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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 are the fundamental truths of communication? Explain.

c) Explain the role of topic sentence in paragraph design.
	5
5

5

	2. 
	a) Rewrite the following statements using the specified principles of business writing:
i) Prior to accelerating productive operation the supervisor inspected the machinery.  (use short, simple words)

ii) The antiquated mechanisms were utilized for the experimentation. (use familiar words)

iii) It is desired by this office that this problem be brought by the secretary before the board. (use active voice)
iv) I am enamoured with her gorgeousness. [use correct idiom]

v) A fireman saves the life and property of people. [use non- sexist language]

b) How can we maintain the tone of courtesy in a business letter? Explain.

c) Discuss the techniques of emphasis in a business letter.
	5
5

5

	3. 
	a) You are a Sangita Rajbhandari, a car dealer, who has supplied a fleet of twelve luxury cars to Sabina Shakya, a customer, six months back. You have recently received a letter of adjustment for faulty tires in four of the vehicles form the buyer. Write a reply explaining why you can't provide adjustment to the customer. Use appropriate letter format.
b) Assume that you are the manager at Navadurga Floor Mill. Suppose that Mr. Bhim Thapa has applied for the post of assistant in the production department of your mill. He has referred that he has three years’ experience in Godavari Floor Mill as an assistant. Now write a personnel inquiry letter to the manager of Godavari Mill asking the necessary skills and HR qualities you expect in Mr. Thapa. Follow the proper business letter format.
	7
8

	4. 
	a) Assume the role of secretary for a local chapter of HAD (Hire A Drunk) Association. The main goal of the organization is to help recovering alcoholics and other chemically dependent persons find employment. You know how difficult it is to find a job for such persons. You know that a job and feeling of self-worth are essential requisites for successful rehabilitation of the lives of those people. But most of the people view them as degenerates who are looking for ways to support their old life styles. 

As a secretary of HAD, write a letter to one of the leading employers in your local area using all the persuasive strategies to make him/her hire a recovering chemical abuser. Your letter will carry the signature of Robin Sharma, the President.

b) Imagine that you have recently purchased a TV set from Dinesh Electronics in your town. You found that the TV does not work as promised in the manual. Some of the problems are, it produces missing sound, it consumes maximum electricity. Write complain letter to the sales manager putting your grievances in business like language and explicitly expressing what you want. Use appropriate letter format.
	7
8

	5. 
	a) Assuming that you have recently passed your BBA. Write an application to and prepare a resume for the following job opening: 
Assistant Office Manager: Karnali Manufacturer Seeks recent BBA graduates to train under current office manager. Application must know office administration and be acquainted with all forms of office automation. Excellent written and oral communicates skills are essential. Send your resume and cover letter to: Personal Director, P.B. 2782, Karnali Manufacturer, Kailali.

b) Discuss the differences between the oral and written report.
	10
5

	6. 
	a) Assume the role of market supervisor at Dinesh Manufacturing Company. Write a staff Report to submit it the production manager about the improper distribution of the product in you local area. Give your suggestion to solve the current problem.

b) Explain in short the techniques that are to be followed while conducting and participating meeting.
	8
7

	7. 
	Write short notes on any two:
a) Importance of visual aids in oral presentation

b) Cross cultural communication

c) Agenda and Minutes

d) Time Language and paralanguage
	2×5
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