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INSTRUCTIONS 

1. Do not write anything on this question paper. 

2. Answer Questions ONE and any other THREE Questions 

Compulsory (25 Marks) 

QUESTION ONE 

a). With the aid of a diagram, define the term “communication” and 

EXPLAIN the major players in the process of communication       ( 10 Marks) 

b) Explain the meaning of the following terms as used in business meeting: 

i. Agenda 

ii. casting vote 

iii. Proxy 

iv. Ex-Official 

v. Co-opted Member                                                     ( 10 Marks) 

 

c) What are the duties of a chairman in a meeting?                       (5 Marks) 

 

QUESTION TWO 

a) Define a “report” and discuss the qualities of a good report. (10 Marks) 

b) Outline the THREE formal meetings that can be found in an 

organization                                                                          (5 Marks) 
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QUESTION THREE 

a) Discuss the importance of effective communication in an 

organization                                                                        (10 Marks) 

b) Name and explain the contents of a report                             ( 5marks) 

QUESTION FOUR 

a) As a principal of a college, write a letter to the bank manager inviting 

him/her to address a group of students who hope to open accounts 

in his/her bank                                                                   ( 5 Marks) 

b) Outline at least FIVE barriers of effective communication and how to 

overcome them.                                                                  (10 Marks) 

QUESTION FIVE 

a) Prepare the notice of a meeting and agenda showing FIVE items in 

respect of either annual general meeting or board meeting ( 10 Marks) 

b) State the main features of a good business letter                  ( 5 Marks) 

 


