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1. ‘Write short notes on .any five of the following : | 6*3 =|5

(@) The “You" attitude in letter writing

(b) Two common formats of a business letter

(¢) Ways to overcome barriers in communication
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(d) Conﬁnngtio_n and alieration 6fMinutes - |
() Types of report
) _Horizont;l dimensions of com-munication
(2 M'el!hods of citing references. - .
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. Describe the elements of Para Ianguage... bis;cusﬁ its merits and demerits. . . 10
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' Tec-:hnology of business communication has undergone trcmcndou.; changes. Bneﬂ) dlSCUSS some_

of the tools used in E-correspondence. _
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' Wmc a letter to Oriental- lnsurance Company 1nfomnng__ lhcm of thc loss to the stock due' :
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. Writea c_jrcular to-your customers anno;mcing' a. clearance sale and 'festive disu)ui}t in your
Gem and Jewellery store. | | |
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(a) As the Convener of lnter-ColIcge Cu‘ltural.ch.tival of I,v_ou-r collcge,.;)'rcparc.a fo;m'a.l, ‘

E manl to be sent to prospective Sponsors. _'__10
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(b.) Write an office order form the Office Administrator banniﬁg smoking in the office premises B

-of James Morton and Company Ltd.
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Make a précis of the following in 1/3 of its length and suggest a suitable title :  2+8=10

.Organization culture grows over the years of history and tradition. It is difficult 10 change in
one go. but the fact is that it changes. External events such as shift in market conditions. new
technology, altered government policies and many other factors change over time. which necessitates

changes in organization mode of doing business—enhance its culture.

~Over the period .of time. people ~with different cultural backgrounds and attitude enter-into the
orénaizﬁlion. If they are influential personalities. they are able to affect the organ'izaliohal culture.
Another source of culture change is mergers and acquisitions. e\'en;s in “'ni.ch-onc organization
purchases or otherwise absorbs the other. Meeting of two different cultures may emergé as

a new culture. or one new organization absorbing the culture of the other, or there may be
a cultural clash.

There may also be a planned culture change. When an organization recognizes that fo change
the work behaviour of its people. it has to change its culture. it can initiate a planned change.
It is not an easy task but it is not unachievable. It can be viewed as a three step process—
one. identify the kind of changed plan. two. initiate the change and three. reinforce th.e changed

culture. Reinforcement may take any form. like participation and recognition of employees for
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~ excellent services rﬁndercd. supply of information within group selti_ngé. symbolic actions like
the occgsional VISits frogﬁ senior maﬁagémcnt, award cc_rcmdnics for staff haying worked
- long.term in the-organization etc. Reward systems in their own right are important
traﬁs.mittcrs of tﬁlturc as they reward and reinforce accepted and approved behaviour

pattemns.

Organizational climate on the other handrefers to the state of day to day affairs in an organization
at a given point of time. It is viewed in a short term perspective, for example, a new boss
- of suspicious attitude may spoil the climate of trust and faith in an organization, or adoption
of new technology capable of replacing humans with machines may create a climate of fear

in the organization. (339 words)

ﬁwﬁ@m;@u;ﬁﬁ%aﬁﬁﬁaﬂimﬁﬁm%ﬁw:

m@%ﬁaﬁfﬁmaﬂ(m%mmﬁmﬁm@ﬁ%l@mﬁﬁm
mémm.%fﬁama%%%wgvﬁaﬁaﬂﬁ%lmﬁﬂﬁﬁﬁw.ﬁm,
qﬁaﬁammaﬁtﬂmmm%mu-ﬁavﬁaﬁa%ﬂ%%@w
.ﬁmwaa.ﬁm@aﬁa{awaﬂawmﬁq@m.
4 | |

P.T.O.



(6 ) 552

.wa‘:wﬁa’:mu-mafwfwmwmawﬁqqﬁa@ﬁhwmﬁ._'_
mmzlmaummawgaawmﬁmﬁam .
'%lu@ﬁmqﬁaﬂwwm@awmufw% ﬁﬁm'«mﬁ?ﬁm}@

mq@aﬁaﬂzém%mﬁwﬁmmﬁmwﬁm%]

.ﬂwmmﬁﬁmﬁmﬁwm%m@wm@iﬁ |
| et @ s am ¥ W wRE e 0 A T E
@Wmﬁﬁuﬁaﬁmﬁmﬁlwaﬁém%mm%%m
aﬁ%mmﬁqﬁa@aﬁ%m@mwﬁﬂ.ﬁaﬁm .
aﬁmwﬁaﬁwmﬁamm%n%aﬁémﬁmm%ﬁﬁgmmqﬁ ’
%l?@@?ﬁqmaﬂm%mﬁmmm%—%ﬁmﬁqﬁaﬁam:
@mmaﬁﬁuﬁm,qmmﬁmwﬁammmqmﬁawﬁ
ﬁmm:m@%mﬁmtﬁmm%ﬁm@ﬁm
@ﬁmmmu@ﬂmmmmﬁa&m@mmaﬁ
.m'a?lgt/@'am%a@m W—Waﬂmw—wmﬁéﬁ'm.m
Maﬁiwmmmﬁwﬁmwmgm. .

amm@ﬁmmaﬁg@amﬁﬁam%x



(7)) _ssi ‘

Tl @i, m-m-mﬁﬁmaﬁuﬁw.m-—gmﬁaamﬁ
ﬁﬂmﬁm%lﬁmmwﬁa@m%m shézmzna
wmmﬁmﬁtmémﬁ@amm%mwﬁw

W'&ﬁﬁamﬂéﬁ@ﬁrﬁaﬁmﬁﬂwﬁwmmmam

%.I

552 . 7 7,700



