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Sec on A
Answer any 10 (2 marks each)

1. What do you mean by 'teleconferencing'?
2. What do you mean by 'kinesics'?
3. Explain encoding.
4. What do you mean by solicited applica on le er?
5. What is a recommenda on le er?
6. What is a power of a orney?
7. What is post script?
8. What do you mean by ‘quota on’?
9. Explain the five processing func ons of MIS.

10. List any two components of Informa on System.
11. What is risk?
12. What is XBRL?

Sec on B
Answer any 5 (5 marks each)

13. Explain the various types of formal communica on.
14. Explain space language and various types of it.
15. Explain the essen als of effec ve upward communica on.
16. Write a le er of appointment.
17. Write a circular le er informing change in price.
18. Write an offer le er on annual reduc on sale.
19. What are the disadvantages of ERP?
20. What are the various types of risks?

Sec on C
Answer any 3 (10 marks each)

21. Enumerate the types of wri en communica on.

22. Explain the barriers to communica on.
23. State the essen als for dra ing a le er of termina on. Prepare a le er of termina on/dismissal.

24. Explain the contents of a partnership deed.
25. Enumerate the benefits of MIS.
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