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(GCF-19, GCF-20, VCF-4, SCF-6 & SCF-7) 
DATE: 30.05.2020 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) leL;k laizs"k.k vkSj Lohd`fr dk le; rFkk vLohd`fr ds le; ij vk/kkfjr gS Hkkjrh; vuqca/k  

vf/kfu;e] 1872 dh /kkjk 4 ds vuqlkj Lohd`fr dks laIkzs"k.k gh Lohd`fr dks iw.kZ djrk gS tcfd 
LohdkjdrkZ ds cnys ;g izLrkodrkZ ds laKku esa vkrk gSA  

 fdlh Hkh Lohd`fr dks fdlh Hkh le; fujLr fd;k tk ldrk gS ij ;g Lohd`fr ds iwoZ gh LohdkjdrkZ 
ds fy, ekU; gS ijUrq laizs"k.k ds mijkUr ughsaA 

 mijksDr izko/kkuksa ds lUnHkZ ds vuqlkj  
 ¼1½  gkW] jkekukFku }kjk Lohd`fr dks fujLr fd;k tkuk oS/k gSA 
 ¼2½  ;fn jkeLokeh rkj dks igys [kksyrk gSA ¼;g lkekU;r% fdlh Hkh Bhd lksp okys O;fDr }kjk 

fd;k tkrk gS½ vkSj mls i< ysrk gS rks Lohd`fr fujLr le>h tkrh gSA ;fn og i= dks igys 
[kksyrk gS vkSj mls i<rk gS rks Lohd`fr dh fujLrk lEHko ugha gksrh D;ksafd vuqca/k igys gh 
lEiw.kZ vkSj vfUre :Ik esa gks pqdk gksrkA  

 

Answer:  

(b) dEiuh vf/kfu;e] 2013 ds vUrxZr ,d futh dEiuh ds lHkh lnL;ksa dh e`R;q%& ,d la;qDr LVkWd 
dEiuh ,oa fVdkÅ laLFkk gSA bldh vk;q blds fdlh vFkok lHkh lnL;ksa vFkok funs’kd ¼funs’kdksa½ 
dh e`R;q] fnokfy;kiu vFkok lsokfuo`fr ij fuHkZj ugha gSA va’kksa dk gLrkUrj.k ;ksX;rk vFkok gLrkadu 
;ksX;rk dEiuh ds 'kk’or vfLrRo esa lgk;d gSA dkuwu bls mRiUu djrk gS rFkk dsoy dkuwu gh 
bldk lekiu dj ldrk gSA lnL; vk;s] lnL; tk,s] ysfdu dEiuh ges’kk pyrh jgrh gSA  
blfy, ,slh n’kk esa ABC izkbosV fy- dk vfLrRo lekIr ugha gqvkA va’kks ds gLrkadu ds }kjk va’k 
muds dkuwuh mRrjkf/kdkfj;ksa dks gLrkafdr gks tk,axsaA dEiuh dk vfLrRo dsoy lekiu ij gh lekIr 
gksxkA  
blfy, lHkh lnL;ksa dh e`R;q ¼;kfn 5 lnL;½ ls Hkh ABC fy- dk vfLrRo lekIr ugha gqvkA  

 

Answer: 

(c) X foØsrk ij foØ; vf/kfu;e] 1930 ds vUrZxr okn izLrqr ugh dj ldrkA  
D;ksafd lkekU; fu;e gS ^^Øsrk lko/kku jgkŝ ^ X dks ;g iwaNuk pkfg, Fkk fd D;k gkj okLrfod eksfr;ks 
dk cuk gS rc ;fn foØsrk pqi jgrk rks X okn izLrqr dj ldrk gSA  
Øsrk dk nkf;Ro gS fd og oLrq [kjhnrs le; lrZd jgs ;fn mldh ykijokgh ls dksbZ uqdlku gksrk 
gS rks og Lo;a ftEesnkj gS foØsrk ughA ¼/kkjk 16½A ;fn dzsrk Loa; dh ;ksX;rk ij fo'okl djrk gS 
vkSj oLrq lgh ugha fudyrh rks og Loa; ftEesnkj gSA lgh oLrq dk p;u djuk dzsrk dk nkf;Ro gSA 
fodzsrk dk drZO; ugha gS fd og viuh oLrq ds nks"kksa dks lkoZtfud :i ls O;Dr djsaA  

