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Q2A. 
R.R. Limited company
Minutes of the 2nd meeting of board of directors
Held at the headquarters of the company at S.V. Road in Andheri, Mumbai on Sunday 10th October 2021.
Present:
Mr. X Chairman
Mrs. Y Director
Ms. Z CFO
Mr. Jain and Thakur
Absent:
None
Agenda:
Resolve few marketing and expansion related issues.
1. First Problem: How to attract more customers to the company.
It was resolved that more awareness of the company was required and hence the marketing budget was extended by 5%. Out of 4 present in the meeting 3 agreed to it. Adopting joint initiatives with other companies and government.
2. Second problem: Expanding business in other countries.
It was resolved that the company will be extended in the Latin American Regions. The company will have to prepare a workshop about it expansion plans. How the challenges will be faced has to be explained.

Conclusion of the meeting
The details and specifications are yet to be discussed. The meeting ended at 3 pm. The next board meeting will be held at 10:30 on 10th November 2021.

Signature of chairman
Q2B.
They help both the speaker and the audience. The speaker has them for orderly presentation of points whereas, the audience get a clear idea of what is being spoken since they can hear and see a visual summary of points. More advanced visual aids:
1. Posters can be displayed. It is dependable in rural areas.
2. Flip Chart – useful for interactive presentations.
3. Overhead Projectors 
4. PowerPoint – Keep slides simple. Avoid too much content and colour on one slide. Use graphs and visual presentations.  
Q2C.
 Long Cycle Process – 
It consists of 2 parts
1. A detailed reading of the case
2. Analysing the case
While doing detailed reading of the case study, look for following sections:
1. Opening Paragraph – introduces the situation
2. Background information – industry, organization, products, history, competition, financial information, etc.
3. Area of interest – e.g. Financials, marketing, etc
4. The Specific problem or decisions
5. Alternatives
6. Conclusion
Case analysis process
1. Step 1: Read the case thoroughly
2. Step 2: Define the central issue
3. Step 3: Define the firm’s goal
4. Step 4: Identify the constraints to the problem
5. Step 5: Identify all the relevant alternatives
6. Step 6:  Select the best alternative
7. Step 7: Develop an implementation plan
Q2D.
 Date: 10 October, 2021
To,
Mr. Gupta
XYZ company.
We recently reviewed your interview and application for the post of accountant in our company and we are pleased to inform you that you have been selected and offer you the position effective 1st November 2021 under the following terms and conditions with the salary of Rs.50,000 per month.
1. Working period – 3 years
2. Working hours – Monday to Friday for 30 hours per week.
3. Leave policy – 5 sick leaves, 7 earned leaves, 5 casual days.
A hearty congratulations to you. We hope you will have a great journey with us and learn a lot and grow with the company.
Best wishes,
XYZ Company
Q3.
Yes, I agree that listening patiently is an important listening skill. For example, if a team leader is attending a meeting with his colleagues and client and doesn’t listen to the project assigned carefully, it will be difficult for him to assign work to the members of his team. He will not have complete knowledge on the project which could create errors in work.  He needs to listen carefully to the requirements and outputs that are specifically asked so that he can act accordingly and make the right decisions. Also, it is important for him to listen to the ideas of his team members. Someone on the team might have a better approach to complete the work which might be beneficial to the client and the company if he doesn’t listen to them it could create confusions within the team and could create a communication gap which is bad for work. 
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