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Instruction:
All questions are compulsory.

Q. 1. Answer the following. (Any One) (10)

A) Define business communication. Explain the importance of professional communication
skills in modern organisations with reference to letter writing, email communication, and
report writing.

OR

B) What is office drafting? Discuss the format, purpose, and features of circulars, notices,
and memos used in official communication.

Q. 2. Write short notes. (Any Two) (10)
1) Meaning, purpose, and format of a memo used in office communication
2) Use of LCD projectors and whiteboards as presentation aids
3) The essential elements of an effective resume
4) Importance of gestures and posture during presentations and public speaking

5) Role of pronunciation and articulation in effective speech delivery
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