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Nore .~ 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 are compulsory and carry equal marks.
All questions of each Part (4 and B) should be attempted together.
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PART A (WRT 31)

1. “Effective communication is today’s need of a Business.” Comment. Describe the objectives
2

of Business Communication. |
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| Or (svm)

Briefly explain the 7C ’s of communication.
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2. How do socio-psychological factors and semantic factors cause barriers to effective communication?

Discuss.
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Or (\’Nﬂl)

How will you make an effective business letter? State the qualities required while drafting a business
letter.
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3. (a) Drafta final reminder from M/s Jain Traders, 15G Deepika Tower, Sonipat, Haryana to M/s
Surjit Bros., 47 Shivaji Market, New Delhi intimating initiating legal action for non-payment of

dues.
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(b) Draft an application in response to an advertisement in The Hindustan Times
dated 5th Oetober, 2015 for the post of Sales Manager.
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(8) Write a eircular letter from Dinesh Electronics Ltd., 23 Club Road, Kolkata to the customers
announcing the shifting of premices.
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(b) Writea letter of complaint against poor quality of goods supplied from M/s Krishna Trading Co,,
Salt Lake Road, Kolkata to the Eastern Tea Company, Quetta Road, Darjeeling,
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4. (a) Writea letter from the bank to the customer explaining the reasons for dishonouring a cheque.
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| (b) Draft a letter of claim to the Manager, Life Insurance Corporation of India, Branch No. 22A,
Near Happy School, Karol Bagh, New Delhi, on the death of the assured.
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Or (374an)
(a) Draf’t a letter to M/s Electrical Supplies Ltd, Cuffe Prade, Mumbai, on behalf of M/s Jain
' Electricals and Electronics, 27 Jain Road, Shakti Nagar, l_)elhi-l 10007, requesting for sending
| quotations for the different electrical items required by them.
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(b) Draftaletter to M/s Shankar and Co., Ludhiana on behalf of Vimal Textiles, Agra (U.P.) requesting
them to send your goods by the stipulated date and time. ,
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Write shert netes en any three:
(8) Pesteeript
(b) Ante=déted cheque
(¢) Agenda |
(d) Cultural Barriers '
(¢) Body language (Kinesics),
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