MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

(GCF-9, 11, 12, 13, 14, 15, VCF-VDCF-SCF-3, VTW-1+Fnd,

VDTW-1+Fnd, GTW-1+Fnd, STW-1+Fnd, JCC 12"+Foundation)
DATE: 03.05.2022 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) (a) & Afaar & forv Sad RN # Iru=r AR a9 o T At § wife a8 ey
®Y W IRd BI$ W& ¥ Fifd dhad (b Ugidd afdd S Th IRAT AFRE & 3R {22 M)

ARd # =i € g MdRft § =ifaa g | )

(b) B FfadT Sad NGRN F IUAT AHIBT WINI NG Ahdl B, Ife ST JUAI A B 91 )
Wzﬁﬁaﬂﬁaﬁﬁmﬁﬁwqﬁ?ﬁﬁaﬁuaﬁzﬁaﬁ?Hwﬁmmoﬁﬁaﬁ F{2V2 M}

afy & fory YR ¥ IgHY ITT & 2 |

Answer:

(b) gy @ fARrsdr &1 g — Jufl IR Jgay AfRRM, 1872 & J=id fHdl FHsila )
& fo ufdwe & G veTdR gRT AT S |Gohdl &, offdbd o uefdR dqsid W) arg
Td Tl PR Fhd | DAl JdY BT UHHR AR B 918 UK DR Fhdl & | 5 B fqa
@ faRrsar &1 figra @ed g | r{1 M}
ISRV — T ST 9 BT FON & 7T FHIRT 3R Bl Jod] & qAT AR 0T Bl AR BT & Bl
WWWW%IU&(W@‘IHI#d)%dﬁ&ﬁ%cd%&dl%?ﬁ@?ﬂﬁﬂﬁﬁiﬂlzﬁw
TRR T FT AMBR &1 & Fifds AR IJdT & U T e & |
Wﬁw%w&@ﬁaﬁwﬁamwﬁmﬂmm% agquaﬁﬁf@w
®1 RIGII" eIl & Sl B3 Uaral ¥ 4 I 2| g el ¥, g8l dd b argey & ufd
JASTE! Yeb Al 1 Al # Bl a/d Bl Gai-ig PRI bl oi—

(1) v @ Rfa #, ta RRaurasd! g=amd § Af¥eRI & A & 96T &, Safd 98
AueEdl der gl & #ed 3fJay &1 Udh U&dR 4l T8l o |

(2) ulRaR® fAuer & Rafa &, afe MueH & o e w7 & & @ tRar & de
ST Hifers w9 ¥ FUCR & ueeR TEl 8, WHSid Bl axieig BRI D |

(3) fRre faaE eyl & v Aften wew sfwiivig oRaR & favres W darfes e
P FIRATH! HAT B FH B |

(4) oFEY & AUV (SRR B A ¥, o R S/Ey B ot @ gwaiaRoer fear | 1M
T Bl Al SRR SIS bl YaeiHIg BT Fehell ® | f°reac:'

(5) <IRIE B WHR FRS TAERMY B AF § A1 S0P NG Frafey # sreriq o9 @15 ceo:,r:c}
IR BT TABR HRAT 8| SSTERVT & AT T’ T BT 2,000 ©IF T &I < B '
ferg T U BT GI <l © 6 H gRr) Rl @ @ gen ¥ wReg 9% A

T Il WY & | AT Y <A ® Al wusmﬁrdwﬁéﬁzﬁﬁmqﬂhaﬁwﬁl

(6) & 7Rl gf & w4
EElkl
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(7) Uo Al gRT B T IgET — WA o il g1 fhY T orgadl @
Jad=g BT Ahdl © Sl MfAbdl = U AfPeR—a= & dar ¥ oE fear g aen
Attt & 9 | fhar g
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

Answer 2:

