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1.      Write your Roll No.  on the top immediately on receipt

of this  question  paper.

2.      Answer  all  ques'tions.  `

3.      All  questions  carry  equal  marks.

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

Paper.
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1.      Indicate     the     new     trends     in     organizational

communication   due   to  technological   changes   and
dev elopments.                                                                           (6)

OR

Distinguish  between  the  oral  and  written  business

communication.                                                                        (6)

2.      Write  the  elements  of  writing  an  official  report  in
sequence  and  explain  any  five.                                       (6)

OR

Discuss  the  qualities  of  a  good  business  letter  and

how  to  make  it  effective?                                               (6)

3. What  are  the  important  principles  of  an  effective
communication in business?                                             (6)

OR

What is non-verbal  communication.  Writes its merits

and  demerits.                                                                          (6)
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4.      You  are  the  owner  of an  electrical  goods  company.

Draft a letter to your customer about delay in payment

for  the  goods  supplied t)y  you.                                        (6)

OR

Draft  a  suitable  letter to  M/s  ABC  &  company,  New
Delhi quoting prices, terms of payments arid necessary

specifications  o`f computer peripherals  in reply to  an

enquiry from an echcational  institution.                      (6)

5.      What   do   you  mean  by  a  presentation?   List   some
characteristics  of a  presentation  which  distinguishes

it  from  an  office  report.                                                   (6)

OR

Is it necessary to write an application letter (covering

letter)  with  a  cv?  Why?                                                (6)
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