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Q.1 Attempt ANY ONE of the following (1000 Words): (10) 

     A)             .A committee was appointed to find causes of unrest among workers and also 

give suggestions. Draft report of committee. 

 

      B) On behalf of Nandini Sarees, Pune draft a circular letter to customers 

announcing the clearance sell. 

 

   

Q.2 Attempt ANY TWO of the following (800 Words): 

 

(10) 

A) Explain importance of business letter.  

B) What are the essentials of good report?  

C) Which points to be considered while drafting collection letter?  

D) On which occasions letters are drafted to directors?  

   

Q.3 Write Short Notes on (ANY TWO): (10) 

   

A) Heading of business letter  

B) Progress report  

C) Enquiry letter  

D) Order letter  

 


