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MAHARASHTRA STATE BOARD OF VOCATIONAL EDUCATION EXAMINATIONS, MUMBALI

Examination—dJuly, 2017
CERTIFICATE COURSE IN COMPUTERIZED ACCOUNTING USING TALLY
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BUSINESS COMMUNICATION (PRACTICAL-I)

Instructions.—(1) All questions are compulsory.

(2) Figures to the right indicates full marks.
Marks

1. (a) Write a Circular letter for the Company workers directing them to 20
maintain discipline, cleanliness and cordial social atmosphere among
them for betterment of the company.

(b) Write a letter of application with resume for the post of Jr. Engineer, to 20
Raka Constructions, Gandhinagar, Gujrat.

2. (a) Draft a notice for Company Meetings. 20

(b) Place an order to M/s. Barkha Electronic asking them to supply 20
Electrical Appliances which you need very urgently.

3. Oral. 10

4. Term Work. 10



