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Duration: 2 Hours Marks: 80

Instructions:
1) All questions are compulsory, however internal choice is available
2) Figures to the right indicate full marks.

Q.1. Answer any four of the following questions in not more than 100 words each:
(4x4=16)
a) How should the letter of appointment be drafted?
b) What is the object of the Right to Information under Act?
¢) How a Press Release is prepared?
d) What is meant by solicited and unsolicited letters of Inquiry?
e) What is meant by Reprimand Memo?

Q.2. Write short notes on any four of the following in not more than 100 words each:
(4x4=16)
a) The Exit Interview
b) Suo Motu Disclosure
c) Cancellation of an Order
d) Importance of Sales Letters in Business
e) Progress Report

Q.3.a) Draft an application in reply to the following advertisement: “Wanted
a Secretary with computer knowledge and Tally for a commercial
organization in Goa. Candidates must be good at communication skills.
Apply with bio-data to Box N0.8596, The Times of India, Panjim-Goa. (6)
b) Write a letter of appointment to the above candidate who had applied for
the post of a secretary in your organization and was selected at the
interview, (6)
OR

Q.3.c) Draft a testimonial for an employee who has worked for sometime as a
clerk in your accounts department and now leaving your company for

better prospects. (6)
d) What are the interview techniques that organizations adopt to select

an applicant? (6)

Q.4.a) Describe the procedure to be followed to obtain information under

the RTI Act 2005. (6)
b) You have worked for 25 years in a company. Now you wish to resign

as you have health problems. Draft the letter of resignation. (6)

OR
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Q.4.c) When and why do you write letters of complaint? (6)
d) Asa manger draft a letter of promotion to Shri. Vinod Naik, a clerk
who has been promoted to the post of a Junior officer in your
department. (6)

Q.5.a) Place an order with The Multi-Traders-Mumbai for six dinner sets.
Specify the time within which delivery is expected and suggest a mode
of payment. (6)
b) On receiving your order of six dinner sets you find two of the dinner sets
are in a damaged condition. Draft a letter of complaint to the dealer
complaining about the damage. Ask for an immediate replacement.  (6)
OR

Q.5.¢) You are the proprietor of Computer World, Ponda - Goa. Write a letter to
Damodar & Sons Panjim, inviting their quotation for installing electric
lights in your office. (6)
d) Write a progress report on one of your employee of your company?  (6)

Q.6.a) There have been frequent cuts in water supply to your society. As secretary
of Mahanagar Housing Society, Margao, draft a representation to the
Municipal Corporation about the water shortage. (6)

b) Draft a sales letter to promote the sale of any one of the following: (6)
1) A Smart Phone
2) A Digital Camera
3) A Washing Machine

OR
Q.6.c) A clerk of the sales department of your company is careless in his work.
Draft a memo, warning him of serious consequences. (6)
d) Prepare a Press Release for any one of the following: (6)

1) Appointment of a new managing director for your company
2) Manufacture of new products of your company
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