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(ALL CA FOUNDATION BATCHES) 
DATE: 29.10.2020 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) 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;alsok^ 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 izdk’k us dqN oLrqvksa dk pquko djds rFkk Hkqxrku ds fy, dks"kk/;{k ewY; 
dk Hkqxrku Lohdkj ugha djrk gS rks oLrq [kjhnus dk bPNqd Øsrk mls oLrq cspus ds fy, ck/; ugha 
dj ldrk] tSlk fd fQ’kj cuke oSy ¼1961½ D;w-ch- 394 esa rFkk QkesZL;qfVdy lkslkbVh vkWQ xzsV 
fczVsu cuke cwV~l dS’k dSfeLV ds fooknksa esa U;k;ky; us fu.kZ; fn;kA  

 
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 mls djnkrk dks dfYir 
_.k ds :Ik esa okil djuk FkkA ,slk fu.kZ; lj fnu’kkW ekusdth isfVV AIR 1927 cEcbZ 371-  

 
Answer: 

(c) ;g ekeyk oLrq fodz; vf/kfu;e 1930 dh /kkjk 27 ls lacaf/kr gSA  
ftlds vuqlkj ds O;kikfjd ,tsUV& 
(a) eky cspus ds fy,]  
(b) eky [kjhnus ds fy,]  
(c) eky ij /ku tqVkus ds fy, 
vf/kd`r gksrk gSA ,tsUV ls [kjhnus ij dzsrk dks vPNk lRo izkIr gksxk ;fn fuEu 'kwrsZ iwjh gksa % 
(a) ,tsUV Lokeh dh vuqefr ls eky ij dCtk j[ks] 
(b) ,tsUV O;olk; ds lkekU; ifjpkyu esa eky dks csps] 
(c) dzsrk ln~fo'okl esa [kjhns 
(d) dzsrk dks ,tsUV ds eky u cspus ds vf/kdkj ds laca/k esa dksbZ tkudkjh uk gksA  
mijksDRk ekeys esa J, A ls dkj dk ewY; olwy ugha dj ldrk gSA  
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Answer 2: 

(a) Mr. D fd fLFkfr% Mr. D us Mr. E dks 5]00]000 m/kkj ij 15 fnu ds Credit ij eky cspkA ns; 
frfFk ij Mr. E iSlk pqdkus ls euk djrs gSA vr% Mr. D ,d ,d vnÙk foØsrk gSA /kkjk 45 ¼1½ ds 
izko/kku dgrs gS tc rd oLrq dk lEiw.kZ eqY; ugh pqdk;k tkrk ;k pqdk,s tkus dk izLrko ugh fd 
tkrk rc rd foØsrk vnÙk foØsrk dgykrk gSA 
Mr. D ds vf/kdkj% D;ksafd Mr. D oLrq dks vius ls nwj dj pqds gS og oLrq ij vius vf/kdkjksa dk 
iz;ksx ugh dj ldrkA og dsoy Øsrk ds fo:) okn nk;j dj ldrk gSA 
(i) dher gsrq okn ¼/kkjk 55½ Mr. D, Mr. E ij oLrq fd dher gsrq okn nk;j dj ldrk gSA 
(ii) oLrq Lohd`fr u gksus fd otg ls gqbZZ gkfu & Mr. D, Mr. E ij mu gtkZuks fd ekax dj 

ldrk gS tks mlus oLrq ij Øsrk fd Lohd`fr ysus dh ykijokgh ds dkj.k mBkbZ gSA  
(iii) C;kt gsrq okn & ¼/kkjk 61½ C;kt dsoy mlh fLFkfr es fn;k tk ldrk gS tc ;g ckr igys ls 

fu/kkZfjr dh tk,sA ;fn Mr.D C;kt ysuk pkgrs gS rks mUgsa bl ckr fd lqpuk Mr. E dks nsuh gksxhA 
 
Answer: 

