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You are an entrepreneur. You have started a business.

You need funds for the expansion of your business.

Write a letter to a Bank asking for a loan of Rs.20
lakh. (6)
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5. How would you prepare yourself before an interview
for the position of a Management Trainee? (6)

OR

What are the uses of speeches and presentations in a

business context? (6)
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2. Attempt all questions.
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) ) 3. Explain the components of a formal report (6)

OR

You have returned after attending a conference Write

a short report to the Chairman of your company about

the happenings at the conference. (6)
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You have been working as a manager (HR) in a

company. The company has been receiving frequent

complaints about an employee. Draft a memo to the

employee to be punctual and adhere to the stipulated

time for lunch. (6)
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I Distinguish betweei the formal

comnrunicatton

What are the

communication?

OR

barriers to

and in formal
(6)

effective verb al
(6)
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How is the APA style different from the MLA style

of citing references? (6)

OR

Distinguish between the bibliography and footnotes'
(6)
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