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1. (a) What do you mean by business

communication? Discuss the elements of 

communication process. 2+7=9

Or

(b) What are formal and informal

communications? Discuss their advan-

tages and disadvantages. 5+4=9

2. (a) What is grapevine communication? What 

are the advantages and disadvantages of

grapevine communication? 1+4+4=9

20L/534a ( Turn Over )

( 2 )

Or

(b) What is seminar? How can seminar be

made effective? 2+7=9

3. (a) Discuss in brief various steps in effective

writing. 9

Or

(b) What are the various types of business

letters? What are the important points to

make business letters effective? 4+5=9

4. (a) What is business report? Discuss in brief 

various types of business reports. 2+7=9

Or

(b) Discuss PowerPoint presentation with its

advantages. 2+7=9

5. (a) What do you mean by video-

conferencing? Write about the

advantages and disadvantages of video-

conferencing. 1+4+4=9

Or

(b) Discuss the way of handling written

communication in international situa-

tion. 9
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