(a)

fafdse AEIER (Designated Partner) [%IRT 2(j)] - Ffde IERR S 9/ 7 & TgAR—
LLP 31fIf ¥ 2018 &1 &RT 7 &

afed € (individuals) 9o S99 X @H & B9 Th IR § Hari) g |
(i) afe Afag IR IEER #§, 3 9ERR gamfd W@ken a1 N e a1 it
ATEIER Ffdd T FaMferd IRl &, BF 4 $H 3 U JAfdd o vl i il

TSGR & AEIER & a1 U AamHferd ARl & A1ffd (nominees) @afdd & AMwIG |

WTSIERI (designated partners) @ w9 H BTH BN |
(i) WRd # AR (Resident in India)- 39 ORT & S, I8 “9Rd H faril” @

e € U Il Sl qR qd & U a¥ & SR 9Rd H 182 & A &9 7 & arell

Jafy & forv wRd & Er 2|

Answer:

(b)

%H &1 FAETUH (Dissolution of Firm)- B4 & THUE &1 31ef 8 94 ARERl & 9= faeme )

e gl & FHIG WR] T4 Dol Y ATSIGR fTBIR T8Y BT & Al 98 o &
HRYI, fEaTfer 8 A1 UFTAUd & BRYT ARIGR & W0 H R BT H & 8 oIl §, a4
AR AT Iad ARER S TAT I ARERI & 46 Fag FA 8 Ol & | Reg A
ARIER IR B GAed B & ®U # IR @9 & Ao R dad €| 39 IBR & Al
H g H geed @ AGAR BH BT AU eI Bl | BT AR BH H AT B Il ©
IR WY WISIER ATIR DI ATl X9 Abd © | 39 [Audd, B4 & WHUA 814 &l Reafq 4,

AU BH BT [dgcd 81 911 © Ui I-AD AIRER B UP gAY B He AR FHE 8l

ST 2 |

B4 P FHYT ST IT HahaTl 8 (Dissolution of a Firm May Take Place) (¢IRT 39—44)
@) W ERRl & 99 & gEva @ uRuTHawy (Ui SEXId gRT HHIGH),

) I AR & IT U Bl Bredy WYl IRIERI & fearferar g1 fha o9 R,
B & FGATT BT ARG B SHT (1T MR FAIA),

2|

/\/_/d\/\
f=2

Q) PRI & 49 oeNd B I R, fhl reRaeant ¢ ufed B9 W, O (i) 9E)
A W, (i) 99 SUBH b R BF R e oIy IASBT T3 g o, (iii) ool
ARER @ 97, (iv) 5N dEeRr & farfomr 89 )| ]

€) & ARRR gRT BH & WAYE g Al 9G] &1 A <o, Wiked AREn &

oM |, g %A Aifew # SfoailRad fAfr @ w8 &1 w9 fhar o e 2, A afe oI
fafr 921 forey oY & o e & Gaga & fafyr 9

@) =1 & eI § ey @ e gR— (i) R 9EeR © unTel 8 O W, (i) |

U FHadl & Fwred =g Bl AEeR @ )l ST, (i) | B gHIad
FRT rel el ARIER BT SRR, (iv) fHel AERR §RT SMYSaR W81qdd a1
SIAR Be<d &1 Seaiad, (v) &l AERR & 970l 2d &1 Jeg a1 e, (vi)
IIHR DI B & 99T FATIT ST UhaH SRTFT AT oRTE1, (vil) <RI &1 Fdite
o fosfl aT=T SMUR W BH &I T B fadr ST |

Answer 3:

(a)

ﬁiﬁﬁ@ﬂq?ﬁﬁwaﬁ%wﬁwﬂcgdﬂ%"fHHlx—rﬂHmdlﬁl%leqﬁﬂﬁsﬂ‘cﬁr'

