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( PART :BDESCRIPTIVE) 
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The questions are of equal value 

1. (a) What are the different kinds of business 
letters? Discuss its purposes and 

Or 

(b) What are the aids to correct writing? Explain 
in detail. 

2. (a) Discuss the importance of listening and the 
factors that help in listening. 

(Turn Over) 

components. 
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Paper : PPD_402 

BCA/PPD 402 

( Professional Personality Development ) 
( PART :A-OBJECTIVE) 

(Marks : 25 ) 

The figures in the margin indicate full marks for the questions 

A. Answer any fve of the following questions 2x5=10 

1. What are the functions of professional letters in 
an office? 



(3 ) 

2. Write the features of a good essay. 

BCA/PPD 402/758 



(4 ) 

3. What is the proper dress code for an interview? 

BCA/PPD 402/758 



( 5) 

4. Differentiate between CV and Resume. 

BCA/PPD 402/758 



(6 ) 

5. Define assertiveness. 

BCA/PPD 402/758 



(7) 

6. What is a group discussion? 

BCA/PPD- 402/758 
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6. They have been pestering us 

the beginning. 

8. The ball hit me. 

( 10 ) 

7. This book is quite different 

(than/from) that. 

10. All 

( Insert suitable preposition) 

BCA/PPD-402/758 

(Choose the correct answer ) 

9. Tomorrow we will arrive. 

( Change into Passive voice ) 

(Change into Active voice ) 

(except/accept) younger were present in the class. 

(Choose the correct answer ) 

24L-140 
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