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(Write your Roll No. on the top immediately on receipt of this question paper.)

Note = ()  Answers may be written either in English or in Hindi;
but the same medium should be used throughout the
paper.
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(ify The maximum marks printed on the question paper

are applicable for the candidates registered with the

P.T.O.



«C 2 ) 5782

School of Open Learning. These marks will, however,
be scaled down proportionately in respect of the
students of regular colleges, at the time of posting
of awards for compilation of result.
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All questions are compulsory.
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Write short notes of 50-60 words each on any five of the

following : 5x3=15
0] Cultural factors in communication
(i) SMS

(i) Circulars
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(v)  Voice mail
(v)  Feedback
(vii) Kinesics
(viif) Format of a fax.
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Answer the following in about 200-250 words each : 2x6=12

frefafod § ¥ Yo% H1 SW AT 200-250 VIS
# ST -
(@)  What are the chief barriers to effective communication ?

List and explain briefly.
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(31

What is Body Language ? Discuss its principal features-

and how it can help in orgahisatio\ns.
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Describe the process of communication in an
organisation.
g # guR wiEA @ auvH Sifsu)
Or
(3reram)

Draft a Ciréular to inform the dealers of your company
about an increase in their commission on sales made,
effective next month onwards. Sign it as the Marketing

Officer.
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Write a letter to your Insurance company notifying the
damage caused by a fire in your factory, asking them for
an early inspection for the settlement of claims.
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Or
(3teram)

Write a Memo from the Personnel Officer of the firm to
all heads of the department regarding scheduled meeting

to discuss change in travel rules. 6
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Write a notice announcing a new Business English Course

starting in your college from the new academic session.

Mention all relevant details. 6
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Or
(3tam)

Arrange the following in‘ the correct format and order for

inclusion in a bibliography :

(@) An article of ‘Japanese and American Business
Negotiations” by J. L. Graham taken from the
Journal of International Business Studies, “Volume
4, Issue 11, dated 12-3-2007.
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(b) ‘Grammatical Man’ by Jeremy Campbell published

by Simon and Schuster in London in 1999.

() The British Airways advertisement that appeared ,
on page 15 in the Financial Express of 20th
Nov., 2006,

Tt # Wit w0 @ e Frefefen W

W 3R wH W afeaq ﬁﬁm :

(@) An article.of ‘Japanese and American Business
Negotiations’ by J. L. Graham taken from the Jour-

nal of International Business Studies, Volume 4,

Issue II, dated 12-3-2007.

(b) ‘Grammatical Man’ by Jeremy Campbell published

by Simon and Schuster in London -in 1999,
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(c) The British Airways advertisement that appeared
on page 15 in the Financial Express of 20th

Nov, 2006,

Summarise the following passage and give it a suitable title :

8+3=11

ASeveral potential obstacles threaten the ability of organisation
to develop effective plans. One barrier is a rapidly changing .
environment, which makes planning more difficult because plans
must be altered frequently. Another obstacle is the view among
some managers that planning is unnecessary. This stance may
arise when managers have a general idea in their mind about
future directions and means of reaching organisational goals.

Steve Bostic, whose American photo group tallied a 52,244
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percent increase in sales over a five year period before he sold
the company to Kodak, argues that plans must be put on
papers : “I Want people to buy into the plan, so it isn’t just
my plan anymore. It becomes theirs as well. That way, I know
that everybody is following the same road map when we go out
onto the real world”. Bostic believes that unless the pian is
specific enough to be put on paper, communication with others
about the plan will be vague, and they will not be able to give

it their full support.

Another potential barrier to planning is the day-to-day work
pressure on managers. Even managers believe that planning is-
beneficial, daily burdens may channel their attention away from

planning. Yet another obstacle is poor preparations of line
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managers in term of their planning knowledge and skills.
Finally, effective planning is sometimes thwarted if staff
specialists are allowed to dominate the planning process. This
can lead to low involvement by managers, who must ultimately

implement the plans.

Organisations can take several steps to reduce the obstacles to
planning. One step in encouraging strong top-management
support for the planning process and by maintaining interests
in how the plans are being implemented. Such commitment
encourages at lower Jevels to engage in-and support planning.
Another step is ensuring that planning staff, often known as

corporate planners, maintain a helping role, rather than do the

actual planning. (330 words)
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