BACHELOR OF COMMERCE (CBCS - 2018 COURSE)
S.Y.B. Com. Sem-IV : WINTER- 2022
SUBJECT : COMMUNICATION SKILLS-II

Day : Thursday Time : 02:00 PM-05:00 PM
Date : 8/12/2022 W-18162-2022 Max. Marks : 60
N.B.

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

Ql. Explain importance of business letter. Discuss the structure of business letters.  (12)

OR
Draft a circular for intimating the change in logo of the company to the

consumers.

Q2. J. K. Suppliers would like to order bags and purses manufactured from Vikas (12)
manufacturer Ltd. Draft a letter of enquiry.

OR

What do you mean by an *Order’ in commercial correspondence? Explain the  (12)
different types of orders.

Q3. Draft a notice and agenda for a routine meeting of the board of directors of a  (12)
limited company

OR
a)  On which occasion’s letters are drafted to directors? (6)
b) Explain minutes of the meeting and state its importance (6)
Q4. A Committee has been appointed by a company to investigate the possibility of  (12)

starting a co-operative society store for grocery in the company’s premises. Draft
a report of the committee with favourable recommendations.

OR
a)  What is the need for business report writing? (6)
b)  State the importance of circular letters. (6)
Qs. Write short notes on ANY THREE: (12)

a) Committee report
b) Resolution of meeting

¢) Annual General Meeting
d) Forms of Layout
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