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Question 1

a. What do you mean by “effective communication™?
b. Explain the general guidelines for effective communication.

Question 2

a. What are the salient features of an effective letter?
b. What are the features of a circular letter?

Question 3
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12 marks

8 marks
7 marks

a. Write a letter to an advertising agency that can provide you with advertising

services for your radio and television products.

8 marks

b. Write a letter to Mr. John giving him your invoice for the construction of'a

swimming pool.

Question 4

a. What are the purpose of a job application letter?
b. Write a letter applying for an advertised position in daily times?

Question 5

a. What is Business Communication?
b. What are the elements of communications?

Question 6

a. Explain [ive steps in letter planning.
b. Write a letter replying to an inquiry.
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