MITTAL COMMERCE CLASSES

CA FOUNDATION- MOCK TEST

DATE: 30.05.2020 MAXIMUM MARKS: 100 TIMING: 3 Hours

(GCF-19, GCF-20, VCF-4, SCF-6 & SCF-7)

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)

AR AUYOT IR WG &1 GH dl Igd & 9 R IR 7 RA™ ey

AfAFRA, 1872 @ ORT 4 & AR WG B FIVT & WiRfd I qUI HAT 8 widid
WHRSGAT & 9l T8 TRAadd] & A H AT |
fordfy o wipfcr @1 fbelt oft Wy e fbar S wadr 8 R 78 Wgfd & gd & et

(1) 2, AEeE R Wigfa & R fear S a9y 2

@) zrf%?mvmfﬁaﬂ %ﬁ@w%l(&%m:ﬁaﬂﬁ%@amﬁwﬁﬂm
far SraT 2) ok 99 Ue oiar § I Wiefa R wwsl okl § | 3f 98 93 @l uged
GIeldT 8 3R I Uedl & dI Wiaia & FRE w™a 981 s8Rl F®ifd ey ugal &
AUl iR 31~ w9 # 81 gt B |

Answer:

(b)

S ARRE, 2013 & S TP Aol S & T GaRll B TG— TP AR Rid
T UG CHTS; AT 7 | SHD! Iy WW@WWWH%W(W)

r{2 M}

H{1 M Each}

@1 gy, fearferara sierar g EIq?r R iR 87 2| ol &1 SRR AT T g [ (2 M}

ARTAT HFAI B AT AR H WD © | DI sﬁ S~ BRAT & TAT DA DI Bl
SHBT FHUT BR FHdT 2 | T AN, G SN, oAb HFT SHRIT Feiil I8l & |

IS BT STRMABINGT BT FX(bd B SITGI | HH BT IR Dl FHGT W& FH
BT |

gafery T =M # ABC UTsde fo. mmwﬁgmlmﬁzﬁwzﬁmm}{ }
1M

galely 9T FaRil &1 4 (AT 5 FERI) A A1 ABC fol. &1 iR T 21 8T | }{1 M}
Answer:
(c) X fasar w Riba ifIFM, 1930 & Td aTe U 81 B qaaT | F{1 M}
Fifes AT R Sl \IaE Y@ X B 98 Yol a1ty of b d®l gR aRdfas wifad] 1w
HT 991 € 79 Ife fagar gu 8ar a1 X 918 TR R qHAT & |
el BT < 2 f g8 e @Oed GG A @ AR SHd R § B e ]
2 d 98 W (=R © famdr 981 @R 16) | I Tar W@ &) Iraar ) v aRdl &
iR Teg ) T Frad o a8 W REER 2| T 9w B 9uT S Bl o i &[22 M
fa@ar &1 waa T2 2 f6 98 U 9% B QN BT WIS W § XA DN |
Answer 2:
(a) g IR AEER @ 99T @ TR (Steps to Incorporate LLP)

1. ¥ SU«fdr (Name Reservation) —
(a) UBAl ®ed WA TR ARERT & AT BT 3MRETT ¢ |
(b) M @ IUARIAT b S 3MdeT e-form 1 H INRER & U BIs fHaT ST
=
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Answer:

(b)

2. ifya TRig 9=IEN &1 ¥9WaT (Incorporation) — 1
(a) fAa TR IEER © 9 @ ot e-form 2 IRVRER & U HIgd BN |

(b) e-form 2 ¥ WG TR ARER & fAavo, AEER, MR |EER, ITH| 12 M}

TgAfa onfe fa Wi 2 |

3. ifyg TfRfca 9EieN) @9Eiar (LLP Agreement) i—
(a) ifaa < aEer Fasiar fRwrfed fear SR | {2 M}
(b) uE AN @ 30 el & AR e-form 3 # IRER & U BISel BT S| |

SRIGT AW 9% fAGa ™ 1930 @1 ORT 50 W HIRT ¥ | S e faHar & WA B
At # AT B JABR W AT R 2 |

gRT 50 & IR 3Tecd fAddr gRT A1t &1 At # frfaRad aRRefa & e 51 waar 2
faddr araw v,

