MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

(GCF-1,2,3,4,5+6,19,20,21,22,23, VDCF-1 & 2, VCF-1,2 & 4,
SCF-1,2,6,7 & 8, Nov.-20 PD & GD, Foundation Nov.-19 Rep.)
DATE: 11.09.2020 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) SN AMAFIH 2013 @1 9RT 2(68) @ ITAR UISAC HFIAT | M I8 S [o=Id] ~JAdH
JfeYSH Ia BRf S FeiRa & SREft iR Sad U fdd &f Bied: S9H Aewl @ AT
200 T& 21 | IR T AN F WY A9 W Y of W ¥ A S UP &l AT SIRAT |
A S HHAIRAT Bl qAT HH & YR HHANRA] DI 200 R BT TN § AT 7Ll
foram SR |

S B el B AT F Bl A8 B U Fifh HEHN B TS 200 & BT 2| O
for=forRad ©9 9 9a? T 8-

fewr® iR S Reder = 190

5 Sire 5x1) = 5

3= = 5

e = 200

TH 8B

Answer:

[N

(b) YABRI DI I SR I~ B Bl ENEIRSEI dll%Qi qHISTS eINe] \AHLAIA 1Tl ]

ERT YA 81 B SHITelY e 81 a7 URg 99 e a9aT & X FHeidr WHIfae
U 9 oG ¥ 81 9 |Esial folRad gweRygad d uoiidgd o |

é‘rréwwﬁ%ﬁmwﬁraﬁqc—vﬁzﬁwooo%.mﬁwﬁﬂq‘\f@%‘rmﬁzﬁﬁwéﬁ:

{1 M}

Wﬂﬂ?ﬁmlaﬁﬁ%ﬁﬁﬂ?ﬁﬂﬁaﬂ?ﬁwﬁﬁﬁm%ﬁﬁ?ﬁw#mm@ﬁﬁﬁml
I Ahal Bl i TR & wew e wr ¥ | WHsiar Wigfie Wi Td o T & HRoT |
2 9 foRaa exaeRged 9 doliad © |

Answer:

(c) TAIR®R AR AT BT AF § IPhd & ABR # 31R ]
(DISTINCTION BETWEEN RIGHT OF LIEN AND RIGHT OF STOPPAGE IN TRANSIT)

(i) JaifIdHR BT AT A1 IR fasmhdl &1 IIHR 991 Gd1 8 Sidfd ATl B AR H A &
31l AT W G eoll UTd HeT & |

(i) YEIR®R & G H A1 fahdr & ool § BFT @lfed Sidfd AT & AR H Ad & Fw=el |
(@) fasodt 7 A1 R 4§ Beoll FATI R AT BT (W) AT hdl Areared & ur=a 81 (1) sal
q A BT U Fel fhar g

(iiiy  yaiftrer 9 Rafd # ff vanT far <1 |adr & o9 s fRarferar 981 g 8 | IR 71 &l
AR # B BT JABR T TAET fHAT ST Ahar & 19 baT farferar &1 AT '

(iv) AT B A6 H A BT JRHR q8f ™ Bl 8 9T QaidR < 2ldl 2| 39 UdR
YaTfeR @ FHIRT AT &I A1 # A HT ABR BT IR™S g 2|

{2m}

{1 M}

I UBT W AR B T H HH B B Plg OTHId Ael & i Al bl HE& 200}{1 M}

{2 M}

[{1m}

~{1 M Each}
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Answer 2:

(a)

