MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

(GCF-7 & GCF-14)

DATE: 24.10.2019 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.

Answer 1:

(a)
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Answer 2:

(a)

Answer:

(b)

(i) S e fMTeH AT g @ SR Bar ¥ AT a1 R HIe B WBR B} ORI ¢ |
AT IHH W BT WHR fHar 2|
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AHAT & —

@)  ARILLP ol el 2 % LLP &1 feegeal gRT 9HIU+ &R 3 9,
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Answer 3:
(a) S UHE & 99 ¥ & 77 & dolipd B4 @ (RS MUR & 96 Th 9EeR & 97|
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Answer:

(b)

Answer:

(c)

Answer 5:

(a)

(4)  gdY & FEUY (BXWIARY) b A H, g Bl ey b Sriid o SRRl
fpar a1 81 1 SN ey BT Fawi- PRI Fhl © |
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T E| :
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AICIATS (el Sl HRa™ T SIdh HRA UR B dlel Td &I 40 FfAerd WRT WR U1 FEAT
TAS § 39 UHR I[RoI A A< digd gRT @ Tl e & ufq e wewfa & g1 (@
IIH IS 1958).

(b) 39 YT H UBl W FHWT 9Y IEY Pl o AT WX SR T Y e Bl oA
SRR & FFAR DIg AT e VAT 1 BT @AY I b e 8 qoIr g & A1
TR B | 7Y AT B Bl deNTH IT I UHIG 8] 8IdT & SAIOY By e Sl fhadl
MR, fdars a1 & duife HRIAE W B geR & AP T © 98 AqE YA SR
3fE BT |

gaferg i X, f. W5 g7 fhy 10 9T & . 5 o a9 A8l B Aohdl ¥ Fifd Swal H)
T 3 e fhar o o fhell <Irarer™d & o] el AT S AHal © | I§ AlbAI &
foeg M & SR @t 7|

Answer:

(c) fr=ferRaa wfdfq ameara &0 &— 1

1.

Answer 6:

(a) F IR 2013 @1 ORT 4(1)(c) B SR Bl @ wfadt A A d@ Aifid g2l

s
()

(ii)

FHeol B AMLARIT : UH A Meanad ¥ e & fF war @t
W § I D TN B BT SR B | Al A Bar 7 AT Bl oot H o
forar 2 ok 91q # 9 I¥HR H a1 Srell IRl 7, 99 9 Al W raraT Wi
PR B o 918 UGd R Bl ANBR 2 99 T & ey 3 gRRefaal 9 fe
ﬁr—r[eﬁa‘zmw:rawﬁl

R B BT ST : U TR ST B Gy [hel e 9eT & ufy e
ﬁwﬁﬁﬁw&@wa&mmqﬁmwﬁﬁﬁﬁa@mw
UqT &I o1, MR Had B |
JETEROT : 3 1 15,000 ®. B KU B folU W & U JUAl R Bl TRAT 371 qen
JHHT DR BT 3ATel &7 Peoll o &1 aa 1| 37 7, R g« & R B ‘T DI
Ig fear e 39 920 &1 oI {991, 9eWradr § BR & @RI forar | '@ a1 a1 ko
dler & ol ‘3 &1 b8 Fhdl & A1 WA UFT &bl Fhdl & a0 R A6l & A1
IHH AT @ forg o @ favg a1 TR &R 9HhdT & |
A & GaRATH 8F & v § o - fAoar & g1 U@ iR Tifa smearas gar @
5 IfT oG q7 ©U ¥ WRATG & AT DT B oIy $HD FAAD 8 DI AHET 3
IR T I TR & U e 2 99 [sar & ol Iz amaeds & b 98 war &l
T R & T H IAEA < | Ife 59 AT bl 9T fhar S @ d9 far
BT &7 & foly IRarl Bh |
o AT YA & U AOR & AR—dIS & gRT Aearad : fHe Seea ey
& foy T[orar a1 SRt & U Yo THA AR AR & dR—dRIB] g§RT SiTS]
ST T 2 | .

