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Q1.  

Define business letters. And explain its major kinds. Explain it with 

example. 

Marks 

10  

Q2. 

Define speaking. What are the barriers in speaking? 

Marks 

10  

Q3. 

What is extemporaneous delivery in presentation? 

Marks 

10  

Q4. 

Define “Deciphering” and “Storing” in the listening process. 

Marks 

10 

Q5. 

What is meant by consideration and correctness in message? Explain 

it with examples. 

Marks 

10 

 