(b) lk>snkjh dh lgh tkWp %& /kkjk 6 ds vuqlkj lk>snkjh ds vfLrRo ds fu/kkZj.k ds fy, i{kdkjksa ds e/; 
okLrfod laca/k o egRoiw.kZ rF;ksa dks /;ku esa j[kk tk,xkA Lkk>snkjh ds vfLrRo ds fy, rhu ckrksa dks 
fl) djuk iMsxk%& 

 Lke>kSrk 
o lk>snkjh flQZ le>ksrs }kjk mRiUu gksrh gSA 
o bldh izd`fr ,sfPNd ,oa vuqca/kkRed gSA  
o ;g ekSf[kd ;k fyf[kr Li"B ;k xfHkZr gks ldrk gSA  
o bls lk>snkjh dk lafo/kku vUrZfu;e] lk>snkjh lays[k ;k foys[k ¼fyf[kr $ gLrk{kj;qDr $ 

iathd`r Hkh dgk tkrk gSA 
 ykHk dk caVokjk 

o ykHk 'kCn esa gkfu Hkh 'kkfey gSA ¼lkekU;r%½ ijUrq vfuok;Z :Ik ls ugh ¼dsoy ykHk esa 
lk>snkj½A 

o le>kSrk ds vHkko esa ykHk o gkfu cjkcj ckWVs tk,sxsA  
o fdlh foijhr izko/kku fd vuqifLFkfr gkfu ykHk ds vuqikr esa ckaVh tk,xhA 
o ykHk dk caVokjk lk>snkjh dk izFke n`"B;k lk{; gS ijUrq fu’p;kRed izek.k ugha gSA  
fuEu pkj ifjfLFkfr;ksa esa ykHk dk caVokjk gksrk gSA ijUrq lk>snkjh ugh gSA  
 [;kfr dk foØsrk tks ykHk esa fgLlk izkIr djus dks lger gksrk gSA  
 QeZ dk ysunkj tks ykHk esa fgLlk izkIr djus dks lger gksrk gSA  
 deZpkjh ;k ukSdj tks ykHk esa fgLlk izkIr djrk gSA  
 e`r lk>snkj fd fo/kok o cPps vius vki lk>snkj ugh curs ijUrq le>kSrs }kjk mUgsa 

lk>snkj cuk;k tk ldrk gSA  
 vkilh ,stsalh 
o ,d lcds fy, vkSj lc ,d ds fy,  
o izR;sd lk>snkj iz/kku Hkh gksrk gS vkSj ,stsUV Hkh  
o O;olk; dk lapkyu lHkh ds }kjk ;k lHkh ds fy, fdlh ,d ds }kjk fd;k tkuk pkfg,A 
o ;g lk> snkjh dk eqyHkwr fl)kar gSA fuf’p;kRed] fu.kZ;kRed] vdkV~; izek.k gSA  
o ;g lk>snkjh dh lgh tkWp gSA (Cox V/s Hickman) 

 

Answer 3: 

(a) (i) oLrq foØ; vf/kfu;e 1932 dh /kkjk 44 ds vuqlkj ;fn foØsrk oLrq lqiqnZ djus ds fy, jkth 
gS vkSj Øsrk dks lwfpr djrk gS fd og oLrq dh lqiqnZxh ys ijUrq Øsrk lqiqnZxh mfpr le; 
esa ugha ys ikrk rks lqiqnZxh u gksus dh otg ls tks Hkh uqdlku oLrq dks gks mlds fy, Øsrk 
ftEesnkj gksxk lkFk dh oLrq dh ns[kjs[k ds [kpsZ Hkh Øsrk dks ogu djus gksxsA 
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 tc Hkh fdlh oLrq dks fu;ksftr dj lqiqnZxh ;ksX; fLFkfr esa Mky fn;k tkrk gSA rks LokfeRo 
Øsrk dks gLrkarfjr gks tkrk gSA vkSj lk/kkj.k fu;e gS fd tksf[ke LokfeRo ds lkFk pyrh gSA 
tc rd oLrq dk LokfeRo Øsrk dks gLrkarfjr u gks rks tksf[ke foØsrk dh gksrh gS pkgs 
lqiqnxhZ dh x;h gks ;k ughA 

 fn, x, iz’u esa Mr. G Mr. H dks lwfpr dj pqdk Fkk fd og oLrq dh lqiqnZxh ys ijUrq 
Mr. H lqiqnZxh ysus esa ykijokgh cjrrk gS blfy, oLrq dk tksf[ke Mr. H dks ogu djuk 
gksxkA 

