A checklist for exam preparation [whole course]
[bookmark: _GoBack]If you prepare the given questions, you are moving in the right direction. 
1. What is the role of communication?
2. Explain the process of communication.
3. Malfunction of communication and its causes
4. What are the universal ingredients of communication?
5. What are good business writing strategies?
6. What is adaptation and what are its principles?
7. Short note on you viewpoint.
8. What is paragraph unity? How to get it?
9. What is ethics in business writing?
10. What is non-discriminatory writing? How to avoid discriminatory writing?
11. How to maintain courtesy in a letter?
12. How to construct good sentences?
13. Short note on techniques of emphasis on writing
14. Short notes on international correspondence.
15. When to write indirect letter? When to write direct letter?
16. Write an inquiry letter.
17. Write a positive reply letter.
18. Write a refusal letter.
19. Write a complain letter.
20. Write a memo.
21. Write a sales letter.
22. Write a persuasive letter. 
23. Write a credit refusal letter.
24. Write a collection letter.
25. Write an application letter.
26. Write a resume or CV.
27. What is report?
28. What are the types of report?
29. What are the parts of report?
30. Write a report on …
31. What are Interview guidelines?
32. How to conduct a meeting effectively?
33. Short note on technology in communication.
34. Tips for good listening
35. How to make effective oral presentation?
36. What is non verbal communication? What are its types?