Il Bl | O T WIghdl U FdeR §RT I8 UaRid 9 P & IUF UKIE WIhR B |
ferar 8, uwra <q|qvc|:|’a“rH|vﬂ\—r|THcm||34Fr WWﬁaﬁBﬂq?@ﬂT%aﬁsﬁW
CARSIEAN A AT ST T (Beceed I fdTal)
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

gl ywEe grT [Afde 99y 4 &1 9l =ity fifde w9 & digq & g & 78]

Wafa s /gy # yRafdd &1 #% Gl | o U qwls d1e darell Wigd 9 J7d T80

Bl Fifd I8 Wpld S a9g § 981 <1 78 & | (rrie fAeiRar gicd §9M dr<fbaR) |

Answer:

(b) FHEN ARRH P GRT 3 & JTAR AAGih ST & RAT H T HFAl SIS e B |

foQ A1 vd &1 Al & gRi, ol wwe o Refd 3 1 ud affde |l & §RT U Afd
S B Reafer § g afd gRT MR &1 S el €1 $9 UPR S IR BN e
Td IR B Faarg A B forg i = @1 97 Fae 2|

W9$W%Wﬁﬁﬁﬁﬁwﬁw$aﬁwwmﬁqw\_rﬁwu—wu:

W G D e B Gahd 2, A # wfte am @ ef| v frfia ferg g
ol e 39 I & e i et & ot Bt & B & fog At Bl
9 AR & IR HF dY Se¥d @ o ST B ST Fadll & 59 TSR HHAT IR
ST FaaTd & foy 1fed T8 o o1 wad 2

JAAT THRUT H I IWRER BT QY & B IFqT S DI R JH0—ud SR 63, o=y
T THIOT—U3 SIRI RAT B Bl I8 ABR 81 odl 6 a8 IR B Faar o |

e adae IR § SWRIGd Ul B AR fear SIar 8, a1 S B a@ Tad 2 Fefy ]

T BT JEE U fFreerare g BT B b uoiieRor aR fRar 8 R iur gl
2 & g8 feges mmor @ & o s & 9l et 9@ ex off T ® 9%
B @ A & fY aawd & &1 JTuTeld 81 AT 8 3R 3d I8 B JuTd w9 o
aRTT # o T} W gHT A ' AL B 5 it Seew deunfe €| I a9 dgem
e f1. #§ =rarer 7 el Rar & e # U S uedE T8 2 5 9R seed @
94 {B S Sife ue AMiEE § Y W § Ak 98 srwnfe © ar e wo—um &
SR 81 I W QuTfes 81 SIRAT | 339felU el &l I8 dd (b Sdd gRT [Hd O W& Iaard
P BT B SiE TR JEO—UF SR 8 N @ SURI T8l 8 Hadl § I8 ad A el
g1 R W OER & U S 31 7dudl & Ui SR ® 6 98 Sl ekl BT gUR
T W IS HEH STy dlfs HHT BT UoibRoT Xgq & STV |

Answer:

(c) X famar wR Ay Afaf™, 1930 & I<Td dTa UK ol R FhdT |

Rl AMFI 7| 2 sl Y 817 X BI g8 Y8l d1fey o fdb wr B8R aralde Aifadr

HT 991 & I9 Ife e gu I8am A1 X 918 WRIT R FhT © |

ol B TE 7 P 98 I B¥ISd 99T Waid 7 AR IFDT ATIRAET H Dls JHAE sl

r{1 M}

2 I 98 wWd fSeR ® fasar 781 @IRT 16)

Answer 4:

(a) RS §RT AT UL HU STEIH, 2013 B ORI 2(21) $H HUAI & HU H GRWINT B
g, RN e & <udr Su9 gRT Affd 8l 8, ST fh 9e &9 S99 gIRT |wfad |
IRTEE B B folU Todg 8 Ihd & | U & §g 84 &l RAFT § | 39 UbR, MRS HUT
T o BT 1 S99 | SfedtRad T MuiRa Iy 9 ifad 21 9t & s9 fRuifRa
IR ¥ 3Mf® AFTEE B & fog A8 B'T ST Ahal 2 |
9E B AW H, I BT S SS9 IR W IHRIT VT I HifAd s8Il 8, S IAd Ao
@ UTH BT © | S Bl 0 U9 H I8 a1 © {6 Faf & <uar D 2
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

