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1) Answer question one and any other two questions
2) Question one is compulsory
 
Question one
i) With reference to an organization of choice, and with the help of a diagram, discuss the communication process (1o marks)
ii) Explain in details the four types of vocabulary in communication (10 marks).
iii) Yusuf has been slotted in for a presentation to the staffs on personal hygiene. Guide him on how to ensure effective and successful presentation (10 marks)

Question Two
i) Discuss any five types of business letters (10 marks)
ii) In any communication channel, how does one ensure that the target audience will read and respond favorably to the communication (10 marks)

Question Three
i) What are the tips and techniques that you must embrace when writing a summary(10 marks)      
ii) Discuss the parts of a report in communication (10 marks)

Question four          
i) Explain the five view points of communication as per the communication theory (10 marks)
ii)        Explain why one needs to use correct grammar and spellings in communication (10 marks).

  Question five          
i) You are expected to do a quarterly report on sales. Advice on the steps of writing such routine reports   (10 marks)
ii)       What are the likely advantages of proof reading any written form of communication? (10 marks)                                                                                                                                                                                                                                                    
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