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Note : No additional answer sheets will be provided.

Part-A (Objective Type)

Max.Marks:10

Answer all QUESTIONS.
1) Non verbal communication.
2) Assertive communication.
3) List out different types of presentations.
4) Annual report.
5) Time management.
6) Self directed team.
7) Team Vs group.
8) Negotiation.
9) Minutes of a meeting.
10) Grapevine.
Part – B

Max. Marks: 50
ANSWER ANY FIVE QUESTIONS. EACH QUESTION CARRIES 10 MARKS.

1. 
Briefly explain about Barriers of effective communication.
2. 
How should a business man give reply to a letter of complaint? 
3. 
What are the Challenges to be faced in Proper Time Management? 

4.
Discus the contemporary issues of Team Management.
5. 
What are techniques used in Informal and Formal Negotiation situations?
6. 
Explain about the planning process for effective presentations.


7. 
Briefly explain the salient features of a good report.
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