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SECTION C — (3 x 10 = 30 marks)
Answer any THREE questions.

Explain the seven characteristics of business
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communication.
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and
Explain the analysis of business letters.
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Discuss the various types of business letters.
LG Geu euEnEWITET GALIMTITTS alg giser LnHl 68leumRk

How will you prepare an application for giving
advertisement?
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Discuss the characters and importance of business

report. . 4.
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Answer ALL questions.

b&vé the definition for business communication.
: :
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\;Q’Ea. inz the two feature of business communication.
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What is meant by lay out of business letters?
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Whas ig meant by drafting of letters?
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What is meant by circular?
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Define Resume.
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10.
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What is meant by Application? 13. (a) Write briefly about collection of letters.
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Define committee report.
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Or

What is business report? (b)  What is meant by Offers and Quotations?
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What is individual report?

SaflpuT oIfl&ame e eresan?

Answer ALL questions by choosing either One.

(a)

(b)

(a)
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14.  (a) What are the essential qualities of Application
letters?

SECTION B — (5 x b = 25 marks) i BB
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Explain  the meaning of business Or

communication. ; L
i 1at is meant by unsolicited letters?
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Or i STILULLTS &ly SEISET GTEMMTE eTeimen?
List out the classification of business What is meant by business report? And its
communication. ; characters.
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Explain the basic principle in drafting.
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Or (b)  List out the different types of business report.

Discuss the structure of business letters. udiGhip.  aumsiTe urumy  syfléossemar
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