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N.B.:
1) All questions are COMPULSORY.
2) Figures to the right indicate FULL marks.
3) Answers to both the sections should be written in the SAME answer book.
SECTION -1
Q.1 Attempt ANY TWO of the following: [16]
a) Explain meaning and importance of business communication.
b) What are the essential qualities of good business letter?
¢) Discuss advantages and limitations of oral communication.
d) Which points to be considered while drafting letter of enquiry?
Q.2 Write short notes on ANY FOUR of the following: [16]
a) Circular letters
b) Collection letters
¢) Forms of layout of business letter
d) Downward communication
e) Non-verbal communication
f) E-mail
SECTION - 11
Q.3 Attempt ANY TWO of the following;: [16]
a) What are the principles of effective oral communication?
b) Explain the process of listening.
¢) Draft an interview call letter on behalf of A.P. Associates, Pune for the post of
“Accountant”.
d) Explain importance of job application letters.
Q4 Attempt ANY TWO of the following: [16]
a) Which points to be considered while drafting minutes of a meeting?
b) Draft an imaginary notice and agenda of Annual General Meeting.
¢) Explain meaning and importance of report writing.
d) Draft a report by committee of directors to enquire into possibility to opening a
new branch at Kolhapur.
Q.5 Write short notes on ANY FOUR of the following: [16]
a) Letters to directors
b) Agency correspondence
¢) Appointment letter
d) Types of minutes
e) Collection of data
f) Vocal control
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