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  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.  

 

 

Question 1: 

(a) jkekLokeh viuk ?kj jkekukFku dks cspus dk izLrko djrk gSA jkekukFku Mkd }kjk viuh Lohd`fr Hkst 

nsrk gSA vxys fnu jkekukFku ,d rkj Hkst dj viuh Lohd`fr dks okfil ys ysrk gS] fuEu 

ifjfLFkfr;ksa esa Lohd`fr dh oS/krk dh tkWap djksaA  

 (a)  Lohd`fr dh fujLrh dk rkj jkekLokeh }kjk Lohd`fr ds i= dh izkfIr ls iwoZ fd;k x;k FkkA  

         (b)  vLohd`fr fujLrh dk rkj rFkk Lohd`fr dk i= nksuksa gh ,d gh le; ij igqapsA 

(4 Marks) 

(b) ABC izkbosV fy- ,d futh daiuh gS ftlesa 5 lnL; gSA lHkh lnL; fdlh dk;Z ds laca/k esa dkj }kjk 

eqEcbZ tk jgs FksA ,d nq?kZVuk ds dkj.k lHkh lnL;ksa dh e`R;q gks xbZA dEiuh vf/kfu;e] 2013 ds 

izko/kkuksa ds vUrxZr crkb, fd D;k dEiuh dk vfLrRo Hkh lekIr gks x;k \ 

(4 Marks) 

(c) X us d`f=e eksfr;ksa dk gkj Åaph dher ij ;g lkspdj [kjhnk fd og okLrfod eksfr;ksa dk cuk gSA 

foØsrk dks irk Fkk ij og pqi jgk A D;k X foØsrk ij foØ; vf/kfu;e 1930 ds vUrZxr okn izLrqr 

dj ldrk gS \ 

(4 Marks)  

Question 2: 

(a) lhfer nkf;Ro lk>snkjh ds lekesyu ds fofHkUu pj.k crk,sa\  

(6 Marks) 

(b) jke] ';ke dks 200 diM+s dh xkaB Hkstrk gS tks 100 xkaBs ykWjh }kjk vkSj 'ks"k 100 xkaB jsy }kjk Hkstrk 

gSA ';ke 100 diM+s dh xkaB tks ykWjh }kjk Hksth xbZ gS izkIr djrk gS vkSj fnokfy;k gks tkrk gSA jke 

tks fd vc vnRr fodzsrk gS] 'ks"k eky dks ekxZ esa jksd nsrk gSA ';ke dk vk/kdkfjd fjlhoj] eky ij 

viuk nkok djrk gSA oLrq fodz; vf/kfu;e 1930 ds izko/kkuksa ds vuqlkj ekeyk fu/kkZfjr djsa A  

(6 Marks)  

Question 3:  

(a) A, B, C ,d QeZ esa lk>snkj gSA A dk ykHk esa 20 izfr’kr fgLlk gSA A lsokfuo`r gksrk gS vkSj mlds 

15 fnu ckn mldh e`R;q gks tkrh gSA B o C fcuk [kkrks dk] fuiVkjk fd, O;olk; tkjh j[krs gSA A 

ds oS/kkfud mRrjkf/kdkfj;ksa ds vf/kdkj crk,A  

(4 Marks) 

(b) v{k] vk’kh"k vkSj vU;u ,d QeZ ds lk>snkj gS vU;u ds nqjkpj.k] tkucw>dj ykijokgh ds dkj.k 

QeZ dks uqdlku gqvkA psrkouh nsus ds ckn v{k vkSj vk’kh"k us vU;u dks QeZ ls fudkyus dk izLrko 

ikfjr fd;kA ,d vU; izLrko }kjk vfHk"ksd dks lk>snkj ds :Ik esa izos’k djok;k vU;u us vkifÙk 

mBkbZ D;k mldh vkifÙk mBkuk mfpr gSA   

(6 Marks) 

(c) v:.k] o:.k vkSj r:.k us ,d fdjkuk O;olk; psUubZ esa tuojh 2012 ls 5 lky ds fy, izkjEHk fd;k 

O;olk; esa igys o"kZ 20]000 nwljs o"kZ 25]000 vkSj rhljs o"kZ 35]000 dk uqdlku gqvkA o:.k vkSj 

r:.k QeZ dk lekiu djuk pkgrs gSA ijUrq v:.k O;olk; dks tkjh j[kuk pkgrk gSA o:.k o r:.k 

ds lykg nhft, \ 

(2 Marks) 
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Question 4: 