(ii) ;fn oLrqvksa dh dher udn esa pqdkbZ xbZ ugha gksrh rks Mr. G vnÙk foØsrk dgykrk vkSj 
mUgsa Øsrk ds fo:) O;fDrxr rkSj ij fuEu vf/kdkj izkIr gksrs gS& 
(a) tc ØsrkLokfeRo vkUrj.k gksus ds ckn oLrqvksa dh lqiqnZxh ysus esa ykijokgh cjrrk gS 

rks foØsrk ml ij ewY; ds fy, okn dj ldrk gSA 
(b) ;fn foØ; vuqca/k esa oLrq dk ewY; ,d fu/kkZfjr frfFk ij pqdk;k tkuk gks pkgs 

lEifr dk LokfeRo Øsrk dks gLrkarfjr u gqvk gks] rks Hkh foØsrk Øsrk ij ewY; gsrq 
okn dj ldrk gSA 

 
Answer: 

(b) lk>snkjh dk fu’p;kRed lcwr%  
lk>snkjh esa ikjLifjd vfHkdj.k dk gksuk ,d fu’p;kRed lcqr gS ftlds vk/kkj ij lk>snkjh dks 
Kkr fd;k tk ldrk gSA QeZ esa izR;sd lk>snkj vU; lk>snkj dk vfHkdrkZ gksrk gSA ,d lk>snkj 
}kjk O;olk; lapkyu esa fd;k x;k dk;Z lHkh lk>snkj dks ck/; djrk gSA ;fn O;fDr;ksa ds leqg esa 
ikjLifjd vfHkdj.k gS rks ;g ekuk tk,sxk fd og lk>snkj gSA  
og ifjfLFkfr;k¡ tgk¡ nks ;k vf/kd i{kdkj lk>snkj ugha ekus tkrs gSA  
¼~1½ tc i{kdkjksa us vius chp esa lk>snkjh ds lEcU/k esa fdlh 'krksZ dk lk{; u j[kk gksA  
¼~2½ tc lk>snkj vius chp esa uke ls dksbZ [kkrs ugha cukrs gks ftUgsa tk¡pk tk ldsA  
¼~3½ cSad esa QeZ ds uke ls dksbZ [kkrk u [kksyk x;k gksA  

 QeZ ds fuekZ.k ds lEcU/k QeZ iath;d dks dksbZ lwpuk ugha nh x;h gksA 
 
Answer: 

(c) djkj fcYdqy 'kwU; gS] D;ksafd nksuksa i{kksa us ,d tSlh Hkwy dh gS fo’ks"kdj dykd`fr ;k mldh xq.kork 
ds ckjs esa vkSj ;g gh djkj dk vk/kkj gSA nksuksa i{kksa }kjk Hkwy rF;ksa dh Hkwy ds dkj.k ;g djkj] 
izkjEHk ls gh 'kwU; gS tSlk fd Hkkjrh; vuqca/k vf/kfu;e] 1872 dh /kkjk 20 esa of.kZr gSA  

 
Answer 4: 

(a) LLP Lo:i ds ykHk (Advantages of LLP Form) – LLP From O;olk; ekWMy dk ,slk Lo:i gS 
tks& 
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Answer: 

