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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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Note . - The maximum marks printed on the question paper are
' applicable for the students of Category “B”. Thex
marks will, however, be scaled down proportionately in
respect of the students of regular colleges. Category
“A” at the time of posting of awurds tor compilation

of result.
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Attempt any mo questions from Part | and
any five questions from Part Il including

question no. 9 which is cumpulsory.
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Explain the importance of communication uied in an organization.
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Explain the upward and horizontal type of communication in

an organization.
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What are the organizational and personal barriers to

communication ?
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Explain the Seven C’s of good communication.
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Write a letter to0 vour customer explaining your inability to
supply the goods ordered by him a few days ago. Instead
offer him an alternate product almost of same price, but under

different brand name. 15
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Draft a complaint to the Divisional Manager, Railways regarding
the missing of one of the bags sent by vou to Kolkata, Ask
them to conduct inquiry int(_) the matter, fix responsibility so

that you can claim insurance for the same. 15
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Write first reminder to one of your clicnts who has not made
you payment for the goods ~orth Rs. 50,000 purch.sed by

him from you three months hack. 15
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Draft a circular letter to all your customers, dealers tnforming
them about introduction of a new member in vour partnership
firm, I3
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Your business ts passing through a bad phase. Write a letter
}
to your Bankers asking them a short term loan. say for 3

months, of Rs. 15 lakhs to help you come out of the financial

Crisis. 15
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Write a letter to Punjab National Bank. asking them to stop
payment of a cheque issued by you in favour of Mss. Chadha

Sons for Rs. 1,24,000. 15
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Write a letter to M’s Sports International, Jalandhar applying
'

for Agency of their sports goods, mentioning therein all your

plus points in support of your Agency ? 15
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On behalf of Mis National Insurance Co. write 2 letter to
Mis Bharat Plywood t‘o. rejecting their claim of fire
insurance for Rs. 5 lakhs mentioning the reasons for the

same, . 15
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Write notes on any three of the following : 3%5
(@}  Enclosures
(6  Acknowledgement
{¢)  Grapevine
(d) Bad Debts
{¢) Intemnet

) Credit note.
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