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DATE: 05.08.2020 MAXIMUM MARKS: 100 TIMING: 32 Hours

PAPER 3: 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) Nmmww%ﬁmmﬁﬂﬁmﬁﬁwmwwmﬁmaha}zm
qIIET Bl B 3BT W R w1 8 VAT SIS ITI<T A el Bl © |
ARG ardy arfafraH, 18726%%,29$3ﬁﬂw@@a§ﬁaiﬁwaﬁmaﬁwﬁﬁaﬁ}zm
T = a1 2 ghfRad 7 fear S dear 8 Y9 ey I B 2|

Answer:

(b)  FHEN AMRFRA 2013 B ORI 5(1) & FTAR HHAI & IAIH H B & Yaed & 19T |
A UTqET B ® ORI 5(2) & SNR - H Q9 fawg o wnfier g S fe sl |
H a8 ¥ T ud e W afaRad vy wftd e dadl € o S9d wdue #l
IS YT & | /
THA ANBEN BT BSRT THT —H & UNe AHH UG Sa+-H dHe 3R S |
Aol & forw 9reg 81 2 @R 98 39 919 @ oY 9y B ¥ b 39 urae b1 Sife o
AHIRM d o 99 R gER U 81 8§ @R (1), Afed FF iR 99 969 W [ 1w
<l 1 fawg Siife 99 7+ & Ui AHI=gH Ud af-ii|l & forg a8 ol I <afda &
gfd STRERT 81 Bl © I8 a2d S 9 M wR MEIRT § e agaR Rl srgey
q IRTEIT Afdd S Irdd & el fhRlY SR @Y e \E awar ¥ .
A ISRV H AFIAl 4 Ua P I8 AMPHR yqE fhar o & 9 daa g 5 T
THH & AR UR B AT ¥ BT SIRATT | SWIGd H JeNdh ARAT & R IR YA IHDI
JAFTIAT ERT UG JIBR BT HF A AF] Tel HRal Fhdl © | FAflY HHIAl &l HRIATE]

(G @1 TP B R Rig Y T Eer S M Qe s A ofea made |
RIFRE aE% RN O, FRA AR 9T IMR ST 9919 AN §ied UTsdc
fafaes) ]
Answer:
(c) WH & HAUH §9M WEIERI &I G999 (Dissolution of Firm Vs. Dissolution of
Partnership) —
=R BT IR BH DI GHIIT ATHERT BT T
1. | JI9 @1 gord | I8 9RER] H 99 ® | I8 FI9R™ b dold X8q dl yHIfad
Nl TG B BT AT BT 8 | | T8 HAT| T8 Dbael BH P TS |
BT & THAY BRAT © | g
2. | mmE TE BH B G B GEAY | A8 dbdel GSH @1 & \Aa | s
BT & AT ARG BN Rell | BRAT & JAT Dl BH B Ml |- g
AT <@l & MUSH &1 SUelT | U TRl Jedi &I &l Iuer | 8
BT B | BT B | 2
3. | <marera @t TS HH B e & MY | AEIERT BT FHI =IaTer g1RT ||
e ERT AT fdhar ST AT B | DT QY Aol [hAT ST FaheT |
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4. | &= Ig AT ARIER & IHUS | I8 BH & JHAYT BT THIEGY HR
BT AHAY DRl B | FHhdl & AT A8] P AhdT 2 |
5. | Q&Idi @l I8 BH B YDl $ IIH g5 | I8 JRIDI P IM<H g [$Id S
Jd: g7 BRAT | B9 BT AHCY BT 2 | BT FHAY 8] BT |
Answer 2:

(a)

A B ARV BT RIGFT (Corporate Veil theory) —®H & 0= G A el |
W U ggaE Bl g | RN yad denfae iRda ded § | e Rl © TTad dral & Ui

fSER 8T 2| IfT HFT DIl BT Iocidd Bl o | A Fad IqD oy [RTRER 787 2 |

BHHAT ST B 3R A 1T B |

Case Law : Saloman V. Salomon & Co. Ltd.

