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Attempt all the five questions. One question from each

Unit is compulsory. All questions carry equal marks.
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What do you understand by Effective Communication ?

Discuss its elements and importance.
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What is Communication Models ? Discuss the different

forms of communication models.
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What is Formal and Informal Communication ? Discuss their

advantages and disadvantages.
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Write short notes on the following :
(i) Seminar
(i) Conferences
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What is Business Letters ? Explain the determinate factors of

effective business letter.
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Discuss the structure of a effective Business Letters. Create a

specimen of business letter.
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What is the concept of Presentation ? Explain the factors

affecting the oral presentation.
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Write short notes on the following :
(i)  Short Report
(i1) Formal or Long Report
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Discuss the types of body language with its advantages and

disadvantages.
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Explain the objectives, importance and limitation of an

interview.
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