 

Answer 2:  

(a) lhfer nkf;Ro lk>snkjh ds lekesyu ds pj.k (Steps to Incorporate LLP) 

1. uke miyfC/krk (Name Reservation) %&  
(a) igyk dne lhfer nkf;Ro lk>snkjh ds uke dk vkj{k.k gSA 
(b) uke dh miyfC/krk ds f,y vkosnu e-form 1 esa jftLVªkj ds ikl QkbZy fd;k tkrk 

gSA 
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2. lhfer nkf;Ro lk>snkjh dk lekesyu (Incorporation) %& 

(a) lhfer nkf;Ro lk>snkjh ds lekeysu ds fy, e-form 2 jftLVªkj ds ikl QkbZy gksxkA 
(b) e-form 2 esa lhfer nkf;Ro lk>snkjh ds fooj.k] lk>snkj] vfHkfgr lk>snkj] mudh 

lgefr vkfn fn;s tkrs gSA  
 

3. lhfer nkf;Ro lk>snkjh le>kSrk (LLP Agreement) %&  
(a) lhfer nkf;Ro lk>snkjh le>kSrk fu"ikfnr fd;k tk;sxkA 
(b) ;g lekesyu ds 30 fnuksa ds Hkhrj e-form 3 esa jftLVªkj ds ikl QkbZy fd;k tk;sxkA  

 

Answer:  

(b) mijksDr ekeyk oLrq fodz; vf/kfu;e 1930 dh /kkjk 50 ls lacaf/kr gSA tks vnRr fodzsrk ds eky dks 
ekxZ esa jksdus ds vf/kdkj ij O;k[;k djrk gSA  
/kkjk 50 ds vuqlkj vnRr fodzsrk }kjk eky dks ekxZ esa fuEufyf[kr ifjfLFkfr esa jksdk tk ldrk gSA  
 fodzsrk vnRr gks] 
 oLrq ij mldk dCtk uk gks] 
 oLrq ekxZ esa gks]  
 dzsrk fnokfy;k gks x;k gks] 
 ;g vf/kdkj] vf/kfu;e ds vuqlkj gksA  
mijksDr /kkjk 50 ds vuqlkj jke 100 diM+ksa dh xkaBksa ij tks jsyos }kjk Hksth x;h gSa ij eky dk ekxZ 
esa jksdus ds vf/kdkj dks iz;ksx dj ldrk gSA  

 

Answer 3:  

(a) Hkkjrh; lk>snkjh vf/kfu;e 1932 ds /kkjk 37 ds vuqlkj & ^^;fn ,d lk>snkj dh e`R;q gks tkrh gS ;k 
lk>snkj ugh jgrk vkSj [kkrksa dk fuiVkjk ugh fd;k tkrk gS rks e`r lk>snkj ds mRrjkf/kdkjh vkSj 
lsokfuo`r lk>snkj dks nks vf/kdkj feysxsa%&  

 A.  og ykHk esa fgLlk izkIr dj ldrkA  
 B.  60 izfr’kr okf"kZd nj ls C;kt ys ldrk gSA ¼tks Hkh ykHknk;d gks½ 
 & bl ekeys esa A ds mRrjkf/kdkjh ds ikl nks fodYi gksxs  

A.  20 izfr’kr ykHk esa fgLlk ys yks ¼lk>snkjh lays[k ds vuqlkj½ vFkok  
B.  6 izfr’kr okf"kZd nj ls C;kt ys ldrk gSA  

 

