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NOTE: 
Q1 is compulsory, attempt any four questions from the rest. Cell phones and other electronic gadgets are not allowed in the examination hall. 
   
Q1. Attempt any four of the following short questions:

a) List down the major parts of business or research proposal (4 marks)
b) Define communication and effective communication (4 marks)
c) List the types of communication within and outside organization (4 marks)
d) What is successful interpersonal communication? (4 marks)
e) What are “salutation” and “letter head” in a formal business message? (4 marks)
Q2. Explain the five steps of effective communication with a diagram. Also label the diagram and describe it (12.5 marks)
Q3. Attempt the following:
a) Describe the five steps of preparing effective business messages (6.5 marks) 
b) Apply the five steps of preparing effective business messages on a real example. (3 marks) 
c) What is the purpose of report writing? (3 marks) 
Q4. Attempt the following: 
a) What is Persuasion? Explain positive and negative types of persuasion with examples (3 marks)
b) What is persuasive speaking? How can you persuasive someone? (3 marks)
c) Explain successful persuasion and different strategies towards successful persuasion (6.5 marks) 
Q5. a) 
Explain the group formation stages for a successful business along with a diagram. Also write the different kinds or types of group meetings (6.5 marks)

b) 
Who are group leaders? What is the role of group leaders in the group meetings (6 marks) 
Q6. Explain and describe the following 7C’s of effective communication (12.5 marks)
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Clarity Completeness Conciseness Consideration Correctness Concreteness Courtesy
(The ‘You' Attitude) Accuracy

The 7Cs for effective Business Communication




Q7. Write short report/notes on the following: 
a) Business Communication and Global Context (6 marks) 
b) Business Communication & Legal Issues (6.5 marks) 
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