4 (Sem-1/CBCS) BCM-AE

2019

BUSINESS COMMUNICATION
( Honours/Regular )

Paper : BCM-AE/MIL-1014

Full Marks : 80

Time : 3 hours
The figures in the margin indicate full marks
Jor the questions

Answer the questions from any one of the Options

OPTION—A
Paper : BCM-AE-1014

( Business Communication )

1. State whether the following statements are
True or False (any ten) : 1x10=10

(a) Feedback is the loop where outputs
turn to inputs like evaluation, reaction
and assessment.

(b) Intrapersonal communication is
stimulated by events, objects, persons
or external exchanges.
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(c) Non-verbal communication cannot be
enhanced by a well-trained commu-
nicator to amplify the spoken word.

(d) Lack of emotional intelligence is a
barrier in communication.

fe] We share information in
communication.

() Appearance. and dressing may reflect
personality traits.

(g) Listening is a skill that needs to be
practised and taken seriously as
speaking.

(h) In two-way communication, the receiver
is not an active agent in construction of
meaning.

() Report is an oral presentation only of

the results of an investigation or of any
matter on which definite information is

required.
() Lateral flow of communication cut

across different levels of an
organization’s hierarchy.

(k) In a TV programme, decoding by the
audience is done from their social
context.
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2. Answer any five of the following questions :
2x5=10

(a) Discuss ‘perception’ as a barrier in
communication.

(p) Can ‘self-talk’ create a positive
emotional and psychological state in
ourselves, in our intrapersonal
communication?

(c) How can grapevine positively impact
communication exchanges and sharing
within an organization? Write your
opinion.

(d) What are the details that should be
included in a notice for a meeting?

(e) What is ‘complimentary close’ in a
message?

() Write briefly either on paralanguage or
on proxemics.

(g) Discuss the ‘memo’ as an intra-
organizational mode of communication.
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3. Answer the following : 5x4=20

(a) Correct any five of the following : 1x5=5

i) I am having two brothers and two
sisters.

(i) You can give me an information.

(iii) He will bath in the Ganges to wash
off his sins.

(iv)] The police is coming.

(v) Although it was cold but we had to
work. :

-

(vi) She is married with a doctor.

(b) Correct any five of the words that have ;
been underlined : 1x5=5 -
{i) Bhupen Hazarika was a great
literateor of Assam.
(i) We have been standing in the
geueu since nine in the morning.
(iii) Febuary comes after January.
(iv) Without liesure there can 1o
creativity.
(v) What a wierd thing to do!
(vi) Our plan is defenite.
(vii) The dowgh for the cake is ready.
(viii) Take this fourty rupeesl!
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(c) Correct any five of the following as
directed : 1x5=5
(i) My brother immigrated from India.
(Correct the wrong word)

(ii) We often flaunt traffic rules.
(Correct the wrong word)

(iii) She is always at the phone.
(Replace the incorrect preposition)
(iv) A flux/furore was created when my

purse was snatched away.
(Choose the correct option)

(v) The peasant refused to growl/grovel
at the feet of his master.
(Choose the correct option)

(vi) A large spread lied on the table.
(Correct the wrong word)

(vii) Do not speak on/at the same time.
(Choose the correct option)

(d) Do as directed (any five) : 1x5=5

(i) Public sale in which articles are
sold to the highest bidder

(Express in one word)

(i) Give the synonym of Fake and
Accessory.

(iii) Give the antonym of Haughty and
Frugal.
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(iv) People working in the same
department or office

(Express in one word)

(v) Do you know her?
(Change the voice)

(vi) Only they can do the work.

(Change into negative)

(vii) His fans love him.
(Change it into an interrogative
sentence)

(viij) Make a sentence with ‘to hit the
nail on the head’.

4. (a) Answer any two of the following : 10x2=20 g

(i) What do you understand about
Résumé? Write briefly on your
educational qualifications in a neat
order and the skills you want to
highlight about yourself.

(i) Discuss the directions in which
communication flows within an
organization.

(i) Write the structure of a formal
report, in proper sequence and
order. State what each section
specifies, in brief.

(iv) What are the 7C’s of
communication?
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() What do you understand by
barriers of communication? Write
briefly on f§udgemental attitude’
and ‘cultural insensitivity’ as
barriers of communication.

(b) Answer any two of the following : 10x2=20

(i) Write a letter of goodwill,
congratulating your colleague on
his winning the ‘Employee of the
Year’ award.

(i) Write a circular informing your
customers about the ‘Festive
Christmas’ discount at your store
‘Step-in’ at Fancy Bazar, Guwahati.

