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Second Semester B.E./B.Tech. Degree Exapq,ffii6n, Dec .2023 / J an.2024
Professional Writing S!!.ills in English

i i:: q".

[Time: 2 hrs.] **#**'' *j[61u*. Marks: 100]

..q" + .'u"*
TNSTRUCTTQNSryO rUn CANDTD$TES

1. Answer all the hundred ques{$S'each question canie*-fune mark.

2. Use only Black ball point.ph for writing / darketrring the circles.
,....'-....\.3. For each question, *ff etecting your arrs arken the appropriate circle

corresponding tgthdYame question number oh the OMR sheet.corresponding to the same question number on the OMR sheet.

4. Darkening two$re'l'bs for the same quesfiehmakes the answer invalid.

5. Damaging/overwriting, using wtriteners on the OMR sheets are strictly

prohibi-dfu=" " =,,.".;=., "di.u

l.' *"0

1. We are sorry to annowr8iTat the shopkeepes'li$"-
a) has expired rij:'-; '" b) has passed away
c) has left off .:,::::: a 

'''{;,.=. = d) is no there."foymore
lS qr

Fitl in the h---IiUik with standard-Efifl{ish usage
,

2. Preparo,wefi ; tomorrow you{gye"i'test to .'q*dm
a) takeu b) Sive c) oonsider d) give in

1 x*" *t
Fill in the blank witffipp,flopriate Noun'("P.'ronoun agreement) :

i:*iI

a) is c) were

c) is
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Choose apprggrl,'1te verb in the sentence :

5. City lights .q'', " a wonderful movie.
a) are- ,,'' b) were

:, .j-lii ''
Ver-A

d) None of the above



6.

7.

8.

trt&,

Choose the correct Preposition in the sentence , ."...s1,;'

,.^,Ju5'
We arrived in this City thirty years 

- 

*^h*;u-h 
-*

a) ago b) before c) biet '- d) away

,,,tqlll,. 

tu,rlt.*"

Choose the correct Preposition : ^*,o ,l*+/

1

Though whatever happened was unavoidap,,l we are sorry thg{iiloonvenience it

have caused you. ft,;: - '11,,,'l'

a) from b) with ,..*,nt=u"' c) for ,s 
=A) to

,*..ffi' ":: . ''

2tEGH28

mav

9.

s ornepoffi$ingt r,,. "''""'i
lE.g| lr'';r'

;@ing?
a) Its wriffen with a speciflffiflose b) It inclutles+dbtailed information

.) It does not contain;.ffiBiidations di They are ivritten casually

10. Which amo glsa
a\ rts b) Inspection c) Memo Reports d) BothA&B

d) Pref

16. Will cosi

a) Yes b), No c) May Be d) None of the above

Choose the correct fomf of Active / Passive voice of the given sentence :

"W
sw. ,, ,. r$r,!!illst.

Front matter of Reppffi,\iffi$ting consists of ,i)*u,'"r,,

a) Introduction W) Title Page c) "'ffii<nowledgement d) Both B & C

11. Is PropgBfr?Yvriting and Business flarfbne and the same?

a) jis * b) N-.""*qs c) Mighffi;*. d) None of the above
: ; l. "-fid, ,... 

''"'. ; l -fid, ,... 
'''

12. What are the methods of datacdllection in Reportdfuiting?
a) Personal observatiopi;1,- b)".''%ilQuestionn4ire :a) Personal observatiogjo'-" bJ-''%ilQuestionn4irg :

c) rnternet ffi *f},r^u"
13. Solicited Propogalsare {.''fu."dr' *.e*i6-

a) Sales Proposal b) Uninvited Proposal

.i Proposed Proposal " d) Invited Proposal

'r '& "'

14. Written Reforts are : w, ; ;"

a) Intorrnif in Nature , . b)' Ephemeral in Nature

.) Mo.. accurate and reliahle d) Easy for the speaker

.. ";."
15. Structure of Proposal insludes 

.::

,.;;ffi Front matter,ffiin body & Back rtrlser b) Introduction, Main body & Conclusion
,,I*r,ll, O/ I lvllt IlEllwrr\twl-ur wsJ w ssv\ rutfii4vr

w|,i} .) BackgroffirTechnical sectign and Summary

17. I cannot accept gqu$ offer
a) Your oftffiffimot be accepted by me

c) The offuffinnot be accepted by me
b) I cannot be accepted by your offer
d) Your offer cannot be accepted

it'
I

,ir},r]itt:iir{Sl

., 
'j,*fro.n

, ...t ,,,,,,,
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18.