Blcllld, 39 &I UHR & HUMIl & 19 JR &I a1 I8 © b Yd AWl § Fel Bl ddd
AT & Y B B g8 IR Dl HO AT d 3T (U AT Bl e d b foy
BHET ST Adhdl §, <l 916 & A H, I (bAl W THI, B & SIdTdhiel S SR AT
P HOH & SR VAT 6 & folU B8l ST Fhdl © |

Answer:

(b)

(i) dfdc R’ & RIGId & IR Sl & SYCk A1 B [l & wnrel |, Rigid )

Bfave TReR’ $T A ' Bl @AY 8| W9 faddl Gel R H AU AT
TeRid wRar & I I8 ST BT dad © [$ a8 AT BT Ifad 799 I | Q. A1 &R
B ar 8 7 98 fashdT &l STRerR T8} o8% dadT = | famar fafl ff axe 9 Bar
$ TRE 999 & oy KRR F60 © | fAsdr S 71 99 81 € S99 SNl BT galrdn
aﬂﬁzﬁmmﬂﬁél

ON

[ & dad “dfdc TR’ & G & IR dfde Ter & fFforad smars |

fabdT & daa &
O] AT YA & wq H UG

1,

2 Uce I g AW & ded @RIl AT Al

3. feRor gRT d=r AT AN

4, LISECI RG]

5. THAT gRT e

6. T & WY H D] aRE I R0 & gRT AT

7. ATAR BT YA

8. fagvar wfehd wU & T IV GUT © AT SRITST &1 Sl & ]
(i) O b oM T 3 AT BU A Soeord fHAT R P S A B raaehdr off i

AhS! B Sxarl AR Ragal @& BH I9H & oIy Wed SUYh '8FN, offdhd fasmdar |

A S B AhS BT SMYRT B ST LW B oY TG IFIUYh © | 2N I U e |

@ gfcd & fog o9 amue a1 |E ISR B Adhs! U B & ShaR & | [dsval &1 I8

H

I wY A IUYh Bl | (9] faeg A= 1930 @1 gRT 16) |

Answer 5:

(a)

IR Srde AfAFTIH, 1872 BT URT 43 & JJAR 14 b IT U W Afd Afdd Fgaad o]

T4 & A goEar (AU &R A9 8F @ gen W) U9 [l e e Ue 9 MY
FEARTARI BT ART AFET YT B & oIy 9160 & Fhar & VAT 2 # ordy &1 fysred
DR dlel YA qeald] J WY TaTararsl A IS Bl AN B Ahd & Ife Tb Adl
U ¥ 3 AYdd gealdl FAhel X&d © Al 9l & Ggad dadardl 59 BRI A B drell
B BT RER—IRER FET B |

39 Yo H WO Bl 50,000 . faory @RI § ¥ TG 2,75,000 6. ST A UK B I

B R BT |

Answer:

(b)

9 U H U8l W SRA] 99 I dY B ol IMFeIdT WR IR B dY ey B qd |

AR & FFAR D18 AT 3ael VAT &1 811 <MY S b fdeniies & o afde & Al
I B Y AT BT Bl ITIH I B YW el BT 2 gAfel] BIg rgey A1 fomedi|
R, faarg ar e e muwaw%ﬁwaﬁ%w%%aﬁﬁawaﬁ?
3f BT |

g 5 a8 U 9l @1 mufd dR S WRIGR §RT 9dY Y SR & forg
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

sfey 1. X, 1. 9% gRT 6y U aRiE & %. 5 R 99 T8l &R GHdl § Hifdh Il o]
Wﬁa@ammﬁﬁﬁ?ﬁwﬁmﬁwqmW{iwdl%lwaﬁwﬁﬁa% H{1 M}
foeg 89 ® R e B |

