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	Candidates are required to give their answers in their own words as far as practicable.

	The figures in the margin indicate full marks.

	Attempt all the questions. 


	1.
	a) Explain the role of our viewpoints in shaping the meaning we form in a communication process.
b) What is fact – inference confusion? How can we avoid it?
c) What do you mean by Adaptation? Explain the techniques of Adaptation in a business letter.
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	2.
	a) How can we limit the content of sentences to make our writing easy to understand? Give any five ways.

b)  Discuss the four major techniques of emphasis in business writing.
c) Discuss the problems that arise in international correspondences. Give two suggestions to improve international correspondences.
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	3.
	a) What are the situations requiring directness in a business letter? Explain the basic features of a direct inquiry letter. Now write a letter to the Managing Director of John Player Textile placing an order of seventy pieces of cotton shirts, hundred pieces of T-shirts and seventy pieces of cotton pants for the approaching summer season. Also ask for the discount if any on cash payment and the provisions of credit buying.
b) Assume yourself as the sales and public relation manager of Mount Times Magazine published ever fortnightly. Prepare a sales letter addressing especially the students and teachers of schools and colleges telling how your magazine is beneficial for both the parties.

OR

Write an application and prepare a resume for the following vacancy announcement.

WANTED
Global Media House is a large publishing organization with different branches in major cities of Nepal. We are looking for active, hardworking and self – motivated young men and ladies having a bachelor’s degree in business administration to work as marketing scientists in our central office and branch offices located at different part of country. Apply to MD, Global Media House, POB: 18, Kathmandu, Nepal.
	8
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	4.
	a) Assume the position of the MD at Kasturi Medical Suppliers. Suppose that you are planning to conduct the annual sales meeting at Hotel Elephanta, Sauraha, Chitawan. Now write a memorandum to all the managers and assistant managers informing about the meeting and asking to prepare a tentative cost planning on travel, boarding and meeting expenses, etc.
b) Suppose it has been reported that the number of students bunking classes and joining the bunkers’ dance club – a newly opened restaurant in the town – is increasing rapidly. Your Campus Chief wants to find the reason behind this tendency immediately. Prepare a report analysing the causes of bunking the classes by the students of your college.
	5
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	5.
	a) What are the essential features to be a good public speaker?

b) Ask three questions and answers for an interview situation for the job of a school physical trainer.
	8
7

	6.
	a) What is the importance of listening? Discuss very briefly the “Ten Commandments of the Art of Listening.”
b) Discuss the importance of nonverbal communication and explain briefly the effect of Proxemics and Time Language in business world.
	8

7

	7.
	Write short notes on (Any Five):

a) Perception and reality

b) Buffer and indirect situation

c) Multinational companies

d) Visual communication

e) Symbol

f) Communication and globalization

g) Advertisements
	5×2


