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SECTION-A

Answer All questions. 3x10=30
1 a) Explain the features of Good business writing
(Or)
b) Write the advantages and disadvantages of e-mail
2 a) Describe the formal and structure of a memo
(Or)
b) Write the advantages and disadvantages of office memo
3 a) Describe the steps involved in writing a business proposal.
(Or)
b) Explain the essential characteristics of a business report
SECTION-B
Answer any FOUR questions 4x5=20
1. Importance of business writing
2. Define Office Memorandum
3. Explain the Drafting of memao.
4. What is business proposal?
5. Characteristics of business proposal.

6. Elements of E-mail Writing



