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(4) Choose the correct answer 1x5=5

() A write-up for a newspaper at the :
beginning of a new T.V. channel will .
be known by the term — i

(a) Memo

(b) Press Release
(c) Letter

.5(d), Proposal. .




‘(v) T

he Purpose of Business preser
155

(@ To ask questiong.
(B) B listen,
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(c) To take down notes.
(d) To give information.

(B) Say. whether the following statements are
True or False. 1x5=5

(i) Communication is complete and
perfect when the receiver understands

~ the message in the same sense and
pirit as the sender intends to convey.

er the sender nor the receiver is
le to authority in formal

' are groups which
ously w1thout

Letters act as valid
_nment and evndence of the

verbal communication.

7 Answer the following questions : (any five)
2x5=10

’ﬁ 5 (a) Whatis a “Notice’ ?
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(b)

(d)
(e)
7

(g

Differentiate between an Essay and .
Memo.

What do you understand by ‘Body’ of =
business letter ?

Mention the parts of a Long Report.
What is Monologue Presentation 7

What is the difference between business
writing and creative writing ?

Explain two-way communication.

3. Answer the following questions : (any four)

(@

(b)

(c)

(d)
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5x4=20

Write about the importance of
communication in Business Organisations.

Write about the essential attributes of Press
Releases. :

What isca memo.?. Enumersts the
advantages of a memo.

What is an Executive Summary ? Present
the format of an Executive Summary.




prmal and Informal communication
‘advantages and disadvantages.

[

= the concept of Communication.
: the following sentences : (any five)
' 1x5=5

, " The views of the kanchanjangha is
fascinating.

Whom do you think is the culprit ?
Little knowledge is better than none.

Assam Tribune is a popular newspaper
- in Assam.

(¢) Sheholds the baby with hér both hands.
(/) He is one of the best boy in the class.

(g) He is desirous to visiting Agra.

(1) Frame words with the followihg prefixes and
- suffixes. Mention the word class of the
framed words. 1x6=6

Anti, out, Post (Prefix), -
— dom , —ment, — ism (Suffix)




(III) Rewrite the following sentences using i
verbs in the brackets in their correct tens
forms : (any five) ' Ix5=:

(a) The river (flow) under the bridge.
(b) 1 wish my brother (be) here.

(¢) He told me that he (ﬁnish) the worlk.
(d) When (do) the coffee house reopen.
.(e) i (study) English for five years.

() I (be) twenty next~ Saturday.

(2) India (win) a lot of prizes in the recemi
Commonwealth Games. -

| ; (IV) Frame gentences with the followin‘j-& ‘
k - (any fou})

(a) A hard nut to crack.
(b) Once in a blue moon.
(¢) Know the ropes.

‘ :
(d) New kid on the block.
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(w- pqutuat. e the followmg_: ;a:-.' 5
Seaview holiday par?isne@'iﬁmlling Sussex

country-side only affew miles from the sea
there are 200 acres tb enjoy and explore and
the holiday homes are situated in the most
picturesque part of the park amongst trees

bushes and gentle screening everywhere you
look there is a feeling of space and peace-

5. -. What is a Project Report ? Discuss the various
‘ 12

~ contents of a Project Report.




OR

Suppose you are the manufacturer of T
Watches based at Bengalore. Now prepare
business letter as a reply to the Guwahati ba-
dealer mentioning a detailed quotation of Vo
products. The quotation may include

(i)  Prices of all the models.

(ii) The discount offered to dealers
(iii) Mode of payment

(iv) Mode of transportation

(v) The guarantee period to be offered.
(vi) Delivery periéd.

(vii) Any extra advantage provided.
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