Answer:  

(b) ,d lk>snkj dks lk>snkjh QeZ ls rc rd ugh fudkyk tk ldrk tc rd /kkjk 33 dh 'krksZ dk 
ikyu u dj fy;k x;k gksA ftlds vuqlkj %&  
A.  lk>snkjh lays[k esa fu"dklu dk Li"V izko/kku gksuk pkfg,A 
B.  fu.kZ; cgqer }kjk fy;k tkuk pkfg,A 
C.  fu.kZ; ln~fo’okl esa QeZ dh fgr esa gksuk pkfg,A  
D.  fudkys tkus okys lk>snkjs mfpr lwpuk o lquokbZ dk volj iznku fd;k tkuk pkfg,A  
& bl ekeys vU;u }kjk mBkbZ xbZ vkifÙk mfpr gS D;ksafd%&  
A.  lk>snkjh lays[k esa fu"dklu dk dksbZ mfpr izko/kku ugh gSA  
B.  u, lk>snkj vfHk"ksd dks izos’k ugh djk;k tk ldrk tc rd lHkh lk>snkjksa dh lgefr uk 

ys yh xbZ gksA bl ekeys esa vU;u dh lgefr ugh yhA blfy, vfHk"ksd dks lk>snkj cukus 
ij vU;u dh mBkbZ xbZ vkifÙk lgh gSA  
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Answer: 

(c) Hkkjrh; lk>snkjh vf/kfu;e 1932 dh /kkjk 44 ds vuqlkj A vuqlkj ^^o:.k o r:.k dks ;g lykg nh 
tkrh gS fd og U;k;ky; esa ;kfpdk nk;j djds QeZ dk lekiu djkok ns QeZ dks gks jgh yxkrkj 
gkfu U;k;ky; }kjk lekiu dk ,d dkj.k gSA  
;|fi QeZ 5 lky rd dh vof/k dh cuh FkhA blfy, bls fcuk loZlgefr ds lekIr ugh fd;k tk 
ldrk U;k;ky; }kjk lekiu ,d ek= mipkj gSA 

 

Answer 4:  

(a) ;g fu;e ySfVu dgkor] ("Nemo dat quod non habet") esa O;Dr dh xbZ gS ftldk vFkZ gS fd 
dksbZ Hkh og Pkht ugha ns ldrk gS tks mlds ikl ugha gSA 
 bl fu;e ds vuqlkj okLrfod Lokeh gh eky dks vU; O;fDr dks csp ldrk gSA  
 ;fn foØsrk eky dk Lokeh ugh gS] rks Øsrk Lokeh ugha cu ik;sxk vFkkZr Øsrk dk vf/kdkj 

Bhd oSlk gh jgsxk tSlk fd foØsrk dk FkkA 
 viokn % fuEufyf[kr fLFkfr;ksa esa ,d O;fDr ekfyd u gksus ij Hkh ewY; ds fy, oLrqvksa dk ln~Hkkouk 

esa [kjhnnkj dks vis{kk—r Js"B vf/kdkj iznku dj ldrk gSA 
1. O;kikfjd ,tsUV }kjk foØ; & O;kikfjd ,tsUV ds }kjk eky ds foØ; vFkok eky lEcU/kh 

vf/kdkj i=ksa dk foØ; djus ij Øsrk dks fuEufyf[kr fLFkfr;ksa esa Js"B vf/kdkj izkIr gksxk % 
(a) ;fn og Lokeh dh Loh—fr vFkok lgefr ls eky dks vFkok nLrkostksa dks tks vius 

vf/kdkj esa j[ks gq, Fkk 
(b) tc mlus foØ; ,d O;kikfjd ,tsUV ds :Ik esa O;kikj ds lkekU; O;ogkj ds v/khu 

fd;k x;k Fkk( vkSj  
(c) ;fn Øsrk us] ln~HkkoiwoZd Ø; fd;k Fkk vkSj vuqcU/k fd;s tkus ds le; mls bl 

rF; dk Kku ugha Fkk fd foØsrk dks eky dks cspus dk vf/kdkj ugha FkkA 
2. lgLokfe;ksa esa ls fdlh ,d ds }kjk foØ; & ;fn lgLokfe;ksa esa ls fdlh ,d ds ikl vU; 

