Self-Awareness is the ability to recognize and understand one's own thoughts, emotions,
behaviour, strengths, weaknesses, values, and attitudes. It helps individuals understand how their
actions affect  themselves and others.  Self-Knowledge refers  to a deeper understanding of  one's
personality, abilities, interests, beliefs, goals, and limitations. Together, these concepts help individuals
make informed decisions and improve their overall personality.

Self-awareness  enables  people  to  control  their  emotions,  improve  communication,  and  respond
positively  to  different  situations.  Self-knowledge  helps  individuals  identify  their  talents,  choose
suitable career paths, set realistic goals, and work on personal improvement. Both encourage honest
self-evaluation and continuous learning.

For example, a student who realizes that public speaking is a weakness may practise regularly to
improve communication skills.  Similarly,  recognizing strengths in leadership or creativity helps an
individual develop those abilities further.

Self-awareness and self-knowledge also increase self-confidence, reduce stress, improve interpersonal
relationships,  and  encourage  responsible  behaviour.  They  form  the  foundation  of  personal
development  because  individuals  who  understand  themselves  are  better  prepared  to  manage
challenges, achieve goals, and maintain positive relationships in both personal and professional life.

4.  Explain  the  Role  of  Positive  Self-Talk,  Personal  Strengths,  and  Goal  Setting  in  Personal
Development.

Answer: Positive self-talk, personal strengths, and goal setting are important elements of personal
development. They help individuals build confidence, improve performance, and achieve success in
different areas of life.

Positive self-talk refers to encouraging and motivating oneself through constructive thoughts. Instead
of focusing on failure, individuals remind themselves of their abilities and possibilities. Positive thinking
reduces anxiety, increases self-confidence, and motivates people to face challenges with optimism.

Recognizing personal strengths helps individuals understand their talents, skills, and positive qualities.
When people focus on their strengths, they become more confident and are better able to overcome
weaknesses.  At  the  same  time,  accepting  limitations  encourages  continuous  learning  and  self-
improvement.

Goal  setting gives  direction  and  purpose  to  personal  development.  Setting  clear,  realistic,  and
achievable  goals  motivates  individuals  to  work  systematically  and measure their  progress.  Goals
encourage discipline, responsibility, and perseverance.

For example, a student who wants to improve communication skills may set a goal of participating in
debates, practise positive self-talk before speaking, and use personal strengths such as confidence and
creativity to perform better.

Together, positive self-talk, awareness of personal strengths, and goal setting help individuals develop
self-esteem, improve communication, overcome challenges, and achieve continuous personal and
professional growth.
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Unit-2: Listening

5. Explain the Importance of Listening in Interpersonal Communication.

Answer: Listening is one of the most important skills in interpersonal communication because it helps
people understand messages accurately and respond appropriately. Effective listening is more than
hearing words; it involves paying attention, understanding the speaker's ideas, observing non-verbal
cues, and providing meaningful feedback.

Listening  helps  build  trust,  respect,  and  mutual  understanding between  individuals.  It  reduces
misunderstandings,  prevents  conflicts,  and encourages open communication.  Good listening  also
allows people to express their thoughts and emotions freely, making them feel valued and respected.
In  workplaces,  educational  institutions,  and  personal  relationships,  effective  listening  improves
teamwork, cooperation, problem-solving, and decision-making.

Listening also supports emotional well-being by allowing individuals to understand the feelings and
concerns  of  others.  It  encourages  empathy  and  strengthens  interpersonal  relationships.  Active
participation in conversations becomes easier when people listen carefully before responding.

For  example,  a  teacher  who  listens  carefully  to  students'  questions  can  explain  concepts  more
effectively,  while  a  manager  who  listens  to  employees'  suggestions  can  improve  workplace
performance and motivation. Therefore, listening is a fundamental communication skill that promotes
effective relationships, cooperation, and successful interpersonal communication.

