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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) Describe the role of communication in business organization?
b) What is blocked mind? What should be done to avoid blocking our mind?

c) Describe five ways to make your business writing easy to communicated and understand?
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5
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	2. 
	a) Explain the different situations requiring indirectness in business letters. What are the three stages of collection efforts in collection letters? Explain.

b) Write an application and prepare a resume for the following vacancy:

Wanted
A newly established software marketing company is inviting application from energetic and dynamic and self motivated personnel having degree in business administration for marketing the new product. Interested candidates may send their application along with CV to Managing Director, World link Company .PO.Box  No 450, Biratnagar.
	5
10

	3. 
	a) Convert the following statements as directed in the bracket.

i. The antiquated machines were utilized for the experimentation.( use familiar words )
ii. During the preceding year the company operated at a financial deficit. ( use simple ,short words )
iii. A complete reorganization of the administration was effected by the president. ( use active voice )
iv. She’s in search for a job she enamoured with. ( use correct idiom )
v. The cameraman is one of the most important manpower of the company. ( avoid sexist words )
b) Rewrite the following sentences in short and improved way, economizing on words.

i. In the event that the payment is not made clear by April, the forth month of this fiscal year, the operation, we are sorry to say, will cease to be in effect.

ii. The fat, plump, marble-shaped eyed, ugly cat briskly jumped over the extra-finely woven velvet-touched Belgian Royal mat.

c) How do the differences in culture and language affect international correspondence? Explain with an example of each.
OR

What is meant by paragraph unity? Describe the ways in which we can keep paragraphs short and attractive.
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	4. 
	a) Suppose that you have established a children’s home called Hamro Ghar for destitute street children. You are now in dire need of making a school and play ground for these ill-fated children for which you need a large amount of financial support. Write a letter to one of the wealthiest persons you know in your town persuading him/he to support you in this holy work by donating generously.
b) You are the marketing manager in a reputed company. Your company is shortly introducing a new herbal lotion that protects the skin from scorching heat of the sun. Now write a sales letter to your regular customers persuading them to buy this unique product.
	7
8

	5. 
	a) As a sophomore – a second year student – prepare a guideline to the first semester students on the different types of presentation methods and delivery techniques during the presentation.

b) Write a report on the necessity of improving the library of your college-the automation of the reading room, increasing the number of magazines, journals and international dailies as well as liberalizing the policy of lending books for longer periods.
	5
10



	6. 
	a) What do you mean by Non – Verbal communication? Explain the importance of Kinesics and Proxemics in business communication.

b) How has the business world benefited by the introduction of a new technology such as computer in their day to day business affair?
	7
8

	7. 
	Write short notes on (Any Two)
a) Proxemics and paralanguage
b) Cross cultural communication

c) Ethics in public relations writing 
	2×5
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