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Answer any two questions from Part A
and any five questions from Part B including
Question No. 10 which is compulsory.
WWOw @ @R g ook ww @ @
AT g9 FE 10 Al ot e #fr
TE&F WM @ qF 9T @ ar-ar 3w

PART - A
(v ‘w’)

1. What is grapevine communication ? What are its

advantages and disadvantages ?

T FHER ARG W0 ¥ = oqed 27 @R ww

-3 & 7

2. Explain communication process.

T wfEar Y Ewen 6w |

3.  What is horizontal communication ? How is it different

from diagonal communication ?

FHRIAT AT ¥ T Aeqd 2 7 qe et i A R yeR

e 2 ?
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PART - B
(v ‘@)

4. You have received an order from a new customer.
Write a letter acknowledging his order and requesting

him to furnish a trade reference. (10)

AT T Y WEF & U Haeyl WS 3 2 | Iq HART
A FER TR FC I A AARE Fael I H1 FA
FA §T UH uF fofaw

5. Draft a letter of complaint on behalf of M/s. XYZ
& Co., of Indore to M/s. ABC & Co., Delhi,
regarding the inferior quality of goods received from
them, (10)

TS U, 1. 9. TS HO, ToR N 3K @ Aeel T AL o
HY, fieet I W W A uEdn & AR A
T el U9 R WET 9aR SR |

6. Write an application for the post of Management
Trainee in the department of Data Processing, in

response to an advertisement in a newspaper. (10)

TAER T X Y AT ® 9eR ¥ o s e %
WEU-WEEOTl @ e @ fv U sm¥ew uw fiRaw |
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7.

Write a letter to State Bank of India, to apply for a
loan for purchase of machinery that will help to

increase your business to new heights. (10)

I FRER A 2 SUEA W A 9 ¥ I e @
WE @ ol F=u & fow smeard swwiw RT3 @ v
T3 fafae

Write a letter to the bank manager for stop payment

of a cheque which you have lost somewhere. (10)

I BN FE @Y T FF D AR F AdA A A gaerw
+ TE T fofew

Write a final letter asking for payment, from your
customer, before moving to a legal action in this
regard. (10)

I AES & fawg FE FFA FREE F@ A 7d IV qEE
T D fore v sfew T fofee |

10. Write notes on any five :

(i) Fully block form in business letter

(i) Agenda
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(iii) Revenue Stamp

(iv) Crossed Cheque

(v) L.T.C.

(vi) Office Memorandum

(vii) S.M.S.

(viii) Dishonouring of cheque
sl drar w o fofew

(i) =meafds o= ¥ i s w9

(vii) . TA T
(viii) = T IR

(5x3=15)
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