6. Differentiate between Active Listening and Reflective Listening with Suitable Examples.

Answer: Active Listening and Reflective Listening are both important communication skills, but they
serve different purposes.

Active Listening means giving full attention to the speaker and understanding the message completely.
The  listener  maintains  eye contact,  avoids  interruptions,  asks  relevant  questions,  observes  body
language, and provides feedback to show interest. Its purpose is to understand the message accurately
and encourage effective communication.

Reflective Listening, on the other hand, goes one step further. After carefully listening, the listener
restates or paraphrases the speaker's message in his or her own words to confirm understanding. It
focuses on understanding both the content and the emotions behind the message. Reflective listening
promotes empathy and helps the speaker feel understood.

For example, during a classroom discussion, a student who listens carefully without interrupting and
asks relevant questions is practising  Active Listening. If the student then says,  "So, you mean that
effective communication depends on good listening skills," he or she is practising Reflective Listening.

Both methods  improve communication,  reduce misunderstandings,  strengthen relationships,  and
create an atmosphere of trust and cooperation. While active listening focuses on attention, reflective
listening emphasizes understanding and clarification.
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7. Explain the Five Response Styles in Reflective Listening.

Answer: Reflective Listening involves responding to a speaker in a way that shows understanding and
encourages further communication. There are five response styles used in reflective listening.

1. Judgemental Response: The listener evaluates, criticizes, or praises the speaker. This response
may discourage open communication because the speaker may feel judged.

2. Explanatory Response: The listener explains or interprets the speaker's problem according to
his or her own understanding. While it may provide reasons, it may not fully address the
speaker's feelings. 

3. Reassuring Response: The listener offers comfort, encouragement, or hope to reduce the
speaker's  anxiety.  It  helps  the  speaker  feel  supported  but  should  not  ignore  the  actual
problem. 

4. Exploratory Response: The listener asks open-ended questions to encourage the speaker to
explain the situation in  greater  detail.  This  helps gather  more information and improves
understanding. 

5. Empathic Response: The listener understands and reflects the speaker's emotions with care
and sensitivity. This is considered the most effective response style because it builds trust,
respect, and emotional support. 

These  response  styles  help  improve  communication,  strengthen  interpersonal  relationships,  and
encourage meaningful conversations.

8. Discuss the Three Major Listening Skills—Attending, Following, and Reflecting.

Answer: Effective listening depends on three major skills: Attending, Following, and Reflecting. These
skills help listeners understand messages accurately and respond appropriately.

Attending means giving complete attention to the speaker. It includes maintaining eye contact, using
appropriate  facial  expressions,  avoiding  distractions,  and showing interest  through positive body
language. Attending makes the speaker feel respected and encourages open communication.

Following involves  encouraging  the  speaker  to  continue  talking  by  using  verbal  and  non-verbal
responses such as nodding, smiling, saying "I see," or asking simple questions. This demonstrates
interest and helps the conversation flow naturally.

Reflecting means restating or summarizing the speaker's ideas and emotions in one's own words to
confirm  understanding.  Reflecting  reduces  misunderstandings,  clarifies  information,  and  shows
empathy toward the speaker.

For  example,  during  a  counselling  session,  the  counsellor  first  gives  full  attention  (attending),
encourages the client to continue speaking (following), and then summarizes the client's feelings to
confirm understanding (reflecting).

Together, these three listening skills improve interpersonal communication, strengthen relationships,
encourage trust, and ensure that communication is clear, meaningful, and effective.
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Unit-3: Self-Assertion

9. What is Self-Assertion? Explain its Importance in Interpersonal Communication.

Answer: Self-Assertion is the ability to express one's thoughts, feelings, opinions, needs, and rights
confidently,  honestly,  and  respectfully  without  violating  the  rights  of  others.  It  is  an  important
communication skill that helps individuals communicate openly while maintaining mutual respect.
Assertive people are confident enough to express themselves without being aggressive or passive.