(iij) As the Managing Director of ‘Magic
Looms Ltd.’, write a complaint letter
to Usha Machines regarding the
delay of delivery of the 03
ultraspeed 2020 weaving machines
causing inconvenience to your
production.

(iv) Create only two slides of your
PowerPoint presentation on
‘water-scarcity’ in the city of
Guwahati. Dedicate one slide to
text and the second slide to a visual
representation, on the issue. Draw
the two slides.
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(v) Write a letter of enquiry to a Travel
Agency to seek information on their
holiday packages to Goa, complete
with the brochure, costs, all
amenities that are provided by
them.

(vi) Imagine yourself as a customer of
Lotus Beauty Products. Write a
letter requesting credit facilities for

your order amounting to two-lakh
rupees.
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OPTION—B
Paper : BCM-AE-1014 (Asm)
( Assamese )

( Modern Indian Language )

S| wR G orRem o9 (R e w=ht) - yx30=30

() RT @MEPR Fae  cmel  Remea
gy g

(4) TORCI0 BT @SSR GF T4 |

(o) FCAFYTE SA W& @A CARF @SCER
crge gFgeyd R = |

() CREMCES 7' KBT 14 ATers o1 &Afiewa |

(8) CNMF @EAPR CFge &3 CIeF ek
I A |

(v) MTFreP 4R QAN AfGFTF LR 7 |

(=) fo7 foq «Th ReeT 99l T Twe S
CRI1 STl eferrs 4| 32 33 |

(&) IO *Hq A SN I[F et
FE |

(F) QIS T IR GF S ST |

(@) ‘MM =< @ 275 TSR %[ |

() RerE A @R Tafs 31 09 =7 |
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X | wers fed eppTEd o s i (R oo Aiohr) © axe=vo

(F) @emAE TR W SRT afImel SEY
01

(/) R 3ferca & @2
(51) ‘T EIES FIF Q@I 2
(%) eifecam form o1 swgej fRaw S a1 |

(8) wCIwoE Jferca & a2
(v) C(MRT @EPR CFae 1o efSImeel Swad
F1

o F I Y IR Ted Bl : @x8=30
T

(3) wore f IEPER P ERER wER
IR =7 o (R e =fed) - sxe=e

(i) W O[S X SR |

(ij) IR =9 SR |

(iii) (9$ T IR R |

(iv) oS o1 FoICI oL W18 FC |
(v) R o/ ZCE G STl AT |

(vi) R e afkicz |
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(4) were for fan *AOmRY W% A IR fordn
ﬁﬁ(ﬁﬁqlﬁﬁﬁ): YXE=¢

(i) TRRTETCA G2 TR 05 RIS A
T oA S99 |

(i) TR IR Fo® HEGE (GO
Af e o7 $41 T |

(i) FACAE el e RS e |

(iv) R i gwce A% GRES SR
Sferme |

(v) FRECE Fa el {98 IR
sP°e |

(vi) TR R Sikae (R st Safs
9 27 |

(o) ere fran PR wals fd (R e «Awsr)

yX¢g=¢
(i) T3 TS S |

(ii) <GB! COMR el |
(iii) STCO oI Mo #I1fT |
(iv) Bisasa=?
(v) IR TF P |
(vi) (IR (T59] TIS SCRCA ?
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() A& SHF /1 A SA© o4 IR Tore
Sfea1sl €2 %61 R e bt *r= foiw o ¢

EIES|

T S WF S A WA (PO
SN RO <1661 e SeEe 4 |

4—

(a) Correct any five of the following :  1x5=5

i) 1 am having two brothers and two
sisters.

(i) You can give me an information.

(iii) He will bath in the Ganges to wash
off his sins.

(iv) The police is coming.

(v) Although it was cold but we had to
work.

(vi) She is married with a doctor.

(b) Correct any five of the words that have
been underlined : 1x5=5

() Bhupen Hazarika was a great
literateor of Assam.

(i) We have been standing in the
geueu since nine in the morning.

(iij) Febuary comes after January.
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(iv) Without liesure there can no
creativity.

(v) What a wierd thing to do!

(vi) Our plan is defenite.

(vii) The dowgh for the cake is ready.
(viii) Take this fourty rupees!

