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All questions are compuisory.

Figures to the right indicate full marks.

A)

C)

What are interviews ? How does an interviewer and an interviewee
prepare for an interview.

OR
How does the Public Relations Department develop and maintain
internal public relations ?

OR

Distinguish between a committee and a conference

Draft the Notice, Agenda and two resolutions of the Annual General Meeting

of Apollo Cement Company Ltd. Banglore.

A)

B)

B)

A)

-

Draft a sales letter to promote the sales of a vaccum cleaner

Jagdish Book depot, Mumbai, has sent you a parcel of books. You find
some books are fewer in number and others are torn and spoiled. Write

to them and ask for a proper adjustment.

On account of strike in your factory you are unable to deliver to Ratan
Patil & sons' Nagpur, 250 bicycles by the stipulated date. As the sales
manager of the Janata Cycle Manufacturing company Ltd, write a letter
requesting for the extension of time.

As the Gymkhana secretary of your college, send a fax to the Pioneer
sports materials required for the year - 2007 - 2008.

You are the manager of a plastic factory which has been damaged by
fire. Draft a report to your directors informing them of the accident and
your preliminary findings.

OR
As the secretary of Hi - Tech computer Institute, write a memorandum to
the Inspector of Police of your locality, lodging a complaint against the
anti - social activities which you have noticed outside the premises of your

college.
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