MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

(GCF-3, MCF-1 & SCF-2)
DATE: 30.09.2019 MAXIMUM MARKS: 100 TIMING: 3 Hours

BUSINESS LAW & BUSINESS CORRESPONDENCE & REPORTING

Question No. 1 is Compulsory. Answer any four question from the remaining five questions.
Wherever necessary, suitable assumptions should be made and disclosed by way of note
forming part of the answer.

Working Notes should from part of the answer.
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PAPER : BUSINESS CORRESPONDENCE & REPORTING

The Question Paper comprises of 5 questions of 10 marks each.
Question No. 7 is compulsory. Out of questions 8 to 11, attempt any three.

SECTION-B : BUSINESS CORRESPONDENCE & REPORTING (40 MARKS

Answer 7:
(a) Passage -2
(1) Option ¢
(2) Option b
(3)  Option a > {each 1 M}
(4) Option d
(5) Option b

(b) Communication is a process of exchanging information, ideas, thoughts, feelings and
emotions through speech, signals, writing, or behavior.
Communication is relevant in daily life as we experience it in all walks of life. While
talking to friends, family and office colleagues, while passing on a piece of
information, while starting a campaign or a protest march; at every step we want to {2 M}
communicate a message. The audience differs and the purpose differs; yet
communication happens.

{1 M}

(c) Antonyms

(1) Option a}{Each 1 M3
(2) Option b

Answer 8:
(a) Hints:
. Causes of health issues: a crisp list
o Office work
o Lifestyle
o Eating habits
. Growing economy
. Money splurge > (Any tens
o Effects: direct effects Each 1/2 M)
o Diseases
o Physical health issues
. Strain on eyes
. Young deaths J

(b) Based on Communication channels, there are three kinds of categories:

. Verbal: Verbal communication involves the use of words and language in 1My
delivering the intended message
. Non Verbal: Nonverbal communication is the process of communicating by

sending and receiving wordless messages. These messages can aid verbal
communication, convey thoughts and feelings contrary to the spoken words
or express ideas and emotions on their own.

{1m}
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o Visual: Visual communication through visual aids such as signs, typography,
drawing, graphic design, illustration, colour and other electronic resources
usually reinforces written communication. Visuals like graphs, pie charts and {1 M}
other diagrammatic presentations convey clearly and concisely a great deal of
information. They are an essential part of official presentations these days.

(c) Fill in the blanks:
(1) Option ¢
(2) Option b} (Fach 1 M}
Answer 9:
(a) Date: July 09, 2019
Venue: Conference Hall, 2nd Floor, {1 M}
Meeting Started at 02:00 PM .
In attendance: Mr. Ram Swaminathan, Head, Sales and Marketing, Mr. Prabhu Das,
Product Head, Product lead, four members of the sales team. > {1 M}
Mr. Ram Swaminathan, Head of Sales and Marketing informed the agenda of the
meeting i.e., the sales decline in the product. J
Ms. Reena Mathur, Sales lead gave a detailed analysis of the sales figures for the one)
year.
Her team including Mr. A. Mr. B, Ms. C, Ms. D elaborated on the market trend target [ {1mM}
customers and their needs. y
Mr. Prabhu Das, Product Head expressed concern over the matter, discussed a few
changes in the sales strategy. }{1 M}
All the participants contented to the concerns raised and decided to submit their
reports.
The Head of Sales and Marketing proposed a vote of thanks and declared the next
meeting to discuss reports to be held on August 02, 2019. {1 M}
ATR to be submitted by July 26, 2019 to the Head Sales and Marketing.
(b) Chain of Command: The communication pattern that follows the chain of command
from the senior to the junior is called the chain network. Communication starts at the
top, like from a CEO, and works its way down to the different levels of employees. It}{2 M}
involves a lot of organizational hierarchy.
Drawbacks: The chain network often takes up time, and communication may not be
clear. It creates a lot of miscommunication as the message travels a long path. }{1 M3
(c) Synonyms

(1) Option b

h
(2) Option e} {Each 1 M3

Answer 10:

(a)

XYZ Electronics New Delhi. N
Date: 20" Dec, 2018

Manager, Customer Care XYZ Electronics

New Delhi. {1 M}
Dear Sir/Ma‘am

Sub: Complaint regarding the printer model CanXR 0987, Invoice No: Prin/CanXR/6 -
12- 2018 /
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This is regarding the printer that I bought on Dec 6, 2018. After installation, it
worked fine for a few days. But lately every time a print command is given, it paper
gets stuck and the scanning/photocopying option is not working at all. Please send
your executive to examine the problem and rectify it at the earliest or get it {2 My
replaced. I had bought the equipment to take print-outs at home for an urgent
project work submission.
I request you to look into the problem urgently and send the expert tomorrow}

{2 M}

evening by 7PM. You can send the name and mobile nhumber of the executive at my

number XXXXXXXXXX. Looking forward to a prompt response.

