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Instruction:
All questions are compulsory.

Q. 1. Answer the following. (Any One) (10)

A) Write in detail on the importance of e-mails. Also discuss the etiquettes to be followed
when sending / responding to e-mails.
OR

B) You have received a damaged parcel from an online retailer. Write a letter of complaint
to the customer care.

Q. 2. Write short notes. (Any Two) (10)

1) Difference between a circular and a notice
2) Non-verbal communication

3) Tips to make effective presentations

4) Components of a resume

5) Adjustment letters
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