(a) “Nemo dat Quod Non Habet” dk fl)kUr D;k gS o bl fl)kUr ds viokn Hkh crk,s \ 

(7 Marks) 

(b) 10-11-2006 dks psUubZ ds Jh jkeLokeh us vgenkckn ds Jh 'kkg dks :- 40 izfr fdxzk dh nj ls mM+n 

nky vkiwfrZ djus dk vkns’k fn;kA vknsf’kr 10 Vu eky dh vkiwfrZ 1 ekg dh vof/k vFkkZr~ 9 

fnlEcj] 2006 ls igys dh tkuh FkhA 04-12-2006 dks Jh 'kkg us Jh jkeLokeh dks ,d i= fy[kk fd 

mM+n dh nky dh dher :- 50 izfr fdxzk dh nj ls vkleku Nw jgh gS] blfy, og vknsf’kr eky 

dh vkiwfrZ ugha dj ik;sxkA 09-12-2006 dks mM+n nky dh dher :- 53 izfr fdxzk gks xbZA dkuwuh 

fLFkfr Li"V djrs gq, Jh jkekLokeh dks lykg nhft, \ 

(5 Marks) 

Question 5: 

(a) ,d nqdkunkj vius 'kks:e esa ,d tksM+k Mªsl iznf’kZr djrk gS ftl ij :- 2]000 dh dher yxh FkhA 

fel yoyh ml dher dks ns[kdj nqdkunkj ds ikl vkrh gS vkSj ml nqdkunkj dks dher ysdj Mªsl 

iSd djus ds fy, dgrh gSA nqdkunkj ml Mªsl ds Åij yxh dher ds izfrQy esa mls Mªsl nsus ls 

badkj dj nsrk gSA fel yoyh vkidk lq>ko pkgrh gS fd D;k og Hkkjrh; lafonk vf/kfu;e] 1872 ds 

vUrxZr ml nqdkunkj ds fo:) mijksDr dkj.k ls okn izLrqr dj ldrh gSA  

(5 Marks) 

 

(b) F, ,d djnkrk] ,d /kuh O;fDr Fkk rFkk mls C;kt rFkk ykHkka’k ls cgqr vk; FkhA mlus rhu futh 

dEifu;ksa dh LFkkiuk dh rFkk izR;sd dEiuh ds lkFk fuos’k ds lkFk fuos’k dj ,d [k.M mu 

dEifu;ksa ds ,tsUV ds :Ik esa /kkj.k djus ds fy, lger gqvkA bu dEifu;ksa }kjk izkIr C;kt rFkk 

ykHkka’k dh jkf’k F dks dfYir _.k ds :Ik esa nh tkrh jghA bl rjg ls F us viuh vk; dks rhu 

Hkkxksa esa ckWV fn;k ftlls fd mldk dj dk nkf;Ro de gks ldsA fu.kZ; nhft, fd fdl mís’; ds 

fy, ;s rhu futh dEifu;kW cukbZ xbZ FkhaA D;k rhuksa dEifu;ksa ds dkuwuh vfLrRo dh voekuuk dh 

tk ldrh gS\ 

(4 Marks) 

 

(c) Z us eqEcbZ fLFkr viuk edku W dks #i;s 10]000 ekfld fdjk;s ij fn;kA Z }kjk ns; #i;s 2 yk[k 

dh jkf'k lEifRr dj ds #i esa cdk;k gksus ds dkj.k fuxe us mldk edku uhyke djus ds fy, 

foKkiu fn;kA W mlds dkuwuh ifj.kke ls cpus ds fy, fuxe dks Z }kjk ns; lEifRr dj dk 

Hkqxrku dj nsrk gSA Hkkjrh; vuqcU/k vf/kfu;e] 1872 ds izko/kkuksa dks /;ku esa j[krs gq, fu.kZ; nhft, 

fd D;k W ml jkf'k dks Z ls okil izkIr djus dk vf/kdkjh gSA   

(3 Marks) 

Question 6: 

(a) Jheku~ jes’k viuh iRuh Jherh ykyh dks :- 50]000 nsus dk oknk djrs gSa ftls og vius 30osa 

tUefnu ij [kpZ dj ldsA Jherh ykyh vius ifr dks fyf[kr djkj ds fy, ckf/kr djrh gS vxj oks 

vlls lPpk I;kj djrs gSA Jheku~ jes’k fyf[kr djkj cuk nsrs gSa rFkk og djkj fof/kor iathd`r gks 

tkrk gSA Jheku~ jes’k viuh iRuh Jherh ykyh dks og fuf’pr jkf’k nsus esa vleFkZ gks tkrs gSaA 

