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Answer any 10 (2 marks each)

What do you mean by general power of attorney?
What do you mean by P2P?

Explain ‘informal communication’.

What do you mean by a system?

What is a letter of appreciation?

Explain verbal communication.

What do you mean by BPM?

Explain chronological resume.

What is a complimentary clause?

Explain CV.

What do you mean by ‘vertical communication’?

Explain decentralisation.
(2 x 10 =20)

PART B

Answer any 5 (5 marks each)
Write a letter making a firm offer.
Draft a complaint letter.
Explain the salient features of information.
Explain the three roles of MIS.
Explain the various types of formal communication.
What are the various types of kinesics?
Explain the process in data analytics.

Write a letter of recommendation.
(5x5=25)

PART C
Answer any 3 (10 marks each)

Enumerate the types of written communication.

Explain the parts and layout of a business letter.

What do you mean by soft skills? Discuss the various soft skills necessary for business.
Explain risk. Briefly enumerate the various types of business risks.

Explain the essentials of a good information system.
(10 x 3 = 30)
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