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Note: Candidates are required to attempt five questions, selecting at least one question from

cach section. The fifth question may be attempted from any section. All questions carry equal
marks.
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1. Explain 7C’s of offective business Ggﬁhunicutiun.l
=27 Briefly discuss Formal and h@% Communication. =
N}
SECTION-B
~—3-Explain the factors affecting Presentations in detail _
4. Explain Business to business etiquette in detail.
| SECTION-C
%Scuss Drafting of Sales and Preparation of sales reports.
6. Explain the Customers Correspondence and Complaints in detail.
SECTION-D
' 7. Discuss Secretarial Correspondence in brief.

é, Explain the Final Appointment Orders in detail,
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