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NoOTE:— Answers may be written either in English or in Hindi; but the same medium should be
used throughout the paper.
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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 (YT &)
1. Attempt any two questions, each carrying 10 marks:
(i) Elaborate the various steps involved in the process of communication.

(ii) Describe any two methods of communication and their relative merits and short-
comings.

(iii) Describe 7Cs of business communication.

(iv) What do you mean by communication barriers? What are the common barriers to
effective communication? '
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2. Attempt any two questions, each carrying 10 marks:

(i) 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 Laila and Laila is interested to
_ purchase.

(ii) On behalf of Manager (Finance), write a letter to M/s D.K. Corporation reminding
them to make a payment of debts which are long overdue.

(iii) You had placed on order for the supply of certain hosiery items to M/s Oswal
Woollens. You want to cancel this order. Please draft a suitable letter.

(iv) Write a letter to your supplier placing an order for office furniture. Also mention
terms and conditions and other instructions necessary for packing and dispatch.
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Attemp.t any two questions, each carrying 10 marks:

(i) M/s Chanda & Chanda Company selected a candidate for the post of Manager. Write
an appointment letter of Manager offering him a pay scale of Rs. 18,600-25,900/- plus
allowances on behalf of the HR Department.

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

(iii) Write a letter on behalf of Oriental Insurance Company informing the policyholder
about his claim on maturity of Endowment Policy.

(iv) Bank of Baroda has recently advertised some vacancies of Probationary Officer.

Apply for this post giving your full details of qualification, age and experience to the ’
Chief Manager. = ‘



3 ' 1967

Wﬁéwﬁ%mﬁmmmwmaﬁréz
() ﬂw.damﬁamﬁn#wésﬁ%m@mmwﬁm%;wﬂm

% frafe = w@ fafay 3R 18,600-25,900 Fo ¥ od ¥ @Y wwl H AEd GEE
faamn =t 30T | aATad S |

(i) m»ﬁa%_mﬁ%aﬁvﬁf@qﬁiﬁﬁ%m%wﬁaﬁﬁaﬁ#m
Wﬁ%&aﬂﬁmﬁmﬁaﬁ@ﬁa%maﬁﬁmﬁam%m
feam o _ .

(iii)aﬁﬁﬁmgsﬁGMaﬁaﬂm@wmm@qﬁaﬁ@wm
solad diferdt @ TfTEEd W 3EH I F SR H T |

(iv)a‘mmaﬁmﬁméﬁwﬁaﬁmmﬁmﬁﬁaﬁ@ﬁﬁ@éﬁmmﬁm
| mlwm%mmﬂﬁaﬁmﬂmﬁtaﬁmmma@@mqm
Y e B A | - 5

‘ SecrioN C (¥TT )
_ Write short notes on any three, each carryies 5 marks:
¢y quld Wide Web

(ii) Formal and Informal Communication

(iii) Demand Draft

(iv) SMS

(v) Channels of Communication.
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