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Write your Roll No. on the top immediately on receipt of this question pa-p.er.
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 in Hindi but; the same medium should
be used throughout the paper.

Part - A

“Communication means sharing of understanding between people”? Explain the
statements and discuss the role of feedback in communication. (10}
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Differentiate between formal and informal channeis of communication? -
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What are the barriers to communication? How can they be avercome? Explain
any two. ; ' (10)
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Explain the 7Cs of effective communication? (10)
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Part - B

Draft a letter in reply to an enquiry about the prices of laptops you deal in

_ giving the terms and conditions of sale and delivery for supply to the firm.
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Write a letter of cancellation to “Savemax Industries”, Pinnacle Mall, Gurgaon
expressing inability to execute the supply order on the stipulated date. (10)
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Write a circular letter from Ministry of Mines, 23 Club Road, Kolkatta to
its departments announcing the bonus to its employees. . - x (10)
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Write a letter of complaint against the inferior quality of clothes supplied by
M/S Vishnu Trading Co., Pall Mall Road, Kolkata to the United colors of
Demon, Queen Road, Assam. - (10)
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Write a letter to the Manager of a nationalized bank asking reason for
dishonouring a cheque issued by you. (10)
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Draft a letter of carly settlemeit of claim filed by you to the Manager,
General Insurance Corporation of India, Branch No L. 24 B, SV Road,
Andheri, Mumbai,-for the damages in Warehouse pgemises due to ﬂgod:

(10)
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Write a letter from Fast Track Co. to Reema Sisters enclosing a much
overdue account and asking for prompt settlement to avoid legal proceedings:
(10)
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Write an application to the Managing Director, Tata Consultancy for the
vacancy of Personnel Manager advertised in the Times of India dated 10th
February, 2014 giving the personal details, quahﬁcatlon and experience.

_ (10}
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5. Write short notes on any three:_ ‘ (3x5=15)
(a) Structure of a Business letter
(b) Upward & Downward Communication
(c) E-mail Etiquettes
(d) FAX
(e) Crossed cheques
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