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Q1: Write short notes on the following: 

b. Written communication 

c. Group discussions 

seven Cs of communication. 

(5+5+5) 

Q2: What is a business report? Explain it with the help of a format. What points should one keep 
in mind while writing a report? (15) 

Q3:"Communication is an integral part of the human life." Justify this statement. Also, elaborate 
(15) 



Q4: You have been offered the post of a Finance Manager in Kaizen,which is areputed company 
in Japan. Write a letter to the Human Resource Manager and express your interest in accepting 
the offer. (15) 

Q5: "Listening is hearing with thoughtful attention." Discuss. How can one overcome problems 
involved in listening? (15) 
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