:.::::::.

Choose the correct form of Reported Speech for the 
ffitb :

Suresh asked, 'How long will it take to travel from Ppn€*oTGoa'?
a) Suresh asked how long it will take to travel froru Pune to Goa.
b) Suresh asked how long would it take to travel from Pune to Goa.
c) Suresh asked how long it would take to tlav& from Pune to Goa.
d) Suresh was asking how long it will takdffi#drtavel from Pune to,Goa.

Choose the correct form of Reporte-4ffich for the sentence i* in,,-

The sage said, "God helps those w,fu1.,hdtfls themselves". r
a) The sage said that God helps.those who helps themselves, .

b) The sage said that God helped those who helped themselvei.
c) The sage said that God,h!$S:=those who helped themiel#s.
d) The sage said that 

_G' "t-ffi,m.d 
those who help themselves.

Choose correct fornr#kctive / Passir. roi.E-{.p-} sentence :
,:::::::,: .ll --.!'

19.

20. You need to clean ur shoes properly.
a) Your shops4;re needed to clean propE$ly
b) You a5g nffibd to clean your shoes'p6irperly
c) Yow,glle6s need to be cleaned prop6r.ly
d) Y_g-Skies are needed by you to clean properly.

-'t:,.,

ChCIrc the part of sentence{pryhich grammatical erior is noticed :

a) Everyone knows b) Thafthe leopards are c),.faster di),of all animals
f-- : ,

Choose the part of sentence in which grammatiUal error is noticed : :
a) Ever since the Gwernment b) announced its now policy
c) the private institutions had d) run into heayy weather

,N$**ril:: - s "-+*" (.".,,::+ r
Choose the pffifsentence in whid&gfemmatical error frhoticed :

a) I believe-thrit ' "o* b) neyJ tifre when you
c) will be coming to Mumbai* d) you will bring my book

* ** ,''",13f
Chilo*d'the pair of yffihrase from th-e Sptions given that best describe
relatitinship to that.p#ihffren pair : 

=.*:_

21.

22.

23.

the

:::: q
I,'

,,, ,"' b) language: deaf
d) voice : vibration

b) kitchen is to pen
d) Carpenter is to shovel.

26.

a)

c)

,f

Complete the g*#,logous pair :

Helmet is tGhryAtl as

a) Open is"to'up
c) PP,,66,ll;t is to credit

lti irr., .

$!,

. b) Mask is to face
d) negative is to debit

Ver-A Page 3 of 10
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27.

Choose the appropriate oPtion :

The childless couple visited the orphanage to

a) adopt b) Adapt

lq,
,i=.".". S'

1tt- lf'
I lnii n

,r-tiasld.
c)-.,Adqit

'lilli r!'

,:,: "
Choose the approPriate oPtion :

You are quite right in saying so :

a) Qiete b) Quiet

d) Adapted

'r,rlp?) Queit
28.

h;q ' c) Quite
t$e- 'd

Fill in the blanks with approp,,*{pt#- erb that would com.L{!pge the collection :

1:"::119" .. ,,"'''-., !*

29. Abbreviations _ sppgduifu=hence they are comm8fih newspaper headlines.

a) catch b):+ry. c) take ,::xr d) use

Choose the correclapqtffis by maintaining cot'rect subject - verb concord :

30. Which of the da You the most? 
:.,'a) suit .,: .--= b) suits *., ) both A & B d) None of the above

iu" 
-r,

The prffileibdvantage in having a cl&riut objective of business is that it does not derail

; themfl.ffiriise does not stray ,_ G1 the direct route that it has set for (2); ttrep$ffiflse does not stray ,,'(4 the direct route that it has set for (U
fnffiiisas with well - definedoljhtives can convenig$ undertake (O and follow

bn@nge development poliffioo."Recognition of qffi:ii{ives 
-(4)- 

the temptation to

31. 1) a. from Wh." on ft,g= along , ,,i d. towards
#$ &a.