TG TR IADT Heoll AT &,

g AT H L

ar fearferar &1 T @,

I8 PR, AT & JTAR B |

Gﬂ?ﬁaﬁwsoa%mwmoma%mawaﬁaﬁm%ﬁmﬁﬁwwaﬂﬂﬁ {1 M}
# AHT B IMABR BT WA HR DT ¢ |

{5 M}

VVVVY

Answer 3:

(a)

IRAT TR AT 1932 & ORT 37 & AR — "I UF AEIGR & GG & ol § a1
AIER el I8l 3R Widl b1 AUeRT 981 fhar Siar 8 df 99 9EER & SaRiPeR] 3R
AT ARIER BT a1 AHR Aeri— {2 m}
A. Ig ™ H T UTd R Fhal |
B. 60 Uferd I TX | TS of Al & | (S ¥ drveId 8))
— 39 9 H A § ScRIPGNT & U < fdbeq 81 }

{2 M}

A. 20 Ufcrera o | BT o ol (ASIER) Hold & JAJR) 31l
B. 6 UfRd aifffe ax & TSl of |ehall 2 |

Answer:

(b)

UHh AEGER ®I ARERI BH 9 a9 dd Tel Mdral ST Gdhdl o] ddb 9RT 33 $ @l &

uTerd | BR foran AT 8 | e iR —

A. AR Fold H fIshRId BT Wt Yrae= g4 a1y |
ot ggwa g1 foram ST @Ry | {am}
ﬁmﬂaﬁwﬁwﬁﬁ%ﬁﬁmaﬁm
ReTel ST aTel ATSIER ST ol d GAaTs bl JqAR Y& [har Srer =1fzy |

mnmﬁwmwﬁném%ﬁﬁ%wﬁs—

ARIER! Aol H fshras &1 dls Sfad yraem= =8 g |

Y AEIER IMAYE BN T &I BRI S AHal o adb al AReR & dgafa =1 {2 M}
o off € 81| 39 AW H o @ dedfa FE off | gafery IfiNE B ARaR a9 e

TR 3T P SoTs T8 IAMURT T 2 |

> 00w
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Answer:

() YR |EERI AT 1932 BT 9RT 44 S FTAR A JTAR “THU g THU Bl I& Fell§ ol
S 2 6 a8 ey § aifier TR cb%cbwﬁaﬂwméwﬁaﬁﬁ?ﬁw}ﬂw
BN <ITRATer §RT 99 &1 U BRI 8 |
wﬁwﬁswwaﬁmaﬁﬁﬁrlmﬁﬁmwﬁsﬂﬁ?ﬁwltd:l%prﬁv‘m\—rﬁ}{lm}
AHdT =ATATAT §RT FATIT UH A SR # |

Answer 4:

(a) T® I ifes ®EEd, ("Nemo dat quod non habet") # @@ &1 8 & ST 21ef ® ]
313 fl 98 AT 81 < FhdT & Ol S UN 8l 2 |

. 341 78 & AR aRadfdd @l & Aol Bl 31 Afdd Bl 9 qehal € | {1 M}

o afe AT AT BT WY F& 8, O Bl Wl T80 99 IRATT AT ol BT IMABR
S 44T B B oir fb fasar &1 o ]
3rvars : feforRad Rerferdl  va afaa Arford 1 89 R W) 4og & forg avgail &1 agHmaT |
H TRIGER Bl VTP 9B ANABR UG B Dl © |
1. RS Yo gRT faspa — auiRe voe & gRT A1 & g 3erar Arel vl
AMIPR YT BT fAhT B W ol I =faRaa Rafoal § o ifderR ure g8r -
(a) I 98 W 3 WIpid 3frar FeAld I AT Bl AT SXESll $I Sl 37+
JAMEBR H G Y AT
(b) 9 SO fAhy TH AUIR® ol & w9 § AR & AN FaER & el
o T o 3iR
() I wal A, AgurEYEdd HI fbar o iR JFa HY S & I I 39
q &1 S 8] o & fadar &1 At T 999 &1 AABR Tl o7 |
2. T § 9 e v @ g Ay — Ife et # 9 el e & e e
IRl @1 gl | AT deol H ®, a9 Al bl FHid fHAl W Afed @ ufd
SIS

ERIIRT B AP SIS U GEEMl ¥ AgHd 9 @NIedT 7 SR Rl et

@ T I8 Ual el © b G (fAsdn) & 999 &1 JIffer 8 2 | {1M
3. UP AN g @ d Al W AMGR U I alel Afed gRT fawd — wa | for

