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Section B
Answer any SIX questions (6× 5 = 30 Marks)

1. Illustrate with an example how verbal and non-verbal communication can be
combined in a classroom setting.

2. Apply the format of a business letter to draft an enquiry letter to a stationery
supplier.

3. Prepare a circular letter to directors informing them of an upcoming board
meeting.

4. Distinguish between formal reports and informal reports with examples.
5. Describe the essential components of a standard business letter layout.
6. Prepare a complaint letter requesting urgent resolution of a service problem.
7. Predict the consequences of ineffective agency correspondence on business

partnerships.
8. Examine the circumstances where a memorandum is more effective than a

circular.
Section C

Answer any THREE questions (3× 10 = 30 Marks)
9. Classify barriers to communication into physical, psychological, semantic, and

organizational with examples.
10. Apply the concept of an appointment letter to prepare a draft for a newly hired

employee.
11. Examine how a circular letter can save time and cost compared to sending

individual letters.
12. Predict the future role of AI-based communication in handling routine bank

correspondence.
13. Assess the role of notes in managerial decision-making compared to full reports.
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