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Note:-Attempt all Questions. 

Que.1 Briefly explain the various functions and types of organizational communication. 

           lax.kdrk lapkj ds izdk;ksZ vkSj fofHkUu izdkjksa dh foLrkjiwoZd O;k[;k dhft, A 

 

Que.2 Explain how we draft the interview letters, call lettes and offer of appointment. 

           ge lk{kkRdkj i=] cqykok] vkSj fu;qfDr ds izLrko dk elkSnk fdl izdkj rS;kj djrs gS\ 

 

Que.3 What are the barriers to communication? How will you overcome these barriers? 

           lapkj dh ck/kk,W D;k gS\ vki bu ck/kkvksa dks dSls nwj djsaxs A  

 

Que.4 What are the principal of effective writing? Explain. 

           izHkkoh ys[ku ds D;k fl)kUr gS\ le>kb, A 

 

Que.5 What do you mean by formal communication? Explain its function and advantages. 

           vkSipkfjd lapkj ls vkidk D;k vk”k; gS\ blds izdk;ksZ vkSj Qk;nksa dks le>kb, A  

 

Que.6 What are the two types of formal communication? Explain non-verbal communication in  

           detail. 

           lapkj ds nks izdkj D;k gS\ foLrkj ls xSj&ekSf[kd lapkj ds ckjs esa crk,a A  

 

Que.7 Draft an office order giving the detail of continued absence of an employee and the  

           proposed action to be taken against him/her. 

            ,d deZpkjh dh fujarj vuqifLFkfr dk fooj.k ,oa mlds f[kykQ dh tk ldus okyh dk;Zokgh ij ,d  

        dk;kZy;hu i= rS;kj dhft, A   

 

Que.8 Write a memorandum from Vice-president to finance manager of ABC company,  

           informing him about an increase in the Diwali for bonus for all the employees. 

            

 

 


