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 Q.P. Code :03755 

 

1   
 

[Time: Three Hours] [ Marks:100] 

Please check whether you have got the right question paper. 
N.B: 1. All questions are compulsory. 

2. Figures to the right indicate full marks. 
 

Q.1 a) Explain the following terms in 2-3 sentences (any 5) : 
1. Online interview 
2. Closed questions in an interview 
3. Quorum 
4. Agenda 
5. Fliers 
6. Group dynamics 
7. Standing committee 
8. House journal 

 

10 

 b) Match the following : 
                    A                                                               B 

1. Group discussion                                 a. Open House 
2. Resolutions                                            b. Interaction at the time of leaving an organization 
3. Internal Public Relations                     c. Technique for selection of a candidate 
4. Skype                                                      d. Decisions taken at a meeting 
5. Exit interview                                        e. Video-chat 

 

05 

Q.2  Write short notes on: (any four) 
1. Preparation to be made by a candidate before a selection interview 
2. Appraisal interview 
3. Role of the chairperson in a meeting  
4. Advantages and disadvantages of meetings 
5. Grievance interview 
6. WASP technique of conducting an interview 

 

20 

Q.3  Answer the following questions (any two): 
 

1. Define ‘Public Relations’. Discuss the measures taken by Public Relations Department to influence 
external publics of an organization. 

2. What are conferences? Discuss the advantages and disadvantages of conferences. 
3. Define ‘committees’. Discuss the importance and the types of committees in an organization. 

 

20 

Q.4  Attempt the following letters (any four) : 
1. Your college wishes to setup a new computer lab and needs to buy 50 computers. Write a letter of 

inquiry to Bharat Computers enquiring about price list and other details. 
2. A to Z stationery store had ordered a variety of pens from Star Pen Dealers. On receiving the delivery 

of the consignment they found that an entirely different set of articles has been sent to them. Draft 
their complaint and claim letter asking for replacement of goods. 

 

3. Write a sales letter promoting any one of the following products: 
i) A washing machine  
ii) A new brand of toothpaste 

(P.T.O) 
 
 

 
 
20 
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2   
 

4. Dr. M.Tharu of Mumbai ordered a mobile phone from ‘Trade line’-an online shopping portal and 
made the payment by credit card. The product never got delivered to him and the online shopping 
site has not responded to his complaints. 
Write a letter to Consumer Grievance Redressal Cell making a complaint about the issue & seeking 
adequate compensation. 
 

5. You had applied for a passport two months back and have not received any updates about it. Write an 
RTI query asking about the status of your application, the process of issuing a passport and the time 
taken for the same. 

 

Q.5  Draft a Business proposal to be sent to Prim and Proper Finishing School for starting a Basic computer  
certificate course in their campus on a revenue sharing basis. 
 

OR 
 

After receiving many complaints from students and teachers about the college canteen food of Excellent 
College, a committee of students and teachers was set up by the Principal to study the hygiene of the college 
canteen. 
Draft the covering letter and committee report making suitable recommendations. 

10 
 
 
 
 
 
 
 

Q.6  Draft the Notice and Agenda of the 5th Annual General Meeting of Deepak Fertilizers Ltd. Also draft the 
following resolutions : 

1. Declaration of dividend 
2. Appointment of Auditors 

 

10 

Q.7  Summarize the following passage: 
 
Australian scientists warned drivers and passengers of new cars that danger lurks within their brand new 
vehicles. It is not the soft fabric or the leather that encases comfortable bucket seats, or the shining new 
dashboard, or the designs of the sporty steering wheel that harbor the danger. It is the reassuring smell of the 
new car that spells danger. The odour actually contains high levels of toxic air emissions that can make the 
driver and the passengers ill. 
A research organization in Australia conducted a comprehensive research on three cars. Drivers were asked to 
keep logs on how they felt and reacted to the plush interiors of their cars. The researchers also carried out 
observations on the reactions of the drivers and at the same time interviewed them. The results revealed that 
the very smell of a new car that enthralls the new owner, contains high levels of toxic emissions. What is even 
more alarming is the fact that these toxic emissions are present in cars even after 6 months or longer of 
leaving the showroom. Anecdotal evidence during the study revealed that drivers were becoming ill when 
they drove their new cars. A lawyer reported being ill with headaches, lung irritation, and swellings for several 
days after collecting a new car and driving it only for 30 minutes. The Commonwealth Scientific & Industrial 
Research Organization (CSIRO) is Australia’s main scientific body. They conducted a research on the toxicity of 
the interior of new cars over a period of two year. Steve Brown, the head of the CSIRO’s air quality control 
research unit draws parallel between the home and the car. He says, “Just as air inside our homes and work 
place is often more polluted than the air outside, so sitting in your new car can expose you to levels of toxic 
emissions that are many times beyond health guideline goals.” 
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[वेळ: तीन तास] [ गणु:१००] 

