QWNW CLINTUS NETWORK LIMITED

Address: B-25 Ansal Chambers-Il,6 Bhikaji Cama Place, New Delhi-110066

Ref. No.: CNL/2023/C.P./ N9 § Date: 02/02/2023
To

Dr. Swati Srivastava

K.R. Mangalam University

Sohna Road, Gurugram

Haryana

Subject: Approval of Consultancy Project on “Behavioural Training".

Dear Dr Swati,

This is with reference to your proposal regarding consultancy services for “Behavioural
Training” submitted to Clintus Network Limited. We are pleased to inform you that the
competent authority has approved your proposal and sanctioned amount of Rs. 2,25,000/- (Rs.
Two Lakh Twenty-Five Thousand Only) as consultancy fee payable to your organization K.R.

Mangalam University to undertake this project.

We look forward to your association with us.

Regards,

For Clintus Network Limited




Consultancy Project
On

Behaviour Training

Behavior training plays a crucial role in organizations as it focuses on improving employees'
interpersonal skills, attitudes, and behaviors. Behavior training in organizations has a significant
impact on employee performance and organizational success. By enhancing communication,
developing leaders, fostering teamwork, promoting adaptability, improving customer service,
managing conflicts, and shaping organizational culture, behavior training contributes to a
positive work environment, increased productivity, employee satisfaction, and long-term
business success.

Programme Objective:

The objectives of “Behavior Training” Consultancy project is to provide a foundation for
designing and implementing behavior training programs tailored to the specific needs and goals
of the organization. Few of the objectives which this consultancy project is designed to give

participants are mentioned below.

(1) Promote Ethical Behavior and Professionalism: Reinforce ethical conduct, integrity, and
professionalism among employees, promoting a strong ethical culture within the
organization.

(2) Enhance Time Management and Productivity: Improve employees' time management
skills, prioritization, and productivity, leading to increased efficiency and effectiveness in
their work.

(3) Manage Stress and Enhance Well-being: Equip employees with stress management
techniques, resilience-building strategies, and promote overall well-being, ensuring a

healthy and productive workforce.
Target Participants:
Top level Management, Middle level Management, Team leaders

Outcome:
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After the success completion, the Participant’s would be able to:

e Increase their Engagement in current job and attain Job Satisfaction
e Enhance their Leadership Abilities
o Strengthened Teamwork and Collaboration

e Increased Emotional Intelligence

Budget
Particulars Amount
Trainer’s fees ( Rs 15,000 * 10 sessons) Rs. 1,50,000
Logistics (Rs.1,500 * 10 session) Rs. 15,000
Reading material/Stationery (Rs. 2,500 * 10 | Rs. 25,000
session)
Refreshments (Rs. 3,500 * 10 session) Rs. 35,000
Total Amount Rs. 2,25,000
Time Duration
Sessions Topics Timings
Session 1 Benefits of effective Behavior skills at | 9:00 am - 4:00pm
workplace.
Session 2 Teamwork and Collaboration 9:00 am - 4:00pm
Session will concentrate on developing
following aspects
Building high-performing teams, Team
dynamics and roles, Collaboration and
cooperation, Resolving team conflicts,
Effective team communication and
decision-making
Session 3 Developing Emotional Intelligence: 9:00 am - 4:00pm
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Session will concentrate on developing

following aspects

Self-awareness and self-management,
Social ~ awareness and  empathy,
Relationship building and interpersonal
skills, Managing emotions in the
workplace, Emotionally intelligent

leadership

Session 4

Diversity and Inclusion:

Session will concentrate on following

aspects

Valuing diversity in the workplace,
Unconscious  bias  awareness  and
mitigation, Inclusive communication and
collaboration, Creating an inclusive work

culture

9:00 am - 4:00pm

Session 5

Stress Management and Work-Life

Balance:

Session will concentrate on following

aspects

Recognizing and managing stress, Time
management and prioritization, Building
resilience and coping strategies, Work-
life balance and self-care, Creating a

healthy work environment

9:00 am - 4:00pm

Session 6

Teamwork and Collaboration:

9:00 am - 4:00pm
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Session will concentrate on following

aspects

Building high-performing teams, Team
dynamics and roles, Collaboration and
cooperation, Resolving team conflicts
[Effective team communication and

decision-making

Session 7

Effective Communication Skills:

Session will concentrate on following

aspects

Active listening, Verbal and nonverbal
communication, Building rapport and
empathy, Assertive communication,

Conflict resolution and negotiation skills

9:00 am - 4:00pm

Session 8

Ethical Behavior and Professionalism:

Session will concentrate on following

aspects

Ethical decision-making, Integrity and
professional conduct, Ethical dilemmas
and handling ethical challenges, Codes of
conduct and organizational values,

Ethical leadership and accountability

9:00 am - 4:00pm

Session 9

Change Management and

Adaptability:

Session will concentrate on following

aspects

9:00 am - 4:00pm
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Navigating organizational change,
Overcoming resistance to change,
Building resilience during transitions

Embracing innovation and continuous
improvement, Agile mindset and

adaptability skills

Session 10

Professional Development and Career

Growth:

Session will concentrate on following
aspects

Goal setting and personal development
planning, Building a growth mindset
Enhancing professional  skills and
competencies, Networking and
relationship building, Managing career

transitions and advancement

9:00 am - 4:00pm

Trainer and Coordinator:

Dr. Swati Shrivastava

a Assistant Professor

School of Management and Commerce

K.R. Mangalam University

Gurugram
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Consultancy Project
on
Behaviour Training

Session 1 -: Benefits of effective Behavior skills at workplace.

Effective behavior skills play a crucial role in fostering a positive and productive work
environment. When employees possess and utilize strong behavior skills, it leads to several
benefits that contribute to individual and organizational success. Here are some of the key
benefits of effective behavior skills at the workplace:

(1) Enhanced Communication: Effective behavior skills, such as active listening, clear and
concise communication, and empathy, promotes better understanding and collaboration
among team members. Employees with strong communication skills can express their
ideas, concerns, and feedback more effectively, resulting in improved teamwork, reduced
conflicts, and enhanced overall communication flow within the organization.

