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Note :– This paper is of Hundred (100) marks divided into

Two (02) Sections ‘A’ and ‘B’. Attempt the

questions contained in these Sections according to

the detailed instructions given therein. Candidates

should limit their answers to the questions on the

given answer sheet. No additional (B) answer

sheet will be issued.

uksV % ;g iz'u&i= lkS (100) vadksa dk gS] tks nks (02) [k.Mksa ^d*

rFkk ^[k* esa foHkkftr gSA izR;sd [k.M esa fn, x, foLr`r

funsZ'kksa ds vuqlkj gh iz'uksa dks gy djuk gSA ijh{kkFkhZ

vius iz'uksa ds mÙkj nh xbZ mÙkj&iqfLrdk rd gh lhfer

j[ksaA dksbZ vfrfjDr (ch) mÙkj&iqfLrdk tkjh ugha dh

tk;sxhA
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Section–A

([k.M–d)

Long Answer Type Questions

(nh?kZ mÙkjh; iz'u) 2×26=52

Note :– Section ‘A’ contains Five (05) Long-answer

type questions of Twenty Six (26) marks each.

Learners are required to answer any two (02)

questions only.

uksV % [k.M ^d* esa ik¡p (05) nh?kZ mÙkjh; iz'u fn;s x;s gSa] izR;sd

iz'u ds fy, NCchl (26) vad fu/kkZfjr gSaA f'k{kk£Fk;ksa dks

buesa ls dsoy nks (02) iz'uksa ds mÙkj nsus gSaA

1. What are the different types of letters ? How does the

format and style differ depending on the type of letter ?

Explain.

i= fdrus çdkj ds gksrs gSa] i= ds çdkj ds vkèkkj ij i=ksa dk

çk:i vkSj 'kSyh fdl çdkj fHkUu gksrh gS \ O;k[;k dhft,A

2. How has e-mail communication impacted traditional

letter writing ? Write the advantages of e-mail

communication. Are there situations where a handwritten

letter is still preferred ?

bZ&esy lapkj us ikjaifjd i= ys[ku dks dSls çHkkfor fd;k gS \

bZ&esy lapkj ds ykHk fyf[k,A D;k ,slh fLFkfr;k¡ gSa tgk¡ gLrfyf[kr

i= dks vHkh Hkh çkFkfedrk nh tkrh gS \
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3. What are the advantages and disadvantages of telephone

communication compared to other forms communication

like email ? Explain in your words.

bZ&esy tSls vU; lapkj ekè;eksa dh rqyuk esa VsyhQksu lapkj ds

D;k Qk;ns vkSj uqdlku gSa \ vius 'kCnksa esa O;k[;k dhft,A

4. How can non-verbal communication impact the message

we are trying to convey ? Explain.

ge tks lans'k nsus dk ç;kl dj jgs gSa] ml ij xSj&ekSf[kd lapkj

dSls çHkko Mky ldrk gS \ O;k[;k dhft,A

5. What are the different types of reports ? What are the

key components of a well-structured report ? Explain in

our word.

fjiksVZ ds fofHkUu çdkj D;k gSa \ ,d vPNh rjg ls lajfpr

fjiksVZ ds çeq[k ?kVd D;k gSa \ le>kb,] vius 'kCnksa esaA

Section–B

([k.M–[k)

Short Answer Type Questions

(y?kq mÙkjh; iz'u) 4×12=48

Note :– Section ‘B’ contains Eight (08) Short-answer type

questions of Twelve (12) marks each. Learners are

required to answer any four (04) questions only.
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uksV % [k.M ^[k* esa vkB (08) y?kq mÙkjh; iz'u fn;s x;s gSa]

izR;sd iz'u ds fy, ckjg (12) vad fu/kkZfjr gSaA f'k{kk£Fk;ksa

dks buesa ls dsoy pkj (04) iz'uksa ds mÙkj nsus gSaA

1. What is non-verbal communication ? How does body

language influence communication ? (12)

xSj&ekSf[kd lapkj D;k gS \ 'kkjhfjd Hkk"kk lapkj dks dSls

çHkkfor djrh gS \

2. How can one improve their non-verbal communication

skills ? Explain. (12)

dksbZ vius xSj&ekSf[kd lapkj dkS'ky dks dSls lqèkkj ldrk gS \

O;k[;k dhft,A

3. How can you create a realistic and well-justified budget

for your proposal ? Explain. (12)

vki vius çLrko ds fy, okLrfod vkSj mfpr ctV dSls cuk

ldrs gSa \ O;k[;k dhft,A

4. What are the different types of proposals ? What are the

common evaluation criteria used to assess

proposals ? (12)

çLrko fdrus çdkj ds gksrs gSa \ çLrkoksa dk ewY;kadu djus ds

fy, mi;ksx fd, tkus okys lkekU; ewY;kadu ekun.M D;k gS \
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5. What strategies can improve verbal communication

skills ? Explain. (12)

dkSu lh j.kuhfr;k¡ ekSf[kd lapkj dkS'ky esa lqèkkj dj ldrh

gSa \ O;k[;k dhft,A

6. What are the key components of a professional e-mail ?

How can you format an e-mail for optimal readability ?

(12)

,d is'ksoj bZ&esy ds çeq[k ?kVd D;k gS \ csgrj iBuh;rk ds

fy, vki fdlh bZ&esy dks dSls çk:fir dj ldrs gSa \

7. Why is communication important ? How does it impact

our personal and professional lives ? (12)

lapkj D;ksa egRoiw.kZ gS \ bldk gekjs O;fäxr vkSj O;kolkf;d

thou ij D;k çHkko iM+rk gS \

8. What are the qualities of a good communicator ? How

can we improve our public speaking skills ? (12)

,d vPNs lapkjd ds D;k xq.k gSa \ ge vius lkoZtfud cksyus

ds dkS'ky dks dSls lqèkkj ldrs gSa \

**************


