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PartA
Answer any ten questions.

Each question carries 2 marks.

How can a quotation order be executed?

What does the term grievance reddressal indicate?
What is a sales letter?

Why would a person need a Power of Attorney?
What do you mean by a letter of employment?

What is the purpose of the summer project proposal?
Define a notice.

Is repetition a good idea in effective communication?
What are some examples of body language?

What are the barriers of communication?

What is a blog?. Give examples.

What are the four types of networks?
(10%2=20)
PartB
Answer any six questions.

Each question carries 5 marks.
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How can we write an effective letter to the editor ?

What is the purpose of writing a covering letter?

What are the types of an enquiry letter?

Explain the necessary aspects of filling an application form .
What are argumentative essays?

What do you mean by the medium of communication?

Explain the principles of effective communication.

Explain the rules we have to keep while we are sending an email.

Explain the main social media etiquette.

PartC
Answer any two questions.

Each question carries 15 marks.

Explain how one could make his/her resume more appealing.
Explain Agenda with a sample draft.

Explain the role of clarity, brevity, interaction and persuasion while delivering a
presentation.

Elaborate on Paralanguage Channels.

(6x5=30)

(2x15=30)



