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Instructions for Candidates

1. 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 Hindi;
but the same medium should be used throughout the

paper.
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What are the types of verbal and non-verbal

communication? ' (12)
OR

(a) Explain ways to improve listening skills. ‘ 6)

(b) Write a short n;)te on the following : (3+3)

(i) Upward communication

(ii) Horizontal communication
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(a) Explain the important principles of presentation.
(6)

(b)’How do you organize tlie layout of your

presentation? (6)

OR

What is negotiation? Elaborate upon the various

negotiation strategies. (3+9)

P.T.O.




3902 6

T TR TRPERE G QUGS S JE
o1 wET wE W Ao fe Y RRe B
R I S R A S e R T wa ¥ v RS
Ww%mmél|mﬁéwﬁmwm,
Rl Premd sl Y mhT €

Write a short note on (a) notice, (b) agenda, and (c)

minutes. (4+4+4)
OR

You are the head of a newly open.ed branch of your
company in Jaipur, which deals in electronic products
presently only-in Delhi. Write a letter to your
prospective customeérs introducing your company and

product range. . (12)
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With reference to writing a research paper, write short
notes on any two of the following :
(a) Use of library and Internet for data collection
(6) Guidelines for effective writing

(c) Classification and interpretation of data &

information
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(d) Footnotes & discussion footnotes (6x2)
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3. (a). Explain the components of a formal report:

(6)

(b) What key elements-should be included when

_drafting minutes for a meeting? ~(6)
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OR

You have been working with an automobile
manufacturing company. The management of the
company is concerned about the declining sale of the
company’s cars. The managing director has written
to you to investigate the'reasons and submit a reporf
in this regard. Draft the report with f'indings and

recommendations. (12)
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