Please check whether you have got the right question paper. 
N.B: 1. सवव प्रश्न सोडवणे. 

2. मळू इंग्रजी प्रश्न प्रमाण मानावेत.  

3. उजवीकडील अकं पणूव गणु दर्वववतात. 
 

प्र.१ अ खालील सकंल्पना दोन त ेतीन वाक्ांमध््े ललहा (कोणत्याही पाच ) 
1. ऑनलाईन मलुाखत 

2. मलुाखतीतले प्रश्न 

3. गणसखं््ा  

4. का्वक्रमपत्रिका 
5. हस्तपिके (fliers)  

6. समहू पे्ररकर्कती( group dynamics) 

7. स्था्ी सलमती  

8. गहृ्साधने 
 

१० 

 ब) जोड््ा लावा 
        अ                             ब 

1. गट चचाव                 अ) मोकळेपणाने(open House) 

2. ठराव                    ब) ससं्था सोडतानाची हहतगजु 

3. अतंगवत जनसपंकव           क) उमेदवार ननवडीचे तिं 

4. स्काईप                  ड) सभेत घेतलेले ननणव्  

5. बहहगवत मलुाखत           ई) दृकश्राव्् सवंाद 
 

०५ 

प्र.२  हटपा ललहा (कोणत्याही चार) 
१. उमेदवाराने ननवड मलुाखतीसाठी कराव्ाची त्ारी 
२. मलू््मापन मलुाखत 

३. अध््क्ांची सभेतील भलूमका 
४. सभांचे फा्दे आणण तोटे 

५. तक्रार ननवारण मलुाखत 

६. मलुाखतीतील WASP तिं 
 

२० 

प्र.३  खालील हदलेल््ा प्रश्नाचंी उत्तरे ललहा (कोणतहेी दोन) 
1. जनसपंकावची व््ाख््ा सांगनू ससं्थेतील सबंधंधत बाह्् जनतवेर प्रभाव ननमावण करण््ासाठी जनसपंकव  

ववभाग का् उपा् करतात ्ावर चचाव करा. 
2. पररषदा म्हणजे का् त ेसांगनू पररषदांच ेफा्दे आणण तोटे ललहा. 

(पढेु पहा) 

२० 

B8AFF6D7105AA0440A55AF176376F018



B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

B8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8B

8A
FF

6D
71

05
A

A
04

40
A

55
A

F1
76

37
6F

01
8

 
 Q.P. Code :03755 

 

4   
 

3. सलमतीची व््ाख््ा सांगनू ससं्थेतील सलमत््ांचे प्रकार आणण त््ांचे महत्व ्ावर चचाव करा. 
 

प्र.४  खालीलपकैी कोणत््ाही चाराांवर पि लखेन करा: 
1. तमुच््ा महाववद््ाल्ात एक नवीन सगंणक प्र्ोगर्ाळा त्ार करा्ची आहे , त््ासाठी ५० सगंणक 

ववकत घ््ा्च ेआहेत. ्ाबाबत भारत कॉम्पटुर ्ांच््ाकड ेदर पिक व इतर अटी-नन्मांची माहहती 
मागवणारे चौकर्ीपि त्ार करा. 

2. स्टार पेन डीलसव कडून ए टू झेड स्टेर्नरी स्टोअर ्ांनी ववववध प्रकारच््ा पेनांकाररता आदेर्पि 
पाठववले होत.े माल लमळाल््ानतंर आलेल््ा वस्त ूआदेलर्त वस्तूपेंक्ा वेगळ््ा होत््ा. ्ा बाबतचे 
वस्त ूबदलनू देण््ाबाबतचे तक्रार पि त्ार करा. 

