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iiirite your Roll No. on the top immediately on receipt of this question paper.)

Note ; -~ The maximum marks printed on the question paper are
applicable for the students of the Regular Colleges
(Categor'y. "A"). These marks will, however, be scaled up
proportionately in respect of the students of NCWEB at the
lim.e of posting of .awards for compilation of result.

Nate - Answer—s may be wrilten cither in English or in Hindi;
but the same medium shoutd be used throughout the
paper.
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All questions of Sections A, B an;i C are compulsory
and should be attempted together:
All questions of Sections A and B are carrying 10 marks’ each.
Questions of Section C are carrying 5 marks each,
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.Anempt any two questions (each carries 10 marks) :
(N What is the significance of “cffective communication’
in Business ? What factors will you Keep in mind while
' selecting about any means of “communication ?
(#)  Define oral :communication. Explain in brief the methods

used for oral communication,



mﬁ Describe any four principles of communication,

(i) -What do you mean by communication barriers ?
What are the common barriers 1o effective
_.communication ?
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Attembt any heo questions -_(cahch carries 10 marks) :

{7  Your company ‘wants to buy c_omputerls and printers,
Invite quotations from the firms supplying computer
peripherals.

(i)  Write a letter to your customer intimating about the
dispatéh of goods and delivery of documents through
Kotak Bruhendra Bank, Old Mumbai.

(iii) Write a letter to a buyer acknowledging his order and
request him to-give more time to send the goods
because of tran;pon strike.

(iv)  Write a reminder to your cusiomer about delay in

payment for gobds supplied by you.’
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Attempt any fve questions (cach carries 10 marks) ;-
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A
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You are the head of a sewly opened branch of your
company in a metropolitan city. Write a letter to your
pmsbective customers introducing you-r company and
the product rang‘e.

Write a letter instructing: an insurance firm M/s Oriental
insurance Co. to insure a consignment of .goods from
Bombay to New Delhi for the amount of Rs. 98.000.
Draft a letter to the Executive Director of M/s Indian
Qil Corporation, épplying for the post of Business
Executive giving your qualifications, age and experience.

Write a letter to a referee asking for the financial

reputation of ihe buyer who has asked for credit

facilities.
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Writé shor} notes on any three (each carries § marks) :

()  Computers °

(i) Essentials of good Business Letter

(i) Encoding and Decoding of Messages

(iv) - Grapevine

()  Electronic mail.
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