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o Marks
4}  Synthesize the following pairs of sentences as directed : 2

i} You can have tea. You can have coffee. (By using conjunction)
ii} Libyais aleading producer of oil. It is a country in North Africa. (By
using Phrase in apposition).
i} I'have some homework. Ihave to complete it. (By using an infinitive).
iv) We drove through the mountains. We saw several bears. (By using
participle “Verb+ing” ), I '

Q.3 (a) Punctuate the following paragraph and capitalize where necessary : 3

“husky oil is planning to increase the capacity at its ontario heavy oil refinery
the estimated cost of the project is still unknown completion is scheduled for
late 2006.

“(b) Change the following set of dialogues into indirect speech : 7
" Hotel Manager : Have you come far ?

“Mr. King ~ From Edinburgh, 1 had lunch there and 1 've driven ail
the way without a break. '

'Hotel Manager  Did you come through Newcasile ?

~Mr. King "+ No. 1 took the West Road, from Carter Bar down (o
Darlington”,

Q. 4 Make a precis of the following passage and suggest a suitable title, T

~ As learners, we fall in four groups. The first kind of learner needs to be caught
up in an idea physically and personally. His personal involvement and concern
of others. make him seck harmony. He is emotional. The second kind of
learner ahsorbs 4ll the information around him, categorizes it and reasons out
the results. He will seck the data gathered to develop an idea. he is systema-
tic. The third kind of learner is opposite the first kind, he tends (0 be less emo-
tional and more utilitarian, and his thorough analysis results in a valid decision.
He is practical. The fourth kind of learner, an accommodator, needs numerous
approaches to learning something new, As an opposite to the second kind of
learner, he realizes more on instinct than on logic. When decision must be
made, he doesn’t like to interfere with others’ lives.

“Q.’5. Read the following passage and answer the questions given below

" There are several types of business organizations, including sole traders, part-
nerships, limited companies and public sector organizatios. However, each.
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will have 18 0w intermnal structurg — the one in which human resourees are
crganieed. This is Known as “Tormal organizaton™ of the business. T takes
into account such things as © ihe relationships berween individuals, who is in
charge, who hog avthority W meke decisions, who cammes ol decisioms, aml
Tiowe dnfemation 15 comeniunicated.

[ifferent businesses tomd Lo have different objectives. There will alsay be oif
Terences 10 relatonships, how ey are managed and how decisions are made
Because thesa actvities can be amaneed in varimes ways, husinesses end b
have dilferent smuctures. There are, howeser, likely 10 b some similacities,
For example many brge companies are contralled by oo few dircetons, are
divided mtoe departments with manaygers, section heads and have many work-

£r% in ¢ach deparment.

Oz methid of orzanizing 2 husimess is where mangers o people o work
cifectively based on thedr skills and abilities, The stoctuee 38 built up™ or 1
“develops’ as @ resull ol the coplovees of 1he business, Tn conimist @ steuciue
could be created fiese, with 20l appreciated job positions outlinel, and then
people emploved o Gl thene  TE has boen suggestad that the entreprenou
Richard Branson worked oul a complete organizadon strociune for bis Virgin
Atluntic airlineg befoce sening up the compuny and then recoited the 102 peo-
ple nevcked 10 G101 all dw positions.

Ouestions -

T

II.

On what hasis organizations bave heen classilicd in the given parapraph
What are the considermtions [or focmul eagindzaion !

Why do organizations have ditterent sireciures

Deseribat briefly the fao gruciures in which businesses ane organtzed ?

Chioose the semence o achicyve the right wane T only @ive comect opion, g m
wTile The senfence},

Which sentence would you w2 e a superior 7

tak 41 Conld we deter 2 decisaon antil a later date !
(i1 Pwant to defer a decision until o bacer date 7

(b G W shall ol achileve thie propossd poodection et
ity [ seems that we may pot aehieve the proposed production g

Which semence swould vou write 1o a “peer” ?

A (0 D would Tike you to deal wid thls manier,
iy Would vou mind cealing with this maiter ?
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b 1) We must consider the introduction of o new system of stock contnol.
(i} We should consider the inweducion of 8 new sysiem ol stk
control.

1. Which senfence wonld vou write toa “subordinete” 7

B

A iy Is il passible for you 1o take charge of 1he arlematien peogramme 7
(i) T would like you o take charge of the orientation prograie,

b (D I look forward to recciving your response in e near fuiece.
(I T awiit your immediage response.

Wrile an imer-offlee memo addressing all heads of deparments e intiage Dl
violadon of car parking mles is ciasing serioos peohlems. They should advise
employess (o abserve the rules. This memo should be fom Perseoncl
Lepartment.

Wik an essay of whoul 250 1 300 woeds oo on2 of these Wpics ;

(i' Fomune [s fickle.
(i1 Advertising.
(i) Inlesmal craates a new 2ecerapliy.
(iv]  Communication skills—u must for a manage.
(¥} Where there i oowill, theere (5 2 way.
(vid  The mole of SNon-Governmental Orpanizaiions (MO

THE END
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