Lokfe;ksa dh vuqefr ls eky dCts esa gS] rc eky dh lEifr fdlh ,sls O;fDr ds izfr 
gLrkUrfjr gks ldrh gS tks mls ,sls lgLokeh ls ln~Hkko ls [kjhnrk gS vkSj ftldks vuqcU/k 
ds le; ;g irk ugha gS fd lgLokeh (foØsrk) dks cspus dk vf/kdkj ugha gSA 

3. ,d O;FkZuh; vuqcU/k ds vUrxZr eky ij vf/kdkj izkIr djus okys O;fDr }kjk foØ; & ,d 
Øsrk dks foØsrk }kjk csps x;s eky ij Js"B vf/kdkj izkIr gksxk%&  
 tc foØsrk us Lo;a cy iz;ksx] diV] feF;ko.kZu vFkok leqfpr izHkko ds vkjksi ds 

v/khu O;FkZuh; vuqcU/k ds vUrxZr eky ij vf/kdkj izkIr fd;k vkSj vuqcU/k jÌ fd, 
tkus ls iwoZ gh og eky ,sls Øsrk dks csp nsrk gS tks ln~fo'okl esa ,oa foØsrk ds 
vf/kdkj esa nks"k tkus fcuk mls [kjhn ysrk gSA 

 vuqcU/k foØ; ds le; rd jÌ ugha fd;k x;k gSA  
4. ,sls O;fDr }kjk foØ; tks igys gh eky csp pqdk gS ysfdu mldk dCtk vHkh mlh ds ikl 

py jgk gS & ;fn ,d O;fDr eky csp pqdk gS ysfdu mldk ;k mlds LokfeRo ds izi=ksa dk 
dCtk vHkh Hkh mlh ds ikl gS rks og ,d r`rh; i{kdkj dks eky csp ldrk gS rFkk ;fn ,slk 
O;fDr ln~Hkkouk esa rFkk iwoZ foØ; dh fdlh tkudkjh ds fcuk eky dh fMyhojh ysrk gS rks 
mldks eky ij Js"B vf/kdkj fey tk;sxkA Hkys gh eky esa LokfEkRo igys gh izFke Øsrk dks 
vUrfjr gks pqdk FkkA dCtk/kkjh foØsrk }kjk eky ;k LokfeRo ds izi=ksa dk jsgu ;k vU; dksbZ 
fuiVkjk leku :i ls oS/k ekuk tkrk gSA 

5. eky dk LokfeRo mldks vUrfjr gksus ls iwoZ gh dCtk/kkjh Øsrk }kjk foØ; %& tgk¡ ,d Øsrk 
foØsrk dh lgefr ds lkFk mldks eky dk LokfeRo LFkkukUrj.k gksus ls iwoZ gh eky dk dCtk 
ik tkrk gS rks og eky dks ,d r`rh; i{kdkj dks csp ldrk gS] fxjoh j[k ldrk gS ;k 
vU;Fkk fuiVkjk dj ldrk gS rFkk ;fn ,slk O;fDr ln~Hkkouk esa rFkk eky ds lEcU/k esa ewy  
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foØsrk ds fxjoh ;k vU; vf/kdkj dh tkudkjh ds fcuk fMyhojh ikrk gS rks mldks eky ij 
Js"B vf/kdkj fey tk;sxkA 