LLP & FH™E & fafd= a=oT

e LLP 3F TUWET @ Ugel 2% £ LLP & = = smtiya som
e ETE @ f&ul LLP & SUawrg & =1 o TTHUT 99T SUciatar sl i
i w1 & 57 e-Form-1 WIget =01 orar £1

r{2 M}

® TTH W I B & =I, UF E LLP T Waraies %y % 8T e-Form 2
WY FISE W BT 1

LLP = ® e-Form 2 HaWfem & wariaa LLP & faatol, arsanl /aaes arsaEnt &

wETHE ﬁmﬁmtmuﬁtﬁquﬁmﬁrwmmtl

r{2 M}

o fufyaa =t arr 23 &F W LLP & sgva @ fearags sfad o 6
e LLP 3 HameT & 30 fa7 & a7 e-Form 3 & &9 LLP S§0a = =X
LLP ¥ UTH HIga ST grar €1

-{2 M}

Answer:

(b)

=R ueer &7 Rigid (Doctrine of Indoor Management):— I8 Ya-TeH® ol & Rigrd)|

BT IATE T | W9 B W AT HH & A1 AT FRAT B | A Ig WA e 2 | fF s
AW g IR &1 S 3R ol 8| IRy 99 UEdHR Pl I8 S el 2 | & 98 H
@ ITdRS A P S Y | IIER0T & w9 H A o S AT 9 ofdfad § sreragd
2 O 9 UAdHR I8 99 AdhdT 2| {6 HFE A Sawdd AuaiRadreli w1 qted e foram
&I |

Royal British Bank V/s Turquand:— $ AWl # fearferar vl & GdTad SiHIq &
FTAR 408 TR SR AHI FHT H UK UIRT dRep MEiRT 7 78, goRIRT SUR of Hehdl
o | Farad! | {91 B3 ywa@ g & Royal British Bank &7 U@ dfve IR &) f&r| I8

ol fear 21 & dfve & R W are ywgd fhar S @adr © R®@ife Bank I8 A B

ARNBRY B | fh SN 7 3MMavIS YA IRT B forar s8R |

TG~

1. ST 9T8Y) UhR Bl Afafiadr fh s a1 s STHeRT 8
Howard V/s Patent Ivory manufacturing company.
JATTh Rﬂrémwwaﬁmwﬁ,a%’a%’ﬁmﬂﬁﬁmlmﬁww
b IFeRI | fF AT ERT KT o° & folv 9= 99T ¥ 9ewil fb 98dfd
It 2|

2. JIAHAAT BT Hag /ATRArel IT [eH: AARP gag &1 g 39 u= 4l ?4111
T2 BT Sl 39 UUAl @) MWl XA © | SHfeY, X HF BT P BN DIy
T S BT & Ol b SHS JIHR &5 § L1 8 d9 U I IR arel Afad
DI TH AT H S SE B o AMRY AR AU IMUBT 39 GG H FIT PR ol
RY | IfT I8 VAT B B H TAhS Bl 8 | I S 39 NG &1 9eRT T8l o+
fear g |
qre— < 9N ara 994 fe=em uve &. (§&d) for. @ arg # I8 9amar ™ € &
P B AW T B B B AN 3 BRI AT & uel H IfART B
| 39 R 99 e I8k & gRT 918 ST A7 A1 <IRTed o Hel b 3 e «uef
T ifdh AT D TEUTT D gRT AT I FHRT BT 999 BT Dis ] W IAfRTHR
Rl o |
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

3. STeol— Ife Sfrell g&der by o 21 a <Re Uey & Rigid &1 e a0 |
forar S Hawar Fifd Serah T 8l ¥
Ruben V/s Great FlngaII consolldated-
T — 39 AW § HFA Afa F 3 YHT 0F W HFA fF ardger o m &) off &R a2 m)
T FWATAD] & SATell SR ARG YAOT U5 SR &R faar o1 | ardl o AR ude
& Rygid &1 Fa9mE foran |
ol — a8 fofa fear = & a8 AW 981 89| e ool g Bl B |

Answer 3:

