MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

(GCF-7 & GCF-14)
DATE: 12.10.2019 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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Answer 3:
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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:
(@) (1) B
(2) D
(3) D t{Each 1 Mark}
(4) C
(5) B
Answer:
(b) (i) They said that they would apply for a visa.

(i) He said that he could run faster. }{Each 1 Mark}
(iii) He said that he should avail the opportunity.

Answer:

(c)

Employees in an organization interact with each other outside the formal domain. T
Such communication is called ‘grapevine’ - gossip in the office. Employees of ]
different departments and varied levels meet and discuss matters casually andT
informally. The grapevine satisfies the social needs of the people and helps in
building relationships. It is also useful in addressing certain needs and grievances of
employees. J

Answer 8:

(a)

Tension headaches are characterized by a painful band around the head or pain in
the neck and shoulders. This kind is usually caused due to long driving hours or
sitting in front of pc's or at the desk. Migraine headaches are characterized by pain
on one side of the head, vomiting, irritation or brighter flashes of light. This kind is.
usually caused due to intake of coffee, chocolates and MSG in food items. Headaches
can be treated on our own or by following a doctor's advice.

Answer:

(b)

() rotund

(i) scanty {Each 1 Mark}
(iii)  spiritual

Answer:

(o)

Circuit Network:
When two persons communicate with each other sending messages and feedback,

-{1 M}

r{1 M}

-{3 M}

{2 M}

they form a communication circuit. Therefore it is known as circuit network. The two {1 M}

people interacting can be colleagues placed at the same hierarchical level in the
organization.

~ ™

rd - \
)

-';an“' ‘ Message ]
X ) N I L{1 M}
."-.
N
B

Circuit Network
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Answer 9: .
(a) The student may use either the chronological format or the functional format for
drafting the resume for a Commerce graduate with no experience.
The following information must be given in the resume:
. Personal details
. Contact information {Each Point
J Education details - information about Grade X, Grade XII, and Graduation. [ 1 Mark}
Which school or college the boy / girl attended? Which year did they pass?
. Skills - soft skills (such as problem solving; time management; critical
thinking); computer programming; speaking multiple / foreign languages;
etc.
. Achievements - competitions won; positions of responsibilities; projects
undertaken. )
Answer:

(b) (i) Subject of dispute
(i) Make a big issue out of a small thing t{Each 1 Mark}
(iii) No choice at all

Answer:

(c) Gender barriers- Men and women communicate differently. The reason for this lies
in the wiring of a man’s and woman’s brains. Men talk in a linear, logical and
compartmentalized manner whereas the women use both logic and emotion, and are L{1 M}
more verbose. This may be the cause of communication problem in an office where
both men and women work side by side. Men can be held guilty of providing
insufficient information, while women may be blamed for providing too much detail.
Gender bias is another factor in communication barriers. Due to traditional mindsets, ]
many men find it difficult to take orders from, or provide information to women. | {1 ™}

Answer 10:

(a) R-27, Block - A 7
Greater Kailash
Pune - 56

17 May, 20XX

The Manager / Mr. / Ms.
~{2 M}
Shrishti Enterprises

247, Okhla Industrial Area
New Delhi -25

Sir/Ma‘am

Placing an Order for Office Furniture J

After going through your catalogue of office furniture, I wish to place an order for the}
following items for our office.

8|Page
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S.No. Item uantit
1. Chairs (Steel) 25 Pieces
2. Tables (Wooden) 15 Pieces
3. Stool (Wooden) 20 Pieces
4, Computer Table 10 Pieces
5. Filing Cabinets 05 Pieces

All the items should be as per the specifications mentioned in your quotation.
Substandard material will be returned. The delivery should be made before May 25,
20XX failing which the order will stand cancelled. Please send the bill after deducting
the discount as applicable. As agreed upon earlier, payment of the bill will be made

r{2 M}

by cheque in favour of the firm within 10 days after the delivery of items.

J

Yours truly / sincerely
Rohan Sinha
{1 m}

Manager
KD Infotech

Answer:

(b)

(i) He said "is this your pen?" (Direct)
(ii) Rama said to Arjun, "Go away." (Direct) {Each 1 Mark}
(iii) He said to him, "Please open the door for me." (Direct)

Answer:

(c)

Cultural barriers: Understanding cultural aspects of communication refers to having]
knowledge of different cultures in order to communicate effectively with cross culture
people.. Understanding various cultures in this era of globalization is an absolute
necessity as the existence of cultural differences between people from various
countries, regions tribes and, religions, where words and symbols may be interpreted
differently can result in communication barriers and miscommunications.
Multinational companies offer special courses and documents to familiarize their staff
with the culture of the country where they are based for work. -
In addition, every organization too has its own work culture. In fact, departments]
within the same company may also differ in their expectations, norms and
ideologies. This can impact intra and inter organizational communication.

The same principle applies to families and family groups, where people have different
expectations according to their background and traditions leading to friction and
misunderstanding. A very simple example is of the way food is served by a member

r{1 M}

{1 M}

of a family. It can be the cause of appreciation or displeasure.

Answer 11: -

(a) 1. Use newspaper format.
2. State name of tournament/series.
3. Exciting match with nail biting finish. | {Any 5 Points,
4. Mention who won toss and batted first. Each 1 Mark}
5. Performance of key players in both teams.
6. Reason for victory of winning team. ]
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Answer:

(b) (i) Most of the class is reading the book.
(i) The researchers will publish the results in the next journal. {Each 1
(i)  The CIA director and his close advisors have pursued a policy of whitewashing | Mark}

and cover-up.

Answer:

(c) Paralanguage: The way you say something, more than the actual words used,
reveal the intent of the message, The voice quality, intonation, pitch, stress,}{l M}
emotion, tone, and style of speaking, communicates approval, interest or the lack of
it. Research estimates that tone of the voice accounts for 38 percent of all}{l M}

communications.

*k*x
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