Self-assertion is  essential  in  interpersonal  communication because it  promotes clear,  direct,  and
honest  communication.  It  helps  individuals  express  their  ideas  confidently,  refuse  unreasonable
requests  politely,  resolve  conflicts  peacefully,  and  make  independent  decisions.  Assertive
communication reduces misunderstandings, strengthens relationships, and encourages cooperation
between individuals.

Self-assertion also improves  self-esteem because people who express themselves confidently feel
more respected and valued. It helps reduce anxiety, increases self-confidence, and develops leadership
qualities. In workplaces and educational institutions, assertive communication promotes teamwork,
better decision-making, and effective problem-solving.

For  example,  a  student  who  politely  asks  a  teacher  for  clarification  instead  of  remaining  silent
demonstrates  self-assertion.  Similarly,  an  employee  who  respectfully  expresses  opinions  during
meetings shows assertive behaviour. Thus, self-assertion is a key element of effective interpersonal
communication and healthy personal and professional relationships.

10. Explain the Relationship between Assertive Behaviour and Self-Esteem.

Answer:  Assertive  Behaviour and  Self-Esteem are  closely  related  because  both  contribute  to
confidence, self-respect, and effective communication. Self-esteem is a person's opinion about his or
her own worth and abilities, while assertive behaviour is the ability to express thoughts, feelings, and
opinions confidently and respectfully.

People with high self-esteem are more likely to behave assertively because they value themselves and
believe their opinions are important. They communicate honestly, respect the rights of others, accept
constructive criticism, and confidently handle difficult situations. In contrast, people with  low self-
esteem may hesitate to express their views, fear rejection, or become either passive or aggressive in
communication.

Assertive behaviour also helps improve self-esteem. When individuals express themselves confidently,
make independent decisions, and solve problems effectively, they develop greater self-confidence and
personal satisfaction. They feel respected by others, which further strengthens their self-worth.

For example, a student who confidently presents ideas during classroom discussions receives positive
feedback, which increases confidence and self-esteem. Similarly, an employee who communicates
assertively  with  colleagues  develops  stronger  professional  relationships.  Therefore,  assertive
behaviour and self-esteem support each other and play a vital role in personality development and
interpersonal communication.
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11. Discuss the Importance of Psychological and Non-Verbal Skills in Self-Assertion.

Answer: Effective Self-Assertion depends on both psychological skills and non-verbal communication
skills. These skills help individuals express themselves confidently while maintaining respect for others.

Psychological skills include managing anxiety, controlling stress, positive thinking, emotional control,
and self-confidence. These skills help individuals remain calm during difficult situations, make better
decisions, and communicate without fear or hesitation. Managing anxiety and stress allows a person to
express opinions clearly and respond confidently to challenges.

Non-verbal skills include facial expressions, eye contact, gestures, posture, voice, tone, timing, and
volume. A pleasant facial expression, confident posture, appropriate gestures, and steady eye contact
make communication more effective and believable. Similarly, speaking with a clear voice, suitable
tone, and proper volume helps convey confidence and sincerity.

For example, a job applicant who maintains eye contact, speaks confidently, uses appropriate gestures,
and remains calm during an interview demonstrates effective self-assertion. Likewise, a teacher who
uses positive body language and a confident voice communicates more effectively with students.

Thus,  psychological  and non-verbal  skills  are essential for  assertive communication because they
improve  confidence,  reduce  misunderstandings,  strengthen  interpersonal  relationships,  and  help
individuals express themselves effectively in personal and professional situations.

Unit-4: Official Communication

12. Explain the Process of Designing an Effective Official Document.

Answer: Designing an effective official document is an important part of professional communication.
The process begins with  goal orientation,  where the writer clearly identifies the purpose of the
document, such as informing, requesting, or persuading. The next step is readership analysis, which
involves understanding the readers' needs, knowledge, expectations, and level of understanding.

After identifying the audience, the writer creates the message by expressing one clear idea in each
sentence using simple,  concise,  and action-oriented language. The information is then  organized
logically through proper headings, subheadings, grouping, and outlining so that readers can easily
follow the content.

