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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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Part-1
wT-1
What do you mean by oral communication ?

Explain its advantages. 3+7=10
3T TR W07 & T TR § 7 T A W i |

What is the process of communication ? 10
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Define  communication and explain its
importance. 3+7=10
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Part-1II

11
M/s. A.B. & Sons have not placed order with you
for a long time. Write letter to them for revival of
business relations. 10
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Write a reminder to Manager, General Insurance
Company for an early settlement of a claim made
by you a month before, on account of the theft of
your car. :
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Write a letter to Insurance Company informing
about the loss of material in your godown due to
fire and asking for early settlement of the claim.
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In response to an advertisement in the newspaper.
write an application for the Job of Sales
Representative in a company selling computers.
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Central Bank of India has opened an ATM
facility in Karol Bagh. The Manager writes to the
existing customers to make use of the ATM
facility. Write to them to apply for the ATM
facility of the Bank so that the Bank can process
their cards to avail the facility.
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Write a letter to Disco Courier company for delay

in delivery of letters containing important
documents. 10
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Draft a notice to shareholders for the annual
general meeting of the company. , 10
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Write a letter to a buyer acknowledging his order
and request him to give more time to send the
goods because of transport strike. 10
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Write a reminder to your customer about delay in

payment for goods supplied by you. . 10
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Write short notes on any three : 3x5=15

(a) Demand draft

(b}  Block form in business letter
(¢) Circular

(d) Format of a business letter
(e) Video conferencing

e o @ e <l e oot foftaa
(®) HMu

(@) = v e T3 e
(M uRmx

(&) =HEETES T IR

(¥) difsa s

4 1,000



