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Answer any oo guestions from Pait A and
v five questions fram Part B oincluding
Question Moo 10 which is compulson.
A questions of each part {A and B} should

be attempted together.
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Why is communication so important to an organization 7 How

does it relate the organization 1o the outside world ? 10
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What is written communication ? Explain its advantages and

limitations. 10
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How 1o remose barriers 1o communication 10
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What is a sales-letter 7 What are the objectives of sales
fetter ? 10
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Write a circular letter informing your customers regarding shifting

of your showroom trom South Nelhi 1o Karol Bagh. 10
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Write letter 1o bank manager for stop payment of a cheque which

vou lost somewhere. 10
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Write a letler 10 Vs S Chand and Co.. Ram Nagar. New Delhi-
L0035 reminding ther to mithe payneent of debts which are fong

overdue. 10
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Wrile a reminder to sour custosher to pay the amount which has
not paid vou for a long time. Offer hin to pay in three instalments

il he cannot pay the {ull amount in one go. 10
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Your business premises are msured against fire by General
Insurance Corporation. Write a letier to the insurance company

informing about the fire and loss to the business premises. 10
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Write noles on any five :
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PAN

Postal Order
Current Account
Pay-in-slip Book
Enclosures
Bearer Cheque

Speed Post

Video Conferencing.
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