The document should have a professional format with a clear introduction, body, and conclusion.
Bullet points, numbering, and summaries may be used to improve readability. Finally, the document is
carefully reviewed for grammar, spelling, punctuation, clarity, and accuracy before it is finalized.

An effectively designed official document communicates information clearly, saves the reader's time,
improves understanding, and helps achieve the intended communication objectives.

13. Discuss the Importance of Readership Analysis and Message Creation in Official Communication.
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Answer: Readership Analysis and Message Creation are two essential steps in official communication.
They ensure that the communication is meaningful, clear, and effective.

Readership Analysis means studying the intended readers before preparing a document. The writer
identifies  the  readers'  educational  background,  knowledge,  interests,  expectations,  and
communication needs. This helps in selecting the appropriate language, tone, style, and level of detail.
A  well-planned  readership  analysis  reduces  misunderstandings  and  improves  communication
effectiveness.

Message Creation involves preparing a clear and purposeful message. An effective message should
express  one idea in one sentence, remain within the required word limit, be self-explanatory, and
focus on the required action. It should use simple, accurate, and professional language so that readers
can easily understand the information.

For example, an official email written for senior management should be brief, formal, and focused,
whereas communication with students may require more explanation and simpler language.

Together, readership analysis and message creation improve clarity, enhance reader understanding,
increase  the  effectiveness  of  official  communication,  and  help  organizations  achieve  their
communication objectives successfully.

14. Explain the Process of Writing the First Draft and Editing an Official Document.

Answer:  The  first draft is  the initial version of an official  document prepared after planning and
organizing the information. During this stage, the writer focuses on presenting ideas clearly without
worrying too much about minor errors. The document should begin with a brief introduction, followed
by logically arranged information using headings, subheadings, summaries, and bullet points where
necessary. Each paragraph should discuss one main idea, and the language should be simple, clear, and
professional.

After completing the first draft, the document goes through the  editing process.  Editing involves
reviewing the content to improve clarity, accuracy, grammar, spelling, punctuation, sentence structure,
and word choice. The writer also checks whether the information is logically organized, paragraphs are
connected properly, unnecessary words are removed, and the document meets its purpose.

Effective editing ensures that the document is concise, error-free, and easy to understand. It also
improves the overall quality and professionalism of the communication. Therefore, careful drafting and
editing are essential steps in producing accurate and effective official documents.

15. Write Short Notes on Email Writing, Business Letters, Memos, and Resume Writing.

Answer:  Official  communication  includes  various  written  documents  used  in  professional
organizations.

Email Writing is the most common method of official communication. An effective email should have a
clear subject line, a polite greeting, a concise and well-organized message, and a professional closing. It
should use simple language and maintain a formal tone.
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Business Letters are formal written communications between organizations or individuals. They follow
a standard format that includes the sender's address, date, receiver's address, subject, salutation,
body,  complimentary  close,  and  signature.  Business  letters  are  used  for  enquiries,  requests,
complaints, orders, and official correspondence.

Memos  (Memorandums) are  short  internal  communications  used  within  an  organization.  They
provide instructions, announcements, reminders, or important information to employees. Memos are
brief, direct, and usually contain headings such as To, From, Date, Subject, and Message.

A Resume is a professional document that summarizes an individual's educational qualifications, work
experience, skills, achievements, and personal information for employment purposes. A well-prepared
resume is clear, concise, well-organized, and highlights the candidate's strengths to create a positive
impression on employers.

Unit-1: Self-Esteem

1. Explain the Concept of Self-Esteem and the Spiral Model of Personal Development. Discuss the
Various Steps for Developing Self-Esteem, Including Self-Awareness, Self-Talk, Goal Setting, Personal
Strengths, Relaxation, and Positive Thinking with Suitable Examples.

