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What do you mean by communication? Explain types of communication and its barriers.
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Write short notes on:-
(i Bank correspondence (i)  Credit and status of enquiries
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What is office memorandums? Explain form of messages.
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Explain the following:
e Report Writing
e Agenda and minutes of meetings
e Precis writing
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Que.5 What are the essentials of an effective business letter?
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