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N.B.: (1) Answer to the two sections should Le written in the same answerbook.
(2) Figures to the right indicate full marks.
Section |
1. Write short notes on any three of the following :— 15
(a) Encoding and Decoding
(b) Upward Communication
(c) Oral Communication
(d) Telephone
(e) Grapevine
2. (a) Whatare the different barriers to Communication ? Explain physical barriers in detail. What steps 10
should be taken to overcome these barriers ? :
Or
(b) Write in brief on any two of the following -
(i) Language barrier (i) Silence — as a medium of communication
(i) Listening (iv) Meeting.
3. (a) Discuss the importance of the Public Relations Department in the modern organisation and explain 10
some of the methods available to P.R. Department to develop external public relations.
Or
(b) Write in brief on any two of the following :—
(i) Types of Committees (iiiy News Letters
(i) Conferences (iv) Press Release.

4. (a) (i) Write a letter of application in response of the following Advertisement. 7
"Wanted a Telephone Operator for an international organisation in Mumbai. Apply giving full
details of age, qualification and experience to Box No. 205, The Times of India, D.N.Road,
Fort, Mumbai - 400 001". ‘

Or .
(i) Write an Office Memo to be given to an accounts clerk in your company for coming late
to the office and remaining absent without prior intimation.
(b) (i)  Your college has organised a programme of felicitation of freedom fighters on the eve of 8
Independence Day. As the Secretary of Student's Council draft a suitable speech welcoming
the freedom fighters on the occasion.
Or
(i) Draft the Notice and Agenda of the Annual General Meeting of Jolly Electronics India Ltd.
to be held at Patkar Hall, Churchgate, Mumbai - 400 020.
Also draft the Resolutions for the following :—
(i) Appointment of Bankers
(i) Approving the common seal of the Company.
Section II
5. (a) (i) Write a letter on behalf of "Vasant Steel Furniture" to "Swastic Steels", Mumbai, asking for 6

quotation of prices of steel furniture for offices and homes. Enquire also about the commission
given and about the mode of payment and credit facilities.
Or
(i)  You have received an order for goods which you no longer stock. Write a tactful reply
trying to get the customer interested in a substitute.
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6. (a)
(b)
7. (a)
(b)
8. (a)

(ii)

Write a letter to a firm of a Pottery Manufacturers complaining that in the order for Cups,
Saucers, Plates and Glasses. You find a number of second quality articles, though you
had ordered and have been invoiced for the first quality.
Or

Laxmi Sarees have received a complaint from Messrs Sawant and Bros., Mumbai that
the Silk Sarees supplied to them are found to be narrower in width by several inches.
Draft a suitable replay regretting the inconvenience and offering to take back and replace
the stock.

Messrs Desai and Sons have written to inquire about the credit worthiness of one of your'
customers who has given your name as a reference. Write a suitable replay.

Or
You have received an inquiry as to the financial standing of a business friend who has
not been doing his business satisfactorily. Draft a reply.

Messrs Patel and Sons, Mumbai have not paid an overdue balance at Rs. 60,000/- inspite
of repeated reminders. Make an appeal to their credit reputation and urge them to honour
their obligation within 15 days.

Or
Draft sales letter to promote the sale of a "Frost-Free-Refrigerator".

As a Bank Manager, write a letter to the Head Office, recommending the loan applied for
by one of your old customers.

Or
A policy holder has instituted a claim for Rs. 1,60,000/- under a fire policy. On the basis
of surveyor's report, the Insurance Company is unable to accept the amount claimed.
Draft a suitable reply to the policy holder.

Write a letter congratulating a friend who has been promoted to the rank of a company
secretary of the organisation.

Or
You have been informed of the death of the father a valued customer. Draft a letter of condolence.

The workers in a large factory have been asking for a rise in wages and housing accommodation.
The management appoints a committee to investigate the merits 'of the demand. Draft the
committee's report.

Or

Make a precise of the following passage reduction it to one third of its length and give it a suitable title:—

India and the United States are at one in recognizing the right of free speech—which
Mahatma Gandhi Called the foundation — stone of "Swaraj" or self-government and the
rights of academic freedom, trade union organisation, freedom of the press and freedom
of religion.

All the rights are recognised in international covenants. There are few governments
which do not at least pay lip service to them. And yet, to quote Gandhi once more, “No
principle exists in the abstract. Without its concrete application it has no meaning". In India
as in the United States, these rights have concrete application — and real meaning.