Answer: Self-Esteem is the way individuals value and respect themselves. It reflects a person's self-
confidence, self-worth, and belief in his or her abilities. People with high self-esteem accept both their
strengths and weaknesses, make decisions confidently, communicate effectively, and face challenges
with  a  positive attitude.  Healthy  self-esteem is  essential  for  personality  development  because it
improves emotional well-being, motivation, and interpersonal relationships.

The Spiral Model of Personal Development explains that personal growth is a continuous process.
Individuals develop through repeated learning, self-reflection, experience, and improvement. Every
success or failure becomes a learning opportunity, leading to higher levels of confidence, knowledge,
and maturity. The model shows that personal development is lifelong and each stage prepares a person
for further growth.

Several steps help in developing self-esteem:

 Self-Awareness: Understanding one's strengths, weaknesses, emotions, and behaviour.

 Positive Self-Talk: Replacing negative thoughts with encouraging and optimistic statements.

 Goal Setting: Setting realistic and achievable goals to provide direction and motivation.

 Recognizing Personal Strengths: Focusing on talents and abilities while working to improve
weaknesses. 

 Relaxation: Practising deep breathing, meditation, or other relaxation techniques to reduce
stress and anxiety. 

 Positive Thinking: Maintaining an optimistic attitude and learning from failures instead of
becoming discouraged. 
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For example, a student who lacks confidence in public speaking can identify the weakness, practise
positive self-talk, set a goal to participate in seminars, and gradually improve through continuous
practice. Thus, self-esteem and the Spiral Model together encourage continuous learning, confidence,
and personal success.

2.  Discuss  the  Importance  of  Self-Awareness  and  Self-Knowledge  in  Personality  Development.
Explain the Role of the Five Freedoms, Positive Communication, and Realistic Thinking in Improving
Self-Esteem and Personal Growth.

Answer: Self-Awareness is the ability to recognize and understand one's own thoughts, emotions,
behaviour, strengths, weaknesses, values, and attitudes. Self-Knowledge is a deeper understanding of
one's personality, abilities, interests, goals, and limitations. Together, they form the foundation of
personality development by helping individuals understand themselves and make better decisions.

Self-awareness  enables  people  to  control  emotions,  improve  communication,  solve  problems
effectively, and develop healthy relationships. Self-knowledge helps individuals recognize their talents,
identify areas for improvement, set realistic goals, and choose suitable career paths. These qualities
increase confidence, responsibility, and emotional maturity.

The Five Freedoms play an important role in developing self-esteem. They include the freedom to see
and hear what is happening, to think and feel honestly, to express one's feelings and opinions, to ask
for  what  one  wants,  and  to  take  responsibility  for  one's  actions.  These  freedoms  encourage
confidence, honesty, and healthy interpersonal communication.

Positive communication involves speaking respectfully, listening carefully, expressing ideas clearly, and
maintaining  mutual  understanding.  It  strengthens  relationships,  reduces  misunderstandings,  and
builds trust.

Realistic thinking means accepting both strengths and weaknesses without unrealistic expectations. It
helps individuals learn from mistakes, remain optimistic, and continue improving instead of becoming
discouraged.

For example, a student who recognizes a weakness in communication can seek guidance, practise
regularly,  and confidently participate in classroom discussions.  By combining self-awareness, self-
knowledge, the Five Freedoms, positive communication, and realistic thinking, individuals develop
higher self-esteem, stronger personalities, and greater success in personal, academic, and professional
life.

Unit-2: Listening

3.  Explain  the  Importance of  Listening  in  Interpersonal  Communication.  Differentiate  between
Active Listening and Reflective Listening. Discuss the Five Response Styles and the Listening Skills of
Attending, Following, and Reflecting with Suitable Examples.

Answer: Listening is one of the most important skills in interpersonal communication because it helps
people  understand  messages  accurately  and  respond  appropriately.  Good  listening  builds  trust,
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strengthens  relationships,  reduces  misunderstandings,  and  improves  problem-solving.  It  allows
individuals to understand not only the spoken words but also the speaker's emotions and intentions.
Effective listening encourages mutual respect and promotes successful communication in personal,
academic, and professional life.

