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2.

Write your Roll No. on the top.immediately on receipt of this question paper.
All questions are compulsory and carry equal marks.
All questions of each Part (A) and (B) should be attempted together.

Answer may be written either in English or Hindi; but the same medium should
be used throughout the paper.

Part- A

“The basic objective of all communication is to obtain an understanding response”.
In the light of this statement, describe the objectives of communication. (10)
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Examine the Organisational and Personal Barriers to communication. (10)
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Briefly explain the Principles of effective communication. (10)

PTO.



78

3.

2

T TR D B ) Wi ¥ e AR

OR/321a

Discuss in brief the structure and layout of a good Business Letter. (10)
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Part-B

Draft a quotation letter in reply to an enquiry about the prices of certain
goods you are dealing with the terms of payment for supply of goods on
behalf of M/s Lal & Lal Sons, Connaught Place, New Delhi to M/s Virender
Manohar & Sons, Munirka Estate, Tamilnadu. (10)
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Draft a letter to the General Manager, M/s Ram & Shyam Sons on behalf
of X.Y.Z. Bank explaining reasons for dishonour of cheque issued by him.

(10)
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Draft a letter to complaint on behalf of M/s Meena & Meena Co. of Agra

to M/s Mohan & Virender Sons of M.P. regarding defective material received
from them. - (10)
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Wrie a letter to the Life Insurance Corporation requesting for claim on a
policy consequent on the death of the assured. (10)
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Write a letter to the Executive Director, M/s Reliance Industries, applying
for the Post of Personal Secretary giving your personal details, qualification
and experience. (10)
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M/s. Bonnett Coleman & Co. Ltd., Ahmedabad appoint Shri Ritesh Bahuguna
as Editor in the grade pay of Rs. 37,400 - 67,000/- plus other allowance.
Draft the appointment letter. (10)
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“Write a circular letter from M/s Kotak Mahendra Bank, I.T.O. to the -

customers intimating about the ATM facility at Nai Sarak. (10)
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Write a letter to M/s Kokila Construction Company reminding them to make
a payment of debts which are long overdue. ' (10)

A58 Fifthen FrRETT T F UE 79 Rifae @R 3@ 39 = A s @
¥ wrw feomgy @ fF 99 5 A I R

PTO.



78 4
5. Write short notes on any THREE: (3x5=15)
(a) Bearer Cheqﬁe
(b) Oral and written communication
(c) Language & Semantic Barriers
(d) Short Message Service (SMS)
(e) Internet
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