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All questions of Sections A, B and C are compulsory and should be attempted together.
All questions of Sections A & B are carrying 10 marks each.
Questions of Section C are carrying 5 marks each.
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SEcTION A (WTT &)
1. Attempt any two questions, each carrying 10 marks:
(i) What are the essentials of a good business letter?

(i) Explain the various types of communication on the basis of flow with advantages and
disadvantages of any two.

(iii) What is the significance of ‘effective communication’ in Business? What factors will
you keep in mind while selecting any means of communication?

(iv) Describe the different methods to overcome communication barriers.
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SEcTION B (9T @&)

Attempt any two questions, each carrying 10 marks:

(i) Write a letter to M/S AO Smith, Shahdara Extension enquiring about the latest and
energy saving models of Water Heaters, its specifications, price along with the terms
of sale and delivery, in which your firm is interested.

(i) Place an order with M/S Crompton Greaves for the supply of air conditioners for your
Pearson Hospital, Raja Garden.

(iii) You had executed an order for supply of 30 Computers to M/S Infosys Corporation
Ltd. Remind them for payment of the balance dues of 6.5 lakhs.

(iv) You have recently increased the price of your products. Write a circular letter to your
retailers stating the reasons for the increase in price and assuring them of good
quality of your products.
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Attempt any two questions, each carrying 10 marks:

(i) Draft a letter from the General Insurance Company, Vishal Park, Delhj settling the
claim of M/s Airtel Limited whose premises were partially destroyed by fire.

(i) Write a letter to acknowledge the order which you have received from a new
customer for supply of furniture. Also request him to furnish a trade reference.

(iii) In response to an advertisement for the post of Executive Manager in a big computer
firm, apply for the same giving your full personal details, qualification and the set
skills acquired by you being a suitable candidate for this post.
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(iv) You have arranged a dinner for your important customers in connection with the visit
of your Chairperson. Draft a suitable invitation letter.
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SEctioN C (WRT )

. Write short notes on any three, each carrying 5 marks:
(i) Cheques

(i) Downward Communication

- (iii) Website

(iv) Pass Book

(v) L.I.C. Policy. :
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