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[English Version]
The figures in the margin indicate full marks.

Module - I
(Principles of Management)

Group - A
1. Answer the following questions : 2×5

(a) What is meant by Management?

(b) What is Lower-level management?

                          Or,
State the importance of management.

(c) What do you mean by leadership?

                        Or,
State the types of leadership.

(d) What is meant by ‘leadership as a continuum’?

(e) State the importance of coordination.

                            Or,
Mention two important principles of coordination.
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Group - B

2. Answer the following questions : 4×4

(a) Discuss the principles of Taylor’s Scientific Management.

(b) What are the features of Neo-classical school of management?

                                         Or,
Discuss the contributions of Elton Mayo in Human Relations Approach.

(c) Discuss the steps in control.

                        Or,
Explain the concept of control.

(d) State the requisite qualities of a good leader.

Group - C
3. Answer the following questions :

(a) What do you mean by Planning? Discuss the features of a good plan. 2+6

                                  Or,
Discuss the importance and limitations of Forecasting. 8

(b) Discuss the features of Line and Staff Organization. 8

(c) Explain Herzberg’s theory of motivation. 8

                          Or,
Analyse the factors of motivation. 8

Module - II
(Business Communication)

Group - A
4. Answer the following questions : 2×5

(a) State the elements of Communication.

(b) What are the barriers to communication?

(c) What is meant by ‘decoding’?

                         Or,
State the different forms of communication.

(d) What is informal communication?

                      Or,
What is communication network?
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(e) What is Fax?

                 Or,
What is video-conferencing?

Group - B

5. Answer the following questions : 4×5

(a) Explain the role of communication in conflict resolution.

                                   Or,
Discuss the important methods of overcoming barriers to communication.

(b) State the demerits of formal communication.

(c) State the importance of corporate communication.

                               Or,
State the merits of informal communication.

(d) State the advantages and disadvantages of E-mail.

                        Or,
What is E-mail? What are its features?

(e) Discuss ‘Grapevine’ in the context of Business Communication.

Group - C

6. Answer the following questions : 10×2

(a) Draft a notice of the Annual General Meeting of a company with usual agenda.

                                          Or,
Draft a suitable notice of an Extra-ordinary General Meeting of a company.

(b) Draft a letter to a supplier cancelling an order due to failure to supply the materials within the
scheduled date.