   ३.  खालीलपकैी कोणत््ाही एका उत्पादनाच््ा ववक्रीत वाढ होण््ासाठीचे ववक्री पि त्ार करा. 
       1. धुलाई ्िं 

       2. नवीन बॅ्रडच ेदंतमजंन 
 

   ४.  मुबंईच््ा डॉ. थारू ्ांनी ‘टे्रडलाईन’ खरेदी कें द्रावरून एका मोबाईलफोनची ऑडवर (मागणी केली) हदली 
होती व के्रडीट काडावने पसै ेहदले होत.े पण ही वस्त ूत््ांना लमळाली नाही आणण त््ांच््ा तक्रारीकड ेऑनलाईन 
खरेदी कें द्राने अजजबात लक् हदले नाही. ्ा सदंभावत ग्राहक तक्रार ननवारण मचंाकड ेनकुसान भरपाईची 
मागणी करणारे तक्रार ननवारण पि त्ार करा.  
  

   ५.  पारपिासाठी अजव करून दोन महहन्ांचा कालावधी होऊन सदु्धा तमु्हाला त््ाबद्दलची काहीही अद््ावतं 
माहहती लमळाली नाही. तमुच््ा अजावची जस्थती, पारपि अजव प्रक्रक्र्ा ंआणण त््ासाठी लागणारा वेळ ्ा 
सदंभावत चौकर्ी करणारे माहहती अधधकार पि त्ार करा. 

 

२० 

प्र.५  वप्रम अॅप्ड पॅ्रापर क्रफननलर्गं स्कूलच््ा आवारात तमु्हाला मलुभतू सगंणक प्रमाणपि कोसव सामान्क महसलू 
आधारावर सरुु कराव्ाचा आहे. ्ासाठीचा व््वसा् प्रस्ताव त्ार करा. 
 

क्रकवा 
 

एकसलटं महाववद््ाल्ाच््ा ववद््ाथी आणण लर्क्कांकडून महाववद््ाल्ाच््ा उपहार गहृातील 
खाद््ापदाथाांबाबत अनेक तक्रारी असल््ामळेु प्राचा्ाांनी ववद््ाथी आणण लर्क्कांची एक सलमती नेमली आहे. 
उपहार गहृाच््ा स्वच्छतचेा अभ््ास करून त््ा बद्दलचा सलमती अहवाल ्ोग्् त््ा लर्फारसींसह त्ार करा. 
 

१० 

प्र.६  दीपक फहटवला्झसव लल. कंपनीच््ा पाचव््ा वावषवक सभेची सचूना, का्वक्रमपत्रिका त्ार करा. तसेच खालील 
मदु््ांबाबत ठराव ललहा. 

१. लाभांर् जाहीर करणे 

२. लेखा परीक्कांची नन्कुती 
 
 
 
 

(पढेु पहा) 
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प्र.७  खालील उताऱ््ाचे (इंग्रजीमध््े) सारांर् लेखन करा. 
 
Australian scientists warned drivers and passengers of new cars that danger lurks within their brand new 
vehicles. It is not the soft fabric or the leather that encases comfortable bucket seats, or the shining new 
dashboard, or the designs of the sporty steering wheel that harbor the danger. It is the reassuring smell of 
the new car that spells danger. The odour actually contains high levels of toxic air emissions that can make 
the driver and the passengers ill. 
A research organization in Australia conducted a comprehensive research on three cars. Drivers were asked 
to keep logs on how they felt and reacted to the plush interiors of their cars. The researchers also carried 
out observations on the reactions of the drivers and at the same time interviewed them. The results 
revealed that the very smell of a new car that enthralls the new owner, contains high levels of toxic 
emissions. What is even more alarming is the fact that these toxic emissions are present in cars even after 6 
months or longer of leaving the showroom. Anecdotal evidence during the study revealed that drivers were 
becoming ill when they drove their new cars. A lawyer reported being ill with headaches, lung irritation, and 
swellings for several days after collecting a new car and driving it only for 30 minutes. The Commonwealth 
Scientific & Industrial Research Organization (CSIRO) is Australia’s main scientific body. They conducted a 
research on the toxicity of the interior of new cars over a period of two year. Steve Brown, the head of the 
CSIRO’s air quality control research unit draws parallel between the home and the car. He says, “Just as air 
inside our homes and work place is often more polluted than the air outside, so sitting in your new car can 
expose you to levels of toxic emissions that are many times beyond health guideline goals.” 
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