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All questions are COMPULSORY.
Figures to the right indicate FULL marks.
Answers to both the sections should be written in SAME answer books.

Q.1

Q.2

Q.3

Q4

Q.5

a)
b)
¢)
d)

SECTION-I

Attempt any TWO of the following: (16)

What is ‘communication”? Explain its importance

Explain various advantages and limitations of oral communication.

Explain the layout of good business letter.

Draft a letter to M/s Unique Electronics, Mumbai on behalf of M/s. Suvidha
Electronics, Pune stating that they want to purchase laptops for resale and ask
their best terms.

Write short notes on any FOUR of the following: (16)

Trade reference

Collection letter

Forms of layout

Non-verbal communication
Elements of communication
Upward communication

SECTION-II

Attempt any TWO of the following: (16)

Draft a suitable letter to your agent, stating that the agency is terminated due to
poor performance.

In response to newspaper advertisement. Write a suitable job application letter
for the post of ‘Sales Executive’.

Discuss various types of listener.

Which points to be considered while making speech preparation?

Attempt any TWO of the following: (16)

What are the types of minutes?

Explain the structure of report.

Draft an imaginary notice and agenda of Annual General Meeting.
Draft an imaginary progress report of your company

Write short notes on any FOUR of the following: (16)

Listening process

Techniques of effective speech
Importance of Report Writing

Notice of Meeting

Terms and conditions of agency agreement
Appointment Letter
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