shift system now in place. The new shift system ROIINO. c.ccvererncnraaencns Exam Code : J-19
goes into effect next Monday. Today is Friday.
You have to inform the employees about this Sub] ect Code—0527

decision, and generally, convince them that .
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this change is in their interests.

vii vixfud jlk;u fuek.k dju okyh ,d Nivh
deiun rijk wvixfud d dEl;Vj foHkx d gM
g Agly ghe icl/ d i viZdijsk
fuf*pr fd;k x;k fd orelu e py jon nk
Pk di txg IyW e riu W pyiu db Time + 3 Hours Maximum Marks - 70
O;olFk dh t; A uzh YV 0;0LFk wxy

lieolj 1 pty djuh g A wvit "idolj g A
viidi viu depifizk o bl fuk; d cfj e compulsory and other four questions are

Note : Attempt Five questions in all. Q. No. 1 is

required to be attempted selecting one

Ipuk nuh g rrk Niell;r;k mlg ;9 HO criuk
g fd ;g ifjoru mud fgrk d fy, g A

question from each Unit. All questions carry

equal marks.
5. The Jangler company asked you to conduct a dy ikp i'u d mUkj Mt A iy @ 1
survey for the launching of their new product. viuot; g4 it;d bdib 1 ,d i'u pur g,

You have already conducted the survey but vi; pkj i'u dife, A TH i'u d vd

did not send the survey report till date. Send lelu g A

if with all deail immediately.
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1.

Explain and illustrate any seven of the
following questions in more than 100 words

each :

(a) Seven C's of communication

(b) Semi-official letter

(c) Registrar of Companies

(d) Notice and Agenda of Meeting

(¢) Business Quotation and offer

(f) Business Letter and Correspondence

(g) Business Complaints and Correspondence.

futufyf[kr i"uc e 1 fdigh Bkr i"uk d mlkj
n"Vir Ifgr 100 “iink e nife, %

V) Ipj d lir C

(©) v/&ljdijh 14

(D) dtiuh d jfeLv

() eVx d udfvl rRk , €W
(b) O;kiky dVihu rRk Wi
(1)) 0; j&l FFk 1=kl

(X) 0;kiky fldk;r rRk a=lpl) A

J-0527(TR) 2

Unit I
bdkb 1

Write a detailed note on various communi-
cations relating to inquirities, quotations and

offers. Give suitable examples.

tp] dViiu rrk wviigp 1 Icf/r foftlu 1dij
d Iplj 1j ,d folrr uv fyf[k, A mfpr
mnkgj.k Ho nift, A

“You cannot communicate.” Point out the role
of communication in changing time.

fvii loin ugh dj Idr A , cnyr le; e
Iplj di Hied: di fcinolj Be>lb, &

Unit 11
bdkb 11

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 system, instead of the two-

(2-74-5-0119) J-0527(TR) 3 P.T.O.



Unit IV
bdkb 1v

8. Explain and illustrate with examples different

types of orders and their imaginary

cancellations with reasons.

fofflu 1dij d wvin"lk dh  mnigj.k  Tfgr
0;k[;k dnft, rRk dij.k Ifgr mlg diYifud
-1 1 fulr dife, A

Write short notes on the following :
(a) Media Correspondence

(b) Correspondence relating to Complaints

and their adjustments
(c) Agency Correspondences.
fuElfyf[r ij M{Ir Mifkk fyffr, &
(v) eiMzk ipijri
(© fidi;rk vij mud letkeu 1 dct/r
1=kalkfjrk
() Ll iddr A

J-0527(TR) 6 150

txy] dEiuh wvkide viu miiln d yilp d
fy, lo{k.k dju d fy, dgr g A vkiu igy
o lofi.k dk Iptyu dj fy;k g yfdu wvit
rd fjilv ugh Hen A IH0 fooj.k Ifgr rjlr
fjilv He A

Unit 111
bdkb 111

. When making a corporate decision, you have

a variety to meetings to choose from. Discuss

some of these meetings with examples.

,d digVv fu.k; yr le; wviid 1l puu
d fy, db rjg dh cBd girh g A mue |
dN cBdk dk mnigj.k Ifgr o.lu dift, A

. Write short notes on the following :

(a) Melting Correspondences

(b) Minutes and Voting Methods.
fURufyf[ir ij IFIr IR D, b
(v) cBd iddiijrk

() feuv rFk erniu fof/ A
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