(a) YR AR ARFH 1932 B ORI 33 B AJAR U ARIGR Bl AEERI & drd e
gRT Ued WfFddl & 19 H AgHIaAYdd gcM & RIard |IEIaRi & 9gad gRT BH o a8l
ST ST AHhdl & | 39 UPR I8 3MMaeId &l © 6 — (i) Fepras o7 oifdd aEeRt & 9
ey ¥ faem™ M =iy, (i) 39 wfed & WEeRl g§RT 980 9 o] fhar T g
=Y, TAT (i) I8 FIIEAYAD AT @l S ATfR |
afe ¥ 91 o faeme =€ Bkl O e & B9 & 99 & aRdad fod § A8l FHs
SR |
WWW,1932H%W33(1)$WW@HWWW@W%W—{4M}
M 9l BT FAY AT ® -

(a) & s AR & Ra # g @iy |

(b) f& TR WM dal ARICR &I Jell-Hifd a1 <1 S 2|

(c) T IHSI GAdTs T 3f@EER AT I |

e — If foefl AERR @1 eI gern ST B, a1 fshra @ref den uME 3R gar 2
31T ATSIER B &l frspree dy =721 2 |

SWYFT AP UEE & FIAR 80 T8 B8 Abd § b B BT e atrafia € e

ST UHTG I et enef B8R | pam
Answer:
(b) o A%y AMRTH 1930 BT IRT 50 & ITAR A BT ART Bl AdhA & ATHR & =1 139 |

=

SHHT 3 AT WR Heoll YA: YT B Bl SR BIAT & | STd AT BT ol fadTiordr &1 S
2 o1 3t fasmar o U AT R deoll Bl AT B IR SW Uh ATcidiesd &l | faar @
IE AT B AN H 2 AP AhaT 2 |

fasdr & gRT S AMBR &1 yAnT Ot fhar S Ao 2| o9 frfaRad ot @ 8 L {4 M}
(a) famar ered fasmar &

(b) SET AT WR A Peoll BIS AT & |

(c) AT A # BT @Ry

(d)  war faarferar & Tar &)

(e) IT IMBR AT & Urge=l & ST & |

39 HH § W HUNT B 100 TS ST NAd gRT IT HAEgH | Foll T8 T
Hdndl%lcruifaomasmﬁ—ﬂﬁwﬁﬁ%*lWaﬁ@wﬁﬁﬁr%‘momaﬁﬁ_{lw
Sl ggaii Bl B B ST FH B v I H ADI TG ST Hbal | Hifd A

URYT /R H TE B |

Answer: _

(c) g faspa sfafem oRT 15 @ IR “Afe avg @1 faha 7 Td quiA curna%e.ﬂ%m'w_{lw
faspa b Sirar & O a¥g <M1 @ 31wy B ARy | J
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9 AWl H 9¥g T @ AJAR © | W] 99 & (gaR ( Darjeeling Tea ) =&i 21 sdfog
quie Ud T AR TR IR AT 88 © SIR YN 91 Bl aidd aR 9adl © | IR U arow
of FhdT 7 |

Answer 4:

(a)

Answer:
(b) -
(a) 9RO Irga AR 1872 @ RT 20 & AJFAR T BT Tkl B BROT Iga=l el Bl 2 |

(b)

()

IR Srgae AfRfaH 1872 & 9RT 59—61 & JIFAR YA &I fafdie & forg ]

UIaeE 2 | I &1 Ao (Appropriation Of Payments):- "Sid ®lg qdaR o fodl

IFT & P RO o T, SHB WL Fa- & AT T IMd IRRIFAN & saia & a8 For

faRy & uReied 3g YFTaM &) T 8, Y drdl 7, a1 I A iR ) forar S

2, a1 S S gwY o faar S =nfRd

e 99T &7 RIgT=T & S I AT ST €, 98 A @R I8 UEdR DI HIa AT NI

R iR var 2

(@) IRl & JJAR YIdEI B RIS ORT 59 (Appropriation of Payment when
Debtor Gives Any Direction) — YIdM &1 RS FOHRAT & HATIAR fHar
SIRATT | SUYdd deTieh UTae™ & AJAR 84 I8 P8 Add © 1d M. QA F81 8
IR IBM T TR ¥ Pel & SUl a¥id F I b1 FRire fhar SR |