Jherh ykyh] Jheku~ jes’k ds fo:) okn izLrqr djuk rFkk muls okns dh jde olwy djuk pkgrh 

gSA Hkkjrh; lafonk vf/kfu;e] 1872 ds vuqlkj bl fLFkfr ij ykxw gksus okys izko/kkuksa ds lanHkZ esa 

lq>ko nhft, fd D;k Jherh ykyh dks lQyrk feysxhA  

(5 Marks) 

 

(b) vkUrfjd izca/k dk fl)kUr ,oa mlds viokn crk,s \ 

(7 Marks) 
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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) 

 

Question 7: 

(a) Read the passage carefully and answer the questions that follow: 

 A sanctuary may be defined as a place where Man is passive and the rest of Nature  

active.  Till quite recently Nature had her own sanctuaries, where man either  did not 

go at all or went only as a tool-using animal in comparatively small numbers. But 

now, in this machine age, there is no place left where man cannot go with 

overwhelming forces at his command. He can strangle to death all the nobler wild life 

in the world to-day. Tomorrow he certainly will have done so, unless he exercises 

due foresight and self-control in the mean time. 

 There is not the slightest doubt that birds and mammals are now being killed off 

much faster than they can breed. And it is always the largest and noblest forms of  

life that  suffer  most. The whales and elephants, lions and eagles, go. The rats and 

flies, and all mean parasites, remain. This is inevitable in certain cases. But it is 

wanton killing off that is of concern. Civilized man begins by destroying the very 

forms of wild life he learns to appreciate most when he becomes still more civilized. 

The obvious remedy is to begin conservation at an earlier stage, when it is easier 

and better in every way, by enforcing laws for close seasons, game preserves,  the  

selective  protection of certain species, and sanctuaries. 

 I have just defined a sanctuary as a place where man is passive and the rest of 

Nature active. But this general definition  is too absolute  for  any special case. The 

mere fact  that  man has to  protect a sanctuary does away with his purely passive 

attitude. Then, he can be beneficially active by destroying pests and parasites, like 

bot-flies or mosquitoes,  and by finding antidotes  for  diseases like the epidemic 

which periodically kills off the rabbits and thus starves many of the carnivores to 

death. But, except in cases where experiment has proved his intervention to  be 

beneficial, the  less he upsets the balance of Nature the better, even when he tries to 

be an earthly Providence. 

1. What can man do to avoid killing all wild life in the future? 

(a) Experiment more 

(b) Have a foresight 

(c) Maintain self control 

(d) Both a and b  

(1 Mark) 

2. What according to the author is a sanctuary? 

(a) A place where Man is active and so is Nature 

(b) A place where Man is passive and so is Nature 

(c) A place where Man is passive but Nature is active 

(d) A place where Man and Nature do not co exist. 

(1 Mark) 

3. What according to the author can lead to the death of carnivores? 

(a) Finding antidotes for epidemics, which might kill animal that are food 

for carnivores 

(b) Conservation at a later stage 

(c) Carnivores can die anytime. 

(d) Man is egoistic and  wants  to be  powerful than carnivores.  

(1 Mark) 

 



MITTAL COMMERCE CLASSES    CA FOUNDATION– MOCK TEST 

4 | P a g e  
 

4. Find the word in the passage that means ‘unprovoked’ or ‘deliberate’ 

(a) Beneficially 

(b) Wanton 

(c) Inevitable 

(d) Providence  

(1 Mark) 

5. What does the author mean by the phrase ‘earthly Providence’ in the last line 

of the passage? 

(a) The Earth is God. 

(b) Man is inferior to God. 

(c) God will not take care of the Earth 

(d) Man wants to be  like God on Earth.  

(1 Mark) 

 

(b) What is visual communication?  

(1 Mark) 

 

(c)  (i)  Choose the word which best expresses the meaning of the given word. 

  Contingency 

  (a) Existence        

  (b)       Evidence        

  (c)       Rebel   

  (d)      Emergency  

(1 Mark) 

(ii) Select a suitable antonym for the word given in question. 

Proximity 

(a) Approximation  

(b) Assumingly  

(c) Remoteness  

(d) Cure  

(1 Mark) 

(iii) Change the following sentences into passive voice. 

 Who wrote this essay?  

(1 Mark) 

(iv) Change the following sentences to indirect speech. 

