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Before answering the question-paper candidates

should ensure that they have been supplied to correct

and complete question-paper. No complaint, in this

regard, will be entertained after the examination.

Note : All questions are compulsory.

1. Write short notes on the following

questions : 5×2=10

(a) Define reports and show it is a formal

piece of writing.
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Or

What are different types of reports ?

(b) What preliminary steps should be taken

to writing a good report ?

Or

What are various types of business

reports ?

2. Why illustration should be used in reports ?

How use of illustrations improves the quality

of the written report ? 10×1=10

Or

Discuss in detail in detail the general layout

of a reports.

3. (a) Business Report :

Write a report to the CEO of ABC Ltd.

in the form of letter requesting him to

use e-Marketing in order to enhance the

sales of the company. 15×1=15

Or

Design a report for your firm as you are

a consulatant for starting online business

in tour and travel and its prospects.

(b) Technical Reports :

Design a report for the propective

customers in the form of a letter for a

new RO being launched by your

company. The aim of the report should

be to increase the sales by presenting the

unique technical features of the RO.

15×1=15

Or

Write the critically analyzed report in the

form of a letter to COE of a company

requesting him to change packaging of

the products being manufacture by his

company in order to increase the sales.
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