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Instructions for

1. Write your Roll No. on the top immediately on TECEipt of this question paper.
2. Attempt all questions. | )
All questions carry equa dINEILIES _ .
i Ansgrcrs may be written either in English or Hindi; by the same medium should
be used throughout the paper.
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1. Distinguish between the formal and informal channels of communication. (6)
OR
Discuss the importance of listening in communication. (6)
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2. Discuss the key principles for effective writing. (6)
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Draft the mj : i
Inutes of the meeting of the Board of Directors of Shraddha LTD, to

discuss thy following Matters -
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given to employees. (6)

Write a report to ;

overtifiepitiny ltTllwgllatl1all Ramamurthy, MD, Bharati Sales Corp. about the

and the total am l? Staff, the hourly wages that were decided for the overtime
ount that will have to be paid to the employees who put in

overtime. ©
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4. You are the head of a newly opened branch of your company, which deals in
electronic products. Write a letter to your prospective customers introducing
your company and product range. (6)

OR
Discuss the advantages of e-mail over other forms of communication. (6)
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As an interviewee, how will you equip yourself to handle difficult and

5.
confrontational questions in an interview? (6)

OR
What are the main requisites of a good presentation? Explain the features
(6)

emphasizing the 4 P’s of presentation.
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