Answer:

(c) YR |rEER) ARFIH 1932 BT GRT 20 & AFAR UP BH AU AJaH & gRI ARER &
T ARBR BT g1 W Fadl § iR A% A FHehl 8| WReg g T ISR ST Igrm 127
g 31l AT fBar 7 € I8 O wEHR & Uiy T aegery g afe freferiRad |1 e
I BT |
1. T UeTHR B S IS & IR H gar g, 7o
2. AT USHR B A8 el ga1 2 f I 9 3re IR W@ ® 98 BH T 9eeR 2]
IWIFT YTl & AJAR 89 HE Fhd @ fb M T ST Beierk A &I 991 o7 IFS oy a8 ]
BH W AU UAT B AN B Fhal & R®ifh IHD! I DI BN el ol ST apfl—an) {1 M}
AEIERI & 7 83Tl & |
W@‘cﬁﬂ?{?ﬂﬁM?ﬁrwxﬂgqruﬁ\mdcbul%‘swmagtﬁﬁﬁﬁwﬁﬂmw%‘l}{1M}

r{2 M}

Answer 6:

(a) OIfT® Sy 9 9o & SENd # IR 7 USR ¥ fhar o |aehdr € —

HANH ST ToAT qToN & e
(CONTINGENT CONTRACT AND WAGERING AGREEMENT)
;g' IR BT IR RS Srga ISl 9Tt OBV
1. | aref SR TS c oA o o T - A ol
AEUIRS TSl & °fed B AT | AMREd gear & = a1 7 "ed
FHeT & Ao H /B B AT A | b ded H g1 AT e o Bl
PR BT TP Y ¢ | o BIAT & |
2. | gH 9T RIS Sgder 8 Aohel & GebH | U dofl el Sexrd epH qofl
qal BT THATIAT P | BT AL BT 2 |
3. | e we Uh ARG AgEd W, "cAl | Udh droll dlel Iged H, 3ffi¥ed
AR B & | HeHTl 81 389 Uch Bl ¢ | f{l'v'
4. | oTgaY @ g Wﬁmaﬁauﬁﬁmﬁmwmwmmﬁ-mﬁm
g T B e 2 ST T B 2 | 6 ots.)
5. | JEY BT ATl | JIUTRRI UHDRI BT FAND | JJIITRRI UGDRI BT [d9Iae] H pEs.
UEHRI BT fBd gﬂﬂﬂﬁﬁwwﬁ%ﬁsﬁm PIs & =8l Brar |
|
6. |BIM A M DI | GANH AJag B AT AM DI | VP droidial ddd U Wl ©
TREREAT B fAgla | TREReT & Rigid R MR | f5ed sR—ia & 7/ 9dm 2 |
el &I |
ERCEESE HAIRTe 3rgdy 99 B ¢ | qrotiare sgvrd @ BT B |

Answer:
(b) Nemo dat Quod Non Habet 7/ & 3m™aTe—

uare—fforad Refaal # e afdd @rfeld 9 8 R 41 o & forg awgell &1 g

TRIGR BT AUATRHT IS ABR UG R AhelT ¢ |

(1) UR® Yol gRI f[AGd— UIRE Tole @ gRI ATd & [d&d 1qdT AT AFaeeil
PR I3 BT AHT B W ST B FA=ferlRaa Rafoal § s ifdeR e g8 -

5|Page
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@) T 98 WMl o WGl Udr FeAd | Al Pl AT SISl Bl Sl U |

JAMEBR H G U A—

@ o9 S99 0BT e auiRe Yo @ ®U § AUR & AR G98R 3 3|
fam 7 o, &R

@) It oar 7, AguEgEad B fBar o iR ey R SN & FHa S 39
T T 9 T8l o f& Qadr &I Atd &I 999 &1 JAVHR &1 o (FR—27
BT YTaeT) |