I8 Afddt o f6 ol & AR & Seevd SuMTH 9 Ui Bl ' (R W
gdhc AfGd Pl Sl 2) A1 98 WAl Bl & off 99 & Ifafm a1 oy faeft
faam & ot Bl 7, @i

g wfdaal S Sfod SR W o g wfdadl & FHHU € AT Ma¥H © dlfh HEHT B
7 Sqaed Ui fhar o wa (e ffka wfaadt w1 S 2)

{2 m}

{1 ™M}

{1 M for

L each

Correct 4
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- {1 M}
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= JAfafEm § o faar T B fh a8 WR g S fb el Bl ure wfed | e 2 AT
giER & 98 AR §cd Aldd 9red BId © AR Y Bl & 7 U Hedi Bl gfe &1 &l S bl |

2 A B D AR GG I I B ol N FEAR YIS B qd QIR verd B
HF g9 R |

HIA BT eI IR 5D JIURDI SR AT 3T BT HEl DI Al BT S TAqT IS |

S BRI BT ® fb e d—ar Bl BR Gahdll © A1 b & H 98 I B Ahdl
2| 3Afely SEeT I BT G IRURSI, FGRI 1 T & oIy Her[d Agd &l Bl 2 |
ST BT YAH qUTD AR BIAT 8 3R I8 HH & AHIIH D ey a1 YT fdkera
@ ATAR BT BT 2 |

Wmﬁ%ﬁﬂﬂmﬁra%waﬁwwweﬁmw%‘ﬁwwm%‘%:

Ig IMSH! HHHl b I ITR W YA 8, SAH AT d AEM-I9 Td Sl b =gy
o1 ey o) forar @ arfe 9 g oz Geell g9siiar 811 TR I8 &)+ § gl 81 SIran
2 I8 QX TRE SAD! Terdl BRI |

M/s Tol. THIR. UTsdc fo. ®dol Bel Ud Afeotdl bl Wl ATUR B Fhdl & Sl ST |

I IR B | T BHA DI WG U el © b T8 O B A1 WEER dRd Al R LI
B IR X | 39 FI DI [l fl w9 H A B g e qn Afed wfdadl & erefA

& AT AT ARY, T8l HRAT AHAT © 7 &1 SAD] &jLJIc;i"I-CMCII AHdT ¢ |

Answer:

(b)

FFI SR 2013 T IRT 8 & AJAR A dx TRBR BT T 8 b &R 8 aTell HFI |

I IEW BT Ioaiad PR Bl &, NIFd! &I H GHY ATew=d AT AT o 3fefar Huc H
PRI PR BT 2 JYAT THfed & fdhg BRI B Bl & A 98 Asa~d Wfvsd H) Fhdl o |

gfe oea~a Wfted Bidr 2 d d5 ARGR HEHT Bl bl 37T HH-1 & A1 FATHfold B |

FHAl & | IR 9 HFAT Bl Iqa I HFAT & Igaed Al &1 BT aM2Q A FAH
ISR el HFAT & A1 e 81 Addr 2

wﬁ:wﬁmw:ﬁZﬁwaﬁwaﬂ?ﬁ%ﬁwﬂémmwﬁmﬁmﬁwﬁm‘

{1 M}

T o PR I B S g WRPGR HeRd HfY |

SR S H B8 AR 7 TH YIdh B 9918 & | Weg S B BT Iqa fdeiare |
ST & | SAMTY 7% TRBR RT SR AT TAT Qe HF1 JAAFIH 2013 & AR 81 ©

IR Bg ARPHR BT Hael AR 2 |

Answer 1:

(c)

N gRT far a1 grar dg 981 8T Jifd fHl I &I 997 a1 @R &A1 A1 9 AT DHad
IRIET BT &I 28T W TR BT & VAT BIg argeT e &1 28Il ¢ |

ARG 3IJaY MR, 1872 B ORI, 29 & AR UH I1qad ST sl a1 vy =
T = ar 2 ghfRad 7 fear S Aaear & U ey g 81 2|
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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) 1.
2.
3.
4,
5.
Answer:
(b) 1)
2)
3)
Answer:

{1 M each}

CoQaw

(@]

The army captain was awarded the Param Vir Chakra posthumously.

(b) After death

Seeing the artist work with such finesse, the crowd cheered. {1 M each}
(a) Expertise

His parents were adamant about not sending their son for a two day trip.
(b) Inflexible

(c) The star communication network has multiple channels of communication open

between all members. This network propagates group communication and is
essential where teamwork is involved. The members communicate and exchange

{1 M}

information with each other freely, and without hindrance or hesitation.

The usefulness of all networks depends on the structure and size of the company,
and the manner of communication between the employees. Good communication
relies on the sincerity of the employees within the company as well as properly

defined processes in the organization. These parameters help the organization
achieve its objectives.

