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Instructions for Candidates

1.

Write your Roll No. on the tep iminediately on receipt of this question paper.

2. All questions are compulsory.

3. All questions of each Part (A and B) should be attempted together.

4. Answers may be written either in English or in Hindi; but the same medium should
be used throughout the paper.
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PART A (s &)
What is communication ? Explain the need for communication in a business
organisation. 3.7

OR
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Explain “written communication™ in brief. Also explain the advantages of written
communication in contrast to non-written verbal communication. 3.7
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2. What do you understand by C’s of communication ? State 7C’s of communication
for an organisation explaining any three of them. _ (2,2,6)

Or

What do you understand by the structure of a business letter ? Discuss in brief
the various parts of the structure giving suitable examples. (2,8)
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PART B (v1™1 @)

3. (a) Draft a letter of cancellation to “Brilliant Watch Company” expressing inability
to execute the order on the stipulated date. (10)

(b) Draft a letter of complaint on behalf of M/S Aruna & Co of Kanpur to
M/S Khurana & Bros of Dethi regarding defective goods received from
them. - (10)

OR

(a) Draft a letter in reply to an enquiry about the prices of certain goods you
deal in giving the prices and terms on which you are willing to supply the
goods. (10)
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Write a letter from Puran Cloth Trading Co. to Rama Brothers enclosing a

much overdue account and asking for prompt settlement to avoid legal

proceedings. (10)
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M/S Singh & Sons, electronic dealer, have changed the place of business to
more suitable premises on account of expansion of business. Draft a circular
letter to their customers intimating change of address. (10)

Write a letter to the Bajaj Insurance Company for an early settlement of
theft claim that you had filed recently. (10)

OR

Write a letter to Oriental Bank of Commerce, to apply for a loan for purchase
of machinery that will help to increase your business to new heights. (10)

Write a legter to the ABC Electric Company applying for the agency, giving
information regarding your business standing and the business you are likely
to attract in your district. (10)
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5. Write short notes on any three :

(a) Dishonouring of cheque

(b} P.S. or V.P.P.

(c) Layouts/ Styleslof Business letters

(d) Downward Communication

(e) Short Message Service | (5.,5.5)
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