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Part A |

Answer all the questions.
Each question carries 1 weightage.

1. What is non-verbal communicatioﬁ ?
2. Define ‘Proxemics’.
3. Whatis an Agenda ?
4. What is ‘minutes of meeting’ ?
5. What is ‘letter of complaint’ 7
6. What do you mean by the term ‘linguistic communication’ ?
J (6 x 1 = 6 weightage)
Part B

Answer any four questions.
Each question carries 3 weightage.

7. Explain the process of business communication.
8. Bring out the differences between verbal and non-verbal communications.
9, Explain_the layout of a business letter with an example,

.10. Write a note on body language.

11. What are the essentials of writing a good resume ?

12, Discﬁss in detail about corporate communications.

(4 x 3 = 12 weightage)



