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Q- 1. What is an informal letter? Discuss the layout of an informal letter. (12)
OR

You are a dealer of a company dealing in Air Coolers. You have received a complaint

regarding non working of machine which is under guarantee period. Write a suitable reply to

the customer.

What is a memo? Discuss in details the format and style of a Memo. (12)
OR

What are minutes? Write a note on mechanics of minutes and general format of minutes.

What are the three different types of travelogue? Describe with examples. (12)
OR

Discuss about writing a newspaper article mentioning the features of newspaper article.

Write in detail about the key features of writing for Radio (12)
OR

Discuss various types of Television dramas in detail.

Write short-notes on any two of the following: (12)
Poise and delivery in a debate.

Draft a leaflet for the sale of readymade garments.

Characteristics of good business report

Draft a telephonic conversation between a travel agent and a customer
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Diary as a medium and channel

Select correct option given below: (10)
1. __ means leaving out of one or more words from a sentence, when the meaning can be
understood without them. (imperative, colloquial, ellipsis)
2. There can be only two kinds of resources in a television: Sound and
(Sight, Visuals, Touch)
3. “To Let” or “Accommodation Available” is a kind of

(Letter, Advertisement, Essay)



4, consist of a series of horizontal or vertical bars drawn parallel to each other along
a scale of measurement. (Bar graphs, Pie charts, Line Graphs)

o

Press Trust of India is a/an (news paper, news agency, magazine)

o

_____consists of a situation, analysis and writer’s conclusion and recommendations.
(informal report, analytical report, survey report)

7. isagreat writer of diaries. (Shakespeare, Bunyan, Samuel Pepys)

8. The word ‘character’ is derived froma  a word. (Greek, Latin, French)

9. __ isacomponent of a documentary (justice, sound, vehicle)

10. The official records of discussions held and decisions taken at a meeting are known

as . (Memo, Interview, Minutes)
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