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Instructions:
· All questions are compulsory.
· Figures to the right indicate marks assigned to each questions. 

Q1.   Write a job application letter with a bio data for any one of the following    posts.
A) Wanted, a Sales Executive with an MBA in Marketing. Candidate should have excellent communication skills and a pleasing personality. The job may require local, interstate and International travel and postings. Candidates without family encumbrances, with a valid four wheeler driving license and passport may apply to Cubex Software Services, 178, Cosmos Place, Whitefield, Bangalore - 48.             (16) 
                                                                     OR
B) Wanted an Accountant for Infinity Investments and Insurance Pvt. Ltd. Suitable candidates should have knowledge of VAT, Service tax, TDS and Accounts related software and income tax act of 1986. Good communication skills and ability to deal with paperwork independently is a must. Appropriate candidates may apply to Mr. Nelson Coelho, C/313, Sapana Gardens, Next to Angel Resorts, Porvorim, Goa.        (16)                                                                                                                                                  
                                                     
Q2. Attempt any one of the following reports.

A) Write a feasibility report on the setting up of an automobile assembling plant in Goa by an International car manufacturer.                                                                 (16)
OR
B) Write a feasibility report on the construction of an amusement park in Goa which will have rides, games and a water park on the lines of Esselworld/Water Kingdom.          
                                                                                                                                    (16)

Q3. You intend to open a cycle shop in your village/town.  Write the following letter of enquiry and order.  
1. Write to Hero Honda Cycles, Gurgaon and Haryana, asking for their catalogue and trade and transportations terms and conditions.                                         (6)
2. Place a firm order with the same company to stock your outlet. Ask for credit and discounts on the basis of assured business expectations.                           (6)

Q4.  Attempt any one of the letters given below.

A) Write a letter placing a firm order for chocolates and candies for your ‘Candy Shoppe’.                                                                                                              (12)      
OR
B) Place a firm order for Christmas decorations for ‘Rebelo’s Supermarket’ which you own.                                                                                                                      (12)

Q5. Attempt any three of the following:                                                                   (12)

A) A cold testimonial for the ex-watchman/security guard of your housing society.

B) A warm testimonial for a sales girl who worked in your car showroom for 3 years.

C) As a theatre director, write a reference letter for a young student who has worked with you on 2 occasions, designing and providing sound and lighting services for your amateur productions. He/she has now applied to a university in the UK for a professional sound and light engineering diploma.   

D) As a well-known Indian Fashion designer, write a reference letter for a young intern who has worked with you on at least 3 collections and 2 major Fashion Week shows. He/she has requested a reference on applying for an internship with a very high profile international fashion brand/designer. 

Q6.   Write any one of the following Investigative reports 

1. A Client has filed a claim for damages amounting to Rs. 4 lakhs on an insurance policy against damage to an expensive musical instrument that has suffered damage in transit from Goa to Dubai for a concert. (eg: piano/violin/cello/viola/drum set etc. 15 years old ). The instrument was sent by Air Freight and seems to have been damaged due to water seepage. As insurance surveyor, write an investigative report.                    (12)
OR
2. A Client has filed a claim for damages amounting to Rs. 3 lakhs on an insurance policy against damage to an expensive piece of sporting equipment that has suffered damage in transit from Goa to Malaysia for a tournament. (eg: Tennis racquet/archery bow and arrows/rifle/golf club etc. 6 months old ). The equipment was sent by Air Freight and seems to have been damaged due to manhandling, even after all the ‘Handle with care’ instructions and formalities were completed. As insurance surveyor, write an investigative report.                                                                                                         (12)
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