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Instructions for Candidates

[

Write your Roll No. on the top immediately on receipt of this question paper.
All questions are compulsory and carry equal marks.

2
3. All questions of each Part (A and B) should be attempted together.
4

Answers may be written either in English or Hindi; but the same medium should
be used throughout the paper.
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PART A (¥W1 &)
1. “Communication is a two way process”. Explain in this context the elements of
- Communication process. (10)
OR

Explain the various methods of communication. Discuss the merits and demerits
of written communication. (10)
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2. What are the main barriers of communication ? Give suggestions to remove
them. (10)

OR

What are the essential characteristics of a Good Business Letter ? - (10)
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3. (a) Write a letter of inquiry with self-introduction in response to an advertisement -
from M/S Shanti Construction Co, New Delhi to M/S V K Metal Industries
Industrial Area, Ludhiana. _ , (10) -

(b) Draft a letter of cancellation of order from M/S Jeevan Bros., Saharanpur
to M/S Ram Chandra & Co. of Mumbai expressing inability to supply the
goods due to shortage of stocks by the stipulated date. (10)

OR

(a) Write a letter from M/S Batliwala & Sons, 22 Kalbadevi Road, Mumbai to
~ M/S Fain Cloth Trading Co, 12 East Park, Kolkata, requesting them to,

furnish the name of trade reference. : (10)

(b) Write a letter from Shiv Kumar & Sons, 40 Anaj Mandi, Patiala to the
Manager of State Bank of India, Gandhi 'Chdwk, Patiala asking the bank to
stop payment of cheque. - (10)
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(a) Draft a letter from M/S Jain Cloth Trading Co., Calcutta to M/S Batliwala
& Sons of Kanpur refusing to grant credit. - (10)

(b) Draft a letter to the supplier (M/S New Wooleh Stores of Mumbai) from
M/S Krishna Readymade Garments Emporium, Lucknow, returning goods

of poor quality. (10)
OR

(a) Write an application in response to the advertisement in The Hindustan Times,
for the post of Secretary. (10)

(b) Write a letter from the District Magistrate to the Commissioner of Police to
be ready to meet a riot situation likely to break outin connection with
workers strike in a factory. - (10)
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5. Write short notes on any three : (5x3=15)
(a) Principles of Communication

(b) E-mail

(c) Grapevine
(d) Follow-up

(e) Account Payee
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