There are two important types of listening:

Active Listening means giving full  attention to the speaker by maintaining eye contact,  avoiding
interruptions, asking relevant questions, and providing feedback. Its main purpose is to understand the
message accurately.

Reflective Listening goes a step further by restating or paraphrasing the speaker's message in the
listener's  own words.  It  focuses on understanding both the content and the feelings behind the
message, making the speaker feel understood and respected.

Reflective Listening includes five response styles:

1. Judgemental – Evaluating or criticizing the speaker. 

2. Explanatory – Explaining or interpreting the speaker's problem. 

3. Reassuring – Offering comfort and encouragement. 

4. Exploratory – Asking questions to gather more information. 

5. Empathic – Understanding and sharing the speaker's feelings. 

Three important listening skills are:

 Attending: Giving complete attention through eye contact and positive body language.

 Following: Encouraging the speaker with verbal and non-verbal responses such as nodding or
asking simple questions. 

 Reflecting: Restating or summarizing the speaker's ideas to confirm understanding.

For example, a teacher who carefully listens to a student's problem, asks questions, and summarizes
the concern demonstrates effective listening. Thus, listening improves communication, cooperation,
and interpersonal relationships.

4.  Describe  Reflective  Listening  in  Detail.  Explain  the  Judgemental,  Explanatory,  Reassuring,
Exploratory, and Empathic Response Styles. Discuss How Effective Listening Improves Interpersonal
Relationships and Communication.

Answer:  Reflective  Listening is  an  advanced  communication skill  in  which  the  listener  carefully
understands the speaker's message and then reflects or paraphrases it in his or her own words. The
purpose is to confirm understanding, clarify doubts, and show empathy toward the speaker. Unlike
ordinary listening, reflective listening focuses on both the facts and the emotions expressed by the
speaker. It encourages trust, openness, and meaningful communication.

Reflective Listening includes five response styles:
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1. Judgemental  Response: The  listener  judges,  criticizes,  or  praises  the  speaker  instead  of
understanding the message. This may discourage open communication.

2. Explanatory Response: The listener explains or interprets the speaker's situation based on
personal understanding. Although helpful in some cases, it may overlook the speaker's actual
feelings. 

3. Reassuring Response: The listener provides comfort, encouragement, or hope to reduce the
speaker's anxiety. It creates emotional support when used appropriately.

4. Exploratory Response: The listener asks open-ended questions to encourage the speaker to
explain the situation further. This helps gather more information and improves understanding.

5. Empathic Response: The listener understands and reflects the speaker's emotions with care
and sensitivity. This is considered the most effective response style because it strengthens
trust and emotional connection. 

Effective listening improves interpersonal relationships by promoting respect, trust, cooperation, and
mutual  understanding.  It  reduces  conflicts,  improves  teamwork,  enhances  decision-making,  and
encourages honest communication.

For example, a counsellor who listens patiently, asks thoughtful questions, and reflects the client's
feelings helps the client feel understood and supported. Therefore, reflective listening is an essential
skill for successful communication and healthy interpersonal relationships.

Unit-3: Self-Assertion

5. Explain the Concept and Need for Self-Assertion. Discuss the Relationship between Assertive
Behaviour and Self-Esteem. Also Explain Communication Rights, Psychological Skills, and Non-Verbal
Communication Skills Required for Effective Self-Assertion.

Answer: Self-Assertion is the ability to express one's thoughts, feelings, opinions, needs, and rights
confidently,  honestly,  and  respectfully  without  violating  the  rights  of  others.  It  is  an  important
interpersonal  communication  skill  that  enables  individuals  to  stand  up  for  themselves  while
maintaining positive relationships. Self-assertion is neither passive nor aggressive; it  represents a
balanced and confident communication style.

