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Note: All questions are compulsory. Carrying of mobile phone during exammattons wzll be

treated as case of unfair means. All questions carry equal marks.

Q1. Your elder brother is making his first powerpoint presentation at his WOfk'place He is going to be
presenting his proposal to the senior management for approval. List ten pomts that he must keep in
mind in making an effective presentation.

Q2. How do word choice, sentence construction and paragraph development contribute to composing
effective messages? 2

Q3. The HR manager of your company has asked"y‘ou to compose the rejection letters to be sent to the
candidates not selected for a middle managé}nent position. Use the indirect plan in composing the
message.

Q4. Write a memo to all employees of your. orgamzatlon where you are the administrative officer
informing them that coming Iate to offlce will be dealt with strictly and may lead to loss of paid leave or
salary cuts. :

Q5. Describe in detail the format that should be followed in creating an effective formal report.




