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Write your roll number on question paper

Question No. 1 is ¢

ompulsory. Answer five questions in all, selecting at least

from each Section.

PART-A

1. Write answers ‘in short :

(a)
(b)
(c)
(d)
(e)
(H
(8)

What is the importance of note taking?
Name the different types of letters.

What is a brochure?

Name the common errors which are done du

How do you attach something (PDF/DOC) in E-mail?

What is a resume?

Define Information packaging.
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PART-B
BECTION--A
Define criticul thinking, discuss its benefit snd give your view on social influsnces on
; f
critical thinking. 10
OR
What are the characteristics of eritical thinking one must adopt? 11)
SECTION-B
With the help of examples clearly differentiate hetween notic: and circulars. 16
OR

What are the points to remember while writing a scientific paper? Deancribe shortly all
the components of a wcientific paper. 10

SECTICN-C

Imagine you attended a summer internship at a lah, now write o hrief report describing

it. 10
OR

Write a project report to he submitted after completion of your project. 10

SECTION~-D

While making a powerpoint presentation, what are the different features that make

your PPT effective? 10
OR

Describe different ways by which you can improve your presentation skills, mention

Do’s and Don't ulso. 10
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