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Instructions for Candidates

1.  Write your Roll No. on the top immediately on receipt of this question paper.

2. All questions are compulsory and carry equal marks.

3. All questions of each Part (A and B) should be attempted together.

4. Answers may be written in Hindi or English but the same medium should be
followed throughout the paper.
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SECTION A (W8 &)

1. Define communication and explain the objectives of business communication.
(3,7)
OR

Define oral communication. Explain in brief the methods used for oral

communication. (3,7)
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2.  What do you understand by the term ‘Barrier to Communication’ ? Explain the
main barriers to communication. (3,7)
OR
Explain the need and qualities of a business letter. (3,7)
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SECTION B (@vs @)

3. (a) Write a letter to a buyer acknowledging his order and request him to give
more time to send the goods because of transport strike. (10)

(b) M/S Sohan & Bros, electronic dealer, has changed the place of business to
more suitable premises on account of expansion of business. Draft a circular
letter to their customers intimating change of address. (10)

OR

(a) One of your customers had placed order with you and you are not able to
execute the order. Write a letter to your customer stating the reasons for not
executing the order. (10)

(b) Central Bank of India has opened an ATM facility in a remote area/Karol
Bagh. The manager writes to the existing customers to make use of the ATM
facility. Write to them to apply for the ATM facility of the bank so that the
Bank can process their cards to avail the facility. (10)
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Write a letter to ICICI Bank asking for overdraft facility upto an amount of
Rs. 3 lakhs for your company named M/S Ahuja & Co. (10)

Your business premises are insured against fire by General Insurance

Corporation. Write a letter to the insurance company informing about the

fire and loss to the business premises. (10)
’

OR

Write a letter to the branch manager, Canara Bank for stopping the payment
of a cheque issued by you to the stock broker for not executing your order
of purchase of shares. (10)

You have appointed a sales representative to promote sales of your company
in Punjab and Haryana. Draft an appointment letter stating the duties and
other working condition of your sales representative. (10)
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5. Write short notes on any three of the following :
(a{) Ante Dated Cheque |
(b) Blocked layout of Letters
(c) Video Conferencing
(d) Horizontal Communication
(¢) D/D or STD (5,5,5)
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