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INSTRUCTIONS TO CANDIDATES:
1. Answer Question ONE (Compulsory) and ANY OTHER THREE QUESTIONS.
2. Question ONE carries 25 Marks and the rest carry 15 Marks each.
3. All the answers must be written in the Examination Answer Book provided.
4. Make sure you page all the sheets in the Answer Sheet.
5. Fill in ALL the information required on the Examination Answer Book Cover Page.










EXAMINATION CHEATING IS A CRIME


QUESTION ONE   (25 Marks) 
(a) A group of freshers from the Faculty of Education and those from the Faculty of Arts and Social Sciences are arguing over whether Communication is an art or a science. Those from the Faculty of Education say Communication is an art, while their counterparts say it is a science. They have unanimously agreed to approach you––being a Bachelor of Business Administration student doing Business Communication––to help them resolve the stalemate. What advice would you give them as a solution to the stalemate? Clearly support your advice.   (5 Marks)
(b) Explain the following terms as far as Business meetings are concerned:
(i) Agenda
(ii) Agenda Papers
(iii) Chairman’s Agenda
(iv) Statutory Meeting.                                                                            (10 Marks)
(c) You have been asked to make a presentation to the newly appointed Administrative Services staff on the application of administrative services techniques. What principles of Communication would you bear in mind in preparing and delivering your talk?                                                        (10 Marks)

QUESTION TWO     (15 Marks)
(a) Discuss the duties of the Chairperson of a meeting.                                  (8 Marks)
(b) In performing duties at the meeting, the Chairperson has certain powers that assist him/her in effectively discharging those duties. State SEVEN of these powers. 
                                                                                                                    (7 Marks)
QUESTION THREE      (15 Marks)
(a) What do you understand by the term Business Report?                             (3 Marks)
(b) Discuss the features of the following types of Business Report; Giving one example of each.                                                                                         
(i) Standard Reports
(ii) Form Reports
(iii) Special Reports.                                                                                (12 Marks)
QUESTION FOUR     (15 Marks)
In business communication, it is said that irrespective of what you are writing, the process will be easier if you follow a systematic plan. Describe the components of the 3–X–3 Writing Process.                                                                                 (15 Marks) 
QUESTION FIVE      (15 Marks)
(a) Elucidate the following types of Advertising:
(i) Informative Advertising
(ii) Persuasive Advertising
(iii) Reminding Advertising
(iv) Brand Versus Generic Advertising.                                                     (8 Marks)
(b) The natural extension to the process of talking and writing, listening and reading, is the ability to understand and interpret communication. Describe the effective approaches to analysis and interpretation of communication.                   (7 Marks)
QUESTION SIX         (15 Marks)
(a) Differentiate between a Summary and an Abstract.                                   (3 Marks)
(b) State FIVE areas where Summarizing Techniques are applied in Business Communication.                                                                                         (5 Marks)
(c) Briefly discuss the major technological developments in use today as far as Business Communication is concerned.                                                     (7 Marks)
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