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SECTION A COMPULSORY 30 MARKS

Question 1
(a) Definethe following terminologies giving appropriate examples;
(1) Business communication (2 marks)
(i) Mode of Communication (2 marks)
(@iii)  Grammar (2 marks)
(iv)  Corevocabulary (2 marks)
(v) Communication Theory (2 marks)

(b) The Purpose of business writing is to convey information to someone else or to request
information from them. To be effective in writing for business, you must be complete,
concise and accurate. Discuss.

(20 marks)

(¢) You are the Human Resource Manager of Mumias Sugar Factory. Write anotice of a

meeting. (10 marks)

SECTION B - Attempt any two questions (40 marks)

Question 2

List and explain the factors to consider while writing aletter for ajob application. (20 marks)
Question 3

Discuss any three classical communication theories citing relevant examples. (20 marks)
Question 4

Writing is an important aspect of communication. Discuss any five fundamental anguage skills.
(20 marks)

Question 5

State and explain the differences between fact and opinion giving appropriate examples from an
organization of your choice. (20 marks)



