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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) uohu us viuh cgu ufork dks ukfer djrs gq, ,d Þou ilZu daiuhß dks 'kkfey fd;kA fons'k esa 

'kknh ds dkj.k ufork LFkk;h :i ls Hkkjr NksM+ jgh gSA bl rF; ds dkj.k] og mDr ou ilZu daiuh 

esa ukekadu dh viuh lgefr okil ys jgh gSA daiuh vf/kfu;e] 2013 ds izko/kkuksa dks /;ku esa j[krs 

gq, uhps fn, x, iz'uksa ds mRrj nsaA  

(a) ;fn ufork LFkk;h :i ls Hkkjr NksM+ jgh gS] rks D;k mlds fy, mDr ou ilZu daiuh esa 

viuk ukekadu okil ysuk vfuok;Z gS\ 

(b) ;fn ufork us viuh 'kknh ds ckn Hkkjr ds fuoklh dk ntkZ cuk, j[kk] rks D;k og mDr ou 

ilZu daiuh esa viuk ukekadu tkjh j[k ldrh gS\  

(5 Marks) 

 

(b) ^^vuqca/k dh fof’k"Brk dk fl)kUr^^ ds ckjs esa crk,s o fu;e ds vioknksa dk Hkh o.kZu djsa\ 

(7 Marks) 

 

Question 2: 

(a) vkidk ^fufnZ"V lk>snkj* (Designated Partner) ls D;k vFkZ le>rs gSa\ ,d esa fufnZ"V lk>snkj dks 

fu;qDr djuk D;k vfuok;Z gS\  

  (5 Marks) 

 

(b) Hkkjrh; lk>snkjh vf/kfu;e] 1932 ds izko/kkuksa ds varxZr lk>snkjh QeZ dk lekiu dc vatke ikrk gS\ 

(7 Marks) 

 

Question 3: 

(a) A viuh iqjkuh dkj B dks 40]000 :i;s esa cspus dk izLrko bl 'krZ ij djrk gS fd ;fn og (A) 

,d lIrkg ds vUnj B dks mRrj ugha nsrk gS rks og (A) eku ysxk fd LohdrkZ (B) us dkj [kjhnus 

dk izLrko eku fy;k gSA D;k A dh fLFkfr lgh gS\ ml fLFkfr esa D;k gksxk tc B viuh Lohd`fr 

,d lIrkg ds ckn Hkstrk gS\ 

(4 Marks) 

 

(b) ,d dEiuh ds ik"kZn lhekfu;e dEiuh iathdkj dk iathdj.k ds fy, izLrqr fd;k x;k vkSj iathdkj 

us fuxeu dk izek.k&i= dEiuh dks tkjh dj fn;kA lHkh oS/kkfud vkSipkfjdrk,W iwjh dj ysus ds ckn 

dEiuh vius mís’; okD; ds vuq:Ik dk;Z djuk vkjEHk dj fn;k tksfd Li"V :Ik esa voS/kkfud 

O;olk; FkkA dEiuh dk dguk gS fd mlds O;kikj dh izkd`fr vkSj Lo:Ik esa ugha tk;k tk ldrk gS 

D;ksafd mldk fuxeu fu’p;kRed gSA bl iz’u dk mRrj nhft, fd D;k dEiuh dk er Bhd g S ;k 

ughaA  
(4 Marks) 
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(c) X us d`f=e eksfr;ksa dk gkj Åph dher ij ;g lkspdj [kjhnk dh 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 4:  

(a) xkjaVh daiuh ls D;k rkRi;Z gS\ ,d xkjaVh daiuh vkSj 'ks;j iwath okyh daiuh ds chp lekurk,a vkSj 

vlekurk,a crk,aA  
(6 Marks) 

 

