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(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 two questions from Part 1 and
any five questions from Part II including

Question No. 10 which is compulsory.
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Define communication and explain why business
communication i I5)e;<:d<:cl_ in the present time, ,
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Briefly explain the different barriers to effective

communication.
wurEl Hur & fafir= sedel = wéw d we wifT
Explain the importance of clarity, completeness and

conciseness in effective communication.
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M/s. AB & Sons have not placed order with you for
a long timé. Write a letter 1o them to revive business

relations.
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Write a letter to Insurance Company-informing abgut the
loss of goods in your godown due to fire-which is covered

by the insurance policy with them.
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Write a letter to the Bank Manager complaining about

wrong entries in the bank statement of your account.
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Write a reminder to your customer about delay in payment
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for goods supplied by you.
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In response to an advertisement for the post of Sales

Manager in a big computer selling company, apply for the

same.
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Explain the different parts of a business letter.
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IV (a)
(b)
(c)
(d)
(e)
)

i

(4)

E.&OQ:EL 03 o

Demand dkaft

Indent forin in business letters -
Agenda '

FAX

Bearer Cheque.
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