It is to preserve these rights that both our nations have choosen similar paths to the
development of our resources and the betterment of our people. There are differences
between us in the degree to which economic growth is pursued through public enterprise,
on the one hand, and private enterprise, on the other but more important than these
differences is over shared belief that the political structure in which development takes
place should be democratic and should respect the human rights of each and every citizen.

Our two countries also agree that human needs are inseparable from human rights
— that while civil and political liberties are good in themselves, they are much more useful
and much more meaningful in the lives of pecple to whom physical survival is not a matter
of daily anxiety. :
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g1 ;. (R) A T IR uw e fer
() Ieetwea s guf 1o gsifaarn.
Ry
3.  weleteh) wivremdl dFer feur formr :-
(1) weeida ww TBf@ (Encoding) o H3wmen A e wESTET 99 (Decoding). 34
() et w9
(3) sitfess @3mom
(¥) e=ft
(W) wEEe.

2. () SO AR Teus Hv 7 i s sreveuiavd aftr fwr. R ey frarwasiar ¢ o
HIvdl IUT ST FLAT A5A 7

fear
(7) wrefiadsh v gian dswma foer -
() wifys seuad
(R) =aw
(3) = wgA= "eEn
(¥) =

3. (31) anyfis GueAned SH-gUh Wi AEd fawe wu e afeda sH-dush giesTa wroamane e
S-G9 WTETHS HIUERIUE TTHR IuSsy ITRA 7

. fSear
(@) wrefiedeh) FHivreardl argiaR AT fogn -
(1) afrea= ywR
(R) ufag
(3) 3w abre
(¥) 991 Tsh1eHA. ,
¥, (31) (%) wrefte Sferdten [T ArwdHiar 7S a8 - o

“ ST e gas deftet srfaamed efte sime’’ =i sEvEsa AR - Aud
=7, TUrEET ST SgaE A Wyl qufiteres o ®U, W HHE 04, & I aw
fgar, .U, B, §FF - ¥oo ook’
fwar
() e HUHHHA THTSHTE FeAleh | S YW wrateaed ITFerd Tgal aEE St gl shedH
T a1 Tgsk TEdl. Tl 2ugTd AT TR AW a6
(@) (3) wardss = @esen e seiaareaT @rasd S s SehR wuarE g9y AEiisa ¢
FeT TR gEZE FHideE Aged v IufRd wWiasa-dfere @ Fem g o™
AT IR .
foar
() ‘et sRaeifam i ffRs=n, ures i, w=ie, gas A% g arfife geararo
TargTEt ger anfor srfen afient qan U I wTefie geseRdar A wTa 3 aar .
(2) Jwe=ht Frgh (R) ‘shuftean BT (common seal) "T=IET
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fasmr R

TET T Gt adn w@feas wia s e AThE o STt S weteeat #idt
fawt= dear gmfqum =l o 9ar 0. Siem, 789 YR 9o AT @y e
FHIET Tgd a1 fowfidt wamed dteweft w5,

& ar
IYCATHS I WTATehILar HETOft Fiafae Aeft oM, St oTer o9y Hea anearehs Sad Ardl.
HIFeaql fd /@ ux forgr, Y SAge urgshTen seaTHEte At Iucey wemHed w@E
fmfor giga.
qiet HegeherarliT =T FHYATeT R HOR 97 foTgT. vurmen gzom == s, w9, wigd
Tfor TemaE arefavarg et 2iRd; S YVl cAT=ATRS YU SIS 0 AUISe k. a99
STV CATATHRSA ATIH §H-55139 TTH FTed 3712

fear
‘et Al A AEE |Ha A Sed, gad arearehgd awR Hm uF e wR. cmed
11 ATSfavard Aeie areaTe ®¢ € S I FHT oM o YT et TR, AT GETen
AT I fogd Frerean Eiieger &1 A, S asfavard sreten gd Jre aid suarEr St
TEEd AT 9T SugTeT JEdd .

Hed <HTE 37 W A gl T ATehTen A He rev feearge, wn ureewrh ga e
foremon wom w3 fadie s, wren gate o e .

fear
YT Ueh! AR TTeEe, S9T=T 981 IU QI RS0 STeld Jret, 3790 fmr=an anfi
feirdtage Steflt Fom 93 fiere . I fom.
Y 92T 3fs W, §aE Al AeaTRed Yosld daae 3 Wl ¥, §o,000 /- T TE
TR TS qegTal feadlt At e e va wfasfaeeh sifve swom, cr=atia i
24 feaar=an ama el Sameert 34 2w ur grerd el faadt som a3 o

fear i
‘wiwe B rsier’ <91 e saee fier 3@ 3y qar =.