32. 2) a. othersffi;,=,. b. industry-" *n'.-F c. itself ;r* d. govenl

t.l '. ,.==3',,% 

- 
... --'i. ,,"-..,:,,,, q;:,,

33. 3) a. proafltifon b. reseffiIil o c. aud$ i d. appraisal
,S ,4r.. .r$.q;,t:;::::.a

IL

34. 4) q,fuit.t b.o,,,Seffis c.,;Sluifts d- removes

' t&#' ' -::: -' '

35. a) Linguistics is 6;r int8hesting subjecti-+,.- b) Linguistics are an interesting subject

:i=": "\

Choose therggtrCct option : , ,i,P
tid

r'11ij;... -aI' xwf=::

36. a) Soffio$:arj is knocking at,phe"dloor, who could he be?

b) Someone is knocking at"the door, who could they be?

.orip.oriire long range objeetifds for short tenp,6ffihnd improves'oo-ordination in work

c) Both A & B 
--;!. 

d) None of the above
rHi$Y' il

Choose the correcpption :

37. a) Some o{themstill feels that they both are at fault.
b) Some df,.tftein still fdel that they both are at fault.

c) Both $ &-B
,4. '"

=*"#m'

.,:1,

, 
.n r,,,*,r**,,

. d) None of the above
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-'d1'-"'
What is the position of "Details of the recipient" in a_for&al letter?
a) Left hand side b) Tol&ffidkide
c) Below the salutation d) PW the complimentary closure

,e& ]*-
Which of the following elements is not iqefudeld' in 'standard elements' in the business

a) Letter head and date b) Salutation ; :

c) Subject line ' d) Signature block " - "

40. Why do we write letter of iaSB
i

a) To request the employer
b) To let the employer
c) To let the employer of our writing skills.
d) To provide the rmation of ours and;.to mention why and how we are

the suitable candi the job.
#i*qv

41. what is the star&dPfont size ,{ !$,

a) t0 - t2 ,il::5*..u' b) 8 - r0 c) t2 - 14 d) 6 - 8
.* ....%'" r;- =

42. CV - q1+Iij. m Vitae is used by
a) Tf.*.ihdiB" .,.._ 

* b) Experience Professionals
c) ,,,,^P rs 

,**.;=,11* 
d) All o above

43. Which is the most commonly,usbd letter layout? ,,-
a) Semi - Block layouJ ',;,, b) 'Simplified layout*
c) Formal layout ffi"tT* ** $)F-futl Block tayout

1-'; 
l

44. Which of this is not a type of Resume?*"' . ',' 
'

a) ChronologieaftResum " 
"o 

-'' b) Hybridffiesume
c) Biodata, - *p, 

*l * d) Non - Traditional

45. What is,thdfull form of BCC&a- . iffiii}-45. What is,thflfull form of BCC&a" . ;, Fit'

a) BffiCarbon Copy grr .r/T" b)U.gfiIid Carbon Copy
c) :,=B1r6uo Carbon Conq3=$S 

" 
d) Blade Carbon Copy

.,rliu ':1 .tttt:'= * *"u"
46. "' What is the pitfall of'effil writing? ,**ry;**

.,,. 

-,,', 4) Casualness S#' b) anrrr, 
*' 

c) Fast d) Flexible

47. Blog is also.pallWas _ .d.*,
a) Web.qpate" b) W,#hbe c) Web - Blog d) My space

.:::

48. Use =*'' to keep your blog catchy.
a) Stylish fonts 

, ,,.lb.tfunty colours c) Pictwes d) Media links

49. Which among thesepr€'stumbling blocks of an effective Reader

a) Reading aloud b) Regression c) Developing eye Span d) Both A & B

50. Which r*"uffiT;;lowing is not a strategy for effective Reading?
a) Skimming b) Scanning c) Speed Reading d) Extensive Reading

Ver-A Page 5 of 10
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:::":!i*s. liiiii

What is a Paragraph? .,,.,'fu-Ti 
Y

a. a paragraph is a series of sentences about one ma$r idea, or point.

b. Aparagraph typically starts with a point asd thd'$est of the paragraph provides

specific details to support and develop t&t foint
c. A paragraph is the main idea of an essay.

a) A and B 
- b) A and C 

,_ 
ih*+*- e) All of the above .j$|un and C

,

What is not a feature of an essaY?

