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Instructions : (1) This paper contains Three questions. 

 (2) All questions are compulsory. 

 (3) Question No. 1, 2 have internal options.  

 (4) Figures in the right side in parenthesis indicate marks.  

 
1. Write a detailed note on non-verbal barriers to communication. 10 

             OR  

1. Discuss the regular parts of the business letter.  10 

 

2. Explain the structure, style and language of business emails.  10 

          OR 

2. Write short notes on the following :  10 

 (i) Inter-office Memorandum (MEMO) 

 (ii) Agenda 

 

3. Match the words in Column A with their correct meanings in Column B : (Any five)  5 

   A B 

 (1) Appraisal (a) Standard of comparison 

 (2) Benchmark (b) A large company recognized by law  

 (3) Corporation (c) Set of rules or guidelines 

 (4) Policy (d) Evaluation of performance  

 (5) Revenue (e) Business deal or exchange 

 (6) Transaction (f) Income generated from sales 

___________ 


