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Enumerate arid explain the essential parts of a business
letter. (6)
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5. What is meant by negotiation? What are the general
guidelines to be followed in negotiations? (6)

OR

How should the interviewers conduct the employment
interviews? Discuss. (6)
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Instructions for Candidates

1. Write your Roll No. on the top immediately on receipt
of this question paper.

2. Answer all questions.
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3. All questions carry equal marks.

4. Answers may be written either in English or Hindi;
but the same medium should be used throughout the

paper.
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What is the concept of ‘grapevine’? What are the
various types of grapevines? ©6)

OR -

Discuss the common barriers to effective
communication in an organization. (6)
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What do you mean by writing skills? Mention the basic
ingredients of clear writing, 6)
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OR
What are the different citing methods? _ (6)
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What are the minutes of a meeting? Why are they ~
prepared? ' (6)

OR

What are the imiportant principles which should be
borne in mind while drafting business reports? (6)
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Briefly discuss the’ guidelines- for ensufing smart e-
mail. (6)
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