S.Y.B.COM. SEM -1V (CBCS - 2016 Course) : SUMMER - 2019
SUBJECT: COMMUNICATION SKILLS - I1

Day:  Tyesday Time: 11.00 A.M. TO 02.00 PM
Date: 30/04/2019 S-2019-0336 Max. Marks: 60
N.B.:

1) All questions are COMPULSORY.
2) Figures to the right indicate FULL marks.

Q.1 Attempt any TWO of the following: (12)

a) Explain meaning and importance of business letter.
b) What are the essential qualities of business letter?
¢) Discuss layout of a good business letter.

Q.2 Attempt any TWO of the following;: 12)

a) Draft an imaginary order letter.

b) Draft a letter to a customer whose payment is overdue for long period. Give
warning about legal action.

¢) Your firm has decided to open a new branch. Draft suitable circular letter to
your customers.

Q.3 Attempt any TWO of the following: 12)

a) Draft an imaginary notice and agenda of Directors’ Meeting.
b) State importance of minutes.
c) State the occasions on which letters are sent to members of company.

Q4 Attempt any THREE of the following: (12)

a) What are the essential qualities of good report?

b) What are the contents of report?

¢) Discuss in brief structure of report.

d) State the occasions on which committee report is drafted.
e) State importance of report writing.

Q.5 Write short notes on any FOUR of the following: 12)
a) Youattitude
b) Forms of layout of letter
¢) Letters of enquiry
d) Agenda of meeting
e) Letters to directors

f) Progress report
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