cating that she is selected for the job. Clearly
4 ling date and other conditions, it
P b OR

mfﬁﬁni'catio’n' ? Differentiate between General and. Professional

-~

employee is found to spend lot of time on social media during working hours.
'HR manager, draft a memo to warn employee.

L4

Sumbm Dairy Ltd. intends to purchase Cheese and Butter packing boxes in bulk,
- As a purchase manager of Surabhi Dairy Ltd., draft an inquiry letter to Excel °
s ﬂaa‘Pﬁckaging Ltd.

(b) You have received an order of 1500 notebooks of A4 size from Modemn

3 ~ Stationery at ¥ 20 per atebook. It is ¥ 5 less than price mentioned in quotation.
?’ Write a reply declini execute the order giving proper reasons. 7

s (&\% OR
(a) Even though& were assured of delivery of goods within 2 weeks of placing

order of 1 gifting dry fruit boxes, you have not received them. Write a letter
to supplier'pointing out delay. 7

(b) As apartner of Mahek Perfumeries in Bangalore, draft a reply to an enquirer from
Gujarat furnishing quotation for a wide range of perfumes. 7

-

(a) Poornima Textiles is facing problems of lower sales in Denim jeans for last 6

months. Prepare a report analyzing causes of lower sales and suggest suitable
measures to solve the problem. 7

(b) The Gujarat Inn is planning to launch a five star hotel in Ahmedabad location. As
a secretary, prepare a feasibility report giving details of location. 7

OR
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s Seript
ce (d) None of these .
nalyses facts, draws conclusion and makes recommendations, itis
scribed as report.
Special (b) Informative
Investigative (d) Legal

reports are presented at regular prescribed intervals in business.
(a) Periodic (b) Special e
(c) Informal (d) Performance
(11) Reports are usually written in tense.
e (a) Past (b) Present
(©) Future (d) All of thesg
(12) Individual Report is also known as
(a) Committee (b) ~ Seecretary
(c) Technical (d)~. Functional
(13) substitute i@d for‘in.several instances’
(a) Do ®‘<\ (b) So
(¢) Because\g’b- (d) Often
(14) Parag we ctacles because hiseye  is poor.
(a) site (b) sight ]
(c) cite (d) None of these
(15) ‘At some future time’ can be substituted with
(a) Later (b) Latter
(16) I could not my online banking as I forgot password.
(a) excess (b) access
(17) ‘Adapt’ means .
; (a) To adjust (b) To take up
4
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