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1. Attempt all questions.  

2. Make suitable assumptions wherever necessary. 

3. Figures to the right indicate full marks. 
 

Q.1  (a) List various Barriers to effective Communication. Explain any two of them with 

suitable illustrations.  
06 

 (b) Explain different types of interview.    06 

Q.2  (a) What are the essential elements in the introduction, body, and conclusion of an 

oral presentation? 
06 

  (b) Write brief notes on the following: 

1. Scanning        2. Skimming    
06 

  OR  

  (b) Discuss non-verbal communication in detail. 06 

Q.3  (a) You have been successful in U.P.S.C Examination. Write a suitable invitation for 

your friends inviting them to a get together to celebrate the occasion at your 

home. 

06 

 (b) Suppose you want to take an education loan from Citi Bank. Write an e-mail 

(citibank@cit.in.com) for the Credit Manager of Citi Bank, Mumbai requesting 

him sent you details regarding educational loans by Citi Bank. 

06 

  OR  

Q.3  (a) Write a report on the recent industrial tour you had taken along with your 

classmates in print format. 
06 

 (b) Write brief notes on the following: 

1. Business and social etiquettes. 

2. Difference between qualitative and quantitative research.  

06 

Q.4  (a) Write short notes on the following: 

1. Nature and significance of proposals.    2. Solicited and unsolicited proposal. 
06 

  (b) Write a letter to the Police Commissioner, Ahmedabad complaining about bad 

law and order situation in your area. 
06 

  OR  

Q.4  (a) Explain importance of writing resume’ in job application. Prepare a resume 

suitable for the Post of a Computer Engineer. 
06 

 (b) "Each one plant one" campaign was organised by your organisation to celebrate 

Van Mahotsava Day on 10th Nov. As Secretary of your organisation ABC, write a 

report in 100-125 words for your organisation magazine. You are Sunil/ Sunita. 

06 

Q.5  (a) Suppose you want to take a car loan from State Bank Of India. Write a letter to 

the Chief Manager, SBI branch of your locality requesting him/her to send you all 

the information related to SBI car loans. 

06 

 (b) Narrate elements of Technical Articles.  Explain any four of them. 06 

  OR  

Q.5  (a) You are Kamal / Kamla. Mobile phones have become a necessity and are seen in 

the hands of the young and the old alike. Write an article on this, highlighting the 

crucial role of the mobile phones by way of communication and in promoting 

business and economy. Also point out the difficulties and dangers in using mobile 

phones while driving. 

06 

 (b) Explain any two: 

1. Bibliography        2.Nature and Scope of Research  3. Hypothesis 

06 
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