.i Expansion & Emphasit *#b d) Source,Iufoffil'ation
,!&{ lqi -'. 1

52.

53. Chronological resumes ard E6d for -{i

A. Shoiing a stead aaOSpdwth in particular carefr[leld.
B. Provides Educqtie-ifr?history. ,:- ._.

IIH'"4{ ' i'/

a) A and B "ft b) A and C ,,' .X All of the above d) B and C

,-_- t. ,ryY..s

54. The follog"infrk{$rm of condensation;fre[$lves the writing to highlight the purpose and

scoDe of woik. \''
I , 'B}.

a) 
'SyfupBh b) Abstracl =' c) Paraphrase d) Summary

' ;i; r€g" -@'t=+fu ; ,,
t- 

*1"

55. Choose the correct statement : d"

a) Sheela herself only did Sis$roject U) ffieeh did this projett all by herself

c) Sheela did this pro,l5ffi all by herself only :

Ol Sheela did this pr"]ffit , by self. *,t'., ' "{'iii}-i

;^
56. Choose the correct qtatement : *; ;

a) Yesterday,*fuyent for a movie b) Yester{gyr-I'will be going for a movie

.i Yesterda going for a mo "- d) Vestlt*iJMovie I go.

57. Choosethdcorrect answer : fu"''e'n iry;=
a) l4$ here only 

'l)ffi*. 
.)::,.ry. d) None of the above

58. Choose the correct answer :
.'. a16'' Lets collaboratei.iAdtt and do thgproftct.
b) Lets collaborqte for the project.

:* c) Lets collaborate with each other and do the project.
' d) None oftt$=a6ove. -5+,*M' *.' ;*

59. What *€ftp&ro"nts orproikfiioLl writing?
a) Introiliietion ., s b) Classifying
c) Providing evidencqqli!4 xample d) All of the above

60. Since an urgent emaii iequires immediate attention, we must choose to write the entire text

in capital letters.:,: 'd

a) True o'{f;i:::i:!i''
il" -..=tl: r"

,di

,*,,0,,I[t
., "!'

{ j.,:::::.,,'"'.,,''

.1"t*l,ll;iih

b) False
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_ff
Read the following passage and answer the questiffi!ffit follow :

[Q'No 61 - Q'No 65]' 
*o.. a.*,,:!

Many sociologists have argued that there is$ntfo|dnal relationship between education and
economic system. They point to the fact thai riiass formal education began in industrial
society. They note that the expansioa_ of*the economics of iii4pslriul societies is
accompanied by a corresponding exppErg,[on of their educational sysrcml. They explain this
correspondence in terms of the needs]6ilindustry for skilled and trained manpowbr, needs
which are met by the educatiorial, system. Thus, the provi$ion of masi elementary
education in Britain in 1870 ca{itiei6en as a response to the needs of industry for a literate
and numerate workforge a!.I !!ng *hen industrial processea,ttuere becoming more complex
and the demand for technieA,t affils was steadily growlng.

61.

62.

63.

The
a)
c)
d)

The autfuiar'fiues that
a) foffidFeducation can be traced to"ihdustrial society.
b) indiffirial societv is resnonsihiki fnr exnansion nf ed

64.

'nL

b) iapiffirial society is responsiNd for expansion of e{ur4rtion at mass level
c) industrial society gave rise to vocational education *
d) industrial society changed the pattern of educati6n

The observation of the.'iffi*blogists are based t-t, u r*4, of {;={*
a) the statistical data available in a historioal iontext.
b) Economic s.ystg.rn 6f tne 19tr centurry-* f'l: ;0.;, 

'
c) the co-relatiol between industry and education in a hiqtbiiial context.
d) Browth of *rdnrt.y l gth century.

The socioldgists referred to i6.in ffiassage say that the relationship between industry and
elementary education was one,
a) based on mutual need. 

:,b) baied entirely on tho qed of the indusffy
c) based entirely on ecoaomic need ,;

'' d) based on somq,{6dxfilicable historicatfrrces

",:By'functional ffWAtionship' is nl-em
a) a shor{-$',Sbrm relationship _-''" b) practical and utilitarian relationship
c) temp. arrangement ;' d) close and unbreakable relationship

What are transitions irp,d,qgraph writing?
a) The sentences th ress the main point, or idea, of a paragraph.
b) Reasons, examples and other details to support the main point of the paragraph

05.

