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Draft a notice to communicate the shift of your
business's head office from Pitampura to Punjabi
Bagh, giving necessary details. (6)
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Attempt all questions.

di iptExplain the elements and general

effective negotiations. ew Delhi:

OR

Keeping in mind the features of a good presentation,

draft a presentation for the launch of a new product
line in the Indian Market in 3-4 slides. (6)
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All questions carry equal marks.

Answers may be written either in English or Hindi;
but the same medium should be used throughout the
paper.
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"Effective communication is the lifeline of any

business." In light of this statement discuss in brief
the need and importance of Business Communication.

(6)

OR

What solutions can businesses employ to manage the

barriers to effective Communication? (6)
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2. Discuss the guidelines for clear writing

What do you understand by the terms: Bibliographical

research tools and Citation methods? Give one suitable

example for each. (6)

rqq i.fi * frs ffi{ffi q1 qai dftvr

inc E{ rrd t wr trsi i: uu {fi rgntn< sr6{ur *t
.rdiur Gerd? e-46 a frs \q- Bcgffi dEr6lnr Afrsl

What is a formal report? Describe its components

and purpose. (6)

OR

Draft an Annual Report of a Company on the issue of
Bonus shares, Profit Margin and Annual accounts.

(6)
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Write a short note on effective IT communication

tools. (6)
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