
AV-82 Add

B.B.,l. t'art-l Eraminatior
I]LSI:-ESS ( ]oNI }II N I(]ATIO\

Timc : Tlree llours] [Maximum Marks : 60

Notc :- (l) Allquestions are compulsoD,.

(2) AII questions carry equal marks.

l. (a) Explain the mealriog ofcommunication with its impoflance - 4

(b) Give the essentials ofan eltctive communication. 4

(c) Explain thc difference between Fomal communication and Lrformal oommunication. 4

(d) Give tle advantages of*rittcn communication. 4

OR

(c) Significance otmmmudcation. 4

(f) Give thc difference betwectr Uprvard commlroication aqd Down ward cornmunication. 4

(g) Explain thc demerits of oral communication. 4

O) Which are thc differcnt channcls of communication ? 4

2. (a) The water supply in yow locality is irregular. Ask thc \trhter Supply Department ro regularise
it or provide tankers. 16

OR

(b) Dralt a sales leltcr for the sale of4-C mobile aI vour company lvlth existing ollcrs. 16

3- (a) Draft a show cause notice to an employee for misbehaving \\,ith his colleagues. 4

(b) Write a lctter to Bank for providing the Bank statement for the month ofMarch. 4

(c) Write a lelter to a candidate lbr calling him for inlen'ieu'. 4

(d) Give the ditrcrence belwcen pcNonal letlcl and Business lctter. 4

OR

(e) Writc an appointment lctter to a candidate who had been seiectcd for the post of
HR Manager. 4

(0 Draft a notice for Amual Gencral Mecting ofshareholdcrs. 4

G) Draft a Rcsume applyiog for the post ofHead Clerk. 4

(h) Write a Dismissal Ictter to the cmployec foi thc fraud done by him. 4

4. (a) Give the impofiancc of Report *rirints. 1

(b) What is olficc circular ? 4

(c) Drali an olfice order birnning smoking in the olficc premiscs . 4

(d) Wiite a let1er 10 'Purchasc Departrnent'1br stock lerification. 4

OR
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(e) What is meant by Intelnal \,[cmo ?

(f) Draft an office circlllar regarding a conrlurer training prograr[nc

(g) Which are the diftirert t)'Fes of Reporl i'

(h) Whal is meant bv office note ?

Write an essay on "Time N,{anxgenient Necd ol l_.ra'.

oR

Writc an essay on 'lnlormati.rn lechnolo!1 an(l lidian Cuiture'. 16
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