(b) dEiuh vf/kfu;e 2013 dh /kkjk 8 ds vuqlkj ,d dEiuh vykHkdkjh mn~ns’;ksa ds fy, cukbZ tk 
ldrh gSA ftlesa dEiuh dk mn~ns’; okf.kT;] foKku] dyk] f’k{kk] [ksy bR;kfn dks izksRlkfgr djuk 
gksxk vkSj og vius ykHk dks vius gh mn~ns’;ksa dks iwjk djus esa iz;ksx djsxhA /kkjk 8 okyh dEiuh dks 
iathdkj rHkh iathd`r djrk gS tc ljdkj us mldks ykbZlsUl tkjh fd;k gksA ;gka ij ,YQk Ldwy us 
/kkjk 8 ds izko/kkuksa dk mYya?ku fd;k gSA dsUnz ljdkj fuEufyf[kr rhu dk;Zokfg;ka dj ldrh gS& 

1. ;fn dEiuh ykbZlsUl dh 'krksZ dks iwjk ugha djrh ;k dEiuh ds dk;Z diViw.kZ rjhds ls 
pyk;s tkrs gS ;k tuuhfrd fo:) gS rks dsUnz ljdkj dEiuh dks fn;s x;s ykbZlsUl dks 
[k.fMr dj ldrh gS vkSj dEiuh ds uke ds vkxs izkbZosV vFkok fyfeVsM 'kCn tksM ldrh 
gSA ijUrq ykbZlsUl dk [k.Mu djus ls igys dsUnz ljdkj dEiuh dks lquokbZ dk mfpr 
volj nsxhA  

2. dsUnz ljdkj ;fn ykbZlsUl [kf.Mr djrh gS rks tufgr dks /;ku esa j[krs gq, dsUnz ljdkj 
dEiuh dks lekIr Hkh dj ldrh gS ;k leku mn~ns’; dh dEiuh esa mldk foy;u dj 
ldrh gSA ijUrq bl n’kk esa Hkh dsUnz ljdkj dks dEiuh dks lquokbZ dk mfpr volj nsuk 
gksxkA  

3. dsUnz ljdkj dEiuh dks leku mn~ns’; okyh fdlh vU; dEiuh ds lkFk lekesfyr dj 
ldrh gS vkSj ,d dEiuh cuk ldrh gSA ftldh lEifÙk;ka] vf/kdkj] nkf;Ro] lafo/kku os gksaxs 
tks dsUnz ljdkj fu/kkZfjr djsxhA ijUrq ,slh dk;Zokgh djus ls igys ljdkj dEiuh dks 
lquokbZ dk mfpr volj nsxhA 

 
Answer 5: 

(a) vkUrfjd izcU/ku dk fl)kUr &;g ,d izdkj dk jpukRed lwpuk ds fl)kar dk viokn gS tks ;g 
dgrk gS fd vkUrfjd xfrfof/k;ksa dk irk gksuk ckgjh O;fDr dks t:jh ugha gSA ;fn dksbZ dk;Z 
lhekfu;e vkSj vUrfuZ;eksa }kjk vf/kd`r gS rks cká O;fDr ;gh ekusxk fd vkUrfjd xfrfof/k;ka lwpk: 
:i ls lapkfyr dh tk jgh gSA ;g fl)kUr dgrk gS fd cká O;fDr ;g ekusxk fd dEiuh dk dksbZ 
Hkh O;fDr dksbZ dk;Z dj jgk gS rks og mldks djus ds fy, vf/kd`r gS vkSj og dk;Z oS/k gksxkA  
vkUrfjd izcU/k dk fl)kUr egRoiw.kZ gS mu yksxks ds fy,] tks dEiuh ds lkFk muds lapkydks ;k 
vU; O;fDr ds ek/;e ls vuqcU/k djrs gSA oks ;g cká i{kdkj eku ldrs gS fd lapkyd muds 
vf/kdkfj;ksa us lgh rjhds ls dk;Z fd;k gksxkA ;fn og vius vf/kdkj {ks= ds Hkhrj jgdj dk;Z                
djrs gSA  
;fn dksbZ dk;Z vUrfuZ;e }kjk vf/kd`r gS vkSj fof’k"V rjhds ls fd;k x;k gS rks cká i{kdkj ;g eku 
ldrk gS fd mlls t:jh vk’;drk vkSipkfjdrkvksa dks dEiuh us iwjk dj fy;k gksxkA  

