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Answer any FOUR of the following: (4 x 15 =60)

1. Explain the merits and demerits of Oral communication.
Discuss the Semantic barriers of communication.

Bring out the guidelines for drafting a complaint letter.

Draft a Circular letter announcing the opening of a new bank.

Explain the functions of a sales letter.
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Place an order for certain goods which you reserve the right to reject if delivered after more

than 5 days of the date of order. State that they are to be sent by parcel post.



