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Please check that you have the correct Question Paper
N.B: All questions are compulsory.

Q.I. A, Fillin the blanks with suitable options: {Any 08)
1 are based on the Findings of a Busmess Report

(Recommendations / Terms of Reference / Appendrx)
2. A is a powerful means of commumcatron wrthm an organlsatron
(Press Release / Television / House Journal)

3. Whena is passed in a Meetmg |t beCOmes a Resolutron
(Motion/ Judgment/ Declaration) iy 2o : Fiod
4. A is a decision maklng body (Conference / Symposlum /: Commlttee)
5. Alob Interview is also known as-a_ ;-Intervnew (Selectron /Selector / Segregation)

6. Catalogues, price-lists and other hte atu
[Order / Complamt / lnquu'y) ;
AIDA stands for Attention; . Gaha i Yesire. and Actronj (Internet / lnterest / Intranet)
8. A District Consumer Commissr\on deals with: complamts up to the value of Rs :
(Twenty Thousand/ Two Lakh/’ Twenty Lakh) e Lot
9. The Rrght to lnformatron Act was passed 'n;the year : x.“-'(,Z_OQS;/‘ZOOG. /2007)
10. wis ST

may: be sent by the seller in response toa Letter of

o

Q.. B Match the followmg (Any 07) R T RS [07]
1. Dynamijcs .- < o ;‘-"Vote ofThanks ;
2. Deleg’ate# Cabl e -,Revrew ofSubordmates Performance
3. Fligr" {7% 5. Vet F LR
4. Last Itemi |n the Agenda s
5. -<Notice . o g S
6. sNewsIetter' &
ST Skypes oy P motl,onal Material
O :Feasrbrhty Report ‘ .“artrcrpants at a Conference
9. Structured Interview: “+" Pre-planned
10. f-‘App(ra’isal‘-'int_ér\_liew' : ,:;S,'t’?udies the Prospects of Starting a New Venture
, Q . .-A. Define Intervrew How should‘ an mtervrewer prepare to conduct a Se!ectlon Interview? [08]
N B What is a Conference? Discuss the varlous ways to ensure the successful organisation of a conference. [07]
G What isa Gnevance Interview?. Why and how should it be conducted? [08]

D, Define Public Relatrons Lrst and explaln any five methods of promoting Internal Public Relations in an [07]
: orgamzatron

-

Q. _A" Ras'h’mi‘ Shetty wants to purchase a Platinum vacuum cleaner. Write a Letter of Inquiry on her behalf to  [08]
Sam Electronics, Grant Road, Mumbai i inquiring about the various models, their features and prices. Use
the Complete Block Iayout
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- You had ordered 05 cases of glassware from Crystal Stores, Mahim, ‘Mumbai When you received the
cases much of the glassware was chipped or broken because of . poor packagmg ‘Draft a Letter of

Complaint and ask for a replacement of the damaged goods. Use t"1e Modlfled Block layout

. A Committee has been appointed by Lok Mills, Shahapur to- study the causes for a huge number of:staff
_ vestlgatlve Busmess Report on behalf of

members leaving their jobs in the last two months. Draft a
the Committee.

. Draft the Notice and Agenda for a monthly Board meetmg of Swaraj Cotto'v Tethles Surat Also draft

Resolutions for the following: W
i)  Appointment of a Director S .lil;a

Extensron of Offlce Premlses S

. Draft a Sales letter to promote the sale of a Treadmlll Use the Seml Block layout
. You had purchased silver jewellery worth Rs 25 000/- through onllne shopplng and had made an advance

payment of the entire amount as COD wasn’t av’ |lable._ u'have not got the Jewellery for the past two
months in spite of several requests and remmders Draft' letter addressed to the Consumer Redressal
Forum seeking refund of the entire pald amount wrth sul_a le ompensatlon Use the Complete Block
layout. ; : § :

. Draftan RTI Letter seeking mformatlon regardmg your Passport that hat not been dellvered to you in spite

of having submitted the reqmred documents and completmg all the necessary formalities over two
months ago. : : : oo S

. Summarize the following passage: » i 0 3
~Every year, millions of tons of office paper are dlscarded Desplte the promise of improved computer

systems and networking technologles a paperless socuety has. yet to materlalrze and experts now believe
it never will. Even so, there are ways to minimize the trillions: of documents that are printed each year.
Computer users should use-paper.and energy- ina responsnble manner. This requires thought and
discipline. It can also make work llfe easier and Iess expensive by saving time, storage space, and money.
There-are three S|mple steps‘one can take First, think: before you print. Do you really need a hard copy
(printed copy) > Are people asking for a hard copy: when an email attachment would work just as well? If
you are concerned that your electronlc documents will. be lost or altered, back them up and store them

-on.removable media such.as'a CD or'a Pen Drive. Kept in a safe place, the electronic copy will not change
= .and will always be accessrble Third, encourage others to print wisely. When someone brings you a printed

document ask hrm or her to sendit by emall or glve it to you on a removable media next time.

2 : .\Wnte Short Notes on the followmg (Any 03)

, Wi Advantages of Meetings

Exit Interview

Crisis Management

Functions of the Public Relations Department of an Organization
Promotional Leaflets and Fliers
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