
GOVERNMf,NT COLLEGE OF COMMERCE &
MARGAO- GOA.

Tine: 2 Hours

1,sl,,.ri,ur i) 4ll QuesLions arc compulso.y
ii) Figures ro rbe riehr indicate tuu ma&sa torled.
iiil Begin Quesrronno,s III,Iv& V on x new pase.
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GI] 3 - BUSINESS COMMUNICATION

Q.I. Answer any four of rhe followins:

1 Whatis the CIC?

2. Who is a SPIO?

3 Whai is a Memomnduh?

4. WhatsE Represenlation?

5. Whst are Idterviews?

6. What are Job Boards?

Q.2. Answer any fou. ofthe following:-

2- Write abour the elemenrs ofa lefte..

L Reasons forFailure in Interviews

4. What are Repolts?

5. Who is a Refece?

6. What are Exir Interviews?

Q.3 a. When was the RTI Act passed aDd which

RTI?

a.e the gove.ni.g bodies ofthe

(16 ml,

(5mk,

(7mk,

b. Discus the fomat ofan RTI alplicarion along wrlh rhe

RTI.



OR

ar^: ?"'1" iob,applimr:on ler?. ior rhe Do\r otal A..onsm n Bdnk o rndid,\4ar6ao.cor. The .andidale shol J be a Comme.ce gradLd.e and shou,d ta\e
experience ofTsUy with cST. Create a dehited CV fo;,1" p"" y"" "- "ppfyi"efor (l2mks)

Q.,l a As a Principal Mite an or.ler tener to New Wo.ld, Mysore, piacing an order for
newDellcomputers fo.yourCollese Compurer lab. Sta," 

"tt 
yi*.q,l*-"ri,. -'

(12mk,

OR

Q,4. W.ite a derailedReport ro yourColleSe principalabour the need
proper parkins space in the College.

for having
(l2mk,

Q.5 a- W.ite alesrimoniatfor an ex-€mployee stanng his cha.acrermd capabiliries_

(5nk,

(7mk,

OR

Q.5. What a.e Interviews? Explain;ndetait the different rechriques oflnreNiews.

(i2mk,

Q.6 a. Write a PressRelesse for rhe Inaugurarion offie
College.

b. Dmft an appointment leuer ro a. employee with all rhe derails ofrhejob.(5mks)

OR

Q.6 Write a sales lelter to anew College informing them abour the launch ofyour

codpany's new product -1,rptlo prcjectots Give alt rhe details. (I2mk,

b. Wrlte a Memo to,4/l Sralinforming Lhem abour detay in advat ofcompurer for

Studen6 Council ofyour

(7mk,