(b) WAl & ST W9 ROURA GRS & 9R § $9 98 dedl 8§ ©RT 60 |

(Appropriaton of Payment When Debtor has not Given Any Direction) — ¢
FOITRAT §RT SURTT $I 0 BT YA fbar SIrdm &, fbeg ST 0T Ua o 3ffdd
B 3R U8 RUURd gRT W A8 fhar S {6 S Fkor FAEid w8, dr
S IfaRAT H FUTGIAT §RT AU STOIIR Ul & ARG fBal SR | SUYdd
U & JAR §H U8 $HT Whd o [P . IqAA FR A8l 9aid & fb o &l
e fod a8 9 axar B ar WWMW?#WWW
IR Fhd 2 |

(c) YN HI AqHd S Dls U RIS 9 X GRT 61 (Application of Payment]
Where Neither Party Appropriates) :— S1§ @I UgdR IS 8] HRal 9
A BT FHI HH | R0 & T H B AT SIRAT, 18 dT&l & 999 G &
foU AN apTele G99 R 9 ST © a1 T8l | Al ol U W @y & ©,
|/ & oIy YA IuIiad wU ¥ AR BT SR | Sugad UagE & IR §H
HT Fhd © b MR . I@d 3R A GFAd a1 81 YA & e & ar H
& PEd 2 Al YA BT RS guIiad wa H fhar SR |

TE R Ay 9vg & ARG | FHERIT T BT Tl Bl A 7 Rifdh FHSI & G =l
TR @I © | IFI TEIHRI DI 3HDT TGN el © Zuefi Terd & dRoT F9siar @ g |

IR JIga=r AT 1872 BT GRT 27 & JJAR AUR H wplac el drel FHI Ff
B & g @A & fama & Amel § o1 fAgwar ) ufder o daar & fhag 9 UaR
B FIA eI BT WR Uldaw I BT @120 | UR<] 59 AWl H Ufdds gaem & fog g
R H foell W w9 # Iad™ Bl q9T HRAT 8| SHIIU AR § whrae ST & BRI
FHsiar @ef 7 |

e JIRTH & gRT 2 (j) & MTAR USH AT 9 AT gRT Y- F&i gl e
9 SIAT B | 39 AWl | A X 7 UBed B S o $ FeAld & R BB a7 9re X
@1 gl H ¥ B Wl © | Y8l W WG &) RRIgd] & RO AJa el 8 SR |

{1 ™M}

{2 M}

- {2 M}

" {2 M}

L {2 M Each}
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Answer 5:

(a) A IIRRM, 2013 & oI Ud ol Sl & Al ARl & g — Uh AJad Tib
B Ud fCHTs G T | 3AD! MY 59wl srar |l el srmar feers (Fawre)
@1 g, fRarforaro srerar Wafgfy wR iR 8 2| ol T gvarRYT A et g [ 125 M)
AFIAT BRI B QT AT H WD © | BT 39 I BRAT & AT dHael BIA ol
SABI FATYT PR Fhdl © | SR 3, GG SV, olfchT BRI SHLM Fefdll I8l @ |
safery U gem § ABC ursde for. &1 oiRae dHa 81 gaTT | 3Rl & §Widd & gRT 3%
ID BT STRMBINGT Bl FX(bd B GG | HFT BT IR ddel FHOT W & Fare [ 11.5 M}
BT |
s«f@wﬂﬁqwiaﬁﬁ(aﬁsm)ﬁﬂﬁABC%.msﬁaaWﬁgsﬂl}{lm}