 Sheila said, ‘How smart Seema is’ 

(1 Mark) 

 

Question 8: 

(a)  Draft a Memo informing the staff about the dismissal of the Sales Head on being 

proved guilty of charges of misappropriation of funds/accounts.  

(5 Marks) 

 

(b)  What is network in communication.  

(1 Mark) 

 

(c)  (i)  Choose the word which best expresses the meaning of the given word. 

Inherent 

(a) Intrinsic    

(b) Inevitable    

(c) Innovation    

(d) Intent  

(1 Mark) 



MITTAL COMMERCE CLASSES    CA FOUNDATION– MOCK TEST 

5 | P a g e  
 

(ii) Choose the appropriate antonym (opposite) for the word  

Serene 

(a) Valley  

(b) Young  

(c) Unrest  

(d) Harmless  

(1 Mark) 

(iii) Change the following sentences into passive voice 

  Rajesh uses a pen to sketch figures.  

(1 Mark) 

(iv) Change the following sentence to indirect speech. 

  Elders always say, ‘If you work hard, you will succeed.’  
(1 Mark) 

Question 9: 

(a)  Write an Article of about 250-300 words on the topic “What is more important—

Physical fitness or Mental fitness?  
(5 Marks) 

(b) Explain briefly the characteristics of effective communication.  
(2 Marks) 

(c)  (i) Select the suitable antonym for the given word: 

  Vigilant 

  (a) Careful  

  (b) Curious  

  (c) Concerned  

  (d) Inattentive  

(1 Mark) 

 (ii) Rewrite the following sentences in active voice 

Work could be done by us only by next week.  

(1 Mark) 

(iii) Change the following sentence into Indirect speech. 

Teacher said, ‘Please use a blue pen for your homework’  

(1 Mark) 

 

Question 10: 

(a)  Write a précis and give appropriate title to the passage given below. 

 After years of questioning the potential health hazards of second hand cigarette smoke, 

a growing number of scientists and health officials are becoming persuaded that the 

dangers are real, broader than once believed and parallel those of direct smoke. 

 It has long been established that smoking harms the health of those who do the 

smoking. Now new epidemiological studies and reviews are strengthening the  evidence 

that  it also  harms the health  of other people nearby who inhale the toxic fumes 

generated by the smoker, particularly from the burning end of the cigarette. Such 

indirect, or second hand, smoking causes death not only by lung cancer, but even more 

by heart attack, the studies show. The studies on passive smoking, as it is often called, 

also strengthen the link between parental smoking and respiratory damage in children. 

 What has swayed many scientists is a remarkable consistency in findings from 

different types of studies in several countries with improved methods over those 

used in the first such studies a few years ago. The new findings confirm and advance 

two landmark reports in 1986 from the Surgeon General, who concluded that passive 

smoking caused lung cancer, and from the National Research Council, which said 

passive smoking is associated with lung cancer. 
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 ''T he links between passive smoking and health problems are now as solid as any 

finding in epidemiology,'' said, an expert in the epidemiology of smoking at the 

University of California at San Diego.  
(5 Marks) 

(b)  What do  you mean by completeness in effective communication?  

(1 Mark) 

 

(c)  (i) Choose the word which best expresses the meaning of the given word. 

Embezzle 

(a) Shine  

(b) Steal  

(c) Busy  

(d) Shocked  

(1 Mark) 

 (ii) Select a suitable antonym for the word given in question. 

Applaud 

(a) Organize  

(b) Compose  

(c) About 

(d)  Condemn 

(1 Mark) 

 (iii)  Change the following sentences into passive voice.  

 You should write an apology letter.  

(1 Mark) 

 (iv)  Change the following sentences to indirect speech.  

 Uncle said, ‘I am unwell’ 

(1 Mark) 

 

Question 11: 

(a)  As the Manager, HR of Net Solutions Ltd, Mumbai, draft a complaint letter to the  

Administration Head of Food for you Solutions, Mumbai, stating your concern about 

the bad quality of food being supplied to your company’s cafeteria. 

(5 Marks) 

(b)  What is non verbal communication. Explain its types. 

(2 Marks) 

(c)  (i) Select the suitable antonym for the given word: 

  Concealed 

  (a) To hide  

  (b) Uninteresting  

  (c) Known  

  (d)  Related 

(1 Mark) 

 (ii)  Rewrite the following sentences in active voice 

   A conservative lifestyle was led by women in olden days. 

(1 Mark) 

 (iii)  Change the following sentence into Indirect speech. 

   The girl asked, ‘Where do you live’? 

(1 Mark) 

 

*** 


