BACHELOR OF COMMERCE (CBCS-2016 COURSE)
S.Y. B.Com. Sem-1V :SUMMER- 2022
SUBJECT : COMMUNICATION SKILLS-1I

Day : Monday Time : 03:00 PM-06:00 PM
Date : 4/7/2022 S-14432-2022 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 the layout of business letter.
b) Discuss physical appearance of business latter.

¢) Explain importance of business letter. -

Q.2 Attempt any TWO of the following: (12)
a) You company has completed 20 years. Draft suitable progress report
on this occasion.
b) Discuss the structure of report.
¢) Explain importance of report.
Q3 Attempt any TWO of the following: (12)
a) Draft imaginary notice and agenda of Annual General Meeting.
b) On which occasions letter are drafted to members?
¢) Explain importance of minutes.
Q4 Attempt any THREE of the following: (12)
a) You wish to purchase Lap Top for study purpose. Draft suitable
enquiry letter to distributor.
b) Even after many reminders amount is not recovered from a customer.
Draft a suitable letter threatening legal action.
¢) Which points to be considered while drafting circular letter?
d) Which points to be considered while drafting order letter?
Q.S Write short note on any THREE of the following: 12)

a) Agency correspondence
b) Trade references

¢) Forms of layout

d) Agenda of meeting

e) Committee report
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