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Instructions for Candidates

s w 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 in
Hindi; but the same medium should be used throughout

the paper.
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(a) What are the different channels of communication
in an organization and how do they impact the
effectiveness of message delivery? 6)

(b) What are the common barriers to effective
communication in theworkplace? - (6)

OR

(a) Describe why business communication is essential
for the success and growth of an organization.

(6)

(b) Differentiate between verbal and non-verbal
communication with the help of suitable examples.

©)

(a) What do you understand by the term bibliography?
What are the steps involved in preparing a
bibliography. (6)
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(b) What are the key guidelines to follow for writing
clearly and effectively in a professional business
setting. (6)

OR

(a) What are endnotes and footnotes. Explain giving
suitable examples. 6)

(b) How do the library and the internet serve as useful
tools for data collection in business research?

(6)

3. Describe the characteristics of a good Business
Report. Write an appropriate business report for the
following:

As the manager of the marketing department of a
famous beverage company, you are tasked with
Jpreparing a business report for launching a new flavor
of energy drink in the market. , (4+8)

OR

What do you understand by minutes of a meeting?
Discuss the objectives of maintaining minutes of
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meetings. Draft a Specimen for the first meeting of
Boardof Directors. (2+4+6)

Explain how does a formal business letter differs from
emails? Write a Business Letter to the supplier of
electronic goods enquiring into the price list and terms
and conditions for buying the goods for your
organization. (4+8)

OR

Discuss about any three IT Communication tools used
by modern organizations today. What are the key
elements of professional email etiquette that help
ensure clarityand effective communication at the
workplace. (6+6)

(a) Discuss the role of quality of voice and body
language in delivering a powerful presentation.

(6)

(b) Prepare a presentation (3-4 slides) on “how to
overcome nervousness during public speaking”. (6)

OR
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(a) Explain the process of Effective Negotiation. (6)

(b) How does telephonic communication impact the
effectiveness of conveying emotions compared to
face-to-face interaction? (6)
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