(c) Correct any five of the following as
directed : 1x5=5

(i) My brother immigrated from India.
(Correct the wrong word)

(ii) We often flaunt traffic rules.
(Correct the wrong word)

(i) She is always at the phone.
(Replace the incorrect preposition)
(iv) A flux/furore was created when my

purse was snatched away.
(Choose the correct option)

(v) The peasant refused to growl/grovel
at the feet of his master.
(Choose the correct option)

(vi) A large spread lied on the table.
(Correct the wrong word)

(vii) Do not speak on/at the same time.
(Choose the correct option)
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(d) Do as directed (any five) : 1x5=5

(i) Public sale in which articles are
sold to the highest bidder
(Express in one word)

(ii) Give the synonym of Fake and
Accessory.

(iii) Give the antonym of Haughty and
Frugal.

(iv) People working in the same
department or office
(Express in one word)

(v) Do you know her?
(Change the voice)

(vi) Only they can do the work.
(Change into negative)

(vii) His fans love him.

(Change it into an interrogative
sentence)

(vii) Make a sentence with ‘to hit the
nail on the head’.

81 (3) ﬁ@ﬂmiﬁm%@iﬁm; YOXY=30

(i) CORe casicae 3 6 @ 2 T R
I SP{RYPITR HYLE SACEnl F1 |

(i) TR awre afe@mm RFEEPER 36
|
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(iii) <’TH A [RESR (Résumé) @FEWE
S T W? WO BES PRI
ez 1, forn

(iv) “RR*ET5  (PowerPoint)-3 TomIoM
(presentation) (FCIF (OIR FfA
MR 2 ARREARD S Romemz 3
Ll

(v) AR G TS FEICO FERER e
@Fg 73 =), ST SCeD 41 |

(%) ﬁm@m%@ﬁm yox3=30
(rze  feg TE-Ream e =R
@ @, AFEER, SAR0 s—a3 e
ferfm) -

(i) 3R TRAREER I ARoE e of
R S e e A [erm
oM %R | TS e @RI AT ot
QY S e |

(i) (SHR TROEeES ey S@fie (2
AR TREE AgrE e ¢F A
S 71 |

(ifi) A <G5 TR G TR g0
ST RIS AMfeAfegesid g 4R
Irfee wefEe Wi | Bt IHERGR
{36 ¥ee (Managing Director)
Roret Te woRiemte (e e o=
“[4 (memo) ff=1 |
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(iv) < RelRwrme @3B Roorss
H I Reom e txz | &6 )
o ot ReRmenR A8Ew 2ol
S 93 Sl B |

(v) TRETS 3F oMR Rorrm Refita
Regeicas B arg siibartet sy s
P AFPH ARTE I (e,

| GIB-13) 99 <4g g |
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OPTION—C

Paper : BCM-AE~1014 (Ben)
( Bengali )

( Modern Indian Lénguage )

Y1 WF G ST R I (R @I IB) : dxdo=30

(¥)

()
()
)
(€)

(®)

®

(%)

)

20A/532

@ = R, I A IR TR
S-S |

ARG RF QAR G5 T4 |
SN2 TGN M I |

Y SR (MRT QAT 77 FC 1 |
‘A’ TS @ [ R e
SR ST R @R |
*ISTRAED (PowerPoint)-4 43X 7% (=9,
TN S BRY IR ~1ST I |

AT W @A R sFsomom a1
A

@4 (Tender) 2A¥S JFIH WA 7RG
AR TRR o T-BeE Say e
|

A[GTRTS (PowerPoint)-9q (R ToEoME
GGl IS (TN 9 1 |
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(@) ART S svgm ToRe T4 S |
(%) =wrEYE BiRS a3 5 |

R FafilRe epafer tey s : Ixe=>o0

(F) Q@M e § QRIN? ATH @
L

@) W < R-@ TR R 1® 79 0
Lcfl

() ART amaem cwed TR SRR SR
5T ?

(%) wﬁﬁmmwmmiﬁﬁm
T |

() ™9 2¥S +W WT @ S99 RE
GFEI— A @ R e
HICA FCA |

o1 Ao eafem Teg me (@ @A oREM) : exs=xo
() cermearesra CIMB; STeicd SCEsA A |

(}) I-CMRT @NECT TG ot Aoy
GRHAGT T |
(%) Tl *Rusten w% 3¢ oI :
S ; WP ; RAT ; S ; TogpT |
(W) o RERFEe TR @ @ <ol =
G |
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(8) I A TR Ee F=oied Seaa
FCA |

(5) Wi RSN P AT AT NG 2

81 AR srefem Tex me (A AULATOER) :  doxs=s0

(F) v wow “fpw Refe @ wemfie
i oS oo ¥t ol o
QIR T5 FCAT |

(¥) comm wRaE IRE eIRT iR
e ¥ AR | G N ot ol wrme-
@ o AT |

(") T A IR A o I Refes
TS I |

(V) T G TG 2T TR W
TH-Ryrs w36 aref 2 aee 3|
(8) CoMCICR &l I TRy o See
I

() WEFFRR NARTTS N7 97 IR oo
ST AT |

(®) Ixom B e @l s e
FaA

(w) of T 1 R 1w 1 oee o= A 1w

Frest g, X Reet ¥ R omm wvet
I IR 3 R GO |
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OPTION—D

