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The maximum marks printed on the question paper
are applicable for the students of the regular colleges
(Cat. ‘4’). These marks will, however, be scaled up
proportionately in respect of the students of NCWEB at
the time of posting of awards for compilation of result.

Note :— Answers may be written either in English or in Hindi: but
the same medium should be used throughout the paper.
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Attempt any two questions from Part 1
and Five questions from Part 11 including
Q. No. 9 which is compulsory.
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PART T (31 I) (2x10)

1. {a) Distinguish between Pager and Short Message.
Service (SMS).

(b) Distinguish between Internet and Intranet. What
are the advantages of Internet?
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2. (a) What is e-mail ? What are its advantages & what

guidelines do you suggest for writing e-mail
message ?

(b)"Why is it necessary to maintain records in an
office ? Explain.
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3. (a) What are office forms ? How does a well designed
form helps in collecting data ?

—

(b) What do you know about video conferencing ?
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PART II (3wt II) (4x10)

1.  Write a letter to your Bank asking for education
loan of Rs. 3 lakhs to help you pay your tuition fees’
and other charges for 5 years for pursuing MBBS

course.
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2. You are maker of paints and you intend introducing
new type of paint. Write a letter to all your dealers
informing them about qualities of new product and
new schemes and incentives offered on the sale of

new product.
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3.

Explain the structure of business letter.
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Write a letter to M/s. Khaitan Electricals placing

“order for the supply of 150 fans of different sizes for

your organization, under the Bulk purchase scheme.
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One of your customers had purchased garments worth
Rs.. 45,000/~ on credit but has not paid even one rupee
during the last three months. You have already sent
him two reminders. ‘Write him the third strong reminder
to make him clear the dues.
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One of your customer.s has protested against the
wrongful dishonoring of his cheque by your Bank,
although he had enough balance in his account. You,

"as Bank official write him a letter informing the other

reasons for dishonoring the cheque.
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7. BSES has sent you electricity bill of Rs. 92,000/- for
clectricity consumed by you during the last one month
which you find is highly exaggerated and unfair. Write
them a letter protesting against this and asking them
to make enquiry and corrections.
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8. Inresponse to an advertisement in The Times of India,
write an application to Mlanager, HR Department,
" Boyce & Boyce Co. for the post of Sales Manager.
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9.  Write notes on any three of the following :

(a) Post Script
' P.T.O.
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(b) Body of letter
(¢) Demand Draft
(d) Office Manual
{e) Agenda
(f) E-mail
() Continuous Stationery {3x35)
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