66.

c) Signal words thht increase the effectiveness of organizing support for each paragraph,
using time n{[er or listing order.

d) A series,,of;$bntences about one main idea, or point.

Ver-A Page7of10
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67. A majority of India's population quite hard

-J - - - --- '** t" 
*"t"=

Even after several long hearings, the jrry--rq- #.pt,,*l {S.PIY divided on the verdict.

I, clFhave d) had
,,::::::l:,,i;t :: :

t"''fiii'

that the castle would not settle.

c) A&B
+i::lrn{r{i

a) was b) were

Choose the correct oPtion based on
A. Being raised in the sand, the d,rthat it wouldB. As the castle was being rai the parents knqvl'that it would not sett

A & B _.":;::+.+r,#.h d) None of them
sand,

a) has always been
c) had always been

a)A

Choose the correct oPtion

a)A

c) to

b)
d) ofthe above

r,'-,.;.')'f) to give false alarm

# d) to keep offstarvation

d) None of them

71.

,|,

"iffii:;::i:t
".* 

t'-.

q,sd,,: ,

,+;:+liil*

Ver-A Page8oflO
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81. The vase _ I bought in Walmart broke when I drppffiii.

a) who b) whose c) whioffi%
,*,r*

82. The brides were much than the grooms.*',il* *u*"'

a) young b) younger ,,e) igiungest
q* ilPt'

to the bottom of the sedx!li...;, ':'

b) sink c) sinking
83. The Ship

a) sank

2IEGIJ28

d) where

d) None ofthese

-q+*i*

q,rd)' sunking

87.

It was pitch dark, however, there- a ray of light that ,uro. fro* the farmer's hut.
a) was b) tl=^. .,_ c) can be ,_ d) coutd be

." ,*"u

Terry sleeps in the Affieffion. He considers it a Ws# of time.
a) usually ffoten c) so,$rctimes d) never

::"'ri'11.'1''" "
I don't like t-hisYvegetable 'ff

a) uh ! 
*#S 

b) oh ! 
,.==.#)- 

ugh ! d) whew !

The local tea$-*dbred 3 goals tffist half of the match.
a) at b) for c) in d) on

89.

nrcatron.

lities are
stability b)

to others

..!:::t:l:i:::i::::

;.r+;i.a t'

.,, c) low

in Group discussion?
c) Ignorance

d) soft

d) Aggressiveness
92.

93.

94.

Facial expressions are_a d*t of ?

a) Gestwes b) Sign language
c) Body language d) Verbal communication

,....-,....,a-

The fnst objectiii.Hin group discussion is to :

a) catch th8'ffiup's att6ntion b) prove your superiority
c) act as aself - appointed leader of thegroup
d) cr$fttfi sub - group

:,,. , Ver-A Page 9 of 10



95.

- ,'ffi'*
*,.db_"

How should you start to write email body? ." "q*:, ""-

a) state the point of discussion b) bb lrynteous

c) write warm - up sentences d).Wqffl B & C

.utq& - W

What is the order of interview process? * &-'; .ir,.

A. Personal Interview ed;ts Screening of Applig$ion
C. Aptitude test ffi *D Grolg Discussioh' .'
a) dcab b) bcdad*.%'' c) cadb CI'-&) abcd

-*. W= t-

97.

98.

96.

99.

100.

x aptit,qsmffin qY
a) io undeistand your tectgffiowhdge b) to undeis&nti your behavior

r) to understand your bffiffibility d) All of$re above

---J,

How should vou rrwffi.cessfully for your rnrcffiwz
a) know the compffirofile b) ""tnow yourself - strengths / weakness

c) review comgfsSnterview questions d) All of the above
;qm J \'v, rvvrvvv f\ --/

.{SM"r *ryd.
What is thp n&#common form of coffition in Professional situations?

a) Summdl# b) Conclusiol ' c) Para phrasing d) Precise writing
' ,* 

*,%sltr 
d$r

a)

c)

ic listening
ical listenrnffi

:i,qs$s,t
,tr''

,(

'iqS'q

,r;

+qffi#'dP;4$'

t#f*"t
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