The need for self-assertion arises because it helps individuals communicate clearly, make independent
decisions,  refuse  unreasonable  requests  politely,  resolve  conflicts  peacefully,  and  build  healthy
relationships. It also reduces fear, anxiety, and misunderstandings.

There is a close relationship between  Assertive Behaviour and  Self-Esteem. People with high self-
esteem usually communicate assertively because they respect themselves and value their opinions.
Similarly, practising assertive behaviour increases confidence, self-respect, and emotional well-being,
thereby improving self-esteem.

Communication rights include the right to express opinions, ask questions, say "no" politely, make
decisions, request clarification, and be treated with dignity and respect. These rights encourage equal
and respectful communication.
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Effective self-assertion also requires psychological skills such as managing anxiety and stress, positive
thinking, emotional control, confidence, and decision-making. In addition, non-verbal communication
skills like  eye contact,  facial  expressions,  gestures,  posture,  voice,  tone,  timing,  and appropriate
volume strengthen the impact of verbal communication.

For example, an employee who confidently expresses ideas in a meeting while maintaining respectful
body  language  demonstrates  effective  self-assertion.  Thus,  self-assertion  improves  interpersonal
communication,  strengthens  self-esteem,  and  promotes  healthy  personal  and  professional
relationships.

6. Discuss the Importance of Assertive Behaviour in Interpersonal Communication. Explain How
Anxiety Management, Stress Management, Facial Expressions, Gestures, Voice, Tone, Timing, and
Body Language Contribute to Effective Communication.

Answer: Assertive Behaviour is a communication style in which individuals express their thoughts,
feelings, opinions, and needs confidently, honestly, and respectfully. It is essential in  interpersonal
communication because it promotes openness, mutual respect, trust, and effective problem-solving.
Assertive  people  communicate  clearly  without  being  passive  or  aggressive,  leading  to  stronger
personal and professional relationships.

One  of  the  key  factors  supporting  assertive  behaviour  is  anxiety  management.  Controlling
nervousness  through  relaxation  techniques,  positive  thinking,  and  preparation  helps  individuals
communicate with confidence. Similarly,  stress management enables people to remain calm, make
better decisions, and respond appropriately during difficult situations.

Non-verbal communication also plays a vital role in assertive behaviour.  Facial expressions should
match the spoken message and convey confidence and sincerity. Gestures help emphasize ideas and
make communication more expressive. A confident voice, with the right tone,  timing, and volume,
improves clarity and persuasion.  Body language, including posture and eye contact, communicates
confidence, honesty, and interest.

For example, during a job interview, a candidate who maintains eye contact, smiles naturally, uses
appropriate gestures, speaks clearly, and remains calm under pressure creates a positive impression.
Similarly, a teacher who uses confident body language and an encouraging tone communicates more
effectively with students.

Therefore, assertive behaviour combined with strong psychological and non-verbal communication
skills enhances interpersonal relationships, reduces misunderstandings, builds self-confidence, and
ensures successful communication in everyday life.

Unit-4: Official Communication

7. Explain the Complete Writing Process for Official Communication. Discuss Document Designing,
Readership Analysis, Message Creation, Organization of Information, Writing the First Draft, and
Effective Editing with Suitable Examples.
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Answer: Official communication is a systematic process of preparing clear, accurate, and professional
documents for business or organizational purposes. An effective writing process ensures that the
message is easily understood and achieves its objective.

The first step is document designing, where the writer determines the purpose of the document, the
type of communication, and the information to be included. The document should have a logical
structure with an introduction, body, and conclusion.

The  second  step  is  readership  analysis,  which  involves  understanding  the  readers'  knowledge,
expectations,  interests,  and  communication  needs.  This  helps  the  writer  select  the  appropriate
language, tone, and level of detail.

Next  comes  message  creation,  where  the  writer  prepares  a  clear,  concise,  and  action-oriented
message. Each sentence should express one main idea using simple and professional language.