6. xR;kojks/k }kjk foØ; %& tgk¡ ekfyd dks eky cspus ds foØsrk ds vf/kdkj dh eukgh ls o 
vkpj.k }kjk jksdk tkrk gS ogk¡ gLrkUrfjrh dks lPps ekfyd ds fo:) Js"B vf/kdkj fey 
tk;sxkA ysfdu blls igys fd xR;kojks/k }kjk Js"B vf/kdkj fd;k tk lds ;g fl) fd;k 
tkuk pkfg;s fd lPpk ekfyd lfØ; rkSj ij vkgr gqvk gS ;k fopkjk/khu vU; O;fDr dks 
eky ds cspus ds fy, lPps Lokeh ;k ,d vf/k—r O;fDr ds :i esa jksdk x;k gSA 

7. vnÙk foØsrk }kjk foØ; %& tc vnÙk foØsrk eky ij iwokZf/kdkj ;k ekxZ esa eky jksdus ds 
vf/kdkj dk iz;ksx djds eky ij dCtk izkIr dj ysrk gS rFkk ,sls eky dk iqu% foØ; djrk 
gS rks mls ewy Øsrk ds fo:) eky ds izfr Js"B vf/kdkj izkIr gksrs gSaA 

8. vU; vf/kfu;eksa ds vUrxZr foØ; %& 
i. fdlh dEiuh ds ljdkjh izkIkd vkSj lekid ds }kjk foØ; ls Øsrk dks ,d oS/k ,oa 

Js"B vf/kdkj izkIr gksrs gSaA 
ii. eky dks <wa<us okyk O;fDr ik, eky dks csp ldrk gS rCk Øsrk dks foØsrk ls Js"B 

vf/kdkj izkIr gksrs gSA 
iii. fxjohx`ghrk }kjk foØ; Øsrk dks ,d Js"B vf/kdkj iznku dj ldrk gSA 

 

Answer: 

(b) Åij dfFkr leL;k Hkkjrh; vuqca/k vf/kfu;e] 1872 dh /kkjk 39 esa ifjHkkf"kr lEHkkfor vuqca/k Hkax ds 
vUrxZr vkrh gSA  

 Qjks"V cuke ukbZV ds fookn esa fn;k x;k fu.kZ; ;gkW ykxw gksrk gSA leL;k esa nh xbZ tkudkjh ds 
vuqlkj 10-11-2006 dk vuqcfU/kr ewY; :- 40 izfr fdxzk ls 04-12-2006 dks c<dj :- 50 izfr fdxzk 
rFkk 09-12-2006 dks :- 53 izfr fdxzk gks x;kA  

 leL;k dk mRrj bl izdkj gS%&  
 1-  Jh jkeLokeh 04-12-2006 dks vuqca/k lekIr dj ldrk gS rFkk :- 10 izfr fdxzk dh nj ls :- 

1]00]000 gtkZuk dh ekax dj ldrk gSA  
 2-  og 09-12-2006 rd izrh{kk dj ldrk gS rFkk :- 13 izfr fdxzk dh nj ls :- 1]30]000 gtkZus 

dh ekax dj ldrk gSA  
 3-  ;fn ljdkj blh chp] ;kfu 04-12-2006 rFkk 09-12-2006 ds chp dherksa dks fu;fU=r djus 

ds fy, nky ds ykus ys tkus ij izfrca/k yxk nsrh gS rks vuqc/k 'kwU; gks tk;sxk vkSj 
jkekLokeh dksbZ Hkh gtkZuk izkIr ugha dj ldsxkA  

 

Answer 5:  