(2) Conflict Resolution: Conflict is inevitable in any workplace, but effective behavior skills
enable individuals to manage and resolve conflicts constructively. Employees with good
conflict resolution skills can identify underlying issues, facilitate open discussions, and
find mutually beneficial solutions. This leads to a healthier work environment, improved
relationships, and increased team cohesion.

(3) Increased Productivity: Strong behavior skills positively impact productivity levels.
Employees who possess skills like time management, organization, and goal-setting are
better equipped to prioritize tasks, meet deadlines, and manage their workload efficiently.
They can maintain focus, avoid distractions, and complete assignments more effectively,
leading to increased individual and team productivity.

(4) Leadership_Development: Effective behavior skills are crucial for leadership roles.
Skills like emotional intelligence, decision-making, and problem-solving enable
individuals to lead by example, inspire and motivate others, and make sound judgments.
Leaders with strong behavior skills can create a positive work culture, foster employee
engagement, and drive organizational success.

(5) Positive Work Culture: Behavior skills significantly contribute to the overall work
culture within an organization. When employees demonstrate respect, professionalism,
and adaptability, it cultivates a positive and inclusive environment where everyone feels
valued and supported. A positive work culture enhances employee morale, engagement,
and satisfaction, leading to higher retention rates and attracting top talent.

(6) Customer_Satisfaction: Effective behavior skills also extend to interactions with
customers and clients. Employees who possess skills like active listening, empathy, and
problem-solving can understand customer needs, address their concerns promptly, and
provide excellent service. This enhances customer satisfaction, loyalty, and ultimately
contributes to business growth.
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(7) Personal Development: Strong behavior skills not only benefit the workplace but also
facilitate personal growth and development. Employees who continually work on
improving their behavior skills enhance their emotional intelligence, self-awareness, and
resilience. These skills can be transferred to various aspects of life, leading to improved
relationships, effective communication, and better decision-making outside of work.

(8) Innovation and Creativity: Effective behavior skills create an environment that
encourages innovation and creativity. When employees feel comfortable expressing their
ideas, collaborating with others, and taking calculated risks, it fosters a culture of
innovation. Employees with strong behavior skills are more likely to think outside the
box, share diverse perspectives, and contribute to the development of new ideas and
solutions.

In conclusion, effective behavior skills at the workplace bring numerous benefits to individuals
and organizations alike. From improved communication and conflict resolution to increased
productivity, positive work culture, and leadership development, these skills contribute to a more
harmonious and successful work environment. Investing in developing and nurturing behavior
skills among employees is crucial for long-term success and growth in today's dynamic and
competitive business landscape.

Session 2 -: Teamwork and Collaboration
Session started with few activities related to Teamwork like
Peer-to-Peer Recognition Programs: The team was encouraged to implement a peer-to-
peer recognition program where team members can acknowledge and appreciate each other's
efforts and contributions. This activity fosters a positive and supportive team culture, encourages
collaboration, and boosts morale among team members,
Collaborative Decision-Making: The team was encouraged to participate in decision-
making processes by organizing group discussions or brainstorming sessions. This activity gives
team members the opportunity to share their ideas, perspectives, and suggestions. This approach
promotes a sense of ownership and collaboration, as decisions are made collectively, considering

multiple viewpoints,

Team-Building Retreats: This activity_Plan team-building retreats or off-site events where
team members can engage in team-building activities and bond in a relaxed and informal setting.
These retreats provide opportunities for team members to connect on a personal level, build trust,
and strengthen their working relationships.

This session will help team to understand Importance of Teamwork

Teamwork and collaboration are crucial aspects of success in any organization. They involve
individuals working together towards a common goal, sharing knowledge and resources, and
leveraging the strengths and abilities of each team member. Here are some long answers
explaining the importance and benefits of teamwork and collaboration in the workplace:
Teamwork is vital in the workplace for several reasons:

a) Synergy: When individuals collaborate as a team, they bring together their diverse skills,
experiences, and perspectives. This synergy leads to enhanced creativity, problem-solving, and
innovation. The combined efforts of team members often result in better outcomes than what
could be achieved individually.
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b) Division of Labor: In a team, tasks can be divided among members based on their strengths
and expertise. This division of labor ensures that each team member can focus on their area of
expertise, leading to greater efficiency and productivity.

¢) Support and Motivation: Working as part of a team provides support and motivation. Team
members can share the workload, offer assistance when needed, and celebrate successes together.
This support system creates a positive work environment and boosts morale.

d) Learning and Growth: Collaboration within a team facilitates knowledge sharing and
continuous learning. Team members can learn from each other's experiences, skills, and
perspectives, leading to personal and professional growth. It also helps develop new skills and
exposes individuals to different approaches and ideas.

Benefits of Collaboration:

Collaboration brings numerous advantages to both individuals and organizations:

a) Improved Problem Solving: Collaborative environments foster collective intelligence,
enabling teams to tackle complex problems more effectively. By pooling diverse perspectives
and expertise, teams can analyze issues from different angles and generate innovative solutions.
b) Enhanced Communication: Collaboration encourages open communication and active
listening among team members. Through effective communication, team members can exchange
ideas, share information, and clarify expectations, leading to fewer misunderstandings and
improved coordination.

¢) Increased Efficiency and Productivity: Collaboration allows team members to leverage each
other's strengths and skills, leading to improved efficiency and productivity. By distributing tasks
based on individual abilities, teams can complete projects more efficiently, meet deadlines, and
achieve better outcomes.

d) Strengthened Relationships and Trust: Collaboration builds strong relationships and trust
among team members. When individuals work together towards a common goal, they develop a
deeper understanding of each other's strengths, weaknesses, and working styles. Trust is built
through effective communication, mutual respect, and delivering on commitments.

e) Adaptability and Flexibility: Collaborative teams are better equipped to adapt to changing
circumstances and handle unexpected challenges. The combined knowledge and skills of team
members enable them to find alternative solutions and adjust their approach when necessary.

f) Employee Engagement and Satisfaction: Collaboration fosters a sense of belonging and
involvement among team members. When employees feel valued, included, and engaged in the
decision-making process, their satisfaction and motivation levels increase. This, in turn, leads to
higher employee retention rates and a positive work culture.

g) Innovation and Creativity: Collaboration is a catalyst for innovation and creativity. When
individuals with diverse backgrounds and perspectives come together, they generate fresh ideas,
challenge existing norms, and explore new possibilities. Collaborative environments promote a
culture of innovation and continuous improvement.