{1 M}

Star Network
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Answer 8:

(a)

Answer:

(b)

Unemployment: No longer India’s economy capital
Hints:.

V. Y VVV VY VYV

The world economy is facing 2 major challenges-unemployment and poverty.\
Financial crisis caused by unemployment leads to an overall purchasing
power resulting in poverty followed by an increasing burden of debt.

In India, the problems of underemployment, unemployment and poverty have
always been the main hindrances to economic development.

Another colossal problem is the large population.

A critical aspect is the regional disparity.

Mass migration from rural to urban regions is adding to the problems of
unemployment and poverty.

Economic reforms, changes in the industrial policy and better utilization of

(1M

>Each for

available resources will reduce the problem.
The government must initiate long term measures for poverty alleviation. Y,

Barriers in Communication: There are multiple barriers in the communication
process. These barriers result in distortion and misunderstanding of the intended
communiqué. The barriers can be physical, psychological, emotional, cultural,
linguistic etcetera.

1.

Physical barriers: These are a result of our surroundings. Noise, technical
disturbances, outdated equipment, distant locations, office doors, separate
areas for people of different areas, large office spaces, old technology and
lack of appropriate infrastructure can lead to problems in transmission of
message.

Organizational structure barriers: Communication problems occur when the
systems, structures and processes in the organization are not clear or have
gaps in them. If the chain of command is unclear, a person may not know
whom to contact for a particular issue. Inappropriate information transmission
systems, lack of supervision, and unclear role and responsibility demarcations
lead to confusion and inefficiency.

Language barriers: Language can create many obstacles in communication.
Literally, people from different regions and countries may interpret the same
words differently. Difficult words, subject specific terminology, unfamiliar
expressions and ambiguous words having multiple meanings, create hurdles
in communicating. It is also a fact that that the linguistic ability of various
people in the work place is different. Some maybe proficient in the language
while others may possess just basic skills. Therefore, it is important to use
clear, simple easily understood Ilanguage in most of your official
communications.

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,

8|Page
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10.

Answer:

(c) 1.

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

Emotional barriers: One of the chief barriers to open and free communications
is the emotional barrier. Anger, fear of criticism or ridicule, mistrust of
person, suspicion of intentions, jealousy, anxiety and many more feelings and
sentiments we carry within us, affect our communication ability and quality. A
person who is upset and disturbed cannot pass on or receive information
appropriately and objectively. His emotions will colour his perception and
assessment of the communication.

Attitude barriers- Personal attitudes of employees can affect communication
within the organization. A proactive, motivated worker will facilitate the
communication process, whereas a dissatisfied, disgruntled, shy, introvert or
lazy employee can delay, hesitate in taking the initiative, or refuse to
communicate. Attitude problems can be addressed by good management and
regular interaction with staff members.

Perception Barriers- Each one of us perceives the world differently and this
causes problems in communicating. The same content is seen and interpreted
differently by two people and therein lies the root cause of
miscommunications and misunderstandings.

Physiological barriers- Ill health, poor eyesight, hearing difficulties or any
other physiological problems can be hurdles in effective interaction with
others.

Technology barriers— In today’s world, communication modes are primarily
technology driven. This communication technology is being constantly
upgraded or new formats emerge ever so frequently. Anyone who is not tech
friendly struggles to communicate effectively via the medium.

Moreover, an individual is faced with a huge amount of information every day
in the form of emails, texts and social updates. Multitasking is the norm these
days. The information overload and trying to accomplish too many things
together can result in gaps in communication and miscommunications.
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 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.

It was quite humorous to see the minister talk about health and fitness
issues. {1M
(a) Rotund each}
The sage is leading alife in the mountain peaks.

(a) spiritual
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Answer 9:

(a)

Date: July 09, 2019
Venue: Conference Hall, 2" Floor, {1 M}
Meeting Started at 02:00 PM

In attendance: Mr. Ram Swami Nathan, Head, Sales and Marketing, Mr. Prabhu Das,\
Product Head, Product lead, four members of the sales team.

Mr. Ram Swami Nathan, Head of Sales and Marketing informed the agenda of the
meeting i.e., the sales decline in the product.

Ms. Reena Mathur, Sales lead gave a detailed analysis of the sales figures for the one
year. 7
Her team including Mr. A. Mr. B, Ms. C, Ms. D elaborated on the market trend targety
customers and their needs.

