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Instructions for Candidates

1. 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 (¥WRT &) =

1. “Effective communication is today’s need of a Business” comment. Describe the

objectives of Business Communication. - (10)
OR

-Explain the merits and demerits of formal channels of communication. (10)
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2. How socio-psychological factors and semantic factors cause barriers to effective

communication ? Discuss. (10)
OR

How will you make an effective business letter ? State the qualities required while

drafting a business letter. (10)
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PART B (¥t @)

3. (a) Draft a final reminder from M/S Jain Traders, 15G Deepika Tower, Sonipat,
Haryana to M/S Surjitt Bros., 47 Shivaji Market, New Delhi-intimating of

~ initiating legal action for non-payment of dues. (10)

(b) Draft an application in response to an advertisement in The Hindustan Times,

for the post of Sales Manager. _ ' (10)
OR

{a) Write a circular letter from Diﬁesh Electronics Ltd, 23 Club Road, Kolkata

to the customers announcing the shifting of premises. (10)
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Write a letter of complaint against poor quality of goods supplied from
M/S Krishna Trading Co., Pall Mall Road, Kolkata to the -Eastern Tea
Company, Quetta Road, Darjeeling. (10)
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Write a letter to the Manager of a natlonahzed bank asking reason for
dishonouring a cheque issued by you. ' ' ‘ (10)

Draft a letter of claim to the Manager, Life Insurance Corporatibn of
India, Branch No. 24 B, SV Road, Andheri, Mumba1 on the death of the
assured. (10)

OR

Write a letter to the Post Master, Gol Dak Khana, New Delhi, claiming
damages for the delivery of spoiled goods. (10)

Write a circular letter from M/S Sudesh Electronics Ltd. of Patna, to the
customers announcing the establishment of a New Branch. (10)
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5. Write short notes on any three : (3x5=15)

(a) Principles of Communication
(b) Verbal & Non-verbal communication
(c) Mobile Phone
" (d) Grapevine
(€) Methodé of communication
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