HF IR SR T Uh hldHd Yol sl = | s BRI Ua femR ae ur
B B DRI 3T T AT B B B TAd drAT b Ul DTSR A8 &1 39 Al B
MR BT RIgTd Hed 2 |

A B SDIE HAT (@UAR)— =rarerd 4 aRRufl #§ &w el &1 99%e o chcn_

g—
(1)

(2)

(3)

(4)

A B qRAAS AR d FER & fag — I8 A T @ forg 5 wRE A ]
AT 2 AT G BH AT HFIA DT 7h1d B ADHT © |

SHR HeHl foIfiics 9919 Pi<iFce SRR UUS aX Bl

9 a1 # ¥g ol fear = & wwe @1 oy SR Jen S | At S el
®T FRIF0 SR aTel Afad oy <9 & aril 81 A1 98 g <« B Gaal b AJAR
P B B | T8I TR AT HHT Bl d9Pd B Fhal @ |

OGP GREAT/BR B GR&l @ fog — afe s a1 fafor Ry safag fsam
2| b o BT & IAE I FA1 S G | Al AT BHAT DI dDB1d PR Fhc]
gl

dIiq¢— Sir Dinshaw manek ji petit case

D &S SN BT FIERN o1 | IH AW AT TS & WY H PIB] MY YT il o |
MGG & A 9 g9 & oY ST 4 HHFAT 9915 N1 e 1 By qaqrd
T8I o1 D 39 HHAl H AR 9 19 b IR AR dR <ar |

ST « HHT Bl Ib1d fBAT IR HET b D BT ARG BT A HIAT TS|

e @ | 9o99 & fog — Ife Ho &1 AT FeaERY S | g9 B |

fau frar w21 e SHaRal & 999 & e A1 AT uS al =IRrer
HFIT BT ITPBIT B ADhT ¢ |

Ie— TEIRAICE (R SSEIS . & S 99 TEIRRCS R se fafics
39 B H Uh IeId HHHT 9918 | FOTH a8 1ueT o SidlRa wR <y off | e
I HHAIRAT BT 499 UIuh, TGSl S &1 JIdE A1 dRAT US| 99 AsRIS
S Bl Y& Bl DIy AT el AT | RTAd | Bl Bl d9dbrd fbar AR el
% 3MUPT STH HATITHRT YTaeTi BT UTel BT IS |

Ify Ferad e & fAEtor o=l & w # fhar T B - 39 9 § =rarer™
BT BT IIDId B Fha 2 |

Merchandise Transport Ltd. V British Transport commission:- T JIARTd HHT
U ATEA B [T ATSHE YT HRAT @ o | IR 98 W & AW W AeA ol o
Tohal N | IF U 7 Ub FE-IP -1 9415 | 3N ofredg & 1w amdeq fear|

=Jrarerd 7 ol fear 6 gaar oiR Gere HF-l QM U © 3R ATdaT Bl R B
fem | _
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(5)

Answer:

HUC AT AR TRV B AFUM B fog— IR R B 39 99 B g @ P

AT BT AT Hueyl ferEr T AR dRA & oy fhar 1 8 d9 e

ST Bl IbTd B Fhdl & | Gilford moter Ltd. V Horne.

H 59 &9 &7 dHan o7 g R fady o7 fb 98 $=) Bis & d1g o/l & |

YTEhT BT 8! AT H o HFAH & TTEh! BT dled d U Th HH] 978 |
R A el fb H SR IFdH! HFN U &1 2| Sl dM H JIe ®9 4 (S &
AW ) | TR B Gl B |

(b) T TR AR &1 9™ (Incorporation of LLP)
g TR A= & FHHeE © NG dd —

uhwnh e

o

7.

. e 99 fuiRd urey # Electronically INRER & 9T g1RIeT &R |

YAdH —2 SN |

Uoiighd SR HEiRd &= |

G 2 AT ATseR O A HH A B 1 AR FErT |

uipiae wafad 9 i e grT AMifed afad S sifafea |rser Fgea fhar s
2, SHBUTH MCA §RT 3M&fed DPIN BIFT =12 |

ATSERI FHsiar Frerfed e forat srguRerfa § wem @l or] 81l |

A ST ATy &1 9 |

Answer 3:
(a) UP 9EGER P 90 & Y B9 alel Afdd sdrarRarl @ AffedR (Rights of transfree
of a partner’s share) (¥IRT 29) —

1.

