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— This paper consists of TWO Sections A & B.
— Section A is Compulsory.

— Answer any other Two questions in Section B.
This paper consists of Two printed pages

SECTION A (Compulsory)

QUESTION 1

a) List THREE advantages of written communication in Business Writing. (3marks)
b) Explain SIX text parts of aformal business report in an organization. (4 marks)
c) List SIX advantages of memo’s in Business Writing. (6 marks)

d) lIdentify THREE examples of formal communication channels and THREE informal channelsin an
organization. (6 marks)
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e) Definethe following terms as used in Business Writing:

i) Lateral communication (83 marks)
i) Internal communication (83 marks)
iii) External communication (3marks)
SECTION B (Answer any Two Questions)
QUESTION 2
Discuss the role of effective Business Writing within and outside the organization. (20 marks)
QUESTION 3
a) Explain some of the factorsto consider for effective Business Writing. (20 marks)
b) Discuss some of the barriers to effective Business Writing in an organization. (10 marks)
QUESTION 4
a) Explain how the use of electronic communication has transformed the workplace and the practice of
Business Communication. (20 marks)
b) State the pros and cons of electronic communication in today’s business world. (10 marks)
QUESTION 5
As a student of Business Writing, discussin detail the various legal aspects in Business Communication.
(20 marks)
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