CARMEL COLLEGE OF ARTS, SCIENCE AND COMMERCE FOR WOMEN
SEMESTER END EXAMINATION APRIL 2016
SEMESTER: IV OF B.COM                                                                           DATE:16/04/2016
SUBJECT: BUSINESS COMMUNICATION 
MARKS: 70                                                                                                        TIME: 2 HRS 
Instructions:
· All questions are compulsory
· Figures to the right indicate full marks

I. Write an application letter and an accompanying C.V for any one of the following advertisements.                                                                                                                      (15)

A. WANTED: Accounts Executive. Should have work experience. However, recent graduates are also welcome. Should have knowledge of finalisation of Accounts, tax and Audit related matters. Interested candidates should address their applications to Mr K. R Laxman of the H.R dept. of ‘Valuable Accounts’ Margao. 
B. WANTED: A full-time teacher’s assistant for a first year Kindergarten class. Applicants should be fluent in English and have experience teaching children. Responsibilities include helping them learn to read and write. Applicants should also note that they are in charge of the class during lunch and play time. The teacher’s assistant is required to engage them in various extra-curricular activities when they are not in class. Interested candidates should send their applications to Mrs Anna Vaz, Principal of ‘Little Feet’ Primary and Kindergarten School, Margao. 
C. WANTED: Content writers for a Panjim based start-up. Applicants with work experience in Media and Communications will be preferred. Recent graduates may also apply. Responsibilities include writing content, proof reading and editing for merchandise that the company sells. The applicant will also be responsible for matter the start-up generates on its website and social media accounts. The start-up is called ‘The Right Look’. It is an online clothing, footwear and accessories store.  Interested applicants should send in their applications to Ms Reena Malhotra, Company director. 

II. Write a report on any one of the following topics in approx. 200 to 250 words      (15)

A. You are Mr Xavier Menezes. You work in the creative dept. of ‘The White Star’ advertising agency. Write an e-mail to ‘Wellfit’, an electronics company that has hired you to sell a brand of fitness gear detailing how you plan on branding and helping them sell their products. Address the e-mail to Mrs Antara Naik, Senior Manager. 
B. You are Ms Aruna Kamble, a writer for ‘Big Stories’ a monthly lifestyle magazine. Your magazine recently celebrated its 100th issue. Write a report to for the magazine addressed to the editor, Mr Samuel Miranda, about how the magazine’s employees and editorial staff celebrated the publication of its 100th issue. 

III. A. Write a notice on any one of the following topics                                                 (4)

1. You are Ms Valerie Gama. You are the Social Director for St. John’s High School. Write a notice for the students and council members of the high school informing them about the upcoming annual day and a meeting that will take place in a few days to delegate responsibilities for the annual day. 
2. You are Mr Alan Menezes, a senior manager in the human resources dept. at TRF Tyre Company. Write a notice addressed to all your employees informing them about a short seminar with a noted nutritionist, Dr. Francis D’Souza, about eating better and making healthy lifestyle choices.
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1. You are Ms Caroline Fernandes. You have been working as a manager at ‘The Phoenix Mills’ clothing store in Margao. Write a letter of resignation to the Human resources dept. of ‘The Phoenix Mills’ clothing chain stating the reasons for you wanting to leave their employment. 
2.  You are Professor Seema Kakodkar the Head of the dept. of Commerce at St. Xavier’s College of Commerce, Panjim. Write a letter of recommendation for a recently graduated student of the B.Com stream, Mr Dominic Thomas, who has applied for a summer internship with an NGO, ‘Helpful Hearts’ that helps spread education and literacy among underprivileged youth. 

IV. Answer any one of the following in about 70-100 words.                                          (8)

A. You are Ms Veena Shirodkar, an employee at ‘CRV Electricals’. Your company will be holding a banquet for several board members visiting from the company headquarters in the U.S. Write a letter to a local catering company ‘9to5 diner’ asking for a quotation on how much it would cost to fully cater and provide wait staff and services for a banquet to be held on a Saturday night in April in the company conference hall. Also, note the catering company will need to provide refreshments and drinks for the banquet. 
B. Write a sales letter as a representative of travel agency. The sales letter should advertise several attractive family travel packages that will be available over the summer months of March to June. Your name is Mr Alex Wilfred, a representative of ‘Happy Holidays’ travel agency.

V. Answer any one of the following in about 70-100 words.                                                (8)
A. You are Mr Shaun Dias, a resident of Nuvem. Recently, a construction company has started building several new apartment blocks close to your neighbourhood. Write a representation letter on behalf of your neighbourhood to ‘XYZ Housing’, the construction company, stating the problems their construction is causing for clean water supply and road access for you vehicles. 
B. You are Ms Sally Dourado, a Public Relations officer for ‘ELF Cosmetics’. Write a press release for the local newspaper ‘The Sun Times’ about an exhibition that the company held for a period of three days on the occasion of the Christmas season.  
VI. Answer any three of the following in approximately 200 words each.                   (15)

A. Under the RTI Act, 2005 what information are citizens not given access to?
B. Write about the obligations of Public Information Officers towards the filing of RTI applications.
C. What programmes can the Appropriate Government prepare, to the extent of availability of financial and other resources to promote awareness about the Right to Information Act, 2005. 
D. State the objectives of the Right To information Act, 2005. 
E. As far as the Right to Information act is concerned public authorities are under certain obligations. Elaborate on what these obligations are. 
F. Under the Right to Information Act what procedures are information seekers required to follow if they want access to information? 
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