(b) esllZ oqMoFkZ ,aM ,lksfl,V~l] tks xzkgdksa dh vko';drk ds vuqlkj vuqdwfyr vkSj fofHkUu çdkj ds 

ydM+h ds y‚x dh [kjhn vkSj fcØh djus okyh ,d QeZ gSA os jkst dh ydM+h] vke dh ydM+h] 

lkxkSu dh ydM+h] cekZ dh ydM+h vkfn esa O;kikj djrs gSaA  

Jh nkl] ,d xzkgd nqdku ij vk, vkSj c<+bZ }kjk vko';d 4 bap pkSM+s vkSj 8 QhV yacs ydM+h ds 

y‚x ds fy, dgkA Jh nkl us fo'ks"k :i ls mYys[k fd;k fd mUgsa ydM+h dh vko';drk Fkh tks 

ydM+h ds njokts vkSj f[kM+dh ds Ýse cukus ds mís'; ds fy, lcls mi;qä gksxhA nqdku ds ekfyd 

us lgefr nh vkSj dzsrk dh vko';drkvksa ds vuqlkj ydM+h ds VqdM+ksa dks O;ofLFkr fd;kA 

c<+bZ us vxys fnu Jh nkl ds ?kj dk nkSjk fd;k] vkSj mUgksaus ik;k fd foØsrk us eSaxks Vªh dh ydM+h 

dh vkiwfrZ dh gS tks bl mís'; ds fy, lcls vf/kd vuqi;qä gSA c<+bZ us Jh nkl ls ydM+h dh y‚x 

okil djus dks dgk D;ksafd ;g mudh vko';drkvksa dks iwjk ugha djsxkA 

nqdku ds ekfyd us ml nyhy ij ydM+h ds y‚x dks okil djus ls budkj dj fn;k] tks y‚x Jh 

nkl dh fof'k"V vko';drkvksa ds fy, dkV fn, x, Fks vkSj blfy, mUgsa fQj ls ugha cspk tk ldrk 

FkkA 

(i) ^^dSfoV ,EIVj ^ds fl)kar ds vuqlkj dzsrk ds lkFk&lkFk foØsrk ds drZO; dh O;k[;k djsaA 

¼ii½  D;k Jh nkl vius mís'; dh iwfrZ ds fy, /ku okil çkIr dj ik,axs ;k lgh çdkj dh ydM+h 

çkIr dj ik,axs\ 

(6 Marks) 

 

Question 5: 

(a) vt;] fot; vkSj lat; ,d lkW¶Vos;j O;olk; esa lk>snkj gS os la;qDr :i ls 6]00]000 :- dkfrZd 

dks nsus dk opu nsrs gSA dqN le; fot; fnokfy;ka ?kksf"kr gks tkrk gS vkSj mldh lEifÙk ls mlds 

_.kksa dk 
4

1  ¼,d pkSFkkbZ½ fgLlk olwy fd;k tk ldrk gSA lat; dks iwjk Hkqxrku djus ds fy, 

ck/; fd;k x;kA Hkkjrh; vuqcU/k vf/kfu;e 1872 ds izko/kku dh tk¡p djds fu.kZ; nhft, dh D;k 

lat; lEiw.kZ Hkqxrku dkfrZd djus ds fy, ck/; gSA  

(4 Marks) 

 

(b)  fe- lsB] ,d m|ksxifr gSa vkSj og yEcs le; ls fe- jeu ds lkFk ,d eqdíes esa my>s gq, gSA viuh 

dkuwuh yMkbZ dks etcwr djus ds fy, og ,d dkuwuh lykgdkj fe- X ds lsok, izkIr djrs gS vkSj 

fe- X dks crkrs gS fd og ¼fe-lsB½ :- 5 yk[k fe- X dks nsaxs ;fn og fe- jeu dk dsl ugha ysxkA 

fe- X bl ckr ds fy, viuh lgefr ns nsrk gS] ijUrq eqdnek lekIr gksus ds mijkUr fe- lsB :- 5 

yk[k nsus ls bUdkj dj nsrk gS fu.kZ; djsa fd D;k fe- X Hkkjrh; vuqca/k vf/kfu;e] 1872 ds izko/kkuksa 

ds vUrxZr fe- lsB ls :- 5 yk[k olwy dj ldrk gSA  

(4 Marks) 