(a) izLrko rFkk izLrko ds fy, fuea=.k esa vUrj gSA ,d izLrko izLrkod }kjk vius izLrko ls ck/; gksus 
ds vk’k; dks izdV djus dk vfUre oDrO; gS] ;fn nwljk i{k izLrko dks Lohdkj djuk pkgsA tc 
,d i{k] viuh vfUre bPNk O;Dr fd;s fcuk dqN 'krksZ dk izLrko djrk gS] ftl ij og lkSnk djus 
ds fy, rS;kj gS] dksbZ izLrko ugh djrk] cfYd mu 'krksZ ij nwljs i{k dks izLrko djus ds fy, 
fuea=.k djrk gSA ;g izLrko rFkk izLrko ds fy, fuea=.k esa vk/kkjHkwr vUrj gSA 

oLrqvksa dk] ewY; ds Qhrs ds lkFk ^Lo;a lsok^ nqdku esa izn’kZu] izLrko ds fy, fuea=.k ek= gSA ;g 
fdlh Hkh :Ik esa fcØh ds fy, izLrko ugha ekuk tk ldrk ftldh Lohd`fr ,d vuqca/k dh mRifÙk 
djsaA bl ekeys esa Jhefr yoyh us dqN oLrqvksa dk pquko fd;k rFkk Hkqxrku ds fy, dks"kk/;{k ds 
ikl tkdj izLrko fn;k gS] dks"kk/;{k ;fn ewY; dk Hkqxrku Lohdkj ugha djrk gS rks oLrq [kjhnus dk 
bPNqd Øsrk mls oLrq cspus ds fy, ck/; ugha dj ldrkA  
fel yoyh mi;qZDr ekeys esa fodzsrk dks Mªsl cspus ds fy, ck/; ugha dj ldrhA  
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Answer:  

(b) gkÅl vkWQ ykWMZ lSykseu cuke lSykseu fy- esa fu.kZ; fn;k fd dEiuh vius lnL;ksa ls vfofPNUu 
rFkk i`Fkd gS rFkk blfy, bldk vius lnL;ksa ls] ftUgksaus dEiuh dk xBu fd;k gSA Lora=] i`Fkd 
dkuwuh vfLrRo gS] ysfdu dqN ifjfLFkfr;ksa esa U;k;ky; fuxfer vokj.k dks mBk ldrk gSA bldk 
vFkZ gS fuxfer vkoj.k ds ihNs >kWduk rFkk fuxfer vfLrRo dks ugha ekuuk tgkW dEiuh dk fuekZ.k 
rFkk fuxeu dqN O;fDr;ksa }kjk fuxfer izd`fr ds ihNs 'kj.k ysdj djksa dh pksjh djuk gS ogkW 
U;k;ky; djksa dh pksjh ds ekeys esa fuxfer vfLrRo dh voekuuk djsaA  
¼1½  iz’u esa iwNh xbZ leL;k mi;qZDr rF;ksa ij vk/kkfjr gSA djnkrk us rhu dEifu;ksa dk xBu 

djksa dh pksjh djus ds fy, fd;k Fkk rFkk dEifu;kW djnkrk ls vyx dqN Hkh ugha FkhA 
blfy, F dk bjknk dj dh pksjh djus ds bjkns ls rhu Hkkxksa esa ckWVus dk FkkA  

¼2½  rhu futh dEifu;ksa ds dkuwuh O;fDrRo dh voekuuk dh tk ldrh gS D;ksafd budk fuekZ.k 
dsoy djska dh pksjh djus ds fy, fd;k x;k Fkk rFkk dEiuh djnkrk ls vf/kd dqN ugha FkhA 
mUgksaus dksbZ O;kikj ugha fd;k] ysfdu dsoy C;kt rFkk ykHkka’k dh vk; dks izkIr djds ml s 
djnkrk dks dfYir _.k ds :Ik esa okil djuk FkkA ,slk fu.kZ; lj fnu’kkW ekusdth isfVV 
AIR 1927 cEcbZ 371-  

 

Answer:  