FRTIRAT Bl Ig ABR T8l & b -

(a) 98 IR HF § &I FX <,

(b) f&<ama &1 AT R,

(c) BH @ F8I Wrdl BT AT & |

M~ Badd BRG] B dlel AREIER B U B AT B U B BT ATPR 8
R a8 oM e ford oy WRIeRl o Wedafd & 8, S WIhR BT TS, J1iq 98
feara—fhae &1 gARN 781 < FHhaT |

BY & fdged 89 WR 31eA] 9N eWRd I dldl ABIGR & 3[GhIy T8I HRH T ]

FXATIRAT Bl 37T ATSGRI B 3Uel —

(i) B9 & FHEIT & IH 9N BT U B BT ARNPR B8N, DT TR SR B
qrel ARER & ARHR of iR

(i) ST 9FT BT S & ford fages @ fafyr & R fsare &) AT &7 ifddrR 89|

e —

1. 9ERR & & Ul fva R a2 sHifoy R &1 swaraRd aRdfdad |

ARER & 99 AMGR 9 GEfeR U T8 &R FaHdl, 98 dad swRoThd! @
S BT UT BRI BT DR 2 |

2. 98 BWIIRA! B &I AEER F8] 8Idl, $UIT a8 BH g 3 AISIeRI &I 9y —al
PR FohdT |

3. IfT ARERI gRT AHSIAT &Rd Bl T IRIGR & BH § A fhar 51 Iodr 8,
ATRIER ®I IO fHar S Fodr & v Rafd § g9 sl & ) 9EeRr 9y
Hull

(1 M each correct
5 points )
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4, I TP AEER A0 WM R G o aafdd & W= &) 9d, d9 98 S9D
AT & 9 SXATARYT T 39 v # U A8—uRERR! &I Aifed <7 & U %A
$ fHl o & ford SRR &l BN | I8 IRAd § S ABN-UB IRA B
TH BT |

Answer:
(b) T gRT SU—fasa A1 &7 & U9E (EFFECTS OF SUB-SALE OR PLEDGE BY
BUYER) YRT —53 :— 3[a<l fasdl &7 USUMGR AT AN AT AbA &7 MfAGR Bl gRT
AT & 3T faspar a1 fxll o= Mue™ g1 gwifad =1E) 8Iar 98 59 Rigrd o omaRda & [3M
% T ART T U fashdr BT 3rer ifde el Refd § w1 &1 o1 ¥ (AT WU Bl
I g Refa # 781 S Adbar B)
I 3rexT fasvar &1 SWiTd ARHR 71 < Juarel & A B | -
(i) 9 fapar 9 fapy, dud A1 Al gRT Hd & Y fAueH @ WeAfg <& 8|
(SUERT (1))
(i) 19 AT & WA & GUF Hdl Bl AR (BT ST FabT &1 d=AT shal o T Jfdd &l
TS ERAARd B 8 R qoa & oy agwrasT # At &1 @NIeT 27 |

(1% M each)

Answer 4:

(a) TRmaS b WRr @1 FeRer @R 73) @R gSd 99 RIS d1G @ AR IS e | |
BT 2| A1 NST veThR &I 1 IfdR 8-
1. 98 YIgides w9 H g8 814 & oY gofHl & 7 &R Aahar g | (ARl goli) F1M
2. 98 I BOHl B U PR Fhdl © | @] I USRI DI e & I AN @

& oY | b IfS srgaer W gan o a8 Ay gofi=l fb ART & |

TR e SRR, G GRE}IS b IR @ fow gl 8 Ry o 21 FAm
Sl T SaESd (1854)39 #Hd # ardl @ fAd o< & T o wiifdh IAPGT B T |
TC T AT AT T I8 DHHITERS S UBR Bl T d AHE a4 & ford o o9 b
TN B ehe T8 I A T8 go urr| o A BT JHAM g | Hared & 39 Rfa
B FE S T8l BRI AT | Fgl gfaaral gR1, FHEidr B e WMHE B RS H Bo o DI
T frrd IR fret A BN # 3 g% | e uRem ey e 31 geas sika gar| [ 2
gferarel & SW A BT 8 M Bl JbA & ol YR BT <1dT a1 11 Safd g9 b
BT IRITTT §RT 39 MR R IRATBR R fear 7371 fb ardl 7 59 <0 § ded § gfoardy ar
TE IR o fF Db WMhT & A & HRYT A g5 WM AR 3 HROT a1l BI 8T Bl |