Bl B fIDHd gRT 99 T A1 R IS ATHR U ENT— each

. S famar 9 WA gl YA, HUC, NI stEr W UMd & 3R & | correct
e T e b T Aol R ARBR U fhar ok e v fey| 6
W W yd € 98 " U1 bl B 99 a1 § Sl Agfavard § uq fgmer @ | POINtsY
IHR # Y T I SH W AT B |
. Ige fahg & I b %& TE fhar mar g |
4. W A gRT A St ugal ) A1 99 gHT § AfGA SHHT Heon nft S B U
T W& & — IR TP AT A1l 99 &bl © bl SAB] AT IFS WA & JuAl B
Feotl T N I & U & A1 98 U Al USTHR Bl ATl o9 Febdll & T Ifa VAT
Ifdq FguraeT # T2 qd g &) 5 SHer & 991 Jret @ fefia”y o & ar
IFHT AT WR 4 ATHR A STRATT | 9ol €1 A1l § W@ ugel &1 YoM sl 3l
IRT B IHT AT | BeolER) fAhell §RT AT AT WAE & YA BT V& IT 3 Py
fUeRT ¥99 wU | 9T AET ST 2
5. A & WId SHST AR 81 9 Yd 81 FHeolER Hal gRT Ay — S8l T el
fashdl &I AgAfd & AT IAD! ATl BT WA IR 89 | Yd &1 ATl BT Peoll
97 ST § A5 98 AT B UH Jod TSR Bl g9 Whal z, TR @ Adhar g a1
g1 (UCRT & Wbl ® Tl Al YT Afded AT H T Alel & e H ol |
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famar & FARA 1 3= AR &1 SN & faa7 fSciiaR) urdr & a1 S9! 91 WX |

A3 AFfIPR el SR |

6. TATRY gRT fAsha — & A1feid & A1d 999 & fadbar & f¥eR & 7918 9 a
IR GRT BT ST & d8 SRRl Bl T Alfeld & [dvg IS JHR A
STRATT | ifdhd 399 U8l b TRy gRT o1 ifdR fhar o 9o ag g faar
S @Ry fb Fear Aifere |fhy AR R ATEd g3l © A1 fIARENT oy @fdd @l
A & 999 & oIy I W A1 Ud Afddd @afdd & w9 7 Ut 1T B

7.  3rgd fawdr R g — 59 srew fagar At W g@iffeR a1 ARt # At A @

JBR BT YANT PR AT TR PHeoll U PR ofdl & a1 VA AT &l g: fIha e |

2 1S9 I Bdl & fawg Id & Ul S IIeR U B B |
8. =g e & srtd fawa —
i. foeY O & TGN YUk 3R AHYS & gRT fdshd | Bl b Udh 99 Uq
I3 ARTBR U BNt & |
i AT BT gel dTell Afdd UIY A1 Bl 99 FhdT & a9 sl H fabar | 2
IPR 9T BT B |
i. FRIFE gR)T fOa &1 &1 ta 21 ANGR IS FR FahdT 2 |

Answer:

(b)

HUR BT FARIT ARG Al AW, 1872 BT 9RT 39 H GRWINT A=A raer 9T & |
=TI STl & | 2
PRI §9M Age & faarg # fean wn fofy 98t ang grar 2 9w | @ T8 e ©

AR 10.11.2006 BT AFIFHT oI . 40 UM fHUT A 04.12.2006 BT R . 50 Ui fdbam

TAT 09.12.2006 BT . 53 Uil fHaT BT TAT |

IR B Ik 9 YbR 23—

1. %ﬁvmwrﬁromzzoosﬁa—j-srawmw%ﬁw*@109%%?1%3?@(*6
1,00,000 BSIHT @ ART B FAHAT © |

2. I8 09.12.2006 db TI&T DY Fhdl & dAqT . 13 Ul fHUT & <% ¥ . 1,30,000 T
P AN DB FhdTl 2 |
3. I WRAR AT 9, AT 04.12.2006 TAT 09.12.2006 & I HIEAI DI AT B

® fo T/ & oM of WM W YfdEy o ol @ ol 31gEd YR Bl SIRAT 3R

ARG Bls A ST YT F8] B FTD T |

Answer 5:

(a)