(c) Hkkjrh; vuqcU/k vf/kfu;e] 1872 dh /kkjk 69 esa ;g izko/kku gS fd] ^^tc ,d O;fDr }kjk Hkqxrku 
djus esa mldk fgr gS**] rks nwljk O;fDr dkuwuh :i ls Hkqxrku djus ds fy, nk;h gS vkSj og mldk 
Hkqxrku dj nsrk gS rks og nwljs O;fDr ls bldh HkjikbZ djk ldrk gSA  
fn;s x;s iz'u esa W us Z dh dkuwuh :i ls ns; jkf'k dk Hkqxrku fd;k ftlds Hkqxrku esa mldk fgr 
gSA blfy, W, Z ls nh xbZ jkf'k dh HkjikbZ djk ldrk gSA  

 

Answer 6: 

(a) i{kdkjksa dk oS/kkfud nkf;Ro mRiUu djus dk bjknk gksuk pkfg,% lkekftd o ?kjsyw le>kSrs U;k;ky; 
}kjk izorZuh; ugha gksrs blhfy, vuqcU/k ugha curs ijUrq oS/k vuqcU/k curk gS ;fn le>kSrk LoHkkfod 
izse o yxko ls gks o le>kSrk fyf[kr gLrk{kj;qDr o iathd`r gksA 
nh xbZ leL;k esa Jheku~ jes’k us viuh iRuh dks 50]000 :- vius tUefnu ij [kpZ djus ds fy, nsus 
dk opu fn;kA ckn eSa Jheku~ jes’k us opu dks iwjk ugha fd;k Jherh ykyh us okn izLrqr fd;kA  
og lQy gksxh D;kafd i{kdkjksa ds e/; fudV lEcU/k gSA le>kSrk izkd`frd Lusg ,oa yxko ds dkj.k 
gS o fyf[kr gLrk{kj;qDr o iathd`r gSA  

 

Answer:  

(b) vkUrfjd izca/k dk fl)kar (Doctrine of Indoor Management)%& ;g jpukRed lwpuk ds 
fl)kar dk viokn gSA tc dksbZ Hkh O;fDr dEiuh ds lkFk vuqca/k djrk gSA rks ;g ekuk tkrk gSA fd 
mlus lhekfu;e o vUrZfu;e dh tkWp dj yh gSA ijUrq ml i{kdkj dk ;g nkf;Ro ugh gSA fd og 
dEiuh ds vkarfjd ekeyk fd tkWp djsaA mnkgj.k ds :Ik esa ;fn ,d dk;Z lhekfu;e o varZfu;e esa 
vf/kd`r gS rks ck/; i{kdkj ;g eku ldrk gSA fd dEiuh us vko’;d vkSipkfjdrkvksa dk ikyu dj 
fy;k gksxkA 
Royal British Bank V/s Turquand%& bl ekeys esa fnokfy;k dEiuh ds lapkyd vUrZfu;e 
ds vuqlkj ckW.M tkjh djds lkekU; lHkk esa izLrko ikfjr djds fu/kkZfjr dh xbZ] /kujkf’k m/kkj ys 
ldrs FksA lapkydks us fcuk dksbZ izLrko ikl djs Royal British Bank dks ,d ckW.M tkjh dj fn;kA 
;g fu.kZ; fn;k x;k fd ckW.M ds vk/kkj ij okn izLrqr fd;k tk ldrk gS D;ksfd Bank ;g ekuus 
dk vf/kdkjh gSA fd dEiuh us vko’;d izLrko ikfjr dj fy;k gksxkA  
 
 

(2.5M) 

(1.5M) 

(1M) 

{2 M} 

{1 M} 

{1 M} 

{2 M} 
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(1.5M) 
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viokn%& 
1- tc ckgjh i{kdkj dks vfu;ferrk fd Li"V ;k jpukRed tkudkjh gks%  

Howard V/s Patent Ivory manufacturing company. 
Lakpkyd ftUgsa _.ki= tkjh fd, x, gS] og ;g cpko ugh ys ldrsA D;ksafd mUgsa bl ckr 
fd tkudkjh FkhA fd dEiuh }kjk _.k ysus ds fy, lkekU; lHkk es lnL;ksa fd lgefr 
vfuok;Z gSA  