In summary, teamwork and collaboration are essential for organizations to thrive. They promote
synergy, efficiency, and innovation, while also fostering positive relationships, trust, and
employee engagement. By cultivating a collaborative work culture and providing opportunities
for teams to work together effectively, organizations can unlock their full potential and achieve
long-term success.

Session 3 -: Developing Emotional Intelligence:
Emotional Intelligence As Tool To Create Strong Workplace Relationships
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Emotional intelligence for leadership is an achievable skill that will help you create strong
workplace relationships. Practice these attributes to develop your emotional intelligence and
enhance your leadership skills:

1. Self-awareness
Self-awareness is the basic building block for emotional intelligence. This characteristic allows

you to recognize your own emotions, strengths, weaknesses and values and understand how they
impact others. To bring out the best in others, you first need to bring out the best in yourself
through self-awareness.
Practice self-awareness by reflecting on your emotions and instinctual reactions and learning
techniques to change your mood. Emotionally intelligent individuals take a deep breath and try
to resolve the causes of stress instead of letting them overrun their decisions. Leaders who are
aware of their own emotions help influence attitudes in the workplace and are invaluable to a
business.
For example, your co-worker gives you constructive feedback on a project you worked hard to
complete. To develop self-awareness, mentally note how you felt and why you felt this way.
Notice if you only focused on the negative critiques instead of the positive feedback. Now, you
can objectively look at the critiques and realize your co-worker was only trying to help you
improve the project.
Consider using these tactics to improve your self-awareness:
o 360-degree feedback: This process can help pinpoint areas for improvement. Ask
supervisors, colleagues and others to assess your emotional reactions.
« Low-profile approach: Simply ask trusted colleagues for their impressions. Use an
informal setting like a coffee shop or over lunch.
2. Self-management
Self-management is also known as “self-regulation” or “self-discipline” and is extremely
valuable for leaders to have. People with strong self-management tend to stay positive and calm
in stressful situations. They see an obstacle as an opportunity for improvement and an enjoyable
challenge for their problem-solving skills.
Much like self-awareness, you can use techniques like reflection, journaling and objectivity in
stressful situations to help you to develop self-management. The more in tune you are with your
emotional intelligence, the easier you can make the transition from reaction to response.
For example, a co-worker is struggling with a task. They know you’re a helpful person who tries
to assist others when they’re busy or stuck on a project so they ask you to take on their
assignment in spite of your already heavy workload.
Consider how you would react in this situation. An emotionally intelligent employee would take
a moment before reacting to think about how to remain positive, calm and constructive. Then,
they might suggest that their co-worker and their supervisor make a plan for the project together.
Consider using these tools to improve your self-awareness:
o Set measurable goals: Start with simple, obtainable steps like eliminating outbursts or
greeting co-workers by name.
« Keep a journal: Write down what you’re feeling and why. This will help you understand
your feelings.
 Quiz yourself: Ask yourself or a business coach about why you’re feeling a certain way
and how to use those emotions in a more productive way.
3. Social awareness
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Empathy and compassion are characteristics that contribute to social awareness. Social
awareness promotes trust and creates open communication among your peers. Being empathetic
means understanding another person’s state of mind and feelings.

Aim to imagine someone else’s experience, then communicate your understanding and support
for their situation.

Becoming an empathetic person in the workplace can facilitate a better team rapport, which may
lead to smoother resolutions when conflicts arise. The more you can relate to others, the better
you will become at understanding what motivates or upsets them.

For example, you are a supervisor and an employee asks to meet with you to tell you they’re
unhappy that another colleague got a promotion they wanted. Carefully consider how you could
show empathy as a leader in this situation. Good leaders are confident in their own decisions.
Consider using these techniques to improve your social awareness:

« Use active listening: Show that you are listening by repeating or rephrasing what they’re
saying.

« Demonstrate a sympathetic tone of voice: How something is said can be as important
as what is said. Notice the energy behind what co-workers says to get a better sense of
how they really feel.

o Stay aware of nonverbal cues. Be aware of your nonverbal cues and that of the
employee. While learning to recognize these nonverbal communication cues will require
extra effort, it can go a long way.

4. Relationship management

Relationship management allows you to build and nurture workplace relationships to create
positive outcomes. It refers to your ability to influence, coach and mentor others while resolving
conflict effectively.

To learn how to foster healthy and productive relationships, focus on the three characteristics
mentioned above. Be aware of your emotions and reactions, show empathy through listening and
learn to communicate effectively.

Focus on the relationships between you, your team and supervisors. By caring for and supporting
others in your workplace, you’ll create a positive environment and demonstrate your emotional
intelligence leadership. You must communicate effectively and properly manage relationships to
move a team of people in a desired direction.

For example, you lead a small team at work. Your supervisor gives you the chance to take on a
big project that you both know will help build your career. You encourage your team to think
creatively and when it’s time to present the project, you publicly praise the hard work your team
put toward the project to make it a success.

In this situation, you helped encourage and develop your team, showed them that you care about
their careers just as much as yours and showed your supervisors your leadership skills.

Consider using these tips to improve relationship management:

« Listen actively: Give others your undivided attention, limit distractions while you talk
and consider everything that’s said.

o Ask questions: This will encourage teamwork and innovation in the workplace.

« Set clear expectations: Identify and clarify expectations from the beginning. This will
help prevent confusion or conflict down the road.

SESSION 4 -: Diversity and Inclusion
Introduction to Diversity and Inclusion:

s otral
2 potrdt
an\qg\z-.m yriversY
KR Gits

urugradtt &
Rroad, G
gohna !

maﬂa“a)




The session will begin by defining diversity and inclusion and highlighting their importance in
the workplace. The session will explain that diversity encompasses various dimensions, such as
race, ethnicity, gender, age, sexual orientation, disabilities, and more. The session will emphasize
that inclusion involves creating an environment where all employees feel respected, valued, and
empowered to contribute their unique perspectives and experiences.

