[Time: Three Hours]

Please check whether you have got the right que onpaper "
All Questions are compulsory. i
2. Figures to the right indicate full marks.:

N.B: 1.

°1. (a) Explain the following terms in 2-3 sentences: (any five) l

Panel interview
Notice of a meeting
Videoconferencing
House journal
Suggestion box
Standing committee
Webinar

Crisis management

(b) Match the following
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1. Internal Public Re_léfion{

“organization <

2. Group discussion

; lelmum number of participant required
- for the meetmo

3. Resolution

- Open-house

4. Quorum: =

Technique for selection of a candidate

5. Exit 1nterv1ew

e

 [Marks:100]

(10)

(05)

(O8]

“complaint.
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_Decisions taken at a meeting

ad p!aced an order for fifty sunglasses to be delivered to your shop by the first week
fM ‘However, you received the consignment in the first week of June. Draft a letter of

(20)

(20)

(20)
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(iiiy  Draft a sales letter to promote the sales of any one of the fo]lowmg products
a) Ice cream  b) Bicycle : : w .

(iv)  You purchased a microwave oven from Ajay Sa]es The mlcrowave oven however ard not :
function properly from the time it was dehvered You complamed to the store authorrtres
to which they responded by sending a technrclan who reparred it. The ploblem recurred
You requested Ajay Sales for a replacemem whrch they refused to entertain. Write a ]etter

. to the Consumer Forum requesting them to help to get the. mlcrowave oven replaced

(v) You have been receiving irregular water, supply in your ‘residential area for the past two
months. Draft an RTI query, addressed to the Mumcrpal Corporat1on askmg for 1easons
for the irregularity. - &Iy ; :

10)

S¢ Attempt any two of the following: faas : U
L up‘aeanteen ser\/mrI nutr mous food in their

Draft a business proposal to be sent to akcompany to se

premises for their staff

1b11mes of settmg‘up aibranch of Cross Fit

A committee has been formed to investmate the po

gymnasium and Yoga center in you coll ‘e Draft 1e i 'overm0 letter and report of the committee

with favorable su 0gestlons

6. Draft the Notice and Aoenda of +he 5th Annual meetln-v of Starv,Pharmaceutrcals Ltd. Also draft (10)
Resolutions for the follow" o iter &

(i) Declaratron of d1v1den
(i1) Appomtment of bankers
7 Summarize the following. passaoe giving

The Ras‘ltrapatr Bhavan locatedzor he wester end,of Rajpath in New Delhi, is the official residence
of the President of the world’s larges ocracy -India. It is the most iconic monument in India. It
was orromally burlt w1th the mtent of ¢ serving as'the British Viceroy’s House. With its 340 rooms in

i s on an estate of 330 acres, it is one among the largest residences of

ar chrtects rr Edwm Lut} ens’ and Herbert Bakel Besides the President’s official re51denee halls,
& guest rooms and otﬁces theRashtrapatl Bhavan also includes a large Presidential Uarden called the
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