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Note -—

The maximum marks prinied 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.

Answers may be written either in English or in Hindi;
but the same medium should be used throughout the
paper.
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Answer any e qucs!i('ms from Part A and
any five questions from Pan B including
guestion No. 10 which is compulsory.

All questions of each part (A nad B) should be astempted together
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Part A
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k. Define communication and explai its importante. It
FHifeg i

2 What are the objectives of business communication 7 10
STafE I TR B O Svd B 8 7
3 Explain the importance of conciseness and courtesy in

comminication, 10
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Part B
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You have received an order tor 20 boxes of "Raja’ soap. Write
a letler 1O YOUr CUSLOMET CXPressing inability 1o accept this order
as the ordered soods is out of stock and offer him other
brand. 10
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W-ite a letter from the Head of Department of Commerce to the
Vize-Chancehior of the 1iniversisy of Delhi suggesting modification

¢

in the curriculumt of B A. {Prograniise; Course Paper Office

Minagement and Secretarial Practice. 10
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Write a leiter 10 Mi's ABC & Co. seeking clarification about certain
items given in their catalogue and ask for samples. as detailed

specifications are not given therein, 10
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You have decided to terminate the agency of your
newly appointed agent. Write a letter to inform the agent for

this purpose. i0
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As a director of a company, write a letter to your employee

confirming his services, 10
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~ Explain the diffesent parts of a business letter. 10

=EETE TF § fafae s F W R

Write notes on any five : 5»3=15
M E-mail

) Credit note

) Overdraft

1G] Vouchér

(55 PBX

(6) Money Order

(7)  Courier Services

8 Pass Book,
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