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- QUESTION ONE

a) You have been invited by Royal Communications Company to give a speech on forms of
communication. Briefly describe the kind of recommends you would make for effective

business communication in the organization (10 Marks).
b) Recommend to the organization why it should embrace Information Communication
Technology in day to day business communication? (10 Marks)

¢) Sometimes Royal Communications Company prefers holding meetings as another form of

communication, give five reasons that makes the said communication effective?
(10 Marks)

QUESTION TWO

a). With reference to an advertisement in “Star Newspaper”, write a letter to Mwamko
Company Limited, inquiring the type of products, price and terms of sale for their products
(10 Marks)

b). Give and explain the advantages of using business letters in the organizations (10 Marks)
QUESTION THREE

a). Most organizations prefer Interviews as a means of promoting staff. Explain why the
chairman is important during interviews, by giving relevant examples (10 Marks)

b). You have been invited to attend an interview for the job that yourecently applied. Explain
how you will prepare for the same? (10Marks)

QUESTION FOUR
a. With relevant examples, identify and explain the different types of reports? (2 marks)

b. Reports of any form may be used in business communication to deliver message. Prepare a

brief written report on a workshop which you recently attended in Kampala, Uganda?
(8 Marks)

¢). As a marketing employee of Toweto company, you have been out in the field to collect
information on your new products that have just been supplied. Prepare a speech on your
findings to be presented during the general staff meeting? (10 Marks)

QUESTION FIVE

a). With relevant examples, explain any five ways in which organizations can effectively
improve business Communication? (10 Marks)

b). Using examples, give and explain any five types of oral business communication that are
commonly used in organizations in Kenya? (10 Marks)