Understanding the Business Case:
Business case for diversity and inclusion will be shared and case studies demonstrating the

positive impact of diversity on organizational performance, innovation, customer satisfaction,
and employee engagement will be discussed to showcase how embracing diversity and fostering
inclusion can lead to a competitive advantage and improved organizational outcomes.
Unconscious Bias Awareness:

Raise awareness about unconscious biases that can hinder inclusivity. Discussion of common
biases, such as affinity bias, confirmation bias, and stereotype threat will help participants to
understand how these biases can influence decision-making, recruitment, promotions, and
everyday interactions. Provide strategies for recognizing and mitigating unconscious bias.
Assessing Current State:

'An assessment will be conducted to gauge the organization's current state of diversity and
inclusion. This can involve analyzing demographic data, conducting employee surveys, and
collecting feedback through focus groups or interviews. Assess the organization's policies,
practices, and culture to identify areas that need improvement.

Creating an Inclusive Culture:

Discuss strategies for creating an inclusive culture. Highlight the importance of leadership
commitment and the role leader’s play in modeling inclusive behaviors. Provide guidance on
fostering open communication, promoting psychological safety, and establishing a culture of
respect and belonging. Encourage participants to share best practices and success stories from
within the organization.

Building Inclusive Teams:

Explore strategies for building diverse and inclusive teams. Discuss the benefits of diverse teams
in problem-solving, creativity, and innovation. Provide guidance on inclusive recruitment and
hiring practices, including reducing bias in job descriptions, widening candidate pools, and using
structured interviews. Discuss the importance of diversity in team composition and inclusive
team dynamics.

Mitigating Bias in Decision-Making:

Address biases that may impact decision-making processes, such as performance evaluations,
promotions, and project assignments. Introduce tools and techniques to reduce bias, such as
objective performance criteria, calibrated rating scales, and diverse evaluation panels. Discuss
the benefits of transparency and accountability in decision-making processes.

Developing Inclusive Leaders:

Highlight the role of leaders in driving diversity and inclusion. Provide training and resources to
develop inclusive leadership skills, including empathy, active listening, and cultural competence.
Discuss the importance of allyship and how leaders can support underrepresented employees.
Encourage leaders to set goals, track progress, and hold themselves accountable for creating
inclusive teams and environments.

Creating Employee Resource Groups (ERGs):




Introduce the concept of Employee Resource Groups (ERGs) and their role in promoting
diversity and inclusion. Discuss how ERGs can serve as valuable support networks, provide
mentoring opportunities, and contribute to organizational learning. Encourage participants to
establish or strengthen existing ERGs within the organization.

Action Planning;:

Facilitate a session where participants can develop action plans to drive diversity and inclusion
initiatives within their respective areas of responsibility. Encourage participants to set
measurable goals, identify specific actions, assign responsibilities, and establish timelines.
Provide support and guidance in developing realistic and impactful action plans.

Follow-Up and Evaluation:

Highlight the importance of continuous evaluation and monitoring of diversity and inclusion
efforts. Discuss the need for periodic check-ins, progress reviews, and adjustments to action
plans. Provide resources and recommendations for ongoing learning and development
opportunities related to diversity and inclusion.

SESSION 5 -: Stress Management and Work-Life Balance:
Stress management and work-life balance are crucial aspects of employee well-being and
organizational success. Organizations that prioritize these areas recognize the importance of
supporting their employees' mental and physical health, promoting productivity, and fostering a
positive work culture. Here's an explanation of the role of stress management and work-life
balance in organizations:

Employee Well-being:

Stress management and work-life balance initiatives contribute to overall employee well-being.
When employees are overwhelmed by excessive job demands and face challenges in
maintaining a healthy work-life balance, it can lead to increased stress levels, burnout, and
various health issues. Prioritizing stress management and work-life balance helps create a
healthier and happier workforce.

Enhanced Productivity and Performance:

High levels of stress can negatively impact employee productivity and performance. When
employees are under excessive stress, their ability to concentrate, make decisions, and complete
tasks efficiently may suffer. On the other hand, when employees have a healthy work-life
balance and can effectively manage stress, they are more likely to be engaged, focused, and
productive in their work.

Reduced Absenteeism and Turnover:

Workplace stress and an imbalance between work and personal life can contribute to increased
absenteeism and higher turnover rates. Employees who experience high levels of stress may
take more sick leave or experience more frequent instances of presenteeism—being physically
present but not fully productive. By implementing stress management initiatives and promoting
work-life balance, organizations can reduce absenteeism and improve employee retention.

Attraction and Retention of Talent:




In today's competitive job market, employees value work-life balance and stress management
support. Organizations that prioritize these aspects are more likely to attract and retain top
talent. Prospective employees often consider an organization's commitment to employee well-
being when deciding where to work. By demonstrating a focus on stress management and work-
life balance, organizations can gain a competitive edge in talent acquisition.

Improved Emplovee Engagement and Morale:

Stress management and work-life balance initiatives contribute to higher levels of employee
engagement and morale. When employees feel supported in managing their stress and
maintaining a healthy work-life balance, they are more likely to be satisfied with their jobs, feel
valued by the organization, and have a positive attitude towards work. This positive work
environment fosters increased employee engagement and morale.

Health and Safety:

Excessive stress can have negative effects on both mental and physical health. By prioritizing
stress management and work-life balance, organizations demonstrate their commitment to
employee health and safety. This includes providing resources and support for managing stress,
promoting work-life balance policies and practices, and creating a culture that values employee
well-being.

Organizational Culture:

Stress management and work-life balance initiatives contribute to the overall organizational
culture. When organizations prioritize these aspects, it sends a message that they value their
employees' well-being and recognize the importance of a healthy work-life integration. This can
lead to a more positive and supportive culture, where employees feel respected, motivated, and
empowered.

Legal and Ethical Responsibilities:

Organizations have legal and ethical responsibilities to ensure a safe and healthy work
environment for their employees. Prioritizing stress management and work-life balance aligns
with these responsibilities and demonstrates an organization's commitment to meeting its duty
of care towards its employees.

