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Group A 

1. Answer any one of the following questions :                                                               10 

   a. What is Business Communication? What are its essential elements? 

   b. What is the purpose of a Project Report? How to write an effective Project Report? 

 

Group B              

2. Answer any one of the following :                                                                                    8  

     a. Write a formal email replying to a job advertisement in a business organization. 

     b. Write a formal email to the Company Supervisor notifying that you are resigning from your     

           job for a better prospect. 
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