  nh xbZ leL;k us Mr. X us Mr. Z dks Hkqxrku fd;k gS] vkSj Mr. Z us mls jlhn Hkh tkjh dh gS] 
blfy, Mr. X ;g eku ldrk gS fd Mr. Z og Hkqxrku izkIr djus dk vf/kdkjh gSA bl ekeys esa 
X vius nkf;Roksa ls eqDr gks tk;sxk] D;ksafd mlus tks Hkqxrku fd;k gS og dEiuh ds deZpkjh dks 
fd;k gS] vkSj mlds fy;s mlus jlhn Hkh izkIr dh gSA 

 
Answer: 

(b) ,d lsokfuo`r lk>snkj rc rd QeZ ds dk;ksZ ds fy, ck/; gksrk gS tc rd og mlds fy, ;k 'ks"k 
lk>snkj lsokfuo`fr dh lkoZtfud lwpuk u nsosaA ,d lsokfuo`r lk>snkj ml r`rh; i{kdkj ds fy, 
mRrjnk;h ugha gksxk tks QeZ ds lkFk O;olk; djrs le; ;g ugha tkurk gks fd mDr O;fDr dHkh 
QeZ dk lk>snkj FkkA  
tc LoSfPNd lk>snkjh gksrh gS rks dksbZ Hkh lk>snkj viuh lsokfuo`fr dh fyf[kr esa lwpuk nsdj vius 
nkf;Roksa ls foeq[k gks ldrk gSA bl ifjfLFkfr esa mls lkoZtfud lwpuk nsus dh vko’;drk ugha gSA 
lk>snkjh vf/kfu;e 1932 dh /kkjk 28 xR;kojks/k }kjk lk>snkj dks r`rh; i{kdkj ds fo:) mÙkjnk;h 
ekusxh ;fn og mDr lk>snkj ds fo’okl ij QeZ dks m/kkj nsA  
mijksDr fu;e dks ykxw djrs gq, fe- P dks fe- X ds fy, mÙkjnk;h gksuk gksxkA 
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Answer: 

(c) v;FkkFkZ & Hkkjrh; vf/kfu;e dh /kkjk 18 ds vuqlkj bl esa v;FkkFkZ ¼feF;ko.kZu½ lekfgr gSA  
 1-  dksbZ O;fDr fo’okliwoZd ;g dgrk dh mldk dFku lR; gS tc dh ;g lwpuk  gS fd oSlk 

ugha gS ;|fi og fo’okl djrk gS fd mldk dFku mfpr gSA  
 2-  tc fdlh O;fDr }kjk vius drZO; dk fuoZgu ugha fd;k tkrk gS vkSj ,slk djus okys O;fDr 

dks ,slk djus ls dksbZ ykHk gksrk gS vkSj og fdlh vU; O;fDr dh xqejkg djrk gS vkSj bl 
dk Qk;nk mBkrk gSA  

 3-  tc dksbZ i{k nwljs i{k dk uqdlku djrk gS Hkys gh ;g vutkus esa fd;k x;k gks rks nwljk 
i{k tks fd vuqca/k dj jgk xyrh dj ysrk gS D;ksafd vuqca/k ds rF; xyr :Ik esa izLrqr fd, 
x, gSA  