Answer:
(b) YTI®BR (Right of lien) (YRT 47-49) : IfX ATt 31l 21 fasham & & Feol H T I 98 SW|
I GHY Tb b G APl & ofd db D AU Jod BT YA - 81 MY fdT YA Bl
Iy yd 7 fHar S| eed fAgar & 39 IER & e & A T8 8F b Al Bl
A$ @1 o EieR Fed 21 I8 deR fFr=faRea aRRefeal 4 € swaer § amr o
AT ¥
(a) o9 AT SYR T8 997 7T 8
(b) 19 HIel SUR AT AT } b SUR &1 3rafdy A &1 gal &7 |
(c) <19 shar faarferar &1 T B | |
mmmmmﬁmwwmwﬁmaﬁmﬂﬁﬁﬁﬁﬁl}{lw
U 3rad fasmar Fre=ferRaa aRRerfcrl # sroem gaifder @ <ar & - I
1, T4 98 @al db A Ugd & Ieed 9 Al Bl [l Aleldisd sefar Merud &1 |
T € IR ATl & UER & I IIeR @Y YRR T vEar ¥ a2m
2. g Bl AT SHBT Yol ¢ w7 A HIol BT heoll U Pral 2 | " Each}
3. 9 fagar 71 3 aifferR @1 gk aR R 2
4. TATRY & gRT — Sld fddhdl 39 JBR TR AT & 79 dRiR UeT hI I8
feara 81 Smar ® & qEifier e w8 ¢ | .
gRT 49 (2) & ATIAR TS MG fAshdl BT TSUNMYDHR $H HRY A FAG el B8N b I

{3 M}

e b Hod B Iy <IaTerd B ¥ ure & gl ¥ | jam
Answer 6:
(a) AT SIfSPHR &3 & d1e BT (Acts Beyond Implied Authority) €IRT 19 i— ]
AT PIg B B (o BRI dRAT 7, A BH AEER & BRI & oy RFHER 79 SRAN, 1Reg
g = gfamemel & | 8 —
. I8 AR ¥ Ged fhdl faare a7 sere &1 v Hoig & |9iu, w=iife I8 aEErn ®9 | 2
ST AHRI AR 7 & b, [Aare o1 va Fofy & g dior o | ©
. AU M B P o) @rar @ | g
. Uﬁﬁzﬁéﬁﬂi’t{a{(aﬁé&maqo?ﬁﬁwgmﬁa%uﬁfwsﬁmaﬁawmﬁww§
AT | =
SR <1 ol T Rl e T BT @Y aif @ | s
foeg fd T goHed sferar driare! 9 & T o WeR 3 | )

4343938
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Answer:

(b) N &rr o a1 Tr@r Ay L BN RifE fEA g B WA A QX SRAT a1 T BT

Bae aRIET Bal B gl R AR axar R3{1 MY {31 BI$ arier ey e g @
IR e AW, 1872 &1 &R, 29 & AFAR U el ST aef a1 s ¥

T 21 a1 2 glea 71 fear o1 9&ar 81 9 orgay I B 7 13{2 M}

Answer:

() Wagaaa@rﬁmwnaﬁwwa%a—ﬂwﬁmajw wlwquﬁmﬁ
gfafd dRar & U1 31gey ¥ T4 (Y BN, IR Adl Ife aﬁaﬁs‘aﬁﬂﬁﬁ
W?WWW%%WW&EWWW%WWWH&W DI
P e BN AR Wi AT JWRIET WY H Pel AR AAT el B IR VAT ufiey A1 Ah
IR AT JGER R AP &l AT ST |
Wxﬁqﬁﬂwﬁmzﬁwﬁmq><-1®<|cb|\—rﬂwbd|%‘l}{1m}
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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) Passage 1

1.

uhwn

Answer:

Globalisation, liberalisation, development of e-commerce and emerging

global markets are forcing capital markets across the worldwide for
integration.

(a)

(b)

(b)

Increasing complexity of business transactions and globalisation of capital
markets call for a single set of high-quality accounting standards.

(b) Based on Communication channels, there are three kinds of categories:

Verbal: Verbal communication involves the use of words and language in
delivering the intended message

Non Verbal: 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.

