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Instructions for Candidates

1.  Write your Roll No. on the top immediately on receipt of this question paper.
2. All questions of Section A, B and C are compulsory and should be attempted
together.
3. All questions of Section A & B are carrying 10 marks each. Questions of Section
C are carrying 5 marks each.
4. Answers may be written either in English or Hindi; but the same medium should
be used throughout the paper. ‘
B & forg fdm
2 @US W, W IR A D AN weT A 3 IR wh w @ IR uw @ A
3 WUS® IR WD W TTT 10 5F B 2| WIS WD @ U 5 IR R B |
4. TE G-I HT IR SN A1 B A ven s # A, AfRT ot SR @ e g

& BT WIEY |

" SECTION A (@UE &) o

Attempt any two Questions, each carry 10 marks :

(i) What are the objectives of Business Communication ? Explain.
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(i) Explain the structure and layout of a good business Letter.

(iii) Define oral communication. Explain in brief the methods used for oral

communication.

(iv) Describe any four principles of Communication.
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2. Attempt any two Questions, each carry 10 marks :

(i) Your company wants to buy computers and printers. Invite quotations from

M/s Maple Computers supplying computer peripherals.

(i) Write a letter to your customer intimating about the dispatch and delivery of
goods within 15 days’ time through Local Transporters, Chennai.

(i) Write a letter to a buyer acknowledg,mg hlS order and request h1m s glve
more time to send the goods because of transport strike.

(iv) Write a letter to State Bank of India, Indoor to stop the payment of cheque
due to delay in delivery of goods.
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3. Attempt any two Questions, each carry 10 marks :

(i) You are the head of a newly opened.branch of your company in a metropolitan
city. Write a letter to your prospective customers introducing your company
and the product range of Air Conditioners.

(i) You are an Administrative Officer of NTPC India. Write a letter to an
Insurance firm — M/s General Insurance Co. to insure a consignment of
goods from Calcutta to J & K for the amount of Rs. 2,00,000/-.

(i) Draft an application to the Adviser, M/s Millennium Oil Corporation, applying
for the post of Supervisor giving your detailed biodata about your
qualifications, age and experience.

(iv) Write a letter to a Punjab National Bank — reference bank, asking for the
financial reputation of the buyer who has asked for credit facilities.
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4 Write short notes on any three, each carry 5 marks :
(i) Demand Draft
(i) Mobile Phones

(iii) Encoding and Decoding of Messages
(iv) Grapevine:
(v) Electronic mail
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