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Instructions for Candidates

1.

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. Al questlons of Section A & B are carrymg 10 marks each. Questions of Section
C are carrymg 5 marks each.
4." -Answers may be written either in English or Hindi; but the same medium should
be used throughout the paper. o
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SECTION (IEN%' &) -

Attempt any twoQuestions, each carry 10 marks:

(i) Explain the term communication. Explain the importance of ‘effective
communication.

- PTO.




6669 2

(i) What are the advantages and disadvantages of written communication ? Under

what circumstances would you prefer oral communication ?

(iiiy What are the communication barriers ? How would you overcome them ?
Explain any two.

(iv) What are the different types of Business letters ? Explain and discuss.

8l Ayl B AR | TAF FFT 10 R w2 )
(i) WRW@WWIW@W%W@W%@
(i) fofera dom & ol ik wfval Y wrEy | foeeT aRRufedl ¥ o AR AR @
e HA 7 |
(i) TOR & s w0 T 7 mﬁ%&aﬁﬁ?w%%aﬁm
Y |
(iv) ==am o @ Rt feel @ € ? aren sk faaa i |

SECTION B (@ve )

2. Attempt any two Questions, each carry 10 marks :

(i) One of your customers had placed an order with you and you are not able

to execute the or_dgﬁr_,wi»thint the stipulated time. Write a letter to your customer, ., . .. .

stating the reasons-for not-executing the order.

(i) Write a letter to M/s Ahuja Furnitures Furnishing Co. inviting quotation for

office sofa set and wooden chairs. Also enquire about the price and terms/

conditions for payment and delivery.

(iii) Draft a letter of complaint on behalf of M/s Neelam Builders of Noida to

M/s Princely Cement.Co of Shakurbasti, Mumbai regarding the inferior quahty

of cement; aluminum pipes and gates received from- them::

(iv) You have received a letter from one of your customers, inquiring about the
price of Photocopier machine you deal in. Write a suitable reply to the
above letter giving the price and terms upon which you are willing to supply
him the machine. '

L e e




6669 | 3
"ﬁ?-‘-é"fa}nﬁa%ﬁﬁimu@aa‘mm 3R w2

(i) oD v WEw S v IR v o K v 3@ IRw F swe W §
fFroqiee @ o T ¥ | S WEE B IRW B FAERT T A I D RO
Jeohe T g¢ U A Foifa

(i) ¥ -amen S WM ST @ T o R ok wRie @ Re

AERE R TG N HfA & fig Feww T 1 T R I Fa, R o

3R Rl =it ot = afsg
(iif) 4&F e Reed, e R R A Jad Biaeh Wie T, Taged, wad |, 3@
o e, T el ok A @ e e @ WY fea @ o
o WY R @R

(iv) maﬁ@m%mﬁmgm%ﬁmﬁmmmﬁqtﬁ
E & R ¥ g 2 AR 1 HR & | I T W I Ie R R
I A A A 3R I wel ) faw R W e Wi werd ) & R
e ¥ | o o

Attempt any two Questions, each carry 10 marks :

() South Bank is opening its new branch in Kamal Nehru Marg on December -

8, 2015. Write a letter to your customers inviting them to offer higher rate

of interest on Fixed Deposits at the opening ceremony.

(i) Write a letter to the Bank General Manager asking for overdraft facility of
two lacs rupees. '

(1i)) Draft an application letter with detailed biodata for the interview to be held
for the post QAf,,Qﬁﬁ:ce.:Mgnager in M/s NDPC Limited Sonipat, Haryana.

-(iv) Your office buildihg was insured against fire by Oriental Insurance

Corporation. Write a letter to the Insurance Company about the claim for

compensation due to damages in the office building.
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SECTION C (@vs %) -

4. . ‘Write short notes on any three, each carry 5.marks ;.
(i) Sales letter
(ii) Saving bank account

(iii) Demand Draft
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- (V). Teleconfe_rengmg

(v) Non-verbal communication

7 Wﬁ%%ﬁqmﬁmwmymsﬁw’%r

$ (250)




