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(All questions carry EQUAL marks)

L A.  Discuss the common malfunctions that exist in our communication effort?
OR
B. Which are the common commurication channels in an organization?
[I. A, Discuss the different types of interviews? How does an inierview become successful?
OR
B. Discuss different types of business meetings. What are the important considerations while arranging a
meeting?
. Al What are collection letters? Discuss the routine usually followed in writing these letters and the

important points to be considered in this respect. Apart from letters what are the other collection
methods followed in business?
OR
B. You are a retai! dealer of electronic poods. As per order placed, you have received a consignment
from a wholesaler, but on opening the packets you find a few items missing. Write z letter to the
wholesaler pointing out this and asking him to supply the m issing articles.

IV. A, What are the major diffcrences between short and long reperts? You are the secretary of K.V.S.Lid.,
Registered office 310, P.S.Road, Bangalore-560004. Write down the notice of a meeting of the Board
of Directors. '

OR
B. Discuss the important aspects regarding the use of language in business communication.

V. A, What is meant by non-verbal communication? Discuss in detail.
OR
B. What is N.L.P ? Discuss a few N.L.P. models.
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