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Time : 3 Hours Maximum Marks : 75

(Write your Roll No. on the top immediately on receipt of this question paper,)

The maximum marks printed on the question paper
are applicable for the students of the regular colleges
(Cat. ‘A’). 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.

Answer any fwo questions from Part I and
any five questions from Part 1 including

Question No. 10 which is compulsory.
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Define communication and explain its importance in a
!

busmess wor]d
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Explain..the Pros and limitations of downward

communication.
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Explain “the importance’ of completeness and clarity in

e .
communication.
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" "You have received an order for 20 boxes of ‘King’ soap.

Wrile a letter to your customer expressing inability to accept

this order as the ordered goods i is out of stock and offer

him other brand
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In response to aﬁ advertiserent in a newspaper, write
an application for the job of sales representative in a

company selling computers.
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You _have got adm_iésion in MBA program of a prestigious
institute. Write a letter to the Bank Manager requesting
him to give you an education loan of ¥ 5,00,000.
TR T whifted weam & . . T Fdwn § ofgen
fiem &1 &% w2 500,000 & N w23
W AWE W gu W fafEw

Draft a circular letter for your customers informing them
about the retirement of a partner from Vour firm.
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Write a complaint letter to the selling company for delivery
of defective machine with a request-for prompt action

in this regard.
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Write a letter to Insurance Company requesting them

to settle your claim in respect of goods destroyed by

fire in your showroom last month. You have already

completed the. formalities as instructed by the Insurance

Company.
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Write notes on any three of the following :
{(a) _ Enclosures

() Indent form of a business letter

(¢) Bearer Cheque

@) FAX,,;

(€) 3y Post-Script

(/) Agenda.
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