Answer:

(b) RNT 3rdy AR, 1872 & GRT 41 & ITAR SIF TIILET U aa- b1 e foned |
TR 77 A R FR ol € A1 98 916 ¥ qaderal @ [9%g 39 A T8l & adhdT | I
TRl H, JATIEIAT §RT 34l ¥ G WIBR BRAT J4e & go-aldl bl Jad bR adl ©, [3M
TR FEEGIT 7 7 A IR U & BRI DI SMAGHT fHAT o iR T & gHBI giedhRor faar
o | ]
(Y B, A TR &dd (10,000 — 6,000) 3. 4,000 & feIY a8 UK PR Al © | }1,\,,

Answer:

(c) NfREH &1 SRV (Passing of Risk) RT 26 :- I8 Udh AW 9H & b A1e7 &1
B AT W] SIRgH Bl g8d dRal o | Bl fAwRid |esi a1 AaiRe ger & omra |
fashdl BT SIIRgH SH FHY T I8l © od T sl $I WNiHcd SRANG T8l 81 ST | W= f2 M
T4 WA HAl B SKAR 81 Ol &, 9 SRgH Sl &1 & Bl 3| e awgell ol
Qe < <1 g B AT e |
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uaTE—

1. af ggai & fasvar srerar sar & T & HROT < TS 2, 79 9 U BT AV 7, 9
IS SIREH & S0 B 21 39 AWl ¥ Wi SiRew & feiRor # dewget =8 2
2. fashar srm@Er odl & dud Ud SOREIIE el )T Ut & Ufa fHeus & w9 | g9

e = 2| 99 Refay # W o9 SiRew wm= v # gxaraRd & T ¥

Answer 5:

(a)

ATt & YYaN B P (ACCEPTANCE OF DELIVERY OF GOODS) SIRT 42: ¥ |

I I HHT ST 8 ST -

(i) fashaT @1 I8 Gfaa w=ar © & 94 AT B WIHR HR fordr, feran

(i) A1 & U PIS VAT FIER BT & Sl fashel & @i 7 STd ; 3femar

(i) TP Sfud 9w & 99 9 & g f AT B QU UT XY IEdT 8 o famdr b
ma\m%ﬁwaﬂﬁa%wﬂé’féwél

I : I T faddr sRdIgd fhy T Ae B 99 SR @ oy dar &1 ary & EW:—lM

AHdT | TR fashdl AI$pd ATl @l FIAT UTd BT BT AR 2 |
e : o9 famar A1 @ GYEN < B TR 7 SR g8 BT § IFDI YA o B w7 )
PRAT 8, WRg Sl S 99 & HIaR ATl &I FYail el ofdl dl sl fdghar &I g1 @l

A a1 & foy I 211 & | s SIfaRad Ife A1 @1 gRem =g Sfd g fhar wn

&, < el S forg o <y g |

Answer:

(b)

fd@sT & d® (MODES OF REVOCATION):- Us yxard foefoRad § 9 fae o fafey

g1 fawifed fpar S dadr 28—

o fIEST &I AT TN |

o fAfde w9 w1 Sfua wwg fidw w |

o UXKIGD AT UG Il B Fog AT IRTAYT W |
e UXIGD I Il DI YRT 7 B Pl G2T H |

o Uy UXaTa ®Y T H | _
o U TRATG ERT|

o MW I& < & M W |

o T Wil MaiRa Al grr 1 <1 9N |
o IIHA gRT|

(1 M for each correct 7 points)

Answer 6:

(a)

e} — MR SR & ORT 18 & AR 39 # rgene (fearquis) |wmfed 2|

1. B A fIearigds I8 FEar o IS HUF T 8 od B T8 a2 b 9
TE 2 Jef 98 favar oxar § 6 9@ de Sfud 2

2. o9 & afed gRT U dde T deT T8l fhar ST 2 &R VAT SR arel i
B VT B Pl A BIaT 2 R 97 fHN oy fad @ TRIE aRar § iR g9
BT BRIGT IO & |

3. T4 PIS U GEN UE B JHAM PRAI § Aol B I8 AWM H [HAT TAT B AT I
qaﬁ%WHWWWWW%WWHE%HwWWﬁWm
T E|

(1 M each)
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el UeT ERT Sl T Udhe IRA B TholRkd®¥ o U WX YHIT gall § a8 WIRAIg 3rae |