In summary, stress management and work-life balance play a vital role in organizations by
promoting employee well-being, enhancing productivity and performance, reducing
absenteeism and turnover, attracting and retaining top talent, improving engagement and
morale, ensuring health and safety, shaping organizational culture, and fulfilling legal and
ethical responsibilities. By prioritizing these areas, organizations create a supportive and
thriving work environment that benefits both employees and the overall success of the
organization.

SESSION 6 -: Teamwork and Collaboration:

Teamwork and collaboration are critical factors for success in any organization. Here are some
key reasons why they are important:
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Enhanced Problem-Solving and Decision-Making: When individuals collaborate and work
together as a team, they bring diverse perspectives, skills, and experiences to the table. This
diversity of thought allows for more comprehensive problem-solving and decision-making
processes. Different team members can contribute unique insights, challenge assumptions, and
offer innovative solutions, leading to better outcomes.

Increased Productivity and Efficiency: Effective teamwork and collaboration enable
organizations to achieve higher levels of productivity and efficiency. By leveraging the
strengths and expertise of each team member, tasks and responsibilities can be distributed more
effectively. Collaboration also minimizes duplication of effort, streamlines workflows, and
improves coordination, leading to faster and more efficient completion of projects.

Fostering Creativity and Innovation: Collaboration often sparks creativity and encourages
innovative thinking. When individuals from various backgrounds and disciplines come together,
they can combine their knowledge, skills, and perspectives to generate new ideas and solutions.
By creating an environment that supports collaboration, organizations can harness the collective
creativity of their teams and drive innovation.

Building Trust and Stronger Relationships: Teamwork and collaboration are instrumental in
building trust among team members. When individuals work together towards common goals,
share responsibilities, and support one another, trust is fostered. Strong relationships built on
trust lead to better communication, improved cooperation, and a sense of camaraderie within the
team.

Improved Communication and Information Sharing: Collaboration requires effective
communication, including active listening and clear expression of ideas. By promoting
collaboration, organizations can enhance communication channels and encourage open and
honest dialogue among team members. Improved communication leads to better understanding,
reduces misunderstandings, and facilitates the sharing of knowledge and information.

Increased Employee Engagement and Satisfaction: When employees feel valued, included,
and part of a collaborative team, their level of engagement and job satisfaction tends to increase.
Collaboration allows individuals to feel connected to a larger purpose, contribute meaningfully,
and see the impact of their work. Engaged and satisfied employees are more likely to be
motivated, committed, and perform at higher levels.

Adaptability and Resilience: In today's rapidly changing business environment, organizations
need to be agile and adaptable. Teamwork and collaboration enable organizations to respond
more effectively to changes, challenges, and opportunities. Through collaboration, teams can
pool their resources, adapt strategies, and find creative solutions to navigate uncertainties,
ensuring organizational resilience.

Learning and Development Opportunities: Collaboration provides valuable learning and
development opportunities for team members. By working together, individuals can learn from
each other's expertise, share best practices, and develop new skills. Collaboration also
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encourages continuous learning and a growth mindset within the team, fostering personal and
professional growth.

Developing collaborative skills is essential for individuals and teams to effectively work
together towards common goals. Here are some key skills and strategies that can help foster
collaboration:

Communication Skills:

Effective communication is at the core of collaboration. Individuals should develop active
listening skills to understand others' perspectives and ideas. Clear and concise communication,
both verbal and written, helps ensure that messages are accurately conveyed. Encouraging open
and respectful communication creates an environment where team members feel comfortable
sharing their thoughts and opinions.

Emotional Intelligence:

Emotional intelligence involves recognizing and understanding one's own emotions and those of
others. Developing empathy and being aware of others' feelings and perspectives helps build
rapport and trust within the team. Emotional intelligence also aids in managing conflicts and
fostering positive relationships, essential for successful collaboration.

Teamwork and Interpersonal Skills:

Strong teamwork skills are crucial for effective collaboration. Individuals should be able to
work well with others, build relationships, and contribute to a positive team dynamic. This
includes being reliable, supportive, and respectful towards team members. Developing skills
such as conflict resolution, negotiation, and compromise enhances the ability to navigate
challenges and find common ground.

Adaptability and Flexibility:

Collaboration often requires flexibility and adaptability. Individuals should be open to new
ideas, willing to adjust their approach, and embrace change. Being adaptable allows teams to
respond to unexpected situations and adjust plans as needed. Flexibility also encourages
creativity and innovation as individuals consider alternative perspectives and solutions.

Problem-Solving and Critical Thinking:

Collaboration involves working together to solve problems and make informed decisions.
Developing strong problem-solving and critical thinking skills allows individuals to approach
challenges analytically and creatively. Encouraging a culture of constructive feedback and
brainstorming helps generate innovative ideas and solutions.

Trust and Relationship Building:

Trust is the foundation of successful collaboration. Building trust within a team requires
integrity, reliability, and consistency in actions and communication. Team members should
demonstrate trustworthiness, follow through on commitments, and maintain confidentiality.
Building relationships through social interactions, team-building activities, and shared
experiences also strengthens collaboration.
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Cross-Cultural Competence: ' : :
In diverse teams, cross-cultural competence is essential for effective collaboration.

Understanding and appreciating cultural differences helps bridge communication gaps, avoid
misunderstandings, and foster inclusion. Developing cultural sensitivity and adaptability
enables individuals to work effectively in multicultural environments.

Leadership and Followership:
Leadership skills are valuable in facilitating collaboration within a team. A good leader

encourages participation, delegates tasks, and empowers team members. However, effective
followership is equally important. Being a proactive team player who actively contributes,
supports team goals, and follows through on commitments is essential for collaborative success.

Continuous Learning and Feedback:

Collaborative skills can be developed and refined through continuous learning and feedback.
Encourage individuals to seek opportunities for professional development, attend workshops or
training sessions, and learn from experienced collaborators. Regular feedback and reflection
help identify areas for improvement and reinforce positive collaborative behaviors.

Technology and Tools:

Leverage technology and collaboration tools to enhance communication and collaboration.
Utilize project management platforms, video conferencing tools, shared document repositories,
and instant messaging platforms to facilitate remote collaboration, document sharing, and real-
time communication.

