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Note:

1. All questions are compulsory
2. Figures to the right indicate marks

Q.1 A) Fill in the blanks (05)

a) To test the candidates ability to withstand pressure is the primary objective
L R interview.
. GreE O is a list of item to be discuss at the meeting
¢) The conference begins with the keynote address e e S
e e R Provides an excellent Opportunity to display the organization products
and information posters.
8o take care to make the candidate feel comfortable

B) State whether the following statements are true or false. (05)

a) Honesty in answering question is the best Policy in an interview

b) Arecord of decision taken at a formal meeting is called agenda

¢) Effectiveness of an audio teleconferencing depends entirely on time quality of voice
d) An exit interview is given to promote an employee

e} House Journalis 3 periodical magazine of an organization.

C) Define the following in one sentence (05)

a) WASP

b) Interviewer

c) Video teleconferencing
d) Executive meeting

e) Open House

Q.2 Write Short Notes on Any Three (15)

a) Preparation for a meeting

b) Grievance interview

c) Disadvantage of committee meetings
d) WASp

e) Importance of group communication
Q.3 Answer Any Two of the following (15)

a) What is a Conference? What kind of Preparation would you make for jt?

conference
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Q.4 Draft Any Three (15)

a. Draft a letter of inquiry to the Prashant Radio manufacturing company, Mumbai for a
catalogue and trade term to start business as dealers in radios.

b. Draft a complaint to bizz bazaar, Thane about the expiry date of two fruit drinks cans which
you bought under buy one get one free offer.

C. Write a letter to promote the sale of a new dental cream.

d. Write a letter to the district forum about your service provider has charged you. Rs.1000/-
for a latest ringtones on your mobile facility, when you had not subscribed for it. Explain how
you have failed to get your complain redressed by the company.

e. you have been denied admission by a prestigious college despite a high percentage of marks
in your previous examination draft a RTI petition to ask for a relevant information.

Q.5
A) Committee has been formed to investigate the condition of roads in south Mumbai. Draft a
committee report. (07)
OR

A) Draft an individual report about the possibility of starting a book stall and stationary store in
your college.
(07)
B) Draft the Notice, Agenda and two Resolutions for the monthly board meeting of Amol Glass
company.

C) Write a summary of the following Passage and give a suitable title to jt. (04)
It is always attractive to do something interesting and to do it as well as

Sportsmen at the height of their profession travel the world and visit exotic

places. The English cricket team may spend its winters in Australian summers

and the Wimbledon women champions may spend the vear bathed in sunshine,

but their own social lives are disrupted and leisure hours have to be sacrificed to

hard, exhausting practice. All professional sportsmen must adhere to strict

training schedules to maintain their physical fitness; their lives are devoted to

keeping the body in peak condition by exhausting exercise combined with a strict regime
of self discipline and moderation in food and drink.
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It is always attractive to do something interesting and to do it as well as
possible, but serious injury or an unaccountable loss of form quickly halts the
progress of many a young Sportsman. A handful of top professionals can afford
a house in London, another in the country, and a third on the French Riviera, as
well as a Rolls Royce and a yacht in the Bahamas, but most professional players

and mind. Tommy Lawton, the football hero of the forties, spent his later years

in poverty, forgotten by all but a small band of his closest friends.

Sportsmen at the height of their profession travel the world and visit exotic

places. The English cricket team may spend its winters in Australian summers

and the Wimbledon women champions may spend the year bathed in sunshine,

but their own social lives are disrupted and leisure hours have to be sacrificed to

hard, exhausting practice. All professional sportsmen must adhere to strict

training schedules to maintain their physical fitness; their lives are devoted to

keeping the body in peak condition by exhausting exercise combined with a strict regime
of self discipline and moderation in food and Al



