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Instructions: * Question number 1 is compulsory
* i\nswer any one option from Questions 2, 4, & 5

* Question number 3 (A & B are compulsory)

Q 1. Answer the follawing: (Art= 8 marks)

a. Define Non-verbal communication and explain its importance in conveying messages

b. Name two different types of public speaking in a sentence each with examples.

c. Differentiate between a Group Discussion and a Debate'

d. Discuss any four email etiquettes to be followed when writing a formal email'

Q 2 A. Discuss the different types of formal Reports in a sentence each. (8 marks)
OR

e 2 B. Define the terms Pronunciation, Diction, Articulation, and Intonation and their

importance in Communication. (8 marks)

Q 3 A. Define a Report and its importance inworkplace communication. (4 marks)

q : g. State the characteristics of a formal Report (4 marks)

e 4 A. Write an email to your Principal asking her to issue a Leaving certi{icate as you are
(8 marks)relocating to another state. 

OR

e 4 B. Draft an Order letter with the necessary details to Shanaya Tech for 10 laptops for

your lab. (8 marks)

OR

Q 5 B. Explain the steps involved in preparing and organizing a speech (8 urarks)
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e 5 A. As a mernber of the Infrastructure Committee, write a Report to your Principal about

the need for proper parking space in the College. (Smarks)


