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SYBA Sem IV Business Communication Paper Il
Duration: 3 hrs Marks:100
N.B: 1.All questions-are compulsory.
2. Figures to right indicate full marks.
Q.1 A) Write short notes on any four of the following: (20)
i) Disadvantages of meeting
ii)Selection Interview
i) Exit Interview
iv)Crisis Management
v) Functions of PR department of an organization

vi)Role of chairperson in a meeting

Q.2) Answer.any two of the following:

1. Define Committee? Discuss the advantages and disadvantages of committees.

2. Define the term-interview and discuss its various types in detail.

3. Define the term Public Relations and discuss the various:measures for promoting

Internal PR.

Q.3) Answer Any Four of the following: (20)

1. You want to replace old computers of your office. Write a letter to Vijay Sales, Santacruz,
giving details of your requirements and asking them to submit an estimate of the cost.

2. Draft a sales letter to promote the sale of smart watch.

3. You have sent your original documents to Viva College, Mumbai by speed post from
Satara about a month-back but yet it has not been received. Draft an RTI petition
guestioning the negligence of Postal Department.

4. You have ordered 20 dozen dinner sets from Pooja Home Appliances, Vashi. The
consignment you received has some sets damaged. Write a letter of complaint to Pooja
Home Appliances asking them to replace the damaged sets immediately.

5. King’s Electronics had sold a'Lenova Laptop to you. But it is not functioning properly. Even
though you made repeated requests to the seller, they have not paid any attention. Write a
letter of Grievance to the District Consumer Forum.
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Q.4a) A committee has been appointed to look into the problems of employees of Garment
factory, Mumbai. Prepare a report to be submitted to Garment Factory by the committee.
(10)

b) Draft the Notice and Agenda forthe 15™ Annual General Meeting of the Board of
Directors Yash TextilesLtd, Sangli. Also draft resolutions for the following items: (10)

i. Appointment of Auditor

ii. Election of Chairman

Q.5a) Explain the following terms in 2-3 sentences (any five) :— (10)
1. Appraisal Interview

2. Video Conference

3. Sympaosiums

4. Crisis Management

5..Group Discussion

6. Public Relations

7. Meeting

8..Consensus

b) Fill in the blanks with suitable options: (05)

1. The procedure for calling'a meeting is determined by -------- .( formalrules, convener,
chairman)

2. Public‘Relation Manager acts as ---------- to the management.( Obeyors, advisors, saler)
3 is defined as any movable property including shares.( Service, goods,sales)

5. A'research paper is analysed at a----- .( Meeting, conference, Interview)

¢) Summarize the following passage: (05)

King Mahala was fond of gold more than anything else in the world. He treasured his royal
crown because it was made of that precious metal. If he loved anything good or half as
good, it was a little girl who played around her father’s feet so happily. But the more Mahala
loved his daughter, the more he desired wealth. He thought the foolish man that he was,
the best thing he could possibly do for his beloved child was to bestow upon him the great
pile of yellow shiny coins that had been collected since the creation of the world.
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So he gave all his thoughts and all his time to this one cause. If ever he looked for a moment
at the golden clouds of sunset, he wished they were gold and that they could be safely
squeezed into his strong box.
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2. ST STTRITISH STTRITIATITEY ~---enmmemv QU DHTH BRal. (IRYRD, TR, fdopn)

3. HUNTIE DIV SHTH Grerdl U URUTG el SiTd. (HdT, a%q, faehl)
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¢) Wrdid I R ferer: (05)

King Mahala was fond of gold more than anything else in the world. He treasured his royal
crown because it was made of that precious metal. If he loved anything good or half as
good, it was a little girl who played around her father’s feet so happily. But the more Mahala
loved his daughter, the more he desired wealth. He thought the foolish man that he was,
the best thing he could possibly do for his beloved child was to bestow upon him the great
pile of yellow shiny coins that had been collected since the creation of the world.

So he gave all his thoughts and all his time to this one cause. If ever-he looked for a moment
at the golden clouds of sunset, he wished they were gold and that they could be safely
squeezed into his strong box.
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