KL3AFB

TIME : 2 Hrs. ' ~ MARKS : 50

NB: 1) An questions are compulsory.
2) Figures to the rightindicate marks,

Q. 1. Write Short Notes on ANY TWO of the following : [8]
a) Role of the chairperson in a meeting,
b) Planning a conference
c) Tele-conferencing
d) Internal public relations

Q. 2. a) What is an interview’ ? Discuss the different tjpes of interview, [8]
OR '
b) Write a detailed note on external public relations.

Q. 3. Draft the Notice, Agenda and two resolutions for the 7th AGM (Annual General
Meeting) of Vineet Pharma Ltd. : : [8]

Q. 4. Write ANY THREE letters from the following. [18]
a) A Washing machine you purchased from Magnum Electronics, Thane has
developed a technical fault. Draft a complaint.

b) Draft a sales letter to promote power-saving CFL bulbs.

d) A bank has not processed your education loan despite of your ‘having
completed all paper-work. Draft an RTI (Right to Information) query.

Q.5. a) As the student Secretary, draft a report on the feasibility of opening a co-
operative stationery store in the college. [8]
OR '
b) As the chairperson of a committee appointed to look into reasons for
absenteeism in a factory unit, draft a report recommending suitable
measures to overcome the problem.
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