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Part A
Answer all guestions.

Answer the following questions each in a sentence or two.
Hach guestion corries 1 mark,

What is ‘receiver’ 7

What is group communication 7

What is intrapersonal comrmunication ?
What i=s covering letter ?

What ig resume 7

What 15 enclogure notation 7

What is salutation ?

What is ‘cloging’ in a letter 7

What 15 ‘notice” ¥
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What 18 ‘memmo” ?
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Part B

Answer any eight of the following cach in & paragraph
Euch question carries 2 marks.

11. Define corporate communication.

12. What is croas-cultural m]rﬁnunimti:m ?

13. What are the variovns bank correspondences 7
14. Write a model collection letter.

15. Whal is layout ?

16. Write a model enquiry letter.
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What is Facsimile 7
What is voice mail 7

‘What is vou tube ¥

What = fuce book 7
What is word processor ?
Whal is multimedia 7
. = 2= 16)
Part €
Answer any six of the foliowing each in ahout 100 wards
Hach question carries 4 marks.,

Prepare an e-mail stating the opening of o new branch of your company.
Write a letter of order preseribing some raw matenals for your company.

. Write & notice to be published stating the new job vacaneies in yoor company.

Write a fax message to the Head Office of your gompany intiﬁating the strike-oxhortion of the
employecs of your company. /

What are the guidelines to be fullowed while issuing a memo Lo & sybordinate ?

What are the guidelings to be followed while Exﬁc:tm_ngand eancelling orders ¢
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‘What are the essentials of an effective business letter 7

What is Whats App ? What, i its role in communiction ?
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Part D

Antgroer amy PWo -E.Ij"f.ﬁ-;.fﬂm_!wfﬂ# each in about 300 words.
Eauol quesiion earries 15 marks.
Write an essay oo the pr'inuiplgs of eomrnumigstion,
What are-the technology based communisation tools T
What are the vssentials of an effective basginess lotter 7 Discuss.
Write an essay cn corporate commanication strategios for business progress.
(2% 15=30)