Visual: Visual communication through visual aids such as signs, typography,
drawing, graphic design, illustration, colour and other electronic resources
usually reinforces written communication. Visuals like graphs, pie charts and
other diagrammatic presentations convey clearly and concisely a great deal of

{Each Poiht 1M}

information. They are an essential part of official presentations these days.

Answer:
(c) Select the suitable synonym for the given words.
1- (a) {Each Point 1 M}
2- (b)
Answer 8:
(a) XYZ Bank
Sector-19
Nerul

Navi Mumbai-06
10 December, 20XX

Chief Finance Officer
XP Ltd

Dadar

Mumbai-14

Dear Sir/Ma’am,

r{1 M}

Subject: Opening of our New Branch at Nerul, Navi Mumbai

7|Page

{Each Point 1 M}



MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

We are happy to announce the grand opening of our bank’s 150 branch in the Nerul, Navi
Mumbai.

As a privileged customer, we are pleased to offer you extra benefits for an account opening
in the new branch.

The new branch has locker facility and six ATM machines in your area. In view of our long-
term association, we would not charge you any fees for locker facility.

Kindly visit the new branch. Contact details are given below:

88, Jame Jamshed Road

- {3 M}

Dadar

Ph.: 011-255-90000
Mumbai-14

Yours

R.P. Aneja {1m}

(Brach Manager)

Answer:
(b) The Characteristics of Effective Communication:

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 a fact 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 conveythe 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
understood. All content under the topic should be relevant, interconnected
and present information in a flow.

5. 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

{Any 3 points each 1 M}

relevant and required information is available with the receiver.
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6. Courteous: Courtesyimplies 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: “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 affect 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.

Answer:

(c) Select the suitable antonym for the given words.
1. (c) {Each Point 1 M}
2. (b)

Answer 9:

(a) A-12F-Block,
C-16/A, Sector-04
Juinagar
Navi Mumbai- 400705
prashantkr.@gmail.com
09 December, 20XX

9|Page
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The HRD

S.R. Pvt Ltd.
Andheri East
Mumbai- 400069

Dear Sir/Ma‘am,

Subject: Application for the Post of Trainee Finance

This is with reference to your advertisement in ‘Hindustan Times’ dated 06
December, 20XX, for the post of Trainee Finance in your organization. I wish to apply
for the same.

I am conscientious, punctual and open to learning. I have just completed CA
Intermediate from ICAI. I am looking for positions as Trainee (Finance/Tax/Audit) for
articleship. If given the opportunity, I am open to learning and prepared to work
hard to enrich my knowledge.

I am enclosing my résumé herewith for your reference. I shall be available for an
interview through online or face to face on any day of your convenience.

I look forward to a positive response!

Your Sincerely,
Prashant Kumar

Enclosure:

{2 M}

1. Résumé

Curriculum Vitae 1

RAVI PRAKASH GOEL
A-12F-Block,

C-16/A, Sector-04

Juinagar

Navi Mumbai- 400705

Mob.: +91-XXXXX XXXXX
Email: prashantkr.@gmail.com

Profile:
> Hardworking, punctual, strong team player
> Confident working with computers and technology

Educational Qualifications:

S. |Examination / Subject / Institute / Board / | Year of |Percentage/
No. Degree/Course Stream College University| Passing Division
1 |CA Intermediate Finance, ICAI, New Delhi | ICAI, New |Nov 2019 65%
Taxation, Delhi
Auditing
2 |Higher Secondary |Commerce St. Holly Public CBSE 2014 87%
School, Mumbai
3 |Secondary Commerce St. Marry Public CBSE 2012 85%
School, Mumbai

Professional Skills:

> Finance, Taxation, Auditing
Intrapersonal Skills:
> Excellent Communication Skills
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> Highly organized and efficient

> Ability to work independently

> Ability to work in team

> Proven leadership skills and ability to motivate
Language Known:

> English, Hindi, Marathi (Comm.)

