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1. ILL effects of smoking and drinking on a human body.
(Communication Skills-I)




Process:-



2. Type a letter inviting your friends and family to a party hosted by
you. For example, you can host a birthday party or your parents’
anniversary party. Your letter will serve as your form letter. Save
your letter as a Mail merge letter and do as follows:

a) Create a data source with the names and addresses of at least
five families to which your wish to mail the letters. Create
fields such as title, first name, last name, address 1, address 2,
city, state and pin code. Alternatively, you can make
appropriate field names of your choice, but make sure you
include the address information. Save your data source as Mail
Merge Data.

b) Format the letter as left aligned (block letter) with .5” or 1”
margins, depending upon the length.

¢) Now return to your main document (Mail Merge Letter); set it
as the form document, and identify your data source.

d) Enter your merge fields into your main document. Merge fields
should be used for the recipient address and after Dear.

e) After your merge fields are entered, merge the document and
save it. Save the merged document as Mail Merge.



Process:-

LR R R R TR R R S T R T R R R R R R R R R T R TR R S R R R R R SR R R R R R R R R R R R R S T R R R R
Sdhddldldldbdbdbdbdbdbhbbdbdbdrdbdbdbdbdbdbdbbbdbdddrdns
dhhdldbdrdbdbdbdbdldbhbbdbdbdrdbdtdbdbdbdbdbbbddrdbdrds
hhTldbdrdbdbdbdbdbdbdbbdrdrdrdbdtdbdbdbdbdbbddrdrddrds

EE R R R SR T R R R R R R T R R R R S R R R R T R R R R S R S R R T R SR TR R R LR R S R R R SR R R T R R R T

Diagram:-
Data Source

Letter






Process:-

Excel Sheet for question-4
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5. Make a PPT for showing Factors affecting communication at workplace

Process:-
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Slides:-

Language and semantics

# largon and technical terms

# Idioms and colloquialisms

# Language barriers

= Misinterpretation and misunderstandings

= Language and semantics
. Cultural differences

. Emotional state

. Physical environment

. Technology and media

. Personal biases and assumptions



* Emotional intelligence
* Emotional expression and regulation




v Digital communication platforms
v Social media and online interactions
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Other than the above mentioned books, the suggestions and supervision of my
teacher and my class experience also helped me to develop this project.
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