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Instructions for Candidates

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

2. Answer all questions.

3. All questions carry equal marks.

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

the paper.
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Effective Communication has always been essential
for the success of a business organization. Explain

the above statement. (6)
OR

What do you understand by body language? Briefly

discuss its various aspects. (6)

Discuss the various Citation Methods of effective

writing. (6)
OR

Explain the guidelines for clear and effective writing.

(6)

What are the essentials of writing a good Business

Report? (6)
OR

You are working as a manager at Express Pvt. Ltd.

company. You observe high absenteeism ratio among
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the employees. Write a business report suggesting
suitable measures to the management to resolve the

same. (6)

Draft the Minutes of an Annual General Meeting held
at PYZ Ltd. company. (6)

OR

Draft an electronic mail to Mr. Subhash Kalra for his
appointment to the post of Secretary of Bella
Electronics Company. (6)

Discuss the process of Effective Negotiation. (6)
OR

Briefly explain the factors to be considered while

planning an effective presentation. (6)
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