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‘Part A
Answer any five questions.
Each question carries 3 marks.
Déﬁne Communication. _ |
Narrate the skills needed for inter personal coinmunicétioh.
Writé ﬁotes on Impromptu Speech; “

Show a brief summary of office report.

- What do you m_eaﬁ by Attention Value ?-

Prescribe guidelines to use-atelephone talk. ,
' » (5 x 3 = 15 marks)
_Part B

Answer any three questions.
Each question carries 10 marks.

7.. Draft a letter for placing an order for.200 laptops in response to a quotation.

10.

11.
"12;
13.

What is a Report ? ? Explain the criteria for selecting a suitable type of reports.
Enumerate the pomts to be included while draftmg a letter by the company secretary

"The art of speakmg is made up of five thmgs invention, arrangements, style memory and dehvery

Discuss. ) v

' " o | ‘ (3 x 10 = 30 marks)
Part C

Answer any two questions.
Each question carries 15 marks.

Discuss the essentials of a good busihéss letter.
Describe elaborately the skills or essentials needed for an effective presentation.

State the functions of communication and also discuss the different types of communication.
(2 x 15 = 30 marks)