Paper : BCM-AE-1014 (Hin)
( Hindi )

( Modern Indian Language )

1. PR d A Rl ma & ' @ 9§ sw
e : T 1x10=10
(%) w0 T W e
(@) EA-YER f wfEn FER TE R
(1) <A I # EER f FEEsa @ 2
(g) 7wt # sfefs fifga-adiv )

(%) & W A H AW aR )

(9) waw fgm 3R Fen 3 R

(8) T B Memorandum F&d ¥

(@) W R W =R R
(%) v ® ek # Circular % %I
(@) fafaa st Mfaw v F 9H5R > §
(2) e F Drafting Fea &I

(3) famm wan 7 ¥

2. f=fufaa & ¥ Bl uia vl & S| fafag @ 2x5<10
(%) wRww $it aiear fafea)
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(@) = @ T aed ¥t

() w-3mPe FEY ¥ w0 A {2

() =l Ger § R TER w A g
¥

(3) w0 F R -

(3) <EvEs =R = aed ¥

3. frefafea % < wm (R 3R idsh) R e 3 Red
T WM B T W I AR

qAM—h )

@) Prefife # ¥ Bl ote ¥ teifa T A

= Ffve 1x5=5

() e s R

() % du fRash ¥

(i) TEIE@ A ERR

(iv) T I AW A TR W A

(v) T TR YR R

(vi) e i frera R

(@) PR § 2 Bl die Tl R R

Hif : 1x5=5
() A % AR A R
@) sA I 9fEm Jw W AEE T TR
|
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i) VTR F TE-gwEl W@ OwWm B
wifgu)

(iv) T wilt-wew e @l R

(v) uifee R e = snfim wewg 1

(vi) 0T FavEE

(m frfafen § @ fFd dfe a@ wt agaea @
wfafda Hif 1x5=5
(i) FER TR R
(i) TEH G @ 2
(i) T BN B
(iv) TS TGS W R
(v) T T @R
(vi) REATH I T
(vi) TR @I

@) fPeffe & 4 Bl ofe el W

ifor 1x5=5
i) SR ____|

i) FPHA_|

(i) e ____ @

fiv) TWER___ Fm

(v) SERE ____ A

(vi) w9 ____ W

(i) IRF ____ =&m
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w—a

(a) Correct any five of the following : 1x5=5

(i) 1 am having two brothers and two
sisters.

(i) You can give me an information.

(iii) He will bath in the Ganges to wash
off his sins.

(iv) The police is coming.

(v) Although it was cold but we had to
work.

(vi) She is married with a doctor.

(b) Correct any five of the words that have
been underlined : 1x5=5

() Bhupen Hazarika was a great
literateor of Assam.

(i) We have been standing in the
geueu since nine in the morning.

(i) Febuary comes after January.
(iv) Without liesure there can no
creativity.
(v) What a wierd thing to do!
(vi) Our plan is defenite.
(vii) The dowgh for the cake is ready.
(viti) Take this fourty rupees!
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(c) Correct any five of the following as
directed : 1x5=5
() My brother immigrated from India.
(Correct the wrong word)
(i) We often flaunt traffic rules.
(Correct the wrong word)
(iii) She is always at the phone.
(Replace the incorrect preposition)
(iv) A flux/furore was created when my

purse was snatched away.
(Choose the correct option)

(v) The peasant refused to growl/grovel
at the feet of his master.
(Choose the correct option)
(vi) A large spread lied on the table.
(Correct the wrong word)
(vii) Do not speak on/at the same time.
(Choose the correct option)

(d) Do as directed (any five) : 1x5=5
(i) Public sale in which articles are
sold to the highest bidder
(Express in one word)
(i) Give the synonym of Fake and
Accessory.

(ifi) Give the antonym of Haughty and
Frugal.
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(iv) People working in the same
department or office
(Express in one word)
fv) Do you know her?

" (Change the voice)

(vi) Only they can do the work.
(Change into negative)

(vii) His fans love him.

(Change it into an interrogative
sentence)

(viii) Make a sentence with ‘to hit the
nail on the head’.

