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Line structure

Covering letter ol a report

Rescarch Proposal

Mailshots

Business use of inlernet

Organizatonal Barriers,

Answer any three of the following questions in about 100

words each : 3x5=15

(a) What 1s the significance of culture in communication ?

(/)  What are the advantages and disadvanages of using
the telephone as a channe) of communication

(¢} What 15 the importance of feedback ? Give instances
where feedback is not immediate or altogether missing

() What are the difficulties of upward communication
Suggest ways o overcome them.

() What do you understand by 3M approach 9 FExplain

your answer with examples.
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Discuss the effectiveness of diagonal communication
and comment on o its lmiations. 28 1R

O

What are the ditferent hinds of communication

networks 7 Uxplain cach bnetly.

What are the different grapevine patterns in

communtcation 7 Lxplain in detail.
r

The proverbial battle of sexes is 4 battle of stercotypes.

Comment.

You are the Senior Manager. 1R Department of your
organization. Draft a circular telfing the employees
ahout the need o conserve paper. 2x8=16
Or

You are Rashri Sharma/Rohan Sharma. Sentor Salcs
Executive of Unique Enterpriscs, Mumbai. Draft a
memo tor all the employees telling them that they
have to write about their datly activities in the record
book kept m vour offtce.
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Werite an e-madl 10 a stodemt answ ering herhis gueries
regarding the courses olfered at vour NUT cemter

at Rajoun Carden.

Write 4 potice for the employees of” your company
announeing an increase in pay, the anvual incremen
and bonus. Also mention when the pay would be
increased and when the increment and bonus would

be givan.

Write a leiter of ingquiry sbout the goods you had

ardered 3 month back to Mis Batra and G

Eicctronics, Kanpur. Metion the goods ordered.

You ar¢ Ragini Jha/Rohit Malhotra, Senior Sales

Manager. 24816
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Write a letier of complaint 1o Ms Ramesh Chandra
PBuilding Materials informing thum about the sub-
standard quality building material which has been
deliv ered at the site of your company. Your company
15 Chepra Construction Works,

Draft the minues of a meeting of the Board of

Directors of Saini Computers Pyt Lid, at which the

following matters were discussed

(1) Retirentent of the Chairman

2)  Llection of the new Chairman

(3)  Disciplinary action o be taken against
Mr. Rohit Chaddha, Senior Accounts
“Manager, who remained abseat from duty
for fifteen days withow any information to
the olfice.
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(iiy Write @ report e your office head informing her/

him about the increase in sales and the reason behind

that ncrease.

Mahe sentences with any five words phrases so as o

mahe their meaning clear in a business context © 5x4=20

Appendix. table of contents, mecting, agenda, reference,
chain of authority. globalization, harassment, iHogical., social

parameters.

Fill in the blanks with who, whom or which

() The Person ..., impressed me most was

Ms. Ritika Sharma.

(i) With have you been corresponding ?

(it He had good references from his present employers,

.......................... arc New Life Textiles.
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(v The person. e YOu intenviewed first,

apprars 1o be the moest sualable tor the job.
() e 15 e latest book yvou have read 7

Compleie the senences with the correct verb given below

and alsa change the form whereser requited
move, enjoy, disappear. casry. suggest,

(i He o learning Japanese m the class had

a new teacher.

152 ) T his soilcase around with me al day

and it is really heavy.

(611 When he was thirteen, his paremts ... e
Wumbai.

() 1 e you also advertise in the local
new Spaper.

fvy Ohno! My car . !
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(¢fy  Fill in the blanks with the correct phrase from those

given below

used . cut down. get through, calk back, look up,

(1 He did not ... .. his friend.

(i} Asa child. she ... ... drcam about achieving

greal cights.

(7inn He had 10 .ooooeee e the meaning ol the word

mm the dictionary.

(iv) Every vear, thousands of trecs are bemg .o .

(v} He could not ..o the tralfic and so, he

reached office very late,
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