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N. B.  1. All questions are compulsory & carry equal marks. 
 2. Figures to the right indicate full marks. 
 
 

Q.1.  Answer any One from the following.           (10) 

A. Define communication? Explain need and importance of communication. 

B. What are the Non-Verbal methods of communication? Discuss their importance.  

Q.2.  Answer any One from the following.           (10) 

A. Draft an application letter with personal information in reply to the following 

advertisement: 

“Wanted a fast, accurate and hardworking Sales Representative for Apply 

stating qualification and salary expected to Box No. 23987, The Times of India. 

 

B. Mrs. Prachi Mhatre of Tata Finance Ltd., Thane working as a Senior Accountant 

Manager to resign from her post. Draft a letter of resignation of her behalf.  

Q.3.  Write short notes on. (Any Three)           (10) 

1) Types of Social Media 

2) Formal Channels of Communication 

3) Letter of Appreciation 

4) Parts of Business Letter 

5) Feedback  
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ejkBh vuqokn 

fo”k; & O;olk; laizs”k.k dkS’kY; & I  (AEC) 

 

lwpuk % 1- loZ iz’u vfuok;Z vkf.k leku xq.k feGok- 

   2- mtohdMhy vkdMs iw.kZ xq.k n’kZorkr- 

 

iz-1- [kkyhyiSdh dks.kR;kgh ,dkps mRrj n;k-       ¼10½ 

  v- laoknkph O;k[;k djk\ laoknkph xjt vkf.k egRp letkowu lkaxk- 

  c- laoknkP;k xSj&ekSf[kd in~/krh dk; vkgsr\ R;kaP;k egRokph ppkZ djk- 

 

iz-2- [kkyhyiSdh dks.kR;kgh ,dkps mRrj n;k-       ¼10½ 

  v- [kkyhy tkfgjkrhyk mÙkj Eg.kwu oS;fDrd ekfgrhlg vtZ i=kpk elqnk 

         r;kj djk- 

     ^^ckWDl dzekad 23987] n VkbEl vkWQ bafM;kyk visf{kr ik=rk vkf.k 

         ixkj vtZ dj.;klkBh tyn] vpwd vkf.k esgurh fodzh izfrfu/kh gok  

         vkgs- 

  c- VkVk Qk;ukUl fy-] Bk.ks ;sFkhy Jherh izkph Egk=s ;kauh vkiY;k inkpk 

         jkthukek ns.;klkBh ofj”B ys[kkiky O;oLFkkid Eg.kwu dke dsys vkgs-  

         frP;k orhus jkthukE;kps i= r;kj djk- 

 

iz-3- [kkyhyoj fVik fygk- ¼dks.krsgh rhu½        ¼10½ 

  1½ lkekftd ¼ehMh;kps½ ek/;e izdkj 

  2½ laisz”k.kkph vkSipkfjd ek/;es 

 3½ iz’kalk i= 

 4½ O;olk; i=kps Hkkx 

 5½ vfHkizk; 
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