JARM, 1872 B GRT 19 & JJAR IW AT Bl € B Thdl & I8 I9Y 99 FHdl ©
UG Ul Bl TS IMAY R B BT ABR 61 8N e I9 Uel 7 3rgere] HAF HI udl
T M & 916 I IAJ9Y A Dls M IordT 81 AT I (ae & Ul fUN Blg AAd SIdlls
B A 3T T IR0 A YRS I AT Bl R Aol PR Ghdl Rifh IFT AET gRI
AICRATg (el Sl HRAT T S HRa U= B dTel 40 YR {NT UR YT AL

G BT
TS ¥ 39 UBR GO 7 d: Aed gR @l T @ & ufd e weafa & 7 (@

¥4 IS 1958)

Answer:

(b)

IS G-l b1 g (Doctrine of Constructive Notice):—&+-T =g 2013
6 gRT 399 & SIFAR BIg Al WK Seldcled AegH R IORER & URT W Y Bl )
SISl 1 Rebfe &1 FEiRd Yo & YA d- IR R0 R Fhal 2 | ]
RIS AHIIH G A=IIH AIEGd SRSl © | dls W Afdd A & Yo & Y W |
$IHT FARET IR FHar 8| HUH UF W Aafed B 3 BR A o N afdd s @
A1 AIER HRAT & SAPBT hoed 991 2 | fF a8 39 Sxardol] b7 R &R &) I8 <9 o
& P § a8 orey BRI b WA & A1 A8 | I8 /AT MY b SAH §9 Sl @l
UGHR I FHASIHR B oJay fBAT 2| 912 IR H SAF UST B AT Ll B U T TAAHAD
AT BT G ded 8 | HS FaT 9 dedd 2 | ]
1. Tg A9 OO & FEE B A ey axe arel Rl Y wfed grr fefem q)
JIRIH Pl UGhR g HHASHR B AJael fbar 1T € |
2. BN D A JIAY BRI el bl W AR g SHAGS D (AT I R

TEIES O ORIy gdd onfe g IRVRER & 919 doligd R gedl © b a s
AT Gl ¥ | } ’
1M

AT —MIRdb Y= BT RIgl= |
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

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) Optionc
(2) Optiond
(3) Option b {1 Mark Each}
(4) Option a
(5) Optionc
Answer:
(b) Playing of National anthem in movie halls (Heading) }{1 M}

(D The Court’s ordr wdrwn
(II)  Court mks it optional; cnnt have a mandate on the issue
(III) Consequences
(a) Govt intervenes; calls for a mnstrl dscsn {1 M}
(b)  Prps a hold on the court’s jdcl rule
(c) Suggest chngs in the Prvntn of Insults and Ntnl honour Act
(IV) Justice Chadrachud suggests, no end to ‘moral policing’
(V) Cnsegncs
(a) VInce amngst ppl. {1 M}
(b)  Hrsmnt of pub.
(c) Dsrspctin the scty.

Key Used:

(1) Ordr= order

(2) Wdrwn= withdrawn
(3) Mks= makes

(4) Cnnt= cannot

(5) Govt= government
(6) Mnstrl=ministerial
(7) Dscsn=discussion
(8) Prps=proposes

(9) Jdcl=judicial

(10) Chngs= changes
(11) Prvntn=prevention
(12) Ntnl= national

(13) Cnsegncs= consequences
(14) ViInce=violence

(15) Amngst= amongst
(16) Ppl= people

(17) Hrsmnt=harassment
(18) Pub=public

(19) Dsrspct=disrespect
(20) Scty= society _J

— {Any 5 Keys 2 Marks}

7|Page
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Answer 8:

(a) Cultural barriers: Understanding cultural aspects of communication refers to having]
knowledge of diuerent cultures in order to communicate euectively with cross culture
people. Understanding various cultures in this era of globalization is an absolute
necessity as the existence of cultural diuerences between people from varioust 1 m}
countries, regions tribes and, religions, where words and symbols may be
interpreted diuerently can result in communication barriers and miscommunications.
Multinational companies ouer special courses and documents to familiarize their stau
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 diuer in their expectations, norms and [{1 M}
ideologies. This can impact intra and inter organizational communication.

