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Notes: 1.  All questions are compulsory.
2. All questions carry equal marks.

1. a) Explain the process of communication.

b)  State the essential features of effective communication.
OR

c)  Explain the objectives and significance of communication.
2. a) State dis-advantages of oral communication.

b)  State the importance of effective communication.
OR

c)  Discuss advantages & disadvantages of written communication.
3. a) Write qualities of Public Speakers.

b)  State Do’s & Don’ts of Public speaking.
OR

c)  Write the responsibilities of manager as a Public Speaker & explain the Public Speaking is
a art as well as Science.

4. a) Draft a sales report with the help of imaginary information.
b)  State types of commercial letters.
OR
c)  State the principles and importance of business writing.
5. Write short notes.
a) Elements of Communication.
b) Grapevine Communication.
c) Role of humor in Public Speaking.

d) Survey report.
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