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Attempt any two questions from Part — I
and five questions from Part — II including
Q. No. 10 which is compulsory.
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1. Define communication and éxplain its
importance. 2+8=10
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2. What do you mean by grapevine communication ?
Explain its advantages and disadvantages. 3+ 7 =10
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3. Explain Diagonal/Crosswise communication and
its advantages and disadvantages. 3+7=10
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I.  What are the letters of enquiries in a business ?
What points should be kept in mind while writing
these letters ? 3+7=10
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What is the difference between Notification and
Proclamation ?
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Write a notice for the annual general meeting of
the ABC company giving agenda.
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Write a letter to the Directorate of Income Tax to
issue a PAN CARD to you on the basis of the
information supplied by you.
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You are a footwear maker. You are going to
launch a new foot wear range. Write a letter to
your dealers informing them about the new
product, its features and benefits to users.
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Write a letter to the Branch Manager, Citibank

for stopping the payment of a cheque issued by
you to the stock broker for not executing your
order for shares.
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7. M/s. Fine Arts & Co. ordered 20 sets of computer
processors and peripherals. Write to the client to
receive the same as their order.has been executed. 10
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8. Write a letter to Mr, Prakash asking him to
appear for an interview for the post of Chief
Accountant. 10
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9. Draft a circular letter informing your customers
regarding the termination of services of your

Zonal Manager. 10
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10. Explain any three terms : 3x§=15
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(b) Post-Dated Cheque

(c) Pay-in-slip book

(d PS.

(¢) Promissory Note
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