4. (%) F=faRaas 7 ¥ B S ywt & s difvg -
10x2=20
() e T ¥ Rrgia w-Fn § fww
¥ fafu)
(i) iR fdd 6 wea &7 SaEmr AW
; faf)
(i) SRE-TE F FAdid FE-SE ¥ @ AR
&7 fawar @ faRag
(iv) Ff ¥ =1 oo ¥ T|ew IW
T
(@) fwfafea & @ 5l @ vl & sw At -
10x2=20
i " F FR TR ¥ mEw IW
g
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((3 At % R o omde-a e
iii) i wRmu 3fR R
) wWE Aifm) b %a%w
(iv) ‘e
o @mmﬂ@h%r’m

(v) TgRe =
ﬁza@ﬁgqﬁglq T e R R ol
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OPTION—E

Paper : BCM-AE-1014 (Bod)
( Bodo )

( Modern Indian Language )

1. TRER SR Tee T TE Jid s 6
1x10=10
() WHIEIER g WA fer
(@) SRiwEUER TSSO
() SRR g e
(7) < e AR s )
(8) &g-n w?
(7) fferee-amE Rmem @ e S@?
(3) weifrR Jem dwat g for
(@) Torum geRARR G9@ eeEf 1 frl

(@) Tt AEEE e TR S 9
aRE s ferl

(31) Tk swrg Aef g for)

2. AR digerE gare 5 2x5=10
(%) TR BASEYE 7?
(@) wfef smeeEE 9 R

(M) e fereemEEn Wm?
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(@) i PifrmE TR N S | AR S
i e fmn

(¥) TR RRAFER A9 awgar fw

3. TEER WigwR TR W el R 5x4=20
(%) wFNEUER YEEE U9 ARREeTR darr
m?
(@) fufmmweee €k fx)
() feram wemEE B W AR
(@) ©Rif UrEE wRER T e
(3) T W IR TFF G@E™ SEE @ S

feri
(%) TR wR R w?
4. PFNEYE A7 FAEEIER TR @R g
o’ 3+7=10

» Loy
WSTR[ TET AR W W aes Rl 10

5. TR GHMEAEE WM e TR

areE g fafen o 10
uar

‘Mg AT TERAE AN A=K wEEAE

wRemE 9t fori 10
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6. Wi Wi AR i R R 10

Tar

wrein G iR aeee Sde f/R) 10

7. g RRGmER R @ fw 10
LG

Tl Wi arEm woea T s ke fre 10
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* OPTION—F
Paper : BCM-AE-1014 (Nep)
( Nepali )
( Modern Indian Language )

1. 9EW Ryew o@ 7= ok TRl o8 R (T W) -
1x10=10

(®) IR __ w s (foft/ffy/dh)
(@) s ___ won R R/ /=h)
(M) omwER ____ wdan § (w/emh/a)
@ RN ___ oh e e (/o ad)
(5) wim i ___ @S| (a%/au/aeT)
(@) w T 25 Fifem & 7 Fh ER __ ™

R (el v [t

(3) AR Therdl TA _____ IR gIIo |
(uferen fufew /afew)
(<) woh @& Rl __ @r2/2)

(F) A ____ R HaQ g (yat /i /gd)
(1) TR W ____ U AR (s /o /s
(2) & fmm ____ vs) (=nfa /<l /<if)
(@) wa____ P awmd) (afa /e /=nfR)
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2. qaH W BlE IW G (FA W) : 2x5=10
(%) @ vhE WS F ™ FW AT
(@) & W % Rt
@ TERR I & /7
(@) e v R ar
(8) SR w1 ¥ ST

(F) @ E F T AR wEw Twens Ak
st

(3) i ggar aid @@

3. W 9@ (A WN) : 5x4=20
(%) i 7R e F-% Fon wm RFs? d@)

(@) T W FERT R THgR @R T
=T W

() TWEE W@R T % Fowm wm Ree?
icfl

@) ﬁmwﬁmmﬁz@faﬁ@l
() T W AH o o g IS0

(7) TR ey T8 %-% Fon om Rys?
|
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4. SN A@ (F1 ¥W) : 10x4=40

(%) TN 9N WER N HAEWM Wik SE0Ed
F-% AN IH 937 SAPa W

(@) =fs dh=a d@ FA-I da Afes?
TR Ju TR

(M T U AR aw Haww Ry T afen-a
G|

(@) R dfes swu w=el -5 geam e
afFs? Toiq W )

(¥) Th 0 WER @ VAW WIS IETd H-
AN I TSB! FA%A W

(3) war aw GaRw fafw @e @y TR
e R

(®) fdew yHRaR FUF W)
(%) Rdew R F-% g7 d@|

* % K
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