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Note :- Attempt any TEN questions of 1 mark each.
1. Answer the followingbriefly :

(i) What is the purpose of business communication ?
(ii) When is oral communication better than written

communication?
(iii) Give examplesof internal communication.
(iv) What do we mean by cross-cultural etiquette?
(v) Mentionone importantprincipleof oralpresentation.
(vi) How are business manners different from business

etiquette?
(vii) What do we mean by a circular?
(viii) What is a resume?
(ix) How is a transfer different from transmission?
(x) Whatare follow-upletterswithregardsto customers?
(xi) What shouldbe the most importantconsiderationin

a job application?

(xii) What is an office order?
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7. Discuss the different forms of internal correspondence.

8. What considerationsmust be kept in mindwhile drafting
a sales letter? Exemplify.

9. Preparethe finalappointmentordersfor a generalmanager
ofa firm.

Note :-Attempt any TWO questions of 10marks each.

6. Why and how does a business communicate with
shareholders?

SECTION-C

4. What are the factors affectingpresentationsand how can
presentations be made effective?

5. What are business manners? Why should they be
considered in business communication?

Note :-Attempt any TWO questions of 10marks each.

2. What are the barriers to communication and how should
they be managed for effective communication?

3. Discussthe characteristicsandformsof formaland informal
communication.

SECTION-B
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