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Time : 3 Hours Marks : 80

Instructions :

1. All Questions are Compulsory.

2. Each Sub-question carry 5 marks.

3. Each Sub-question should be answered between 75 to 100 words. Write every questions
answer on separate page.

4. Question paper of 80 Marks, it will be converted in to your programme structure marks.

1. Solve any four sub-questions.
a) What are the important elements of essay writing? Explain. 5
b) Elaborate the characteristics of good writing. 5
c) Explain the restrictions of essay writing. 5
d) According to you, what are the purposes of writing an application. 5
e) What are the essential components of an application letter? 5

2. Solve any four sub-questions.
a) What are the styles of business letter? Explain. 5
b) What is precis writing? What are its steps? 5
c) Explain the types of business letter. 5
d) Make precis of the following passage : 5

One of the major disadvantages of multinational corporations is their ability to
exploit the economy and political situation of the host country to their own advantage.
After getting a stronghold in a developing economy, they buy up local business and
Industries by offering bribes to local politicians. They also acquire control over local
banks, other financial institutions and local press. A large number of politicians are
on their regular payrolls. They succeed in corrupting even the military officials.
A stage comes when they are virtually able to rule the developing nation. Several
plots have been unearthed in which the multinationals have played a leading role in
toppling the government of a particular country. Although the multinationals claim
that they transfer technology to the developing nations it is more often than not a
misleading claim, since key technical and managerial posts are reserved for
expatriates, no transfer of knowledge actually takes place.

e) Through bank’s point of view, what are the elements of good correspondence? 5
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3. Solve any four sub-questions.

a) What are the types of Insurance? 5

b) Make a correspondence with shareholders offering new shares for subscription. 5

c) Explain the basic units of a report. 5

d) What cares should be taken into consideration while planning a report? 5

e) Elaborate the process of sending an e-mail. 5

4. Solve any four sub-questions.

a) Narrate the major advances of video conferencing. 5

b) What are the benefits of using an e-mail? 5

c) Assert the auxiliary parts of business letter. 5

d) Narrate various uses of internet. 5

e) What are the categories of the report? 5
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