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INSTRUCTIONS: 
1. Attempt any 5 questions. Do not write anything on the question paper. 
2. Mobile phone(s) or any other communicating device will not be allowed in the 

examination room. Students will have to remove the batteries of these devices 
before entering the examination hall. 

 
Q1- Why it is important to have an open and effective communication in an organization and 

to the people outside the organization?  
 
Q2- Discuss the six different components of communication. 
 
Q3- What is the purpose of writing a business report? Describe the organizational patterns and 

format of the two different kinds of report.  
 
Q4- Briefly explain the communication barriers and state how it hinders the process of 

communication.  
 
Q5- The hard drive in your computer is full of valuable files and data. Write a memo to Mr. 

Khan, your supervisor, requesting that your hard drive be replaced by one with greater 
capacity (or that a second hard drive be added to your system). Make as strong a case as 
you can, for example greater productivity, better programs, etc. 

 
Q6- Design a sales letter to your customers, offering them a discount on early payment on 

products or services. Make your offer attractive and persuasive.  
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