@il 4 A &N v & grI faeg— afe gewn@dl 4 4 60 ta & o™ o

WAl & AT ¥ A Heol H ®, d9 A B GHfd fhdT U e & ufa

EAART & Whdl & S S U W@ ¥ 9gid ¥ Tiedr ® SR Rl ey

& gAY I8 Udl el & b dewanh (Qadn) &1 9o &1 R T8 & (@R1—28) |

U FIAR IET B I A WR IMEBR UK B dlel Afdd gRT [AHI— T

ST B Aodr gRT 99 T A1d W IS AWHR U 81, o fAedr 7 w@d 9

TN, HUC, HeATauid Sfedr FHfd UMIa & IR & I g o dy & faia

A W ATHR Ui far R rdy Ig8 fhy 9 9 4d €1 98 A1 U4 ST &l 99

T 2 o AfgvaN 9 Ul Rodr @ feR § v 9 I S wRie o 2

(&=T 29) |

W FfHd gRT [9%g Sl ugel €1 AT 99 @l © olfd IHBT dheoll 341 IAT & U

el @1 o— AR o A AT 99 Bl & fdd ST A1 S Wi & YIAT T

Peall 3T W I & UTH 2 ol 98 U Jaid USTHR Pl ATl 99 Fohdl & Il Ifa U

e agaeT # qT d eg &) fodl SFaer & 377 A1e @ fSeftadt orar & @

IAP] AT W 4B ARBR A SIRAT | 9ol &1 Al § W@iiicd Ugel & 9IF Sl &l

F=IRT BT FdT AT | BRI [T §RT AT I WA S YA BT & IT 3 By

fAUeRT THH U | A9 HET T 21 @R 30(1))

AT BT WA IHBT <IN B H Yd & BeolER bl gRT [dHI— T8l U bl

f[ABdT @1 FEAld & A1 IAD! ATl BT W@ AR 89 ¥ gd &1 AT BT Peoll

97 ST § A5 98 AT B U gid UeAHR Bl 99 Fohdl 2, FRA g ddar g 491

AT USRT &R el & AT A VAT AfHT TG | T A1d & Fag H 7o

ea & ARG &1 o AR & TSR & 97 feefias) orar & @ S9! A1 W)

5 BRI TR | (©RT 30(2))

e Aol gRT f[Aed— W9 315 fd%dr #1d W yaifereRr a1 4 § At b &

JIBR BT YANT PR ATl TR Peoll U PR ol 8 a1 U AT Bl G: fdsa dwam

2T SH I a1 & fOvg WA & U Ars SIeR T B & | (@TRT 54(3))

= AfAfREl & sfaeid faea—

(i) Pl O & RGN TS IR AHGS & gRT [9GT F Sl & Uh 99 g
IS IAFHR YT BN 2 |

(i) AT B e aTell G U AT BT 99 AhdT & a9 Sl ol [Aedr 4 9=
BRI B ¢ |

(i) FRIER g™ Rea oar & 16 98 APGR UeM IR Fadl 8| (TR
Jgaer SIS, 1872 BT &RT 176 & 3AAA) |
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MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

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) Answer Sheet x
1. 2. 3. 4. 5 5 .’5‘
(B) (D) (D) (©) (B) Z s
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 (1M}
message. Visuals like videos graphs, pie charts and other diagrammatic
presentations convey clearly and concisely a great deal of information.

Answer:
(c) (i) d
(i) o {1 Mark Each}

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

Answer 8:

(a) 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}l{1m}
requirement of the task at hand. Some companies have established and predefined
networks of communication for specified venture.

Answer:

(b) () a
(i —c . . {1 Mark
(iii) A pen is used by Rajesh to sketch figures. Each}
(iv) Elders always say that if you work hard, you will succeed. (Universal truth)

Answer:

(c) | Circular No. XI 24™ April, 2022

Dismissal of staff member {2 M}

For all employees

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. L{3M}
Staff is instructed to immediately report any information/clue about him to the
undersigned.

