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Please cheek whether you have got the right question paper.,
N.B: 1. Atempt all questions.

Q.1 Write Short Notes on the following: (Any FFour) 20

I) Advantages of Mcetings

2) Group Discussion

3) Selection Interview

4) Role of the Chairperson in a Mecting.
5) Disadvantages of Conferences.

6) Appraisal Interview

Q.2 Attempt the following questions: (Any Two) 20

1) Define Public Relations. Explain the methods of Internal Public Relations.
2) Define Committee. Describe how different committees can contribute to the success of any

organization.
3) Define Conference. Explain in detail the process of organizing a successful conference.

Q.3 Draft the following letters: (Any Four) 20

1) You wish to furnish your home, draft an inquiry letter to Décor Furnishing to gather
information about the approximate cost of furnishing.

2) Draft a complaint letter to one of the leading electronics goods dealer in Mumbai for the
delay in the delivery of your home theatre.

3) Draft a Sales letter to promote the sales ofahy one of the following:

a) Goggles _
b) Ste‘el water bo'ttles

4).You purchased aMrcrowave Oven from City Mall, Mumbai. Microwave did not function
- properly from the time.it was delivered. The Mall authorities did not pay heed to the repeated
~ complaints for replacement. You have the right to replacement, the guarantee card mentions
this. Draft a letter addressed to the Consumer Forum regarding the same.

5) You have not recerved your pan card in spite of having applied for it six months ago. Draft an
: RTI query addressed to the Income Tax Department asking reasons for delay.
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A) As the head of the 11L.R. Department of your organization, draft a report of the various 10
activitics conducted by the organization as part of Corporate Social Responsibility (CSR).
B) Draft the Notice and Agenda of the 8" Annual General Mecting of Keeo Pharmaceuticals 10
Ltd. Also draft Resolutions for the following items:
i) Approval of Director’s Report
ii) Re-appointment of Auditors.
A) Explain the following term in 02 — 03 sentences (Any 05) 10
1) Group Dynamics
2) Notice
3) House Journal
4) Online Interview
5) Resolutions
6) Crisis management
7) Press release
8) Webinar
B) Match the following 05
A : B 2
1) WASP a) Minimum number of persons required to conduct a
meeting,
2) Agenda _ b) A person who conducts the meeting.
3) Exit Interview ¢) Procedure of conducting an Interview.
4) Quorum d) List of items to be discussed at the time of meeting.
5) Interviewer ¢) Interview conducted when an employee leaves the
' _organization.
05

C Summarize the following passage: .

and rehearsing it over-and over again they woul
~and repeat it till they knew every syllable and gesture and their speech would then appear as a
‘genuine outpouring of real emotions. That is why, to this day we read and study speeche

~orators like Ci

“Speaking in _pu'bleic is as difficult as singing or acting. It requires careful rehearsals so that the public

speaker appqarS»spon'téhéouS. The great speakers of ancient Greece and Rome used to prepare an

important speech as pa’in}s{takihgly as a stage artist prepares for a performance. After writing it out
d deliver it in front of a few trusted friends and critics

s of great

: cero. A s}i:"‘rjgl,e,‘page of his speech contains more concentrated thought, experience,

p‘s_ycholo_:gicali kn@MeQ ge and training than many speakers may be able to command in their entire

‘ lifetirf}e.. ) >

sk ok ok ok ok 3k sk ok ok ok ok ok
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