URKITE I URTd & foy =01 # 3R 8| U URdTd URAdd gIRT 31U+ WRd o a1 814

D AR Pl Ghe I Pl 3f~H dqadd &, Q. O U& UG D WIHR HIAT 978 | 914
TE e, Ul v $TOT Fad fd 91 @ ol &1 WRag dxar 2, R W) 98 |ieT de

%mwg,mwﬁm,mwﬁwwwﬁwwzﬁm_

fAH=T HRAT B | I8 URATd qAT YA & forg A H QMR 3R |

TG BT, I @ WIT B AT T HaAr §HE H USRE, ywdrg @ forg e A3 2| I8

fpfl f wu # [ & fory gwarg T8 AMT o Hhal el Wiafd e agdy B S
PN | TH AECl H S Al T Be avgall I GAd [HAT JA1 I & fY PIuTeder & -
U SR YTd T B, BivTeneT e Jed BT YA WIeR T8l BRal 8 Al a%] @¥iaT b
SgH Dl S K] 999 D ol qrg e R FahelT |

A Faell SWad AMe H Aaar & Y9 997 @ ot qred 81 dR ol |

{1 M}

{1 M}

{3 M}

[(2.5M)

(1.5M)

}(1M)
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Answer:

(b)

TS i difs YA 99 dame for, § fofa Rer 5 ) o vewt & s |

TqAT YAP B TAT SAGIY BT 307 FaR A, 8 HFA BT oA fhar 2| W[dd, gud
I JIRAW 7, olfdd o uRRefRl § <oy FRAa SR & IS8T Fahdl & | gAdI
e & I omaRvr & e i dor i iR @l 81 AT STel Hwel &1+
e e @gp Jfdaal grRr FfAd gefd & @Y TR ddR BRI Bl AR BRAl § g8l

el

Wﬂﬂ#ﬂ%iﬁﬁfﬁ%ﬁﬁ?ﬁﬁwmmaﬁmmwwﬁl

(1)  w g Wwﬁaﬂﬁuﬁwsﬂwﬁa%lmﬁ?ﬁﬂmmmmaﬂuw:

il

D AN A D g fHAT o qn HHET BREAr | STl §B W T8l o |
$9feTT F BT SXIS Wﬂ%ﬁfﬂﬁfﬁﬁl’q‘@ﬁﬂﬂ?ﬁﬁﬂﬁﬁ?ﬂ%l
¥) T ol FwfEl & S Afdad o AT S S Gdhdl © Fifd 3w ﬁm’rﬂT
Waﬁraﬁﬂﬁraﬂﬁa}mﬁmwwammwﬁmmﬁsﬁl

{2 M}

r{1 M}

IR FIE AR A b, AT dac AT T A @ IR BT U Fee <9 [{1 M}

BRIl DI bfoud T & w7 H a99 BT 47| W7 oy W= et ameon ufee
AIR 1927 §5% 371.

Answer:

(o)

IR e JA=H, 1872 BT €RT 69 H I8 WEWM © P, "Sa U Afdd gRT I |

IR ¥ SAHT R B, A1 SO Afdd SN §9 W YA B @ forg SR 7§ SR a8 9@t
PIAH HR <dT 2 A1 98 SR Afdd | AP RUTS BT Fahell & |

R T W A W A Z 9 PR o 3 R B T R R e § St R ] g

2l gafeg W, Za & 7 fd & wRUTS BT FhaT 2 |

Answer 6:

(a)

UEPRI BT b TR I~ PR BT SRIGT BT AMBY: AHAINSTD 9 TR FHSI AT |

ERT YT 81 B ST el &1 a9 Ry 99 A g9Ia] & e FHSIar wofdsd
U 9 oG ¥ 81 9 |Asial forlad gweRygad 9 Uoligd 8 |

& TS HWT H S R A U UGS Dl 50,000 . aﬁwﬁqwaﬁaﬂﬁzﬁméﬁ
BT g fAT| 918 H S A F g9 Bl QRT 81 [ha1 Sl oAlell 9 ara gwgd b |

98 A% BN I UeahRI & A e TR © | |HSIAl UIgiad ¥ Ud oE & WUT'_(lM)

g 9 forRaa sxaerRyged a doliad 2 |

Answer:

(b)

