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Figures to the right side indicate marks of the question.
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Y=1-3 Write an inquiry letter on behalf of Friend’s Club, 19-Sir, P.Mehta Road, Mumbai-400
} 001 to M/S Agrawal Brothers, Court House, Dhobhi Street, Mumbai-400 002 for the

following goods. 0
Sr.No | Description Quality
1 Thomson Bat No.1 (Deluxe) | 25
2 Simpson Bat No.2 (Popular) 50
3 Spinner Criket Balls (Dilute) 60
4 Rex Handgloves (Special) 6 pairs
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us4—3 A) Match A With B )
A B
1. Telephone Written Communication
2. E-mail Electronic Communication
3. Attitude Downward Communication
4. Order Quality
S.  Fax Orale Communication
421-3 B) Give the commercial Terms., (Any Two) 5)

1. Balance Sheet 2. Enclosure
W24-¥ Filling the blank  (Any Five) 5)
1. is effective communication (Written, Orale, Pictu re)

2. is slow communication. (Written, Orale, Picture)

3, C.E.O. gives order to manager is Communication. (Down, Upward, Horizontal)
4. is written communication Tools. (Mobile, Telephone, Fax)
5. is electronic communication. (Post, Courier, e.mail)

6. Communication is Way process. (Two, Three, Four)
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7. Production manager is gives information to supervisor, supervisor gives information to-
Forman, forman gives information to worker is communication.

(formal, informal, direct) .

8. Machine Operator gives information to Supervisor is Communication,

(Downward, Upward, Direct) .

u24--4 Give the abbreviation. (Any Five) 5
1. A.GM 2.NAV 3.C.E.O 4.P.S
5.G.M. 6. P.AN 7. B/O 8. P.T.O
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