Hobbies:
> Reading Novels, Travelling, Interacting with people
Personal Details:
> Father’'s Name: XYZ

Mother’s Name: XYX

DoB: XYZ

Gender: Male

Nationality: XYZ

Marital Status: Single/Married
References:
Tripti Sharma CA. Sanjay Mishra
Assistant Professor XYZ Associates,

ABC College of Commerce
XYZ University
Email:xyz@gmail.com Email: ******@gmail.com

Declaration: I solemnly declare that the above information is correct to the best of
my knowledge and belief.

Date: XX December, 20XX

Place: Mumbai (PRASHANT KUMAR)
Answer:
(a) Idioms
;; 825:8::3 {Each Point 1 M}
3) Option d
Answer: i
(b) Star Network: has multiple channels of network in communication. This network
allows a group communication and is useful especially where teamwork is involved.-
The members communicate and exchange 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. _
Answer 10:
(a) Date: 16 December 20XX T

Venue: Conference Room, II Floor
Meeting Started at 04:00 P.M.

Mr. A, Head of the Sales and Marketing, gave an introduction and purpose of the
meeting.

Mr. B, Product head spoke about the new product.

Ms. C, Regional Manager, Business, gave a detailed project report. (market surveys,
future aspects challenges included).

Participants approved of Ms. C’s report. Appreciated he meticulous detailing.

{1 M}

{1 M}
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Mr. D, Marketing Head discussed the market scenario, demand and supply and
customer interest.

Mr. E, Head Finance, gave details of costing, Finance team led by Mr. F, Mr. G, and
Ms. H were part of the presentation. -
The Head, Sales and Marketing declared an open house for participants to put up
their concerns, and finally gave a vote of thanks.

Proposals for more funds put forward. Tender to be released.

ATR will be submitted by 22 December, 20XX. -

Answer:

(b) Chain of Command: The communication pattern that follows the chain of command]
from the senior to the junior is called the chain network. Communication starts at the| L2 M}
top, like from a CEO, and works its way down to the different levels of employees. It
involves a lot of organizational hierarchy.

Drawbacks: The chain network often takes up time, and communication may not be (1M
clear. It creates a lot of miscommunication as the message travels a long path. ]

Answer:

(c) Active-Passive Voice
1. The work will be finished by them in a fortnight. {Each Point 1 M}
2. Instructions will be given to you by the examiner.

Answer 11:

(a) Women in entrepreneurship } {1 M}
According to the sixth Economic Census 2013-14, only 14% of the businesses inj
India are owned by women and are smaller as compared to men owned businesses.
Out of these, 83% do not have any hired workforce. However, many women ({2 M}
entrepreneurs have carved a niche for themselves these are Kiran Mazumdar Shaw,
Falguni Nayar and Ritu Dalmia. Self help groups and NGOs have helped women!
entrepreneurs in the rural sector. Still due to socio - cultural biases, it is onerous for]
married women in India to be an entrepreneur. Managing a male workforce and
accessing financial support are even bigger challenges. Policy interventions,
mentoring women entrepreneurs by specialists can encourage women who intend to
foray into entrpreneurship and specialized networking platforms for women can
provide the much-needed support.

r{2 M}

Answer:
(b) Direct - Indirect
1. The work will be finished by them in a fortnight.

2. Why was such a message written by your friend? | {Each Point 1 M}
3. Instructions will be given to you by the examiner.
Answer:

Language varies individual to individual, place to place, region to region, and
country wise. Same words may have different meaning in other language. Even
jargon, unfamiliar expressions, and ambiguous words create hurdles in}

{1 m}

(c) As we know, lacking language knowledge can create impediment in communication.}
{1 m}

communication. This is fact that no two people speak or write alike. Some people use
well-formed words while some of them is used ill-formed words.

Xk
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