I<iR& Uey &7 RGIA (Doctrine of Indoor Management)— I8 AAHSG AT S |

RIgld &1 3rgare 2| 919 ®Is ) afad Sl & A1ef 3 H_al © | df a8 A1+ ofram 2|
I AHIIH T FATH B i BR ol 8 | IR 99 USThR PI I8 aIfcd T8l & | fb 98
B B INARE AT fb S &) | eV & w9 H afe v &rf Afe g efdfam |
W%ﬁmqumwﬁlﬁ?mﬁwsﬁwﬁwaﬁmww
forar & |

Royal British Bank V/s Turquand— 39 9@c § fRaiier &w & Gardd s=if~ad]
% IJAR dU8 TR HRed AMRI G § UG qIRd ke FeiRa &1 718, gvRIfT IgR o
qhd o | Faredd! ¥ {997 ®Ig UK IRT &) Royal British Bank @I T d1vs TN &R faaT|
gz ol foar 1 fb dfve & SR W are WA AT ST Adhdl © @if Bank I8 A
BT IR B 1 fb HHT 7 Maud R uRd R R B |
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JUdre—

1. 9 9E%) 9EPR B AAHaar fe W I oHAeie STMaR 8
Howard V/s Patent Ivory manufacturing company.
et T oo \m@lﬁ?QTrQ%‘ Wﬂgaﬂmﬁéwlwﬁﬁwaﬁ
6 e | f6 HFAT gRT 0T oF & folT 9= 997 ¥ 9e fb dsdfd
Jferart 2 |

2 mﬁuﬁwmﬁ/w&rﬁmmﬁ@:mﬁ%m&wﬁﬁmwwﬁm
TEY BT S §9 U9S B el B ® | s9felY, AfT BT BT BIS MBNT DI
T S BT & Ol [ SHS JIRBR &5 § T 8 99 Ugd Iy IR arel fad
DI TH eI H S G BRI AMBY AR AU AUDI §H FHEY H AL B A

IET | IT g8 VAT BH B H B Il 2 | df 9 39 RIgId &1 I8RT A8l o |

fer smem | ;
3. SITerISil— A SiTell 8%cleR by S & | a1 3=iRe Uaer & RAgld &1 qard 78!
forar S Addr Fifs Srerarel I gl 2

Ruben V/s Great Flngall consolldated-

T — 39 A H S Gfd T GHT U R AT B aagar o &1 ot &R ||
AATADl B SITell BWIER ARG YATIT U= SR B {1 o7 | ardl + SfaRe ydy & Rigia &1
arq fora |

o — g8 ol fear = 6 98 9%a 181 BT | i STersrsl g Bl |

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:
(@ (@ d
(i) C
(iii) a r{Each 1 Mark}
(iv) b
(v) d
Answer:
(b) Visual communication is effected through visual aids such as signs, typography, |

drawing, graphic design, illustration, color and other electronic resources usually
reinforces written communication. It is a powerful medium to communicate. Thus
print and audio-visual media makes effective use of adverts to convey their
message. Visuals like videos graphs, pie charts and other diagrammatic
presentations convey clearly and concisely a great deal of information.

Answer:
(© () d
(i) c {Each 1 Mark}

(iii) By whom was this essay written?
(iv) Sheila exclaimed how smart Seema was.

6|Page
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Answer 8:
(a) Memo

XYZ Consultants
32, Jai Hind Road
Nagpur, India {1 m}

Inter Office Memo

Date: 10t April, 2019
To: The all staff members From: HR department Reference : HR/Circular/2019/03 {1 M}

Subject: Dismissal of staff member

This is to inform that Mr. PQR, holding the position of Sales Head has been|
suspended from his responsibilities due to multiple charges of misappropriation of
office funds against him. He is currently at large and avoiding police arrest. {3 M}
Staff is instructed to immediately report any information/clue about him to the
undersigned.

Answer:

(b) A communication network refers to the method and pattern used by members of an
organization to pass on information to other employees in the organization. Network
helps managers create various types of communication flow according to [{1 M}
requirement of the task at hand. Some companies have established and predefined
networks of communication for specified venture. :

Answer:
() () a
(i) C
(iii) A pen is used by Rajesh to sketch figures. Each 1 Mark}
(i) Elders always say that if you work hard, you will succeed. (Universal truth)
Answer 9:
(a) Answer Hints for Article
° Both play an equally significant role
. Only physical fitness keeps the body in shape
. Six packs, abs, muscular body........ all look impressive but does running and
doing cardio {Any5
take care of the mind. Points
° Is it fine to be dumb in the head and have a strong, finely chiselled body? [ Each
° Mind is the hard drive of a human body. Data stored, collected, used etc. 1 Mark}
. An active mind ensures proper functioning of the whole system
° Quote like,” an empty mind is a devil’s workshop’.
° However, physical prowess and mental agility both have their own specific
and need based roles.
Answer:
(b) Various desirable characteristics of effective communication are:
1. Clarity: 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
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for the reader to grasp the intent of the communiqué.