The information is then organized logically through headings, subheadings, summaries, bullet points,
and  proper  sequencing  of  ideas.  This  improves  readability  and  helps  readers  locate  important
information quickly.

The first draft is prepared by presenting all ideas without worrying about minor mistakes. Finally, the
document  undergoes  effective  editing,  where  grammar,  spelling,  punctuation,  clarity,  sentence
structure, and formatting are carefully reviewed. Unnecessary words are removed, and the document
is polished before final submission.

For example, while writing an official email requesting a meeting, the writer first defines the purpose,
understands the recipient, organizes the message clearly, drafts the email, and edits it for correctness.
This process ensures professional and effective communication.

8. Discuss the Importance of Effective Official Communication. Explain Goal Orientation, Readership
Expectations,  Persuasive  Factors,  Message  Creation,  Outlining,  Summarising,  Headings,  Bullet
Points, and Editing Techniques Used in Professional Writing.

Answer: Official communication is essential for the smooth functioning of organizations because it
ensures  the  accurate  exchange  of  information,  supports  decision-making,  and  maintains
professionalism.  Clear  and  effective  communication  improves  productivity,  reduces
misunderstandings, and strengthens relationships within and outside the organization.

The first requirement of official communication is goal orientation, where the writer clearly identifies
the purpose of the document, such as informing, requesting, persuading, or instructing.

Understanding readership expectations is equally important. The writer should consider the readers'
knowledge, interests, and needs so that the message is appropriate and easy to understand.

Persuasive factors help convince readers by presenting accurate facts, logical arguments, relevant
evidence,  and a positive tone.  A well-prepared message should be concise,  action-oriented,  and
focused on one idea per sentence.

An  effective  outline organizes  information  logically  before  writing  begins.  Important  points  are
grouped under suitable headings and subheadings. Summarising presents the main ideas briefly, while
headings and bullet points improve readability and help readers locate important information quickly.
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The final stage is editing, which involves checking grammar, spelling, punctuation, sentence structure,
paragraph organization, formatting, and clarity. Editing removes unnecessary words and ensures that
the document is accurate and professional.

For example, an official report with clear headings, bullet points, and a concise summary is easier to
read and  understand  than  a  long  unorganized  document.  Thus,  effective official  communication
enhances professionalism, improves understanding, and helps organizations achieve their objectives
successfully.

9. Explain the Complete Process of Preparing Effective Official Communication. Discuss Document
Planning, Readership Analysis, Message Creation, Organization of Information, Drafting, Editing, and
the Preparation of Official Emails, Business Letters, Memos, and Resumes with Suitable Examples.

Answer: Preparing effective official communication requires careful planning and a systematic writing
process. The objective is to communicate information clearly, accurately, and professionally.

The  process  begins  with  document  planning,  where  the  writer  identifies  the  purpose  of  the
communication, collects relevant information, and decides the appropriate format. The next step is
readership analysis, which helps the writer understand the readers' expectations, knowledge, and
communication needs.

After analysing the audience, the writer proceeds with  message creation. The message should be
simple,  concise,  self-explanatory,  and focused on the desired action. Information should then be
organized logically using headings, subheadings, paragraphs, summaries, and bullet points to improve
readability.

The drafting stage involves preparing the first version of the document by arranging ideas in a clear
sequence. After drafting, the document is edited to correct grammar, spelling, punctuation, sentence
structure, formatting, and clarity. Editing ensures that the final document is professional and error-
free.

Official communication includes different forms of writing. An  official email is used for quick and
formal communication. A business letter follows a standard format for enquiries, requests, complaints,
and official correspondence. A memo is a short internal communication used to inform employees
about policies, meetings, or instructions. A resume summarizes a person's educational qualifications,
work experience, skills, and achievements for employment purposes.

For example, a company may send an official email to schedule a meeting, issue a business letter to a
client, circulate a memo to employees regarding a new policy, and review resumes during recruitment.
Proper planning, drafting, and editing ensure that all these documents communicate effectively and
professionally.
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