 

(c) A, B rFkk C ,d lk>snkjh QeZ ABC & Company esa lk>snkj gSA QeZ QuhZpj dk O;kikj djrh 

gSA A ds ikl eky [kjhnus rFkk cspus dk vf/kdkj gS vkSj B ds ikl [kkrks dh ns[kHkky djus dk 

vf/kdkj gS o C ds ikl dkuwuh fo"k; oLrq dks ns[kus dk vf/kdkj gSA gky gh esa mUgksus vkilh 

lgefr ls ;g r; fd;k gS fd A vc ys[kk iqLrds ns[ksxk o B dh eky dh [kjhn vkSj fcØh djsxkA 
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ijUrq Mr. M dks bl vuqcU/k ds ckjs esa irk ugha gS vkSj mlus lk>snkj A dks QuhZpj dk eky m/kkj 

csp fn;k vkSj ml lk>snkj A us og eky fdlh vU; dks csp fn;kA lk>snkjh vf/kfu;e 1932 ds 

vuqlkj crk;sa fd D;k M vius eky dk iSlk QeZ ls ys ldrk gS\ D;k vidk mÙkj vyx gksxk ;fn 

M dks bl vuqcU/k ds ckjs irk gksrk\ 

(4 Marks) 

 

Question 6: 

(a) la;ksfxd vuqca/k o ckth ds Bgjko esa vUrj crk,s \ 

(6 Marks) 

 

(b) ^^,d O;fDr ekfydkuk gksus ij gh ewY; ds fy, oLrqvksa ds lqik= [kjhnnkj dks vis{kkd`r Js"B 

vf/kdkj iznku dj ldrk gSA** oLrq fodz; vf/kfu;e] 1930 ds izko/kkuksa ds vuqlkj mu ifjfLFkfr;ksa 

dh O;k[;k dhft,] ftuesa ,d O;fDr tks fd ekfyd ugha gS] fdUrq fQj Hkh LokfeRo ds vf/kdkj dk 

gLrkarj.k dj ldrk gSA  

(6 Marks) 

 

 

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: 

The Internet has changed our world. It has been defined as „a world-wide 

broadcasting capability, a mechanism for information dissemination, and a medium 

for collaboration and interaction between individuals and their computers without 

regard for geographic location‟. Instant communication on various social networking 

sites is an o shoot of the internet revolution. 

Though these sites have numerous advantages in terms of connectivity and sharing 

information, and are increasingly becoming a part of everyday life of people; they 

are being misused by anti-social elements, terrorist organizations, governments, 

various institutions and the public at large. Twitter, instagram, snapchat, blogs, 

whatsapp, virtual worlds, and specific social networking sites like Facebook are an 

inseparable part of our lives in the modern world. 

One of the biggest disadvantages is loss of privacy by individuals. Social networking 

sites ask for a great deal of personal information, and it is possible for people in all 

parts of the world to see that information. There are privacy settings for these sites, 

but many people are either unaware of them, or are careless about guarding their 

personal information. Besides, the information creates a “digital footprint” that 

cannot be easily erased. Many share inappropriate content and pictures on which can 

be misused by unscrupulous elements and cause irreparable damage to reputations. 

There have been innumerable examples of sexual exploitation of young boys and 

girls on social media. Inappropriate photographs, messages, and private content that 

they shared on the site, is used to blackmail them. Numerous instances of pictures 

being morphed, and used to ruin reputations, have been reported. Sexual predators 

make fake pro les, befriend young people and take advantage of them. Celebrities 



MITTAL COMMERCE CLASSES    CA FOUNDATION– MOCK TEST 

4 | P a g e  
 

and ordinary citizens are trolled maliciously on twitter if their opinions are disliked by 

a certain section of their followers. Explicit sexual threats are posted on their 

accounts. 

