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1. "BEffective comtiunication is the foundation of
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successful business operations." Do you agree with
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this statement. Explain. 6)
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Describe the key stages involved in the communication
process and their significance in ensuring effective

communication. (6)

What are endnotes and footnotes? Explain giving

suitable examples. (6)
OR

"Courtesy and Clarityare essential in effective writing."

Discuss. (6)

As a HR manager of Elixir Ltd. prepare a report to
be submitted to the top management recommending

computerizationof employee records. ~(6)
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OR
OR

Briefly describe the structure of an Annual Report.

Prepare a presentation (3-4 slides) on

© how to overcome nervousness during public
speaking. (6)
4. Write a notice informing the employees of your )

organization, the need to implement “Swachh Bharat
Abhiyaan” guidelines in the organization. 6) ﬂ ; 1L Yaie §ER O e e S g 317 R 3
' W T ¥ GeAd 31 AR Tl (6)

OR
an

How has tﬁe. integration of digital tools like AI, video
conferencing, and collaboration platforms transformed FAR AR W e TR TR 3R T TR LiGiEecicae)
business communication? : (6) : ‘ A I WETT N AU KIS (6)
5. What is an oral presentation? How oral presentation 2. U@ 3R HeAleE g7 JUgEFT I o Y
can be made more effective? (6) THA (6)
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