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Section A

[k.M ^v*

1. Explain and illustrate any seven of the

following concepts/questions in more than 100

words each. 7×5=35

(a) Business Quotation and Offer

(b) Notice and Agenda of Meeting

(c) Registrar of Companies

vki ,d NksVh dEiuh vkWxsZfud dSfedYl cukus

okyh rkjks dEiuh ds fMikVZesaV ds gSM gSa A gky

gh esa izcU/ ds 'kh"kZ yksxksa us nks&f'kÝV flLVe

ds LFkku ij rhu&f'kÝV flLVe pykus dk fu'p;

fd;k A u;k f'kÝV flLVe vxys lkseokj ls

pyk;k tkuk gS A vkt 'kqØokj gS A bl fu.kZ;

ds ckjs esa vkidks deZpkfj;ksa dks lwpuk nsuh gS

rFkk mUgas fo'okl fnykuk gS fd ;g cnyko muds

fgr esa gS A

5. The Jangler Company asked you to conduct a

survey for the launching of their new product.

You have already conducted the survey but

did not send the survey report till date. Send

it with all detail immediately.

,d taxyj dEiuh vkidks vius u;s mRikn ds ykap ds

fy, ,d losZ{k.k djus ds fy, dg jgh gS A vkius

igys gh losZ{k.k dj fy;k ysfdu vkt rd losZ{k.k

fjiksVZ ugha Hksth A fooj.k lfgr lHkh fjiksVZ rqjUr

Hkstsa A
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(d) Semi-official Letter

(e) Seven C’s of Communication

(f) Business Complaints and Correspondence

(g) Business Letter and Correspondence.

fuEufyf[kr eas ls fdUgha lkr iz'uksa ds izR;sd mÙkj
100 'kCnksa ls vf/d esa nhft, %

(v) O;kikj dqVs'ku rFkk vkWiQj

(c) cSBd ds fy, uksfVl rFkk ,ts.Mk

(l) dEifu;ksa ds jftLVªkj

(n) v/Z&ljdkjh i=k

(b) lapkj ds lkr C

(iQ) O;kikj f'kdk;rsa rFkk i=kkpkj

(x) O;kikj i=k rFkk i=kkpkj A

Unit I

bdkb Z I

2. Write a detailed note on various

communications relating to inquiries, quotations

and offers. Give suitable examples.

tkap] dqVs'ku rFkk vkWiQj ls lacaf/r fofHkUu
laizs"k.kksa ij ,d foLr`r fVIi.kh fyf[k, A mfpr
mnkgj.k nhft, A

3. “You cannot communicate.” Point out the role

of communication in changing time.

^^vki lapkj ugha dj ldrs A** cnyrs le; esa

lapkj dh Hkwfedk crkb, A

Unit II

bdkb Z II

4. You head the Computer Department of Taro

Organics, a small company manufacturing

organic chemicals. Recently the top

management decided to introduce a three-shift

system in the plant, instead of the two-shift

system now in place. The new shift system

goes into effect next Monday. Today is Friday.

you have to inform the employees about this

decision, and generally, convince them that

this change is in their interests.
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Unit III

bdkb Z III

6. Write short notes on the following :

(a) Meting Correspondences

(b) Minutes and Voting Methods

fuEufyf[kr ij laf{kIr fVIif.k;k¡ fyf[k, %

(v) i=kkpkjksa ls eqykdkr

(c) dk;Zo`Ùk rFkk ernku ds rjhds A

7. When making a corporate decision, you have

a variety of meetings to choose from. Discuss

some of these meetings with examples.

tc vki dkWiksZjsV fu.kZ; ysrs gaS rks muls feyus
dk vkids ikl ,d rjhdk gS A bu cSBdksa esa
ls dqN dks mnkgj.k lfgr le>kb, A

Unit IV

bdkb Z IV

8. Explain and illustrate with examples different

types of orders and their imaginary

concellations with reasons.

fofHkUu izdkj ds vkns'kksa dks mnkgj.k lfgr
le>kb, rFkk muds dkYifud fujLrhdj.k dks
dkj.kksa lfgr crkb, A

9. Write short notes on the following :

(a) Media Correspondence

(b) Correspondence relating to Complaints

and their Adjustments

(c) Agency correspondences.

fuEufyf[kr ij laf{kIr fVIif.k;k¡ fyf[k, %

(v) ehfM;k i=kkpkj

(c) f'kdk;rsa rFkk muds lek;kstuksa ls lacaf/r
i=kkpkj

(l) ,tsUlh i=kkpkj A
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