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All questions are compulsory.
All questions of each Part (A and B) should be attempted together.
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1.  Define communication and explain the importance of effective communication. ,
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Explain the various methods of communication. Discuss the merits and demerits of written
communication. |
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2. What do you mean by a ‘barrier to communication’? Briefly discuss psychological barriers to

communication.
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Describe structure and layout of a Business Letter.
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ParT B (W01 9)

Write a letter of inquiry with self-introduction in response to an advertisement from Ms.
Shanti Construction Co., New Delhi to M/s, V. K. Metal Industries, Industrial Area,

'Ludhiana.
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Write a letter from Orient Trading Company (dealers in all types of woollen products),
Mumbai to M/s Vivek Bose & Company, Calcutta cancelling the order for supply of
goods.
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Or (am'cn)

Write a letter from M/s. Amar Equipment Co. Ltd., manufacturers and suppliers of
quality kitchen and household appliances, Bombay to M/s Modern Stores, Bombay
complaining about the defective goods received from them. :
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Write a circular letter informing the customers about the change of address of a

business premises.
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Write a letter from the Insurance Company to the assured about the final settlement of
his claim.
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Write a letter from a customer to a banker for stopping payment of 1 cheque.
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Or (3raan)
Draft an application for the post of computer operator.
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(b)  Write a letter to the General Manager, Mahanagar Telephone Nigam Limited, New Delhi for

rectification of inflated telephone bill.
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Write short notes on any tbree:-

~ (a) Principles of Communication
" (b) E-mail

(¢) Grapevine

(d) Follow-up

(¢) Account Payee.
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