2- vfu;ferrk dk lansg @ykijokgh ;k vuns[kh% vkarfjd izca/k dk fl)kUr mu ij Hkh ykxw 
ugh gksrk tks bu izi=ksa dh vuns[kh djrs gSA blfy,] ;fn dEiuh dk dksbZ vf/kdkjh dksbZ 
,slk dke djrk gS tks fd mlds vf/kdkj {ks= esa ugh gks rc igys vuqca/k djus okys O;fDr 
dks bl laca/k es tks tkWp dj ysuh pkfg, vkSj vius vkidks bl lEca/k esa larq"V dj ysuk 
pkfg,A ;fn og ,slk dke djus esa vlQy gksrk gSA rks mls bl fl)kr dk lgkjk ugh ysus 
fn;k tk,xkA  

3- tkylkth%& ;fn tkyh gLrk{kj fd, tkrs gSA rks vkUrfjd izca/k ds fl)kar dk cpko ugh 
fy;k tk ldrk D;ksafd tkylkth 'kwU; gksrh gSA  

 

Ruben V/s Great Fingall consolidated-  

rF; & bl ekeys esa dEiuh lfpo us va’k izek.k i= ij dEiuh fd lkoZeqnzk yxk nh Fkh vkSj nks 
lapkydksa ds tkyh gLrk{kj ekjdj izek.k i= tkjh dj fn;k FkkA oknh us vakrfjd izca/k ds fl)kar dk 
cpko fy;kA  
fu.kZ; & ;g fu.kZ; fn;k x;k  fd og lQy ugh gksxkA D;ksafd tkylkth 'kqU; gksrh gSA   

 

 
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) (i)  d 
 (ii) c 
 (iii) a 
 (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:  

(c) (i) d 
 (ii) c 
 (iii) By whom was this essay written? 
 (iv) Sheila exclaimed how smart Seema was. 
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Answer 8: 

(a) Memo 

 
XYZ Consultants  
32, Jai Hind Road  
Nagpur, India 

 
Inter Office Memo  

 
Date: 10th April, 2019 
To: The all staff members From: HR department Reference : HR/Circular/2019/03 

 
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. 
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 
requirement of the task at hand. Some companies have established and predefined 
networks of communication for specified venture. 

 
Answer: 

(c) (i) a 
 (ii) c 
 (iii) A pen is used by Rajesh to sketch figures. 

(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 

take care of the mind. 

 Is it fine to be dumb in the head and have a strong, finely chiselled body? 

 Mind is the hard drive of a human body. Data stored, collected, used etc. 

 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 

{1 M} 

{1 M} 

{3 M} 

{1 M} 

{Each 1 Mark} 

{Any 5 

Points 

Each 

1 Mark} 
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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. 

7. 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 

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) (i) d 
 (ii) We can do the work only by next week. 
 (iii) Teacher requested the children to use a blue pen for their homework. 
 

Answer 10:  

(a) Hazards of Passive Smoking (Title) 

A lot of research and studies have concluded that second hand smoke, or passive 
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. 

 

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 
reputation, aids in better decision making as all relevant and required information is 
available with the receiver. 

  
Answer:  

(c) (i) b 
 (ii) d 
 (iii) An apology letter should be written by you. 
 (iv) Uncle complained that he was unwell. 
 

Answer 11: 

(a) Letter 
 Manager Operations and Admin       15th Feb, 2019  
 Net Solutions 
 Mumbai 
 

 Administration Head  
 Food for you Solutions  
 Mumbai 
  
 Dear Sir/Madam 
 Sub: Complaint against food quality 

 This with reference to the food supplied to our cafeteria by your company’s kitchen. 
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. 

 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 
  
 (Signed) 
 Manager, Office and food supplies ltd. 
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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. 

 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:  

(c) (i) c 
 (ii) Women led a conservative lifestyle in olden days 
 (iii) The girl asked where I lived? 
 
 
 

*** 
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