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HS 103: Language & Communication Skills
EXAMINATION

IUA.X]\{ TIMH:3 HRS MAXM MARKS: 70
l1lstructions: (l) This Question papet has two scctions. Attcmpt borh in separate ans\r,er books,

(2) Figircs on right inclicate marks.
(3) l3c orecisc and tc' the point in ansrvcring thc clescriptive \luesri()ns.

SECTION: I

Q.1 (A) Define'Communication'and discuss its principles.

(B) Prepare Brief Notes on the Folto*,ing. (AnyTrvo)

(1) Leiler Head
(2) Signarr-rre Block
(3) Enclosure List

Q.2 Draft the following Business Letters. (Any Two)

(1) Repiy to the inquiry fbr Crxr1rr-rrer l)eriphcrrrls
(2) Purchase Order fnr C)f{icc f,urnirure
(3) Ad1'strncnt to tire retailer's conrplai't tbr suppiy 'f rvrong ga'nenrs

Q.3 (A) Draft the foilowing Official Letters. (Any One)

(1) Draft a lcrtcr to rhe appropriatc authorif, dtawing his attcntjon towards erratic power cut
in 1'ort locality atd request for corrective lneasures.

(2) Draw kind attention o{'the Branch Manager of Axis Bank of your ciry, informing him
about change in yout correspondence acldress by v'ay cif a leiter ^.rj ..qu.r, t1i- ,o
updare the samc irr yoLrt rccr)rd.

(Ii) Make a Drafr of Display Advertisemenr for the following. (Any One) (05)
(1) Promotion of Sale: of I-crn,rn r\'{obrlr:s
(2) l) isplar- r\dvr:rriser'crrt ol: Rluesrar SuPrcme :\ir (_o'tLit i 'ners

SECTION: I I

Q.4 (A) Detine the term Verbal Communication and enlist advantages of Oral
Communicat ion.

(B) Prepare Brief Nores on the Following (Any X'wo)

(1) Differ:encc befween Cleneral ancl Tcchrrical Communication
(2) Repe titiveness of Language
(3) Process of Comrlrrnicat.ion

(06)

(06)

@)

(06)

(06)

(06)

Q.5 (A) Draft thc Following Business Reports. (Any One) (06)

(il An Ankieshwar basecl ll'extiler Companv faces fiequent strikes by its rvorkers in Bhuj unit^
A three membcr conrlulttee rvas formed to ini,estigate thc causes lcading to this situation.
l)rati the rcport rvith recotnmendation to be subrnittcC to Boarcl of Dircctors.

(2) Quarterly Progress Report for Finance ard Marketing Deparurents under your charge.

(B; Make a Draft of Notice, Agenda and Minutes fot the following Meetings. (fury One) (06)

(1) 2'"r Meeting of lloard of Directors of Sugar Mill.
(2) Quartt:r-encl Meeting of a Constnrcnon companv.

Q.6 (A) Draft Speeches to be deliveted on the following Occasions. (Any One) (05)

(1) Draft inaugural address r.rf a Getreral Manager of a media company that he may del-iver
before staff and inr-itcd grlests on the occasion of opening a multiplex in Surat.

(2) Draft sample spcecl"r that a retiring Blanch Nlanager of a Nationalizcd bank may deliver
during his fareu'eli funcrion.

(tt) Nft. Abhijit :\cihvarJ": applies for the post of a Selior Sof'tware Engineer in a Software (06)
cornp,rn'v'. Dtaft the application on his behalf stlting all necessary details.
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