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nstructions for Candidates

‘ 1. Write your Roll No. on the top immediately on receipt
of this question paper.

2. Attempt all questions.
3. All questions carry equal marks.

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

paper.
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(a) Discuss the role of feedback in the communication

 process. , (6)

(b) What do you mean by formal communication?

Explain its advantages. (6)
OR

(a) What is grapevine? How can it be used effectively

by managers? ' (6)

(b) Organizational barriers are a threat to

communication. Comment. (6)
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Discuss the various methods of citing references.
What information must be included while

acknowledging the source? (12)
OR

Discuss the significance of the 7 C’s of effective

writing in business communication. (12)

Draft the minutes of a meeting of the Board of
Directors covering the following agenda items:
financial performance review, new product launch,

and employee welfare initiatives. (12)
OR

Write a field report about the survey you conducted
on the existing security measures around the power
plant of NTPC Ltd. and your suggestions for making

the place safer and more secure. (12)
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Write a letter to Ms. Suhasini Sen, Senior Sales
Manager, Aurobindo Sales Corporation, to place
an order for 250 file folders, 100 punching machines,
100 Staplers and 50 cartridges of black ink for
office printers. You are Vinita Nanda/Vinay Khanna,
Head, Purchase Departmént, Unique Enterprises,

Mumbai. (12)
OR

What do you mean by memorandum? Draft a
memorandum from the Branch Director, State Bank
of India to all the employees to address undesirable

conduct during office hours. (12)

(a) Distinguish between structured and unstructured

interviews. (6)

(b) Discuss the essential elements that contribute to a

successful presentation. (6)
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OR

(a) Why is group decision the best way to make an

organization work successfully? (6)

(b) What is negotiation? Discuss the strategies for a

successful negotiation. (6)
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