The same principle applies to families and family groups, where people have
diuerent expectations according to their background and traditions leading to
friction and misunderstanding. A very simple example is of the way food is served {1 M}
by a member of a family. It can be the cause of appreciation or displeasure.

Answer:

(b) (!_) The I?rmapal was approaehed b.y t_he students for their rlghts.}{1 Mark Each}

(ii)  Studies should be given first priority.
Answer:
(c) (i) Tabular Agenda:
Time Topic Attendees Speaker Duration
9:30 am Introduction and Welcome e MD Head HR 5 minutes
note & Chief Operating
Officer
« Head (Admin) {1 M}
e Sr. Manager HR
« Manager HR
e Executives
9:35 am & Staff Matters -do- Sr. Manager HR 30 mins
® Fresh Appointments and
interns in
& Sales & Marketing
e Transfers {1 M}
« Promotions
e Training Approvals
e Study Leave Approvals
« Cash Rewards
10:05 am Presentation / Discussion on -do- Chief Operating 15 mins L (1 M3
Staff Motivation Programmes Officer
10:20 am Tea/Breakfast Tea/Breakfast 40 mins
11:00 am Circulation roster for| @ Chief Operating Head(Admin) 15 mins
housekeeping staff/ peons Officer
& Head (Admin) r{1 M}
® Sr. Manager HR
« Manager HR
e Executives
11:15 am Open House -do- All members 20 mins
11:35 am | Vote of Thanks All participants Chief Operating 5 mins | {1 M}
Officer

8|Page
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Answer 9:

(a)

Wheel & Spoke Network: .
This is an organization where there is a single controlling authority who gives
instructions and orders to all employees working under him/her. All employees get
instructions directly from the leader and report back to him/her. It is direct and
efficient for a small business/company, but inappropriate way of communication in|
a large organization with many people. A company with many employees needs)
more decision makers or nothing would get done. Can a large conglomerate like

r{1 M}

Reliance or Tata Sons have one person making decisions? Moreover, if the central r{1 M}

figure is not competent, the entire business will suuer.

{1 M}

Wheel and Spoke Network

Answer:
(b) (i)  Teacher appreciated the girl that she had been working hard }{1 Mark Each}
(ii)  Uncle complained that he was unwell.
Answer:
(c) ) Aditya Narula Resume hints )
Following is a standard format, with subheadings for fresher like Aditya:
- Name and contact details
- Objective Summary
- Academic Qualifications and Achievements {1/2
- Co-curricular Achievements h::rrk
- Training Programs attended/completed | Each
- Strengths Point}
- Interests/Hobbies
- Declaration
- Signature
Answer 10: i
(a) 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. |

9|Page
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

8.

9.
Answer:
(b)

3.

(i)
(i)

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 suflcient 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
diflcult 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 ouensive 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 euective 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.

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

Rajat is eating the cake.

Women led a conservative lifestyle in olden days}{1 Mark Each}
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

Answer:

(o)

Writing Formal Letters and Official Communication
(i)  XYZ Electronics New Delhi. ]

Date: 20" Dec, 2018

Manager, Customer Care XYZ Electronics [ {2 M
New Delhi.

Dear Sir/Ma’am

Sub: Complaint regarding the printer model CanXR 0987, Invoice NO:}{1|\4}

Prin/CanXR/6 -12- 2018

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
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
evening by 7PM. You can send the name and mobile number of the executive at
my number XXXXXXXXXX. Looking forward to a prompt response.

(Signed) ABC

Answer 11:

(a) (i)  Option a )
(i) Option d | {1 Mark Each}
(iii) Option b |

Answer: i

(b) (M Option a | {1 Mark Each}
(i)  Optiond |

Answer:

(c) (i) Hints:

e (Causes of obesity
Erratic eating habits
Erratic sleeping pattern (Any 5
Stress due to competition in studies | points
Junk food consumption - Each
Not having balanced diet Mla/ri)
Sedentary lifestyles

Lack of proper exercise

VVVVVYY

e Remedies

» Follow proper regimen

» Having home cooked food at regular intervals | (Any 5

> Avoiding fatty foods and sugar rich drinks | Points
. . . . Each

» Including fruits and vegetables in diet 1/2

» Play a sport Mark)

>

Regular walks

{2 M}
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