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Part A

Answer any five questions.
Each question carries 3 marks.

Define Information.

Give the features of good resume.

What is “Kinesics” ? .

What do you mean by “Power of Attorney” ?

Briefly narrate the techniques of “Teleconferencing”.
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What is a “server” ?
(56 x 3 = 15 marks)
Part B

Answer any three questions.
Each question carries 10 marks.

7. Discuss the recent trend of communicationy with reference to Information Technology.

8. 'Explain the parts and layout of a good business letter.

:_//;/ 9. What is a collection letter ? Narrate the elemehts and different stages of collection letter.
~ 10. Explain the role of MIS in decision-making.
' (8 x 10 = 30 marks)
Part C
Answer any three questions.
Each question carries 10 marks.

11. Deﬁné MIS. Discuss the characteristics and functions of MIS.

12. What is communication ? Explain the principles of effective communication system.

13. You have passed LL.B. and have been practising as an advocate for 3 years. Draft an application
for the post of Legal advisor of Sai Manasam Pvt. Ltd. :
¥ ' ' o ” " (2 x 15 = 30 marks)
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