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Answer the following

Alswer whether lrue or False -- (Any five) (2x5)

i) Ieedback is extremely important element in communication.

ii) Communication is the exchange of infonnation between a sender and a
receiver.

iii) Communication is effective if we don,t include a verbal component.

iv) Effective communicators choose from a variety ofbehaviors.

v).Sharing information_ with rhe people both inside and outside organization
ls the communication function.

vi) An organisational communication processes play an important role in
presenting an ethical image.

Answer the short questions -(Any five) (2x5)

i) What is meant by Organisational Communication?
ii) Illustrate an example of Oral Communication.
iii) Write in short objectives of Communication,
iv) Nahre of a formal report_
v) Write a note on -Memo_
vi) What is a Notice?

Answer any Two-
What is communication? Explain the process of communication.
I)etme comrnunication. Explain the 7C's of Communicarion.
What is the significance of communication? Explain with an 

"xample.
Answer any Two-
Distinguish between Oral and Written Communication.
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b) Essentiais ofa good business letter. 10 CO2
c) Explain the Styles ofa Business Letter. 10 CO2

Q.4 Answer any Two-

a) What is Report Writing? Explain the format of a formal report. 10 CO3

b) Explain the signifrcance of Report Writing. 10 CO3

c) Write a short answer on- Essentials of Presentation ofa Report. 10 CO3

Q.5 Answer the following -

a) Explain the essentials of Resume Writing. 10 CO4

b) Explain the meaning and importance of organisational 10 CO4
communication.
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