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Answer ALL questions.
PART A — (10 x 2 = 20 marks)
1.  What are the features of an SMS?
2.  What ié meant by journal writing?
3. What is a blog?
4. Whatis a tweet?
5.  What are the characteristics of an institutional profile?
6. What is a summary?
7. What is a questionnaire?
8. What is meant by documentation?
9. Whatis a case Stl‘ldy?
10. What is a travelogue?
PART B — (5 x 16 = 80 marks)

'11. (a) Draft a journal entry about an experience of meeting a child trying to
support her family with after school work in the beach or any other place.

Or

(b) Write a personal letter of congratulation to a friend who got admission to
an MBA program in a prestigious college.
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Draft a blog entry with a review of a book that you read recently.

Or

Explain how cross-cultural communication is an integral part everybody’s
communication training today.

Suppose you have received a sales letter about a newly introduced mobile
phone. Write a letter of inquiry asking for necessary details.

Or

Write a letter of application for the post of Human Resource Manager to
the Vice-President (Personnel), Ace Steel Company, 521, Rajaji Salai,
Kolkata-700 008. Attach a separate résumé.

Draft a questionnaire of eight points for collecting data about consumer
behaviour with regard to the use of laptops among college students.

Or -

Write a four-page proposal for installing a high capacity generator to
meet the emerging demands of power supply in your company.

Prepare a case study about an employee who feels disturbed at work
because of the new promotion policy announced by your company.

Or

Write a two page motivational story for fresh recruits in your company.
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