
[This question paper contains 4 printed pages.] 

Sr. No. of Question Paper 5179 D Your Roll No ........•....... 

Unique Paper Code 241157 

N arne of the Course B.A. Programme (Discipline Course)- Commerce : 

Office Management & Secretarial Course 

N arne of the Paper 1(a): Business Communication 

Semester I 

Time : 3 Hours Maximum Marks : 7 5 

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 Section (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 (-m Q;) 

1. What is the significance of 'effective communication' in Business ? What 

factors will you keep in mind while selecting about any means of communication ? 
(3,7) 

OR 

P.TO. 
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Define Written Communication. What are the merits and demerits of written 

Communication ? (3,7) 
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2. Explain various types of communication. Differentiate between upward and 

downward communication. (7 ,3) 

OR 

What arc the essential characteristics of a Good Business letter ? ( 1 0) 

SECTION B (~ Gr) 

3. (a) Draft a letter of complaint on behalf of M/s Sarika Enterprise of Greater 

Noida to Mls Reliance Industries. Mumbai about inferior quality of watches 

received from them. (10) 

(b) Write a letter to a firm enquiring about the price of Laptops along with the 

Terms and Conditions of sale and delivery in which your firm M/s Maroon 

Products Limited is interested to purchase. (10) 

OR 

(a) You have received an order from M/s Dora Enterprises about delivery of 

cotton clothes. Write a letter acknowledging his order and requesting him to 

furnish the terms and conditions for delivery of goods. (10) 
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(b) Write a letter to M/s Yerman & Sons reminding them to make a payment of 

debts which are long overdue. (10) 
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4. (a) M/s Promila Enterprises, Electronics Goods Dealer, have changed the place 

of business to more suitable premises at Pinaccle Mall, Green Park on account 

of expansion of business. Draft a circular letter to their customers intimating 

change of address. ( 1 0) 

(b) Write a letter to the General Insurance Company for an early settlement of 

theft claim that you had filed recently. ( 1 0) 

OR 

(a) M/s Chandran & Chandran appoint Mr. Vineet Sharma as Manager in the 

grade of Rs. 15600-21000/-. Draft the Appointment Letter. (1 0) 

(b) Draft a letter to the Managing Director, M/s Tata Consultancy, applying for 

the post of Office Executive giving your personal details, qualification and 

experience. ( 1 0) 
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5. Write short notes on any three of the following : 

(a) Oral Communication 

(b) Barriers of Communication 

(c) Dishonour of cheque 

(d) Short Message Service 

(e) Layout of Business Letter 
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