Simran Jain
Head , HR.

7|Page



MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

Answer 9:
(a) The process of communication entails :
1. The purpose or reason for the communication.
2. The framing of the content of the message
3. The medium used for conveying the message. (For example, internet, {1 M}
written text, speech, pictures, gestures and so on).
4. Transmitting the formulated message.
5. Messages are often misinterpreted due to external disturbances such asj
noise created by humans, traffic and natural forces. These factors can result
in miscommunication. P
6. Receiving the message. {1m}
7. Deciphering and making sense of the message. decode
8. Interpreting and figuring out what the receiver thinks is the real message.
N Encoding
@"_"—|> Iﬁ
Channel Barrier Message
Feedback Noise Channel
| @ 1 | Recsiver Cg
Decoding
Answer:
(b) (i) (1) Plentiful  K1m}
(i) (1) Elaborate }1m}
(iii)  Reena commented/said that nobody could solve the problem on the earﬂn1 M}
Answer:
(c) Précis’:

Exploring ancient DNA: Innovations and Findings }1m}
Contrary to their earlier belief, in the late 1980s, scientists/researchers could search

for remnants of DNA that existed in the primitive era/times after the development of 2w

the PCR technique (Polymerase Chain Reaction) that could copy minute quantities of

DNA.

More recently, researchers have isolated DNA from 20-million-year-old magnolia
leaves and successfully extracted DNA from a 135-million-year-old weevil found in
amber. Microbiologist Scoot R. Woodward with his team were the first to find genetic
material belonging to a dinosaur. He pulled two bone fragments from a Cretaceous
siltstone layer from the top of a coal seam from which researchers isolated strands of
DNA and used PCR to copy a segment that codes for a protein called Cytochrome b.
DNA sequence was determined from the copies. Due care was taken to avoid
contamination of samples with modern DNA. Evidence indicated that the samples
found belonged to one or two dinosaur species.

8|Page
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Answer 10:

(a)

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. The supervisor/
manager/ CEO g ives commands or instructions to those working under him/her in
the organization. J
B, C, D and E, F, G are the subordinates to A in the organizational hierarchy and]
receive commands from ‘A’ as shown in the diagram. The chain network often takes
up time, and communication may not be clear.

@

r{1 ™M}

r{1 M}

O,
©,
Chain of Command
Answer:
(b) () (2) Two people are required for creating mischief. 1 M}

(i) (4) Make a big issue out of a small thing. {1 m}
(iii) The police inspector will give them a ticket for over speeding. }{1 m}
(iv) (3) Many H1wm}

Answer:
(c) Letter:
From: 1

ABC Private Limited,
Nariman Point, Mumbai

November 13, 2019
XYZ Bank M
106 Millenum Tower
Prashant Lok
Mumbai-02

Sir/Madam, J
Subject: Request to Stop Payment of the Cheque No. xxxxxx .

On behalf of ABC Pvt Ltd, I request you to stop payment of the cheque number
XXxXxxx issued against our company Bank Account Number 123-456-789 maintained
by your branch. This cheque was issued to our vendor PQR Ltd amounting to Rs. 3
Lakh dated XX/XX/XXXX and has been misplaced as reported by their accounts
department. We will issue a new cheque after your response.

Thanks for your cooperation.

Regards,

ASD im

Senior Manager, Accounts
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Answer 11:

(a) XYZ Bank
Sector-19
Nerul

Navi Mumbai-06
10 December, 20XX

Chief Finance Officer
XP Ltd

Dadar

Mumbai-14

r{1 M}

Dear Sir/Ma’am,

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

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
Dadar

Ph.: 011-255-90000
Mumbai-14

{3 M}

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 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. |
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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

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.

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.

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.
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

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.

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 toJ
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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)

Xk
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