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A. There are 4 parts for the preparation
1. Physical Preparation: it includes posture, ettiquite and fitting.
2. Mental preparation: It includes knowing the latest news and having the information of the company. 
3. Psychological Preparation: It includes being open, honest, confident, ability to discuss anything and knowing the purpose of going
4. Self Evaluation: It includes knowing the strengths and weaknesses and making good use of those strengths.

B. Business Etiquettes: the code of conduct that helps people interact with each other or the businesses, or suppliers etc. It is about building relationships with people in the work place. Business Etiquettes is the recipe of success. It helps create respect and make people listen to you during meetings and other areas. 

C. Brief note:
1. Unconscious Body language: unconscious communication is the subtle, unintentional, unconscious cues that provide information to another individual. It can be verbal like speech, the languages while speaking, or the tone of voice; or it can be nonverbal like facial expressions and body language. Unconscious signals are small movements that are completely unconscious, such as changes in the tone of the voice, the expression of the eyes and face or the positioning of the body. 
2. Conscious Body language: It is when you intentional do something like you emphasizing the important words, or gesturing to show the point, greet someone or smiling and nodding to say what the person saying is correct.

D. As a basic feature of group discussion is interaction of the group. The members observe and communicate with each other orally by playing attention to each other. The effectiveness of a group discussion depends upon the active participation of the members. Members need to be alert and need to jump in to get the brownie points while maintaining the proper flow.

Q3.
 Monthly Board Meeting 
19th August 2021
Meeting at 10 am by the CEO .

Members Present- ALL 
Members Absent- none

Approval of Minutes: approval for the minutes from 19th August 2021 board meeting

Business:
Motion for Appointment of Mr ABC as the Deputy Manager.
Vote: 6 in favor, 4 opposes
Resolved: Motion carried

Motion for Appointment of Bankers
Vote: 10 in favor, 0 opposes
Resolved: motion carried

Motion for Allotment of 600 Share to Mr XX
Vote: 3 in favor, 7 opposes
Resolved: motion not carried

Motion for Announcement of  new branch opening
Vote: 8 in favor, 2 opposes
Resolved: motion carried

Meeting adjourned at 11:35 am.

Q4
1. The cashier put himself in great risk by confronting the robber. The bank can either take a proper action rule wise or have an exception. If the bank takes the rules, then the bank is totally ignoring the behavioural aspects. IT will encourage people to do the dangerous things and its not worth it. The employees must take care of their life instead of the money as they are insurable and can be gotten back
2. The bank manager was acting purely on the basis of the written policy of the bank. He did not take into consideration the exception. As a matter of fact Mr. Janardhan’s case should be treated as a special one. Even though this was risky but still he had good intentions. 
3. He shld be taken care as an exception as he acted within the boundaries set by the person and he was having good intentions. 
4. It is understandable that the bank manager and training officer feel that Mr. Janardhan should be punished, the personnel officer and public relations officer feel that he should not be punished. In this particular incident, Mr. Janardhan has indeed in the first place observed the rules. And as he had good intentions, he should be rewarded but also the rest of the employees must be warned. 
