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SECTION: A 08
Give answer in 800 words on below given topic.

Q 1- Differentiate between Formal letters and Informal letters.

SECTION : B
Give answer in 400 words on below given topic. (Two) 08
Q 1- Jot down the features of “Dairy Language”
Q 2- What are the Types of Interviews?
SECTION: C
09
Write short notes on below given topic (Three)
Q 1- Memo
Q 2- Functions of a Radio Talk

Q 3- Barriers of Communication



SECTION : D Do as Directed. 10

1. The passive form of “I did it” is .
(A) It is done by me. (B) It is done by I.
(C) It was done by me. (D) It had been done by me.

2. The ‘title page’ is one of the elements of .
(A) letter (B) memos  (C) report (D) oral presentation

3. is something that cannot be used again, once used while applying for a job.
(A) Bio-data (B) covering letter  (C) Resume (D) Address

4. The period of time which must elapse between the issues of the notice of a meeting itself
is called :
(A) Memo  (B) Notice (C) Notice Period (D) grace period

5. No interest be paid to those who have availed the facility of stock invest.
(A) will (B) shall (C) can (D) ought

6. The full form of DJ in music industry is
(A.) Dear John (B.) Dead Job (C.) Disk jockey

7. There can be only two kind of resources in a television: Visuals and
(A.) Sight (B.) Sound  (C.) Touch

8. The way a person expresses his attitude through his posture, expressions, gestures etc. is
called

(A)) Body Language (B.) Thought Process (C.) Inauguration

9. In a Formal letter, the address of the sender should be on
(A) Top Right  (B.) Bottom Right  (C.) The Next Page

10. A professional opinion expressed about the merits and demerits of something is
called :
(A.) Review (B.) Thought (C.) Idea