 fdlh i{k }kjk v;FkkFkZ rF; izdV djus ds QyLo:Ik ftl i{k ij izHkko gqvk gS og Hkkjrh; 
vuqca/k vf/kfu;e] 1872 dh /kkjk 19 ds vuqlkj ml vuqca/k dks jí dj ldrk gS ;g mlls 
cp ldrk gS vid`r i{k dks ;g vuqc/k jí djus dk vf/kdkj ugha gksxk ;fn ml i{k us 
v;FkkFkZ dFku dk irk yx tkus ds ckn ml vuqca/k ls dksbZ ykHk mBk;k gks ;k ml vuqc/k 
ds izfr viuh dksbZ lgefr trkbZ gks rks fn;s x;s mnkgj.k esa lwjt ml vuqca/k dks jí ugha 
dj ldrk D;ksafd mlus lksgu }kjk eksVjlkbZfdy Bhd djokus rFkk Bhd djokus ij gksus 
okys [kpZ dk 40 izfr’kr Hkkx ij viuh lgefr trkbZ gS bl izdkj lwjt us vUrr% lksgu 
}kjk dh x;h fcdzh ds izfr viuh lgefr nh gSA ¼yksUx cuke yk;M 1958½. 

 

Answer 6: 

(a) ckn dh vlEHkkfork ¼vuqca/k djus ds i'pkr~ dh vlEHkkfork½ tc fdlh opu dk fu"iknu vlEHkkouk 
;k vizR;kf’kr ?kVuk ;k ifjfLFkfr;ksa esa ifjorZu ds dkj.k vlEHko ;k voS/k gksrk gS rks ,slk vuqca/k 
O;FkZ gks tkrk gSA  
Hkkjrh; vuqca/k vf/kfu;e 1872 dh /kkjk ¼65½ ds vuqlkj tc ,d Bgjko O;FkZ tkrk gS ;k tc dksbZ 
vuqca/k O;FkZ gks tkrk gS] rks dksbZ Hkh O;fDr ftlus ,sls le>kSrs ;k vuqca/k ds varxZr ykHk izkIr fd;k 
gS] rks og ,sls ykHk dks okil djus ds fy, ck/; gksxk rFkk mlds fy, ml O;fDr dks gtkZuk nsus ds 
fy, ck/; gksxkA bl iz’u esa X rFkk Y ,d vuqca/k esa izos’k dj jgs gSA ftlesa X, Y dks 50 Vu 
phuh lqiqnZ djsxkA  
ck<+ vkus ds dkj.k og fuf’pr le; esa lqiqnZxh djus esa vlaHko gSA bl dkj.k bl vuqca/k dk 
fu"iknu vlaHko gks x;k gSA blfy, ;g vuqca/k O;FkZ gks tk,sxkA X dks Y ls tks vfxze Hkqxrku 
50]000 :- dk izkIr gqvk gS mls Y dks okil djuk iMsxkA blfy, Y dk dFku mfpr gSA 

 

Answer: 

(b) 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  

 

{2 M} 

{2 M} 

{1 M} 

{1 M} 

{2 M} 

{2 M} 
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Answer: 

(c) vuko’;d izHkko dk vFkZ%& vuko’;d izHkko dk vFkZ Hkkjrh; vuqca/k vf/kfu;e] 1872 dh /kkjk 16 ds 
vuqlkj dksbZ vuqca/k vuko’;d izHkko ds dkj.k fd;k x;k gks ldrk gS tgka nksuksa ikfVZ;ksa esa ,sls 
lEca/k gS fd dksbZ Hkh i{k nwljs i{k ij viuh fLFkfr esa ncko Mkydj mldh bPNk ds fo:) vius 
izHkko dk mi;ksx dj mlls dksbZ vuqfpr ykHkfgr j[krk gSA  

 (a)  fdlh O;fDr dks ml fLFkfr esa ekuk tk,xk tgka og O;fDr dksbZ okLrfod ;k le>s rFkk ekus 
x;s vf/kdkj j[krk gSA  

 (b)  tgka og O;fDr fdlh ,slh O;fDr ls vuqca/k djrk gS tks fd vLFkk;h :Ik ls ;k LFkk;h :Ik esa 
ekufld :Ik ekufld {kerk ls xzflr gS ;k ,slk cq<kisa ds dkj.k chekjh ds dkj.k ;k 
ekufld ;k 'kkjhfjd v{kerk ls izHkkfor gSA  