SESSION 7 -: Effective Communication Skills

Effective communication plays an essential role in day-to-day interactions and is vital for the
success of any business or individual. Setting communication goals makes it easier to deliver key
messages and achieve desired outcomes. However, developing communication goals aligned to
your strategy that improve efficiency and promote growth can be challenging.
In this session, we will discuss what communication goals are and why they're beneficial, with
effective communication goals examples.
Communication goals are specific targets for communicating information, knowledge and
emotion. Communication goals define the broad intentions and aims of communication for both
individuals and businesses and may not always be easy to measure.
Examples of communication goals for individuals might include engaging others more
effectively, keeping emotions under control, or becoming more persuasive when communicating.
Business communication is always goal-oriented. Effective business communication goals play a
significant role in implementing business strategies and should be specific and measurable.
Benefits of establishing communication goals
Setting and actively working towards communication goals develops communication skills and
improves productivity and relationships. Strong communication skills are a highly sought-after
quality in job candidates. The ability to communicate accurately and effectively improves work
performance and helps a business implement strategies, meet targets and grow toward
established objectives.
There are four types of communication:

e Verbal

all




o Nonverbal

e Written

e Visual
These combine to deliver messages to others. Without communication goals, planning and skills
development, any of these four areas may become ineffective, reducing the clarity of the
message. It is essential for both individuals and businesses to set communication goals for work
that improve delivery, strengthen relationships and boost reputation.
Setting communication goals
How to Create Measurable Goals
When setting professional communication goals for work, remember to be specific. Vague or
ambiguous goals without specifics have no direction, are difficult to measure and don't drive
success.
Keep the seven C's of communication in mind when establishing your communication goals, and
always use the SMART method to plan and map them out. Using this method helps you structure
SMART goals that are specific, measurable, attainable, realistic, and time-based.
Effective Communication Goal Examples
Here are a few communication goal examples that individuals and businesses can use to improve
work delivery, strengthen relationships and boost their reputations.
Create clear communication with no ambiguity
Any communication, whether to an employee, co-worker or customer, should clearly convey the
intended message to the intended recipient. It must be easy to understand and straightforward
without ambiguity. Unclear communication with multiple interpretations is confusing and may
give the receiver the wrong idea, which can result in lost productivity and profit in the business
setting.
Improve the communication response rate
Often the aim of communication, especially business communication, is to elicit a response.
Carefully worded communication making it easy for the receiver to respond will achieve this.
The words used and the tone of the communication play a significant role in getting the desired
response. The response may be positive, neutral, or negative and conveyed through words or
actions.
Establish and improve relationships
Effective business communication aims to forge and enhance relationships with both employees
and customers. It should build credibility and make the receiver feel positive about the sender
and the organization. Communication that creates trust and positivity will aid future business
success. Correctly executed, this communication goal fosters effective teamwork and loyal
customers.
Diversify communication delivery
One of the goals of business communication is reaching employees and customers in the most

effective way possible. Technology is constantly advancing, providing new and exciting ways to.

educate, inform and engage them. Experimenting with different media to deliver engaging
information is an effective communication goal.

Share your purpose

A company's purpose is its reason for existence and should be communicated in a simple,
relatable way to all stakeholders. Sharing your mission and values helps the receiver create a
deeper connection and care more about the organization. Consistently communicating your
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purpose helps motivate and inspire employees. Understanding and feeling part of the company's
purpose instills pride and gives meaning to their day-to-day tasks.

Create positive change with reinforcement

If your communication goal is to change behavior then reinforcement with repeat information is
an effective communication strategy. It often takes seven or more interactions with your brand
before a prospective customer engages with you. If you want to see a positive change in
employee behavior a single message will not suffice. Repeat communication, using every
possible channel will reinforce the message, allow it to sink in, and over time result in behavior
change.

Use storytelling to be more relatable

Business communication can be dull, technical and unexciting, but everyone enjoys a good story.
Adding life to your communication with the power of storytelling would be an effective
communication goal. Storytelling captures interest and helps your communication be more
relatable, and is effective when used to educate and persuade.

Transfer knowledge to educate and develop skills

A communication goal to capture and transfer knowledge helps companies increase efficiency
and promote learning. Knowledge transfer goes further than sharing information with people. It
creates abilities and provides insights using existing knowledge captured in documents,
presentations or media. Communicating ideas, facts, views, opinions and emotions facilitates the
learning process and can be used to develop managerial skills.

Gather valuable feedback

Feedback is critical for companies and provides the data needed to streamline systems, improve
service delivery and attract new clients. Complaints and suggestions from customers and
employees provide valuable insights that help shape effective strategies and improve methods
and procedures. You make your employees and customers feel valued by encouraging them to
share their opinions and ideas. A communication goal to secure feedback is not only beneficial
for companies. It also helps individuals improve performance and boost career prospects.
Increase productivity with clear directions

One of the most common goals of communication is to inform and give direction. A lack of
clarity leads to confusion, delays, and tasks completed incorrectly. An effective communication
goal provides clear, understandable directions that increase the confidence and productivity of
the receiver. When possible, communication aimed at directing actions should include
questioning the receiver to confirm they fully understand.

Facilitate communication in both directions

Nurturing an effortless two-way exchange of information and ideas is an effective
communication goal. Quick and easy access to feedback and ideas speeds up decision-making,
increases productivity and reduces misunderstanding. The communication channel you use is
critical and needs to be efficient, easy to use and encourage collaboration. A good example would
be using managers to share information and insights with their teams and at the same time get
feedback and ideas. Online platforms also allow remote team members to give suggestions,
provide input and collaborate.

SESSION 8 -: Ethical Behavior and Professionalism
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Ethical behavior and professionalism are essential in any workplace to maintain trust, integrity,
and a positive work environment. Here are some key aspects and principles of ethical behavior
and professionalism:

Integrity:

Integrity is the foundation of ethical behavior and professionalism. It involves being honest,
trustworthy, and adhering to a set of moral and ethical principles. Employees should act with
integrity by being transparent, keeping promises, and being accountable for their actions.
Respect and Fairness:

Respecting others' rights, diversity, and viewpoints is crucial for ethical behavior. Employees
should treat colleagues, clients, and stakeholders with respect, regardless of differences in
backgrounds or opinions. Fairness entails treating individuals impartially and without bias,
ensuring equal opportunities and fair treatment for all.

