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1. Write short notes on any four of the following in about 75 words each:  (4x5= 20)

1. Harmony and communication among diverse workplace audiences

2. Guidelines for effective listening

3. Importance of proof reading

4. Sign-posting           

5. The language of business communication

6. E-mail Netiquette: Courtesy in cyber-space

7. Circulars and notices

II. Answer any two of the following :                                                 (2 x 10 = 20)

1. Your professor has agreed to recommend you. Write to the professor in about 100 words and request that he/she send a letter of recommendation to a company where you are applying for a job. Provide data about the job description  so that the professor can target its content.   
 

   2.  As administrative assistant to the president of Mithril Products Inc., it is your responsibility to make reservations at a 5-star hotel for the New Year Celebrations. Because of the high cost per person, you would like to have as accurate a guest list as possible. Therefore, write a memo in about 100 words to all the employees requesting that they let you know by December 15 whether they plan to attend it.

3. You have bought  from Woodsmith & Co., furniture for your office, delivery of which was promised in a fortnight. A month has passed and the furniture has not been delivered; nor has any explanation been received. Write a firm but polite letter in about 100 words about this to the suppliers. 

4. Write out an email in about 100 words to a new customer providing information about your company’s products and services. 

III. Answer the following :                                                                      (20 x 3 = 60)

1. As an intern at the South Indian Association of Women in Business, you have to send a report in 

   about 200 words describing four women who have started their own businesses, how they did it, how      

  successful they were. In your report, draw conclusions about what kinds of women start businesses,   

  why they do it, what kinds of business they are likely to start and what difficulties they face. Speculate  

  on the dramatic increase in the number of female business owners. Make recommendations. Address   

  your report to Divya Bhargav, Director, South Indian Association of Women in Business.

2. Write a letter in about 200 words, thanking an important customer for a large order. Your letter  

   should:1) express pleasure at receiving the order, 2) add a favorable comment on the goods ordered,    

   3) include an assurance of prompt and careful attention, 4) draw attention to other products likely to  

   be of interest, 5) hope for further orders.

3.  As secretary to the Labour grievances Committee and Arthur Tools ™, you must prepare the 

    minutes of the monthly meeting held on April 10th. At the meeting, you took the following notes:

   1. Called to order 2 P.M., employee’s cafeteria, by Mr. Arthur 

   2. Presiding: Mr. Arthur; present- Mr. Sherlock, Mr. Watson, Mr. MacLean, Agatha: Absent-   

    Mr.Wodehouse

3. Mr. Sherlock presented results of survey of office employees. Most frequent complaints agreed on.   

   Sherlock to arrange to present these complaints to Board of Directors.

4. Report on condition of warehouse employee washrooms presented by Ms. Agatha. Accepted with  

   editorial revision.

5. Adjourned 4 P.M. Next meeting at same time and place on May 13.
**********
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