 (c)  tgkW ij dksbZ ,slk O;fDr tks fdlh fLFkfr esa gS fd og nwljs yksxksa dks viuh fLFkfr ds dkj.k 
izHkkfor dj ldrk gS vkSj og vius izLrko dk mi;ksx djds mlds lkFk vuqca/k djrk gS 
vkSj og O;ogkj vuSfPNd gS] ;g fl) djuk dh ;g vuqca/k fu"i{k gS ml O;fDr dks djuk 
gksxk tks O;fDr ,slk izHkko Mkyus ds fLFkfr esa gSA  

 tc nks esa ls ,d i{k ftlus ml O;ogkj ls ykHk mBk;k gS vkSj bl fLFkfr esa gS fd og nwljksa ds 
bPNk ij izHkkfor dj ldrk gS vkSj nksuksa i{kksa esa gqvk O;ogkj vuSfPNd fn[kkbZ iMrk gS rks dkuwu ;g 
ekuuk gS fd vuko’;d izHkko dk mi;ksx gqvk gS ¼/kkjk 16 ¼31½½ izR;sd og O;ogkj ftlesa 'krZ fdlh 
,d i{k ds foijhr g S ;k mlds fgr esa ugha gS ogka ;g vko’;d ugha gksrk gS fd ;g lkspk fd 
O;ogkj vuSfPNd gSA ;fn dksbZ vuqca/k fdlh ,d i{k ds fy, ykHknk;d gS ij mls O;kikj ds lkekU; 
:Ik ls fd;k x;k gS rks mls fdlh izHkko esa fd;k gqvk ugha dgk tk ldrk gSA  

 nh x;h leL;k esa A cSadj dks dtZ nsus dk vkosnu ml le; djrk gS tc eqnzk cktkj esa eqnzk fd 
cgqr vf/kd raxh gS cSadj dtZ nsus ls bUdkj djrk gS flok; bl vk/kkj ij fd dtZ ij C;kt fd nj 
cgqr Å¡ph gksxhA A Åaps C;kt nj dh 'krZ ij dtZ ysus ds fy, lger gks tkrk gSA ;g O;ogkj 
lkekU; O;kikj fu;eksa ds vuq:Ik gS vkSj dtZ dk vuqca/k vuko’;d izHkko ls izsfjr ugha gS tSlk fd 
nksuksa i{k ds gh Lrj ij gS rks blfy, U;k;ky; blls O;ogkj dks dsoy blfy, vuSfPNd djkj ugha 
Bgjk;sxk fd C;kt dh nj vf/kd gS dsoy ogka ij tgka dtZnkrk bl fLFkfr esa gh f dog dtZ ysus 
okys dh bPnk cnyus dk ncko Mky ldrk gS] dksbZ lgk;rk rHkh nh tk ldrh gS tc vuko’;d 
izHkko dk mi;ksx fl) fd;k tk ldrk gS ij bl leL;k esa ,slh dksbZ fLFkfr ugha gS blfy, ;gka ij 
dksbZ vuko’;d izHkko dk mi;ksx ugha gqvk gSA  
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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) 

 

Answer 7:  

(a)  Gender barriers- Men and women communicate differently. The reason for this lies in 
the wiring of a man‟s and woman‟s brains. Men talk in a linear, logical and 
compartmentalized manner whereas the women use both logic and emotion, and are 
more verbose. This may be the cause of communication problem in an office where 
both men and women work side by side. 
Men can be held guilty of providing insufficient information, while women may be 
blamed for providing too much detail. Gender bias is another factor in 
communication barriers. Due to traditional mindsets, many men find it difficult to 
take orders from, or provide information to women. 

 

Answer:  
(b)  (i) Rohit wrote a story on the wall.  
  (ii) Ravi Sang a Song.  

(iii) What did you eat for breakfast?   
 