(Signed)
iM

ABC My

(b) Vertical Network and Wheel & Spoke Network
Vertical Network Wheel and Spoke Network

A formal network. It is usually between | A network with a single controlling authority who
a higher ranking employee and a | gives instructions and orders to all employees
{12 M} { | subordinate. working under him/her. {12 M}

A two way communication happens Two way communication happens but useful only in
small organizations.

(c) Passive to Active
(1) The school authorities declar.ed the results}{EaIch 1M}
(2) You must complete the test in one hour.
Answer 11:
(a) Language endangerment is an alarming situation worldwide. Language teachers
should be well trained linguistically and language documentation should be {3 M}
encouraged by state authorities. Similarly, linguists, language activists, and language
policy makers have a long-term task to compile and disseminate the most effective}
. . o T {2 M}
and viable mechanisms for sustaining and revitalizing the endangered languages.

(b) The Characteristics of Effective Communication:

Communication for humans is akin to breathing. From the first cry of the baby to the

last breath of a person, communication is an essential part of life. However, good

communication is an art that has be developed and honed. Effective communicators
practice every aspect of the skill frequently.

It is a fact that our everyday communication is often marred by confusion,

misunderstandings, misconceptions, partial understanding and obscurity. Thus,

several aspects must keep in mind while interacting with others for our
communication to convey the intended message.

1. Clear: Any spoken or written communication should state the purpose ofY
message clearly. The language should be simple. Sentences ought to be short
as the core message is lost in long, convoluted sentences. Each idea or point
must be explained in a separate bulleted points or paragraphs. Make it easy
for the reader to grasp the intent of the communiqué.

2. Concise: Brevity is the essence of business communication. No one has the
time to read long drawn out essays. Besides, the core content is lost in
elaborate details. Avoid using too many irrelevant words or adjectives, for
example, ‘you see’, ‘I mean to say’, etc. Ensure that there are no repetitions J
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3.

Concrete: The content of your communiqué should be tangible. Base it on
facts and figures. Abstract ideas and thoughts are liable to misinterpretation.
Make sure that there is just sufficient detail to support your case/ argument
and bring focus to the main message

Coherent: Coherence in writing and speech refers to the logical bridge
between words, sentences, and paragraphs. Main ideas and meaning can be
difficult for the reader to follow if the writer jumps from one idea to another
and uses contradictory words to express himself. The key to coherence is
sequentially organized and logically presented information which is easily
understood. All content under the topic should be relevant, interconnected
and present information in a flow.

Complete: A complete communication conveys all facts and information
required by the recipient. It keeps in mind the receiver’s intellect and attitude
and conveys the message accordingly. A complete communication helps in
building the company’s reputation, aids in better decision making as all
relevant and required information is available with the receiver.

Courteous: Courtesy implies that the sender is polite, considerate,
respectful, open and honest with the receiver. The sender of the message
takes into consideration the viewpoints and feelings of the receiver of the
message. Make sure nothing offensive or with hidden negative tone is
included.

Listening for Understanding: We are bombarded by noise and sound in all
our waking hours. We ‘hear’ conversations, news, gossip and many other
forms of speech all the time. However, most of it is not listened to carefully
and therefore, not understood, partially understood or misunderstood. A good
listener does not only listen to the spoken words, but observes carefully the
nonverbal cues to understand the complete message. He absorbs the given
information, processes it, understands its context and meaning and to form
an accurate, reasoned, intelligent response.

The listener has to be objective, practical and in control of his emotions. Often
the understanding of a listener is coloured by his own emotions, judgments,
opinions, and reactions to what is being said. While listening for
understanding, we focus on the individual and his agenda. A perceptive
listener is able to satisfy a customer and suggest solutions as per the needs
of the client

Focus and Attention: Everyday work environment has multiple activities
going on simultaneously. The ringing of the phone, an incoming email, or a
number of tasks requiring your attention, anxiety related to work, emotional
distress etc. can distract you. Such distractions are detrimental to the
communication process with an individual or a group of people. You may
overlook or completely miss important points or cues in the interaction. Thus,
keeping your focus and attention during the communiqué is imperative for
effective communication.

Emotional Awareness and Control: "Human behavior is not under the sole
control of emotion or deliberation but results from the interaction of these two
processes,” Loewenstein said.
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(c)

However, emotions play a major role in our interactions with other people.\
They are a powerful force that affect our perception of reality regardless of
how hard we try to be unbiased. In fact, intense emotions can undermine a
person’s capacity for rational decision-making, even when the individual is
aware of the need to make careful decisions.

Consequently, emotional awareness is a necessary element of good
communication. While interacting with another person or a group, it is
important to understand the emotions you and he/ she/ they are bringing to
the discussion. Managing your own and others emotions and communicating

~—

keeping in mind the emotional state of others helps in smooth interaction and
breakdown of the communication process.

Direct to Indirect Speech.

1.
2.

He said that he had passed the examination

The judge commanded them to call the second witness } {Each 1 M}

**k*
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