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1. a) Answer the following questions in about 150 words. 

 

You are the secretary of your college students union. The college is organizing an inter-

college debate on slowing down industrial activity as a step towards saving the 

environment. The Principal of the college, Dr. Dhingra, is presiding at the debate and the 

judges for the event are Dr. M. Shende, Dr. V. Rathod and Mr. P.S. R. Rao. Use the 

information to draft your welcome speech for the occasion. 
 

OR 
 

You have been asked to propose a vote of thanks at the end of an office training 

programme for new sales executives. 

 

10 

 b) Answer the following questions in about 150 words. 

 

Write a note on library and its resources. 
 

OR 
 

Write in detail about World Wide Web as an important source of information. 

 

10 

2. a) Write the following letter. 

 

You are Sarika Bhute of 20 Balaji Ward, Akola. You are interested in short-term course in 

Computer Graphics during the holidays. Write a letter to the Director, Fortune Graphics 

Computer, inquiring about their short-term courses and asking for all the necessary 

details. 
 

OR 
 

You are Ragini of 18 Dr. Zakir Hussain Ward, Nashik. Write a letter to the Sales Manager, 

Bharat Electronics and Domestic Appliance Ltd., Nagpur, placing an order for Fans, 

Microwaves and Gaysers that you wish to purchase. Also ask for discount permissible on 

the purchase. 

 

10 

 b) Write the following letter. 

 

You are a Senior Editor at Jyoti Books. Draft an interview call letter to a candidate, Rohan 

Joshi, who has applied for an editorial position in your publishing company, asking him to 

attend an interview. 
 

OR 
 

You are a Director of Jyoti Books; draft an appointment letter for the post of editorial post 

to be sent to Rohan Joshi. 

 

10 
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3. a) Explain the following terms any seven. 
 

a) Capital letters b) Punctuation 
 

c) Full stop d) Colon 
 

e) Semicolon f) Comma 
 

g) Question Mark h) Exclamation Mark 
 

i) Hyphen j) Quotation Mark 

 

14 

 b) Do as Directed any three. 
 

i) He confessed his crime. He was guilty. 

 (Change into Complex Sentence) 
 

ii) She was smart. She failed all her exams. 

 (Change into Complex Sentence) 
 

iii) Vikram Studied hard. He wanted to go to medical college.  

 (Change into Complex Sentence) 
 

iv) He robbed the poor child. He also murdered her. 

 (Change into Compound Sentence) 
 

v) The boy worked hard. They boy did not succeed. 

 (Change into Compound Sentence) 
 

vi) Lata was clever. The teacher praised her. 

 (Change into Compound Sentence) 

 

6 

4.  Write an official report in 200 words. 
 

You are a student of New College of Amravati You have attended a debate competition on 

‘Role of Social Media in India’ at Mahila College, Nagpur on February 17, 2023. Write a 

report to you Principal about the debate competition. 
 

OR 
 

You are the student of Nutan College, Amravati. Bhartiya Mahavidyalaya, Akola has 

organized student seminar on ‘Youth for India’. Your Principal has asked you to attend 

the function and submit the report. 

 

10 

5.  Write an essay on any one of the following topics in 200 words. 
 

i) Corruption in India. 
 

ii) Environment Protection and Human Being. 
 

iii) Science as a Boon or Curse. 
 

iv) Farmers in India. 

 

10 
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