Answer: 
(c)    Answer Sheet 

1. 2. 3. 4. 5 
(D) (B) (C) (A) (D) 

 

Answer 8: 
(a) Language endangerment is an alarming situation worldwide. Language teachers 

should be well trained linguistically and language documentation should be 
encouraged by state authorities. Similarly, linguists, language activists, and language 
policy makers have a long-term task to compile and disseminate the most effective 
and viable mechanisms for sustaining and revitalizing the endangered languages. 

 

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 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. 

{1 M} 

{1 M} 

{1 M Each} 

{1 M Each} 

{3 M} 

{2 M} 
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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 
relevant and required information is available with the receiver. 

6. 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 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. 

 
  

(Any 3 
point 
Each 
1 M) 
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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) Direct to Indirect Speech. 

 1. He said that he had passed the examination 

 2. The judge commanded them to call the second witness 

 

Answer 9: 
(a) Date: July 09, 2019 
 Venue: Conference Hall, 2nd Floor,  

 Meeting Started at 02:00 PM 

 In attendance: Mr. Ram Swaminathan, Head, Sales and Marketing, Mr. Prabhu Das, 
Product Head, Product lead, four members of the sales team. 

 Mr. Ram Swaminathan, Head of Sales and Marketing informed the agenda of the 
meeting i.e., the sales decline in the product. 

 Ms. Reena Mathur, Sales lead gave a detailed analysis of the sales figures for the one 
year. 

 Her team including Mr. A. Mr. B, Ms. C, Ms. D elaborated on the market trend target 
customers and their needs. 

 Mr. Prabhu Das, Product Head expressed concern over the matter, discussed a few 
changes in the sales strategy. 

 All the participants contented to the concerns raised and decided to submit their 
reports. 

 The Head of Sales and Marketing proposed a vote of thanks and declared the next 
meeting to discuss reports to be held on August 02, 2019. 

 ATR to be submitted by July 26, 2019 to the Head Sales and Marketing. 
 

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 
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 

clear. It creates a lot of miscommunication as the message travels a long path. 

 

Answer: 

(c) Synonyms 

 (1) Option b 

 (2) Option e 

 

 

Answer 10: 

{Each 1 M} 

{1 M} 

{1 M} 

{1 M} 

{1 M} 

{1 M} 

{2 M} 

{1 M} 

{Each 1 M} 
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(a) Hints: 

 • Causes of health issues: a crisp list 
 • Office work 
 • Lifestyle 
 • Eating habits 
 • Growing economy 
 • Money splurge 
 • Effects: direct effects 
 • Diseases 
 • Physical health issues 
 • Strain on eyes 
 • Young deaths 
 

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

 

Answer: 

(c) Fill in the blanks: 

 (1) Option c 

 (2) Option b 

 

Answer 11: 

(a) XYZ Electronics New Delhi. 

 Date: 20th Dec, 2018 

 Manager, Customer Care XYZ Electronics 

 New Delhi. 

 Dear Sir/Ma‟am 

 Sub: Complaint regarding the printer model CanXR 0987, Invoice No: 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. 

(Any ten points 

Each 1/2 M) 

{1 M} 

{1 M} 

{1 M} 

{Each 1 M} 

{1 M} 

{2 M} 

{1 M} 
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 (Signed)  

 ABC 

 

Answer: 

(b) Vertical Network and Wheel & Spoke Network 

Vertical Network Wheel and Spoke Network 

A formal network. It is usually 
between a higher ranking employee 
and a subordinate. 

A network with a single controlling authority 
who gives instructions and orders to all 
employees working under him/her. 

A two way communication happens Two way communication happens but useful 
only in small organizations. 

 

Answer: 
(c) Passive to Active 

 (1) The school authorities declared the results 

 (2) You must complete the test in one hour. 
 
 

 

 

 

 

__**__ 

 

{11/2 M} 

{1 M} 

{11/2 M} 

{Each 1 M} 