Mr. Prabhu Das, Product Head expressed concern over the matter, discussed a few
changes in the sales strategy.

All the participants contented to the concerns raised and decided to submit their

r{1 M}

~{1 M}

reports. J

meeting to discuss reports to be held on August 02, 2019.

The Head of Sales and Marketing proposed a vote of thanks and declared the next?r
{2 M}

ATR to be submitted by July 26, 2019 to the Head Sales and Marketing.

Answer:

(b)

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 affect 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 of
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.

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.

4, 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

(1 M for
heading
iM
Each for
2 point)

understood. All content under the topic should be relevant, interconnected
and present information in a flow.
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Answer:
1.
2.

(c)

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,” Lowenstein said.

However, emotions play a major role in our interactions with other people.
They are a powerful force that affects 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.

The farmer is purchasing the horse.
The police officer will give him a ticket for over speeding. {1 M each}
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Answer 10:
(a) Language and Gender}{1 M}
The word ‘gender’ used in two contexts, first for grammatical gender and second?r
{2 M}

biological gender. Language is influenced by gender. Women tend to use more
standard language than men (perhaps due to their position in western societies). On

the other hand they also tend to be at the forefront of linguistic innovations. Al 2 M3
woman tends to good in verbalization.

Answer:

(b) Informal communication: Informal Communication is the casual, friendly and
unofficial. It is spontaneous conversation and exchange of information between two {1 M}
or more persons without conforming to the prescribed official rules, processes,
systems, formalities and chain of command.

Informal communication is between family, friends, neighbors, members of the
community and other social relations that are based on common interests, tastes}{1 M}
and dispositions. Information can flow from any source in any direction.

Employees in an organization interact with each other outside the formal domain.

Such communication is called ‘grapevine’ - gossip in the office. Employees of different
departments and varied levels meet and discuss matters casually and informally. The ~{1 M}
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.

Answer:
(c) 1. The obstacle course was run by me in record time. (1M h}
2. Costs would be reduced by us if we use less paper. eac

Answer 11:
(a) Writing Formal Letters and Official Communication
Kalu Sarai, \
New Delhi
August 09, 2019
MR. Ramesh *{2 M}
Director, Sales and Marketing
XYZ Pvt. Limited
Dear Sir/Ma’am, J

Sub: Order Confirmation (No: XYZ/0012/Jun 2019)

I would like to take the opportunity to thank you for giving us a business )
opportunity. It is an honour for us to be serving your esteemed organization that
enjoys a formidable reputation.

I would like to inform you that the 1800 units of machinery ordered vide Order no.
XYZ/0012/Jun 2019, will be delivered as per the mutually decided date. In addition, >{2 M}
our experts would come to install the machinery and give a detailed demo of its
working. We would also provide a free for the next two years, taking care of any
wear and tear or products damage. The products has two year warranty period.

For any other query regarding the machinery ordered and its functioning, please feel
free to contact us. We would be happy to serve you at the earliest. J

Thanks and Regards,

Ashita Bhargava

Sr. Manager

Operations and Admin Department

{1 M}
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Answer:

(b)

Answer:
(c) 1.
2.

Verbal: Verbal communication involves the use of words and language in delivering
the intended message. Though ‘verbal’ primarily refers to communication through
the spoken medium, while categorizing ‘types’ of verbal communication the written
and oral form of communication are included.

Written communication includes letters and documents, e-mails, reports,

handbooks, brochures, various chat platforms, SMS and any form of written
interaction between people. The written form of communication is essential
and indispensable for formal business interactions (contracts, memos, press
releases, formal business proposals etc.) and legal instructions and
documentation. The effectiveness of written communication depends on the

writing style, grammar, vocabulary, and clarity. J

Oral Communication refers to communication through the spoken word, eithery
face-to-face, telephonically, via voice chat, video conferencing or any other
medium. Formal medium like lectures, conferences, seminars, meetings and
informal conversations, chit-chat, gossip etc. are part of oral communications.
Effective of oral communication depends on clear speech and the tone used
by the speaker. Speaking in too high/ low volume or too fast/slow can also
impair communication between people. Even non-verbal communications such
as body language and visual cues effect the quality of interaction among
individuals or group. J

She said that she would be taking a test. N
The asked his manager if he should email that letter again.[ {1 M €ach}

**k*
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