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(a) Elaborate upon- the process of communication with

the help of an example. (6)

(b) What do you mean by non-verbal communication?
Write a note on silence as a form of non-verbal
communication. 6)

OR

v

(a) Briefly explain the 7 Cs of effective

communication. (6)

(b) Explain the meaning and importance of

communication. ©)
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(b) Write a short note on email etiquette. (6)
OR

Discuss the significance of business letters. Explain
the various kinds of letters which affect our lives.

Explain in detail. (12)
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Describe the guidelines for preparing an effective

presentation. (12)
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(a) Draft a circular letter from your college in order

to invite an advertisement to be included in the

college journal. (6)

Kl

w

3937 3

(@) R-wigw @R ¥ Juw = i 37 AW~ ARaw
AR & TP W W § ¥ 69 | v Rod o

a
(F) wIE EOR & 7-@ N w8 ¥ AEn DR

(@) ¥9R o1 I IR wEw we ANRE

With reference to writing a research paper, write short

notes on :

(a) Classification and interpretation of data &

information. 6)

(b) Footnotes & discussion footnotes (6)
OR

(a) Explain the citation methods in detail. (6)

(b) “Effective writing follows clear guidelines.”
Discuss. (6)
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You are a marketing head with over 25 years of
experience in ‘y01\1r field of work. ’gf'oilr organization
sent you on a field visit to survey the market’s present
scenario of their electronics. Draft a report to be
sent to slour Head Office giving details of your
observation regarding the current state of the market

along with recommendations for improvement. (12)

OR

¥

¥

3937 5

Draft the minutes of the meeting of the Board of
Directors of Satyam Enterprise at which the following

matters were discussed :

> Annual increment to be given to the employees
for the year 2025-26.

» Payment of outstanding amount due of creditors

and debentures interest.

» A proposal for the starting a new branch in

Mumbai.
Write the minutes —
(i) With topical heading
(ii) In point format
(iii) Underlining the start of the point. (12)
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