Confidentiality and Privacy:

Maintaining confidentiality and respecting privacy is an important aspect of professionalism.
Employees should handle sensitive information with care, follow data protection guidelines, and
maintain the privacy of individuals involved. Respecting confidentiality builds trust among team
members and stakeholders.

Compliance with Laws and Regulations:

Adhering to laws, regulations, and organizational policies is essential for ethical behavior.
Employees should have a thorough understanding of relevant legal and regulatory requirements
in their industry and ensure compliance in their actions and decision-making. Compliance helps
protect individuals, the organization, and its stakeholders

Professionalism in Communication and Behavior:

Professionalism in communication involves being respectful, clear, and appropriate in verbal and
written interactions. Employees should use professional language, avoid gossip or offensive
comments, and maintain a professional tone in all communication channels. Professional
behavior includes being punctual, dressing appropriately, and demonstrating courtesy and
professionalism in all interactions.

Conflict of Interest Management:

Employees should be aware of potential conflicts of interest and manage them appropriately.
This includes avoiding situations where personal interests could compromise professional
judgment or decision-making. Transparency and disclosure are important in handling conflicts of
interest to maintain ethical standards.

Ethical Decision-Making:

Employees should apply ethical decision-making processes when faced with ethical dilemmas.
This involves considering the potential consequences of actions, consulting relevant policies or
codes of conduct, seeking guidance from supervisors or ethics committees, and making decisions
based on ethical principles rather than personal interests.

Professional Development:

Continual professional development is crucial for maintaining ethical behavior and
professionalism. Employees should actively seek opportunities to enhance their skills,
knowledge, and ethical understanding. Participating in training programs, workshops, and
professional networks helps employees stay informed about ethical best practices and industry
standards.

Social Responsibility:
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Being socially responsible is an important aspect of ethical behavior. Employ.ees and
organizations should consider the impact of their actions on the environment, society, gnd
stakeholders. Engaging in socially responsible initiatives, such as volunteering or supporting
sustainable practices, demonstrates a commitment to ethical behavior beyond the workplace.
Reporting Ethical Concerns:

Employees should feel comfortable reporting any ethical concerns or violations they observe.
Organizations should establish clear channels for reporting and protect whistleblowers from
retaliation. Encouraging an open and transparent reporting culture helps address and rectify
ethical issues promptly.

By promoting ethical behavior and professionalism, organizations can create a culture of trust,
accountability, and respect. Leaders should lead by example, provide training and guidance, and
establish clear ethical standards to foster a workplace where ethical behavior thrives.

SESSION 9 -: Change Management and Adaptability

Developing change management and adaptability within an organization is crucial to navigate
the ever-evolving business landscape. Here are some strategies to foster change management and
adaptability:

Leadership Support:

Leadership plays a pivotal role in driving change management and adaptability. Leaders should
openly communicate the need for change, articulate a clear vision, and actively support and
champion the change efforts. Their commitment and involvement set the tone for the entire
organization.

Establish a Change Management Framework:

Develop a structured change management framework that outlines the processes, roles, and
responsibilities involved in managing change. This framework should include clear
communication channels, change assessment methods, and strategies for addressing resistance
and barriers to change.

Effective Communication:

Communication is key in managing change and fostering adaptability. Ensure that
communication about the change is timely, transparent, and consistent. Engage in two-way
communication, actively listen to employees' concerns, and provide regular updates to keep
everyone informed and engaged throughout the change process.

Employee Involvement and Engagement:

Involve employees in the change process by seeking their input, feedback, and ideas. Engage
them in decision-making and problem-solving related to the change. This involvement increases
ownership and commitment to the change, fostering adaptability and a sense of empowerment.
Training and Development:

Provide training and development opportunities to equip employees with the skills and
knowledge needed to adapt to change effectively. Offer workshops, seminars, or online courses
on topics such as change management, resilience, and problem-solving. This helps build
employees' capacity to embrace and navigate change.

Encourage a Growth Mindset:

Foster a culture that embraces a growth mindset, where employees are encouraged to see change
as an opportunity for learning and growth. Encourage them to embrace new challenges,
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experiment with new approaches, and learn from failures. Celebrate and recognize individuals
and teams who demonstrate adaptability and innovative thinking.

Create Cross-Functional Teams:

Form cross-functional teams to tackle specific change initiatives. This allows employees from
different departments or functions to collaborate, share knowledge, and leverage diverse
perspectives. Cross-functional teams promote adaptability by breaking down silos and fostering
collaboration.

Provide Resources and Support:
Ensure that employees have the necessary resources, tools, and support to adapt to change. This

may include providing technology upgrades, offering training programs, or allocating dedicated
change management resources to guide employees through the transition. Supportive resources
make change more manageable and less overwhelming.

Monitor and Evaluate Progress:

Regularly monitor and evaluate the progress of change initiatives. Assess whether the desired
outcomes are being achieved and identify any areas that require adjustment. Collect feedback
from employees and stakeholders to gauge the effectiveness of the change management
strategies and make necessary improvements.

Continuous Learning and Improvement:

Encourage a culture of continuous learning and improvement. Encourage employees to share
their experiences, lessons learned, and best practices related to change management and
adaptability. Foster a learning environment where employees are encouraged to innovate,
experiment, and adapt to new circumstances.

By implementing these strategies, organizations can develop change management capabilities
and foster adaptability among their employees. Embracing change becomes a cultural norm,
enabling organizations to thrive in a rapidly changing business environment.

The ADKAR model and Kotter's 8-Step Change Model are two popular frameworks used in
change management. Here is an overview of each model:

ADKAR Model:

The ADKAR model, developed by Prosci, focuses on the individual's journey through change. It
provides a structured approach to understanding and addressing the barriers and challenges
individuals face during change. The acronym ADKAR stands for:

Awareness: Creating an understanding of why the change is necessary and its implications.
Desire: Developing a personal motivation and commitment to support the change.
Knowledge: Acquiring the necessary knowledge and skills to implement the change.
Ability: Building the capability to effectively implement the change on an individual level.
Reinforcement: Ensuring the change is sustained and reinforced through recognition and
rewards.

