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1) There shall be five.questions each of20 marks.
2) All questions sha1l be compulsory with i emal choice wilhin the questions.

3) A Question may be subdivided i o sub-questions d. b, c... and the allocarion ofmarks depend on the weighrage

ofthe topic.
Questions shall assess knowledge, application of knowledge, and the abilily to synthesize knowledge. The paper

setter shall ensure that questions covering all skills and all units are set. She/he shall also mdndatatily submit a

detailed scheme of evaluation along with the question paper. Questions shall be of three categories of difficulty
level- low difficulty, .verage difficuliy and hish dlfficuity.

Instructions: 1) All Questions are compulsory.

Marks COs

Q.1 Attempt the following questions carefully.

a) Read the following stalements and write whether they are True or False
(Any 5)

1. Effective Communication is a one way process.
2. Adjustment letter is a reply to the complaint made by the customer.
3 . In face to face commuldcation irstant feedback is possibie.
4. Business letter is a formal and convenient mode ofcormunicaiion.
5. Email is usedto share personal messages.
6. There are 7C's ofcommunicaiion.
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b) A$wer the following t questions in short. (Any 5) 10

1. Explain the importance ofeffective presentation in
organizational setting.
2. What is the importance ofResume Writing in piacement
process?

3. Explain the reasons ofwriting cover letter?
4. Write a shoft note on Organizational communication.
5. Explain lhe rerm Memo in shon.
6. Why data collection is very important in report writing?
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Answer the following questions in detail (any Two)
a) Write a detailed note on the method Non- verbal communication t0 co107.1
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with its importance.
b) Explain the seven C's ofcommunication in detail. 10 co107.1

c) Explain the process ofcommunication in detail. t0 co107.t

o.3 Ans\ er lhe following que.rions in derdil (an\ f\\o)
a) Write a detailed note on the Layout ofbusiness letter with

exampJe.
t0 co107.2

b) Explain the tlpes of Business letter in detail t0 co101.2

c) Place an order to the Amrut Stationary l4ad, Dadar, Mumbai for
different items of stationary for your college's Consumer Store.
Imagine necessary details.

10 co 107.i

Q.1 Answer the following questions in detail (any Two)

a) Write a detailed oote on report writing lvith its importance and
types.

10 co107.3

b) Assume that you arc working as a manager ofproduction
depafiment. There is a sudden fall in the productio[ during the
last six months. Write a report to the General Manager giving
reasons for the fall and suggesting measures for increasing the
producrion.

10 co 107.5

c) Explain the Do's and Don'ts ofthe report writing in an
organizational setting.

10 co107.5

Q.5 Attempt tle following questions

a) Assume that you are the secretary ofKalyani Automobiles p vate
Ltd. MIDC Area, Pune .Write a notice and agenda ofthe meeting
ofthe Board ofDirectors regarding appointlnent ofthe auditor.
Imagine necessary details.

l0 co107.3

b) Assume that you have completed MBA. You wish to apply for
the post ofAssistant manager. Write your resume with all the
necessary details.

10 col07.3
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