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Q,I A

(2) AII questions carry 1

(3) Figures to the right
Fill in the blanks with (Any eight)

(ftc t.1 i_.1 ) iU, R. Ap, r\n)
in an ----------'---.-- interview.1) Employees speak

(Exit, Under-stress,
2) Meetin-es havc a

(lndeirnite, Fixed,

4) public relation plofes.sionals.
(Evcnt, Crisis,

s)

6) *--------- is properly including shares.
(Services- Goods,

7) RTr
(Right Right to Infonnation)

8) Suggestion schemes are -------*---,- communication,

e)

10)

Q.I B

1)
An)

2)

3) Organizing a conference does public relations.
4) The main purpose of the ietter is to scltle the claim.
s)
6) in the n'orking of every public

authority.
7) Resolutions are recorded in an hour book.
8) Summaq' means a short sl.nopsis or outline of the important ideas orthe

passage.
9) RTI Act came into being in 2010.

10) Selling is the index ofsuccess in busjness.

Q2 a) Define conference. what are the different types of conferences? (co1,z) (u&R)
b) what do you rnea, by public relations and discuss its major functions.

OR 
(co2,3) (Lr,R Ap)

c) What is Committee meeting? advantages and disadvantages.
(c!,1,2)
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d)

Q3 a)

b)

c)

d)

Q4 a)

b)

c)

Q'5'
a)

b)

e)

d)
e)

d)

E.nume rate tlre ibcterrs to lrc considered before contempriatii'tg a successful
\',rt1l.l.r.c. .. i) ,t.q|,,

Draft a letter oi lnquiry on behalf of hotel Sea Queen Juhu. Mumbaj to Sai
Electronics, Opela i:{ouse. Mumbai asking about the brands, moclcls ancl rates oi'
various LED television scts available in the market as they would like to
purchase a fcrv for their horel r()()rns. Use the Complete Block I-.ayout.

(Col,2,i.a) (tl, Ap,Cl

Draft a letter frorn I(alyankar Sarecs, f)adar" Nlumbai to N.'Iangalam Sarees,

M,vsore cornplaining about a delay in the delivery of goods ordered by them.
L,se the Modilied Block Layout (tro1.2.3.4) (I.r.Ap-c)

OR
Irrcpare an Investigarive Report with recommcndations about the unhygienic b
conditions in the canteen of Wonder \\iorks I'vt. Ltcl., Chembur. Ivlumhai.
(Co 1.4),1'.Ap.Arr
Draft thc Notice and Agenda for the Board \'leeting of I'hoenix Computers.
Worli, Mumbai fco r,2,j,4) (u, R. Ap)

Drail a.sales letter to promote the sale ol'a'l'readniiil. Use the Semi Block
La.vout (Co1,2,3..1) lU.Ap,.&,
Draft a letter addressed to the Presidenl, District Consumer Redrsssed Forum,
Sudarshal Builtling, Gokhale road. Dadar, I.{umbai complaining about a

del'ective dishwater sold 10 you by Hira Electronics, Gurgaon, Mumbai. [Ise the
Compiete Block Layout. (co1,2,3,) (.r,Ar1Ap. c)

OR
Draft an RTI query seeking infbrn.ration regarding your name which is rnissing
{i'om the electoral roll for the second time. K'o2.3,4; ( u, Ap, c)

Summarise the lollorving passage. (co 1,2,3) (r.J,R.c)

Ever,v Jear millions of tones of officc papcr are disciuded. Despite the promisc ofi
improved computer sl'stems and networking technologie s, a paperless society has
yet to materialize and experts nol- believe it never rvill. .Dven so. there are wals
to minimize the trillions of documents that are printed each -vear. Computer users
shoulduse paper and energy in aresponsiirle rlanner. This requires thoughts and

discipline. It can also rrrake work life easier and less expensive by saving time
stora6tLr space and money. If you are concemed that your electronic documents
wili be lost or altered. back up them and store them in the removablc mcdia such
as a peo drive. \Vhen someone brings to you a printcd document. ask him or her
to sent it by email or give it you on a removabie rnedia nert time.
Write short notes : (Any 3) (Cor,i,i,4l ( BU..&r)

Adrantages of meetings
( risis managemt'ru
('haracteristics ol' rel()11

Distinctive f-eatures of a sales letter.

Organizational chart.
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