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Answer any five out of the following questions:    (5 x 15 = 75) 

1. Explain the process of communication with a neat flow diagram. 

2. Describe in detail the types of Non-verbal Communication. 

3. What are the Basic Principles of Effective Business Correspondence? Explain them in 

detail. 

4. Discuss in detail the Common Components of Business Letters with an example. 

5. Describe in detail the Steps in Writing a Routine Business Report. 

6. Explain the types and role of Audio-visual media as a form of non-verbal 

communication. 

7. Write a Covering Letter along with your detailed resume, to an employer, in response 

to a job advertisement in a local newspaper that you want to apply for. 

 