THAT Sh<A1 THT AT TTGHM st GLEST HOIETST HEUT Fefl 3R a1 e sFaeyqs
TEU[R YU wETaASS, a1 FAste guefq wom ux faarn

fear
! fomT amER ®. ,80,000 /- Taewn Wha=ar Ay famr’ wward frsvarstar s Fen
IR ; T FAAT ATATATFHR 1 hofien o goar=t JHae sards @ = o7e.
o= g o ww form.
‘&t wfga’ (Company Secretary) a7 YeTaR T=AT HYAHED UEId] A=A ATed]
fimme s1firea Fom = formn.

f&ar
T THT SgHed 3T A=A Sfeane Fem wreamesa graTen wifgd oma oM. aff =9
| HOM 97 fogr.
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¢. (31) A S HR, A99 918 9 TvATst G A @raedi el d Rd. SR o
| TR AT TEadl SASTHTETATETE] Ush @i €T Shelel! AR, o |iHd = Tgard d9 .
fwar
(F) @reffer IqT=ATE U AW T TR KU F Q@ A o M 2w g0
India and the United States are at one in recognizing the right of free speech—which

Mahatma Gandhi Called the foundation—stone of "Swaraj" or self-government and the rights
of academic freedom, trade union organisation, freedom of the press and freedom of religion.

All the rights are recognised in international covenants. There are few governments
which do not at least pay lip service to them. And yet, to quote Gandhi once more, “No
principle exists in the abstract. Without its concrete application it has no meaning”. In India

- as in the United States, these rights have concrete application — and real meaning.

It is to preserve these rights that both our nations have choosen similar paths to the
development of our resources and the betterment of our people. There are differences
between us in the degree to which economic growth is pursued through public enterprise,
on the one hand, and private enterprise, on the other but more important than these
differences is over shared belief that the political structure in which development takes
place should be democratic and should respect the human rights of each and every citizen.

Our two countries also agree that human needs are inseparable from human rights
— that while civil and political liberties are good in themselves, they are much more useful
and much more meaningful in the lives of people to whom physical survival is not a matter
of daily anxiety.

Con.73(a)-07. [REVISED COURSE] ' | JL-725
(3 Hours) [Total Marks : 100

1

N.B. : (1) Answer to the two sections should be written in the same ansWerbook.
(2) Figures to the right indicate full marks.

Section |

1. (a) What do you mean by Communication ? Explain the process of Communication.
Or 8
Write short notes on any two of the following :—
(i) The Communication Process
(i) Use of electronic media in Communication
(iii) Importance of Fax in Business Communication
(iv) Downward Communication.

(b) (i) Whatare conferences ? How are they different from Committees ? Explain their advantages.
Or 7
(i) Write short notes on any two of the following :—
(a) Psychological barriers
(b) External Public Relation
(c) Internal Public Relation
(d) Job Selection Interview.

2. Write short notes on any three of the following :—
[ TURN OVER
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2. Write short notes on any three of the following :—

(b)

(a) News Letter

(b) - Conferences

(c) AQualifies of a Public Relation Officer
(d) Functions of Business Letter

(e) Obstacles to Effective Listening.

Discuss the difficulties of internal communication in an organisation. Suggest ways to tide over
these difficulties.

Or ;
Explain the term 'Public' and show how 'Public Relation' is a process based on mutual
understanding between two parties.

4. Draft the Notice and Agenda of the Second Board Meeting of a company. Also draft carefully worded
Resolutions for any two items on the Agenda.

5. (a)

(b)

Section 2

As a wholesale merchant Swiss Cotton Cloths, write a letter to a retailer offering certain cloth
samples at a very low price. Mention in your letter that the low price does not in any way reflect
on the quality of the commodity.

You have received an inquiry from 'Maratha Industries’, Mumbai, for a certain brand of water
proof transistor battery cells on behalf of the Trombay Electrical Co. Write a letter regarding your
enability to supply the inquiry brand and offer another brand you have in stock.

Write a letter to promote the Sales of any one of the following :—
(i) Sukeshini Hair Oil
(i) A Water Purifying Machine.

One of your customer complaint that he has received a consignment of 100 kgs. of your Ulhasnagar
biscuits in a broken condition and had asked for an adjustment. He has attributed the damage
to defective packaging. Write a suitable reply.

