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Note: Figures to the right indicate full marks.
Mention clearly the option you attempt.

Q-1 Answer Any Two of the following: [40]
1) Define listening and discuss in detail various types of listening..
2) What is communication? Discuss in detail various types of communication with
examples.
3) Write a detailed note on essentials of effective letter writing,
4) Discuss in detail types of reading with appropriate examples.
[30]

Q-2 Write shost notes on Any Two of the following;
1) Layout of a business letter

2) Strategies of reading
3} Internal and external communication

4) Hearing v/s listening
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