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Explain the main barriers of communication and
give suggestions to remove: them. |
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What is meant by business letter? __mu_e_.__mmm its
importance. Discuss Eo &m.a:w: parts of a
business letter. |
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What is an official letter? Describe its
importance and differential between official,
private and commercial letters.
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What do,,you .understand by report writing?
Describe the characteristics of good reports.

What is oral presentation? Clarify the principle
of oral, presentation.
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Discuss. the: role -of fax, e-mail and video

conferencing in communication,