Cyber bullying has become a common phenomenon on social networks. All most all 

teenagers admit to being a target of such bullying at least once in their lives. People 

are abused, reviled and mercilessly teased. Being malicious, unkind and cruel is fun 

for some people. Others use the medium to send an intimidating message, start a 

nasty rumor, or upload embarrassing photos. It‟s possible to be completely 

anonymous as well, so there is less chance of getting caught. Such bullying causes 

lasting psychological damage to the victims. Many have been known to have taken 

the extreme step of committing suicide. Another problem that has been highlighted 

by psychiatrists is „internet addiction disorder‟. Many people literally live out their 

lives on social media. Every event and happening has to be shared on Facebook. 

Their lives revolve around the number of likes and comments they get on their posts. 

Unfortunately, many of these comments are insincere and fake, thus giving the 

individual incorrect perception of himself / herself. Moreover, this addiction 

consumes a lot of time which would be otherwise productively used for the benefit of 

the body and mind. 

Contrarily, interacting on internet is also known to have caused a loss of social skills. 

Many people feel comfortable chatting with a person online than in engaging in a 

face to face verbal conversation. More importantly, you can do all kinds of things you 

could never do in real life, like giving hugs and kisses to everyone, which you would 

rarely do in real life. And you can give yourself a completely unique identity. 

Sometimes people start to prefer their fake online lives to their actual lives, and this 

is when social networking sites start to negatively affect social skills. 

Another issue gaining ground is spreading of fake news on the internet. Enormous 

amount of information on social, political, economic, health related information is 

available on various sites. There are serious social ramifications of circulation of such 

false information. The government is making attempts to bring in laws to control this 

phenomenon. 

In conclusion, the advice is that, like everything else, use social media in moderation 

and with wisdom. 

1.   We lose privacy on social networking sites because 

a) We put many photographs on the site. 

b) Sites require us to share a great deal of our personal information. 

c) We choose wrong friends. 

d) Youngsters are generally careless.      

(1 Mark) 

 

2.   Cyber bullying is common because 

a) There are many bullies everywhere. 

b) People are mean and unkind. 

c) It‟s very easy to “hack” into another person‟s pro le. 

d) It is quick and easy to post nasty comments anonymously on social 

media sites.          

(1 Mark) 
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3.  What is the negative influence of „social networking‟ in the context of the 

passage 

a) It takes away our identity. 

b) We do not make many friends. 

c) We network with friends and colleagues easily and frequently. 

d) It can lead to loss of social skills.      

(1 Mark) 

 

4.  Which of the following is not a byproduct of social networking (in the 

passage)? 

a) Sexual predatory 

b) Damaging of social skills 

c) Ability to make many friends 

d) Waste of great deal of time       

(1 Mark) 

 

5.  Which of the following words is most similar to ‘intimidating’ as used in the 

passage 

a) To get intimate with someone 

b) To frighten or threaten someone 

c) To become personal 

d) To be too friendly        

(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 

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

Proximity 

(a)  Approximation   (b)    Assumingly (c)    Remoteness   (d)   Cure  

(iii) Change the following sentences into passive voice. 

 Who wrote this essay?  

(iv) Change the following sentences to indirect speech. 

 Sheila said, „How smart Seema is‟  

(4 Marks) 

 

Question 8: 

(a) What is network in communication.  

(1 Mark) 

 

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

 Inherent 

(a)    Intrinsic   (b)     Inevitable   (c)    Innovation   (d)     Intent  

 

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

 Serene 

(a)    Valley     (b)     Young      (c)   Unrest        (d)     Harmless  
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(iii) Change the following sentences into passive voice 

 Rajesh uses  a pen to   sketch figures.  

(iv) Change the following sentence to indirect speech. 

  Elders always say, „If  you  work hard,  you will succeed.‟  

(4 Marks) 

 

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

proved guilty of charges of misappropriation of funds/accounts.  

 (5 Marks) 

 

Question 9: 

(a) Discuss the process of communication. 