M/s. Prem Sagar and Sons have enquired from you about the credit worthiness of M/s. Shanidev
Enterprises who have placed an order worth Rs. 1,00,000/- with them. Write a letter to M/s. Prem
Sagar and Sons recommending M/s. Shanidev Enterprises. (Write this letter in Full Block Form).

As the owner of Malpani Construction Company you have submitted a bill of Rs. 50,000/- for
the work done at the office of Sarvodaya Nagar Co-operative Housing Society even after
60 days the payment has not been received. Write tactful letter reminding them that the bill is
overdue. (Letter has to be written in Modified Block Form).

The workers in a factory have been asking for a rise in wages and housing accommodation.
The management appointed a committee of three members to investigate the merits of the demand.
Draft the committee's Report.

Or
There have been frequent cuts in water supply to your colony. As the secretary of the Residents'
Welfare Association make a suitable Representation to the Municipal Commissioner.

15

10

10
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(7) Q= fasmrh 3ot T ITaiEea fofe.
() SEtFEEA s QU 70 axifadn.
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(31) "ivw wgors w1 7 G giwI ST W Wl
fear
GTefiat ! siveard! agtan fear fagn -
(?) @smeA gfswan
() se=wife @ gysidia a1
(3) =AEETES ST BEE o Hed
(%) arertarrdt |3,
(7)) ufRwarE =arE e afyer o wfea= o of @ Tew fawg wu.
fear
Gl ®! Hivrearet gl oo fomn :-
(1) "HE ST Y
(R) =@ SHETH
(3) wrafs S=HgIH
(¥) TR FaSreE garE.

arcfiertat sl fadta feo forer :-
(1)  gerabr
() ofgwar
(%) SHEgs aAfaswrar= quEE @ A= O
(3) waraeiys gt
(3) =iTed yEUTda TSI,

(31) wErEn gE= CCSAad WU mumiﬁaﬁw.mmmmﬁxmw@aﬁm-ﬁamw.
fear
(9) ‘S I s W 0 9 SETE €1 A 9T TRt STHSIETa ST i w1 reviae

T Fren fydta d@1E Preherdl geaes 9 swEwy afier qan . HREE abekdie S €
gereRddT =gafea eua foan.
fawm R

(31) Gt wtE i s HTee AT TR, 318 TaS fhtwie samamrer fFfved sied wresm=t
HTEl T 3T 1 Tt 39 HOm un forgr. fehwa et staelt o Aot gt 39y IR, Wl
Tt ga= A forsn.

(7) TR IS, HAE AeAEET Atk Y% et duded Hiehell R TN grer fraetd o,
i Tedis SO g G A9 [avaiees raHe rEed WY ad SR 9 qHeATRe
eI T WHTYT A AT EaTd 397 9o fere.

g4
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g.

(31) Wrefiad®l TH SE @ e B i @ w5 - &
(2) gHR F0 d=
(R) STeyredistor a7,

() THE T UTESH Hestadl i, qral Teaeie] Roo T3, Sewrar Rrehi? waren @us foudta farell
ATed. T FHETeT SR s foaras 31, JhaH § SI9qul Tohmgs srad o1 3/ = wgom
TR T FE I fere.

(31) B, IHETR 0T W1 AT AT TSTHIES AT=AThe L, 00,000 /- &< 390 AT} Aiefaet 2. @
B, ITEPR A gH=ATRS B.uHRT TeTss =1 vaddega e Fet o, # dwern
ST a1 B, witeg tewmss a2 fRrere o 97 forgr. (R 99 | seis wigia forer.)

(¥) AT HRLFE HUAET Aol BV gFal ®. Yo, 000 /- I UF did, HAIGIA HEHHI gT&Han ¢
e M qf FE4 Tefae AR, 90 &o fig® Iega TeaHd g greten 99 firerd .
T HTHG AR TR FS e gieEeen 99 g, (R 99 gyuiia 3@« wiaia faw)

(37) e Ao Seelimeie SR Saare st Farars g Tt arft i e, sqaeeas S ¢
grToftelt TReaar srsmTETETETdt o et wiirdt wuran et o, wn aftrdtar sreaTe auw .
: fsar
(F) TIea FIGAHED AYFTYF Fad ITvfl Qa1 T BId 390 He<d daheR AaHaueH=r gHl g o
revE wgfifaae wfver gr9we gumEig @i (Representation) .