2. Conciseness: 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. Concreteness: 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, Coherence: 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.

5. Completeness: 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.

6. Courtesy: 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. {Any 4

7. Listening for Understanding: We are bombarded by noise and sound in all our | Points

waking hours. We *hear’ conversations, news, gossip and many other forms of [ Each
speech all the time. However, most of it is not listened to carefully and | 1/2
therefore, not understood, partially understood or misunderstood. A good | mark}
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

8. 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.

9. Emotional Awareness and Control: 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.
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Answer:
(c) () d
(i) We can do the work only by next week. {Each 1 Mark}

(iii) Teacher requested the children to use a blue pen for their homework.

Answer 10:

(a) Hazards of Passive Smoking (Title) }{1 M}
A lot of research and studies have concluded that second hand smoke, or passive}{2 M}
smoking as it is commonly called is equally hazardous to health as is active smoking.
Consistent results show that passive smoking causes lung cancer; also a study brings
out a link between parental smoking and damage in children.

famy

Answer:

(b) 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 {1 M}
reputation, aids in better decision making as all relevant and required information is
available with the receiver.

Answer:
() () b
(i d Each 1 Mark
(iii) An apology letter should be written by you. {Eac ark}
(iv) Uncle complained that he was unwell.
Answer 11: -
(a) Letter
Manager Operations and Admin 15% Feb, 2019
Net Solutions
Mumbai L {1 M}

Administration Head
Food for you Solutions
Mumbai

Dear Sir/Madam 1M
Sub: Complaint against food quality {1m}

This with reference to the food supplied to our cafeteria by your company’s kitchen.T]
Unfortunately, for the past few weeks, we have observed that the quality of food
items, especially rice, wheat flour and pulses has degraded considerably.

A few of our employees complained of ill health after having consumed your food. I
presume stale food is not being sent to us. —{2 M}
Kindly assure that the raw material you use is of high quality standards and is ISI
approved.

I request you to look into this matter urgently and present a report within 2 days
time to avoid a stern action.

Thanks and Regards,

Name
Manager, Ops and Admin
Net Solutions {1 ™M}

(Signed)
Manager, Office and food supplies Itd. |
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

Answer:

(b)

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. Some of the functions of nonverbal communication in humans are to
complement and illustrate, to reinforce and emphasize, to replace and substitute, to
control and regulate, and to contradict the denoted message

. Physical nonverbal communication: An individual’s body language that is, facial

expressions, stance, gestures, tone of voice, touch, and other physical signals
constitute this type of communication. For example, leaning forward may mean
friendliness, acceptance and interest, while crossing arms can be interpreted as
antagonistic or defensive posture.

o Paralanguage: The way you say something, more than the actual words used,
reveal the intent of the message, The voice quality, intonation, pitch, stress,
emotion, tone, and style of speaking, communicates approval, interest or the
lack of it.

) Aesthetic communication: Art forms such as dancing, painting, sculptor, music

are also means of communication. They distinctly convey the ideas and|

thoughts of the artist.

) Appearance: Appearance is usually the first thing noticed about a person. A
well dressed and groomed person is presumed to be organized and methodical,
whereas a sloppy or shabby person fails to make a favourable impression.
Therefore, dressing appropriately in all formal interactions is emphasized. The
dress code in office is generally formal. It constitutes of formal suits, trousers
with plain white or light coloured shirts and leather shoes. Bright colours,
jeans, T - shirts, especially with slogans and other informal wear are frowned
upon. For women formal two-piece trouser or skirt sets or formal ethnic wear
like sarees, is permissible.

) Symbols such as religious and status.
Answer:
() () ¢

(il) Women led a conservative lifestyle in olden days t{Each 1 Mark}
(iii) The girl asked where I lived?

Ak

r{1 M}

{Any 2
Points
Each
1/2
Mark}
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