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Answer any four out of the following questions:    (4 x 15 = 60) 

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

2. Provide the detailed description to the structure of a Business Letter with examples. 

3. Enumerate and briefly explain the classifications of ‘Information’. 

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

communication. 

5. Describe the ten ways by which you can exercise effective / active listening. 

6. What are the eight things you should do while drafting letters of inquiry and reply? 

 

 


