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Total Duration : 2 Hrs 30 Mins. Total Marks : 60
Section B
Answer any SIX questions (6 x 5 = 30 Marks)
What are the principles of effective Communication?
Explain the points to be observed while writing a complaint letter.
Draft the Minutes of an Annual General Meeting.
Interpret the factors influencing Business Etiquettes.
List out the essential contents of a sales letter.
Explain the importance of Agency correspondence.
List out the types of Communication.

What are the types of Etiquettes in a business environment?

Section C
Answer any THREE questions (3 x 10 = 30 Marks)
Explain in detail about the Barriers of Communication.
Classify the different parts of a business letter.
Describe the different types of correspondence.
Discuss about the essential requirements for preparing a Report.
Assess the need and importance of Etiquettes in a business environment.
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