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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) Define business communication. Give an account of the universal ingredients of human communication and the fundamental truths of communication.
b) Discuss the role of our viewpoints in communication. Support your answer with a neat and labelled diagram.

OR

What do you mean by malfunction of communication? Name the major types of malfunctions of communication and give an example of the effect of each of them in business.
	7
8

	2. 
	a) Take any moment of your life and write two paragraphs to show the density of communication.

b) Describe the process of communication.
	7
8

	3. 
	a) You are a management trainee at Sangrila Cinema Hall Pvt. Ltd., Kathmandu, Nepal. Your boss, Ms. Prajita Guring has planned to establish a sophisticated modern cinema hall in one of the four cities-Kathmandu, Pokhara, Butwal and Hetauda- of the country. Since it is a huge investment and it is not possible to change the location easily, she wants to make sure that her choice of the place should be the best from the point of view of at least fifty years' aggregate profit. So, she has asked you to study about these places and recommend her the best place. Write a short report in any form according to your convenience.
b) Enumerate any five qualities of effective business correspondence.
	10
5

	4. 
	a) You have recently brought a refrigerator from Sitaram Electronics on the warranty of two years. Now, after two months you find that the quality of the refrigerator is really poor and you feel being cheated. So, write a complain letter asking to return it.
b) You are the sales manager at Sitaram Electronics. Bala Dev Rai, one of your regular customers, has written a complain letter asking to return the refrigerator that he had bought from your show-room two months back. He thinks that you have cheated him selling low quality product in comparatively expensive price. Write a bad news letter to him saying that returning the product is against the company policy. Your strength lies in saying 'no' in such a way that your customer feels satisfied with your answer.
	8
7

	5. 
	a) Assume the position of division superintendent at McVoy Manufacturing Company, Inc.Today you learned that William A. Goronzy of your department 327 is retiring next month after 46 years of service to the company. Although McVoy does not have such things for retirements, you feel a special affair honouring Mr. Goronzy is in order. You feel he is special and deserves extra retirement recognition at company expense. To assist you in your efforts, you decided to enlist the services of Patricia Kvanli, Mr. Goronzy's department supervisor. Write a memorandum telling her the things that you plan to do for the retirement and also ask for her suggestions.
b) What is mental filter? And what role does it play in our perception of the world around us?
	8
7

	6. 
	a) Discuss, in short, the techniques of writing sales letters. Place yourself in the position of marketing officer and write a sales letter to prospective customer persuading them to buy your new product-Herbal Hair Vitalizer.

OR

Write an application and a resume for the following job- opening:

Assistant Office Manager:Gandaki Manufacturer seeks recent BBA graduates to train under current office manager . Applicant must know office administration and be acquainted with all forms of office automation. Excellent written and oral communication skills are essential. Send your resume and cover letter to: Personal Director, P.B.1177, Gandaki Manufacturer, Kaski.
b)  Name the common situations in which we write memorandum in direct order. Write as a manager, a memorandum to one of your juniors refusing the three month's salary drawing without offending him/her.
	8
7

	7. 
	Write Short note on: 
a) Paralanguage

b) Kinesics
	2×5