The ADKAR model emphasizes the importance of addressing individual needs and ensuring
their successful transition throughout the change process.
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Kotter's 8-Step Change Model:

Developed by Harvard Business School professor John Kotter, the 8-Step Change Model
provides a comprehensive approach to leading organizational change. The model aims to create
a sense of urgency, build momentum, and enable successful change implementation. The eight
steps include:

(1) Create a Sense of Urgency: Communicate the need for change, highlighting the risks of
maintaining the status quo.

(2) Form a Powerful Coalition: Build a team of influential stakeholders to guide and support the
change effort.

(3) Create a Vision for Change: Develop a clear and compelling vision that inspires and guides
the change initiative.

(4) Communicate the Vision: Effectively communicate the vision and engage employees in
understanding and embracing the change.

(5) Empower Action: Remove barriers, provide resources, and empower employees to act on
the vision.

(6) Generate Short-Term Wins: Celebrate quick wins to maintain momentum and demonstrate
progress.

(7) Consolidate Gains: Reinforce and build upon the changes by continuously improving
processes and systems.

(8) Anchor the Change in the Culture: Embed the change in the organization's culture to ensure
its long-term sustainability.

Kotter's model emphasizes the importance of strong leadership, effective communication, and
creating a supportive environment to drive successful organizational change.

Both the ADKAR model and Kotter's 8-Step Change Model provide valuable frameworks for
change management. The ADKAR model focuses on individual change, while Kotter's model
provides a broader perspective on leading organizational change. Organizations can choose the
model that best aligns with their specific needs and adapt it to their unique change initiatives.

SESSION 10: Professional Development and Career Growth
Professional development and career growth are essential aspects of an individual's professional
journey. They involve ongoing learning, skill development, and advancement opportunities to
enhance one's knowledge, capabilities, and career prospects. Here are some key points related to
professional development and career growth:

Importance of Professional Development:
Professional development plays a crucial role in staying relevant and competitive in today's
dynamic work environment. It helps individuals acquire new skills, expand their knowledge
base, and adapt to changing industry trends and technologies. Continuous learning and
development enable professionals to improve their performance, increase their value in the job
market, and enhance their career prospects.
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Skill Enhancement:

Professional development involves identifying and acquiring the skills necessary to excel in
one's current role or desired career path. This may include technical skills, such as proficiency
in software tools or programming languages, as well as soft skills like communication,
leadership, problem-solving, and adaptability. Developing a diverse set of skills enhances
versatility and opens up new opportunities for career growth.

Continuous Learning:

Professional development requires a commitment to lifelong learning. This can be achieved
through various avenues, such as attending workshops, seminars, conferences, or webinars
related to one's field. Pursuing higher education, such as obtaining advanced degrees or
certifications, is another way to expand knowledge and demonstrate expertise. Additionally,
reading industry publications, engaging in online courses, or participating in professional
networks can contribute to continuous learning.

Networking and Mentoring:

Building professional relationships and networks is crucial for career growth. Actively engaging
in networking activities, both within and outside the organization, can provide valuable
opportunities for learning, collaboration, and career advancement. Seeking out mentors who can
provide guidance, share insights, and offer support is also beneficial. Mentors can provide
valuable advice, help navigate career challenges, and offer a broader perspective on professional
growth opportunities.

Goal Setting and Planning:

Setting clear career goals and developing a strategic plan to achieve them is essential. This
involves identifying short-term and long-term objectives, assessing the skills and knowledge
required to reach those goals, and creating a roadmap for development. Regularly reviewing and
adjusting goals and plans ensures alignment with evolving career aspirations and market
demands.

Seizing Opportunities:

Career growth often involves taking on new challenges and seeking opportunities for
advancement. This may include volunteering for leadership roles, participating in cross-
functional projects, or seeking stretch assignments that push one's boundaries. Embracing new
experiences broadens skill sets, increases visibility, and demonstrates a proactive approach to
career growth.

Performance Evaluation and Feedback:

Engaging in performance evaluations and seeking feedback from supervisors, colleagues, and
mentors is essential for identifying areas of improvement and growth opportunities. Actively
seeking feedback, incorporating it into professional development plans, and working on areas of
weakness help individuals enhance their performance and progress in their careers.

Embracing Change and Adaptability:
In today's fast-paced world, adaptability is crucial for career growth. Embrace change, be open
to new ideas and technologies, and actively seek opportunities to learn and grow in response to
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evolving industry needs. Demonstrating a willingness to adapt and innovate positions
professionals for success in a rapidly changing work environment.

Building a Personal Brand:

Developing a strong personal brand is important for career growth. This involves establishing a
professional online presence, such as a well-curated LinkedIn profile or personal website.
Actively sharing industry insights, thought leadership, and showcasing professional
achievements can enhance visibility and credibility. Cultivating a positive reputation and
networking effectively can open doors to new career opportunities.

Work-Life Integration:

Achieving a healthy work-life balance is essential for sustaining long-term career growth.
Prioritize self-care, set boundaries, and establish a support system to manage the demands of
work and personal life effectively. Taking care of physical and mental well-being promotes
productivity, job

Trainer and Coordinator:

Dr. Swati Shrivastava

Assistant Professor

School of Management and Commerce
K.R. Managalam University
Gurugram
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To
Finance Manager/ HR Manager Invoice No. : 04/Feb/2022-23
M/s Clintus Network Limited Invoice Date : 10/02/2023

B-25, Ansal Chamibers - II
6, Bhikaji Cama Place
New Delhi - 110066

Invoice for Corporate Training

Particulars Amount (Rs.)

Invoice for services rendered in relation to the corporate training
titled “Behavior Training” 2,25,000

Net Amount Payable 2,25,000

(Rupees Two Lakh & Twenty Five Thousand Only)
Please make the payment of the invoice by NEFT/RTGS/IMPS as per Bank Detail:

Beneficiary Name : K.R. Mangalam University

Account No. : 091101000622
IFSC CODE : ICIC0000911
Bank : ICICI Bank Ltd.
Branch : Sohna Bus Stand, Gurgaon
PAN : AAJCS31 For K. R. Mangalam University
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