(2 Marks) 

 

(b) (i) Choose the word which best expresses the meaning of the given word: 

 Abundant 

(1) Plentiful 

(2) Sufficient 

(3) Enough 

(4) Many  

(1 Mark) 

 

(ii) Select a suitable antonym for the word given under: 

 Adumbrate 

(1) Elaborate 

(2) Summarize 

(3) Angry 

(4) Happy  

(1 Mark) 

 

(iii) Change the following sentence to indirect speech: 

 Reena said, "Nobody can solve the problem on the earth".  

(1 Mark) 

 

(c) Write a Precis and give appropriate title to the passage given below: 

 DNA degrades quickly· after an: animal dies, so researchers once believed it 

impossible to find ancient genetic material. The search for primeval vestiges of DNA 

took off in the late 1980s after the. development of a technique called polymerase 

chain reaction (PCR), which copies minute quantities of DNA. Armed with PCR, 

scientists could look for tiny fragments of DNA that might have weathered the 

millennia unharmed. 

 In recent years, researchers have isolated DNA from 20-million-year-old magnolia 

leaves and extracted DNA from a 135-million-year-old weevil found in amber. 

Recently, a team extracts DNA from bone dating back millions of years for the 

first time. In the frenzied hunt for ancient DNA, microbiologist Scott R. Woodward 

may have bagged the biggest quarry. Drawing on lessons learned while growing up 

among the fossil-rich rocks of eastern Utah, Woodward and his team became the 

first people to find genetic material belonging to a dinosaur. 

 Woodward, whose grandfather was a coal miner, knew that mines in the area often 

contained dinosaur traces. After six months of looking Woodward pulled two bone 

fragments from a Cretaceous siltstone layer directly a top a coal seam. Impeded by 

an unstable mine roof) Woodward's team could not recover any more bone samples. 
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 The siltstone apparently inhibited fossilization and preserved much of the original cell 

structure in the bone. Researchers isolated strands of DNA from both fragments and 

used-PCR to copy a segment that codes for a protein called cytochrome b. Once 

they had made many copies, they ·could determine the DNA sequence. 

 Throughout their work, the biologists took precautions to avoid contaminating the 

samples with modern DNA or ancient material found within the coal. According to 

Woodward, circumstantial evidence indicates that the bone fragments belong to one 

or two species of dinosaurs. Dinosaur tracks are abundant in this 'coal formation, and 

the bones visible in the mine were larger than those of a crocodile the biggest non-

dinosaur known in these rocks. 

(5 Marks) 

 

Question 10: 

(a) Define the areas where chain network of communication is found in an organization. 

(2 Marks) 

 

(b) Select the correct meaning of Idioms/Phrases given below: 

(i) Takes Two to Tango 

(1) Two people are required for dancing 

(2) Two people are required for creating mischief. 

(3) Two people required to clean floor. 

(4) Two people required to help others.  

(1 Mark) 

 

(ii) Storm in a teacup 

(1) Crave for something 

(2) Least importance 

(3) Emergency situation 

(4) Make a big issue out of a small thing.  

(1 Mark) 

 

(iii) Change the sentence into Active Voice; 

 They will be given a ticket for over speeding by the police inspector.  

(1 Mark) 

 

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

 Myriad 

(1) Dramatic 

(2) To Fetch 

(3) Many 

(4) Confusion  

(1 Mark) 

 

(c) Write a letter to a bank requesting them to stop payment of a cheque which has 

been reported lost.  

(4 Marks) 

 

Question 11: 

(a) Write a letter of promotion for opening new branch of the XYZ Bank. 

(5 Marks)  

 

(b) Describe various characteristics of effective communication? 

(3 Marks) 
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(c) Select the suitable antonym for the given words. 

1. Abstention 

(a) Orgy 

(b) Binge 

(c) Spree 

(d) Obscure 

2. Harmony 

(a) Hilarious 

(b) Imbroglio 

(c) Complexity  

(d) Separation 

 (2 Marks) 

 

__**__ 

 

 


