MITTAL COMMERCE CLASSES CA FOUNDATION- MOCK TEST

GCF-14, GCF-15, GCF-16, GCF-17 & GCF-17-A, VCF-3, VDCF-3)
DATE: 09.06.2023 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)

{1M f;)r each
Correct 4 points}

YR a7 STRAH 1872 1 ORI 29 & IR :
AW | ol BRI
a. |7 9d @ RQaror 9 awfa o8 i Raaar 981 € w=&ifs x iRaa dd
&1 B A 2|
b. g | ¥8l Pz SMREAAl T8 8 H®ifd A UEAHR Z gRT MR qea &l
AT fbar S |
c. @ | el g8 MREd 81 & b DI A1 God I (Ha1 TR |
d. 2 | g8l I8 Mi¥Ed 781 € fb 39 A 9o &l [y SR |

Answer :

(b)

Answer :

(c)

T JAMRAFRE BT gRT 3 & ATAR AASl b HHl & RIT F U SR SRSl T & |
fore a1 vd <ifdd @l & g1, Ao dre @ Refa § <1 vd :1ftes o @ g§RT U afad
T B Reafd § g aafdd gRT FRIAT @1 & Fabell 2 | $9 TDR S IR B ey
Td IR B FaER IR @ fofw F1fd 98 &1 51 dad 2

gRT 9 & AR A @1 f[f | A1 oM & JiMeeadl T o 9aw Sl d—9H3
R HHA & A 8 Ahd &, AHH H i 9 & 19 e ffad Merr 8| i
ol wF 39 I & e I et & aft Bt B B & fog At gl
EWGTWE%&-;HNmNd%TH Jee & oY ST B S Fohll & §A YBR B IR
S FaaTg & fog 1fed & B o7 Fad ¥

AR YR H I§ IWRER BT QN © b IHA SR Bl FHT gA0—u5 SIR1 a1, u_eg
T O SR HRAT HFA B I ER T <1 B 98 IR FA ady w0
Iy g TR H SR el Bl AN fhar Sar €, O dFel Bl  d Toad 8 Jef|
IGUEEECD] Wwﬁwwm%%ﬁwmﬁm%mmm
g & g8 feaes mor & & o i & @l elea @ @R o W 8 Sife
B B Hﬂﬁmwéfﬁrmﬁrwﬁeﬁ? I8 B D BT A
IRT@ F 3 T § W DT I IE B BT B A Sewy un'-\wﬁ 2| IFF g9 A
A fa. # =marerm 9 ol fr 6 s # v SIS uawE T8 fR 9R Sgem @
I B ey Siifd urie AEeE d f T E Afe g8 et 8 o e gEo-us @
aﬁﬁwﬁﬁ%&wﬁmﬁw@ﬂsﬂmwﬁw T & ST gRT fHy O Y@ oy
0 @ St (e -9 OIRT 81 99 @ SWRIT Fel 81 9ddl & I8 dd Arg el
ﬁmﬁwmaﬁaﬁwﬁmwéﬁsaﬁmwzﬁrﬁwaﬁ
@malqwmmwddluwquﬁﬁwmﬁml l

Wﬁp

T fasa SRR 1930 & WU @ IgESE 16(1) B SIAR Ry & orEd ¥ U i)
T BN B o avg Wafda Sevd & o Sugad s @ity | Al war 7wy &1 Seed A

(2 M)

(2 M)

-(2 M)

BT AT BT Sl 7 fbar & g9 W RN [HAT 81 iR R S yBR @1 awgeii @1
AT B Bl | J
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Y Ty d BUT 1 I A= YR 9 fhar 51 Fodr ©, al b S g9ar o

Ig AT BT TS lqdeWQd|gﬁa€WﬁWﬁW| saferg T o & %G o M)

SN & IEI GRT BN, AR &1 8l |

37d: bl Bl Al & fdeg dls SUIR &1 e |

Answer 2:

W i AEERr aer Afia Ria o & 99 o=
(Distinction between LLP and LLC)

2 A’ FA D AN U 99 I B oY U FEAfd USH R <d ( W%ﬂﬁzﬁﬁa
ST g9 R |

2|Page

IR BT AR WMfAa IR ARy WMfAa R Fw
BRECENEAR [T TR ATEIeR fRf~rH, 2008 BT STfAfTH, 2013
arferfrre
.| I /ARER 7 Ifed o AR <R ARRR & ufd | 9 afdd o 3 § Yed 9 R B
AR AR & d AP IR IR & | $OH & e P wd H O o @ |
WRIER & ®I H O I 7 |
| aRe WG | U AT SR ARIERI @1 MIR® | Uh BFI &I JIRG U9 oIl
et foR=oT Sfen AReRl ® d9 oewd 9 | fum g R feam orar @
ECEUEE (Companies Act, 2013).
B NI ST FRERY & 9 & A< | | FdolAd  HU- b AH H IS
Limited Liability Partnership @it @1 | Limited dom fooft &gt @& A9 #
g (Suffix) @ dR R WART &= | Private  Limited v o1 @@y
=fed | (Suffix & & #) (1 M for
Al /HIGRT B | AT 2 Ay IRSIEZERIE each
e rfdrra « Ifarfad # O 3Is W R | gAaH - 2 9e correct 6
2| AT IR WIERRT & Haw Afdd | 3ffehdH : 200 Aa points}
/A1 FHMIT HRAT B Hebd & AHIba | ATdST b B - YATH 1 7 A
e & AT W | Ifmad : BIS W AT T8 2
I B Adhd & e, WA, BIs
Y ARG Wy AT AfdT |
| I /ARIeRl @7 | 9IeeRI BT S SHd Wedd Jive | el b S Wfid Y8dT 8 SAd
SR de Wfd sar ® Ram wWfse @uc | grr aiRd el wR, Swaddq i d@ |
DI G H |
| ger N BT FIAR SeNId H AR | HHE BT BEBIS LIRDBI GRT g
qEGle GRERI & |1 GEERI §RT | R Fardd qued gRI ATl ST © |
gafra fbar Sirar 21
.| =Tt /A HH A HH 2 AT ARIER ot H7= ;2 HaTd®
AR B _AaH QSIS HH 3 HATAD
=T
Answer:
A AT 2013 BT GIRT 4(1)(c) F IFTAR HFIA @ Wit 7 A da AfAd el 8-
(i) g8 wfddl o f& Hw & e & Igeed Sufad 3 ura B 7 (B e ]
Udhe UG Hel Sl &) I1 98 Afdd Bl & Sl 9 HHAT ffAfs a1 o= fohedt
fau= | ura B €, 9iR {1 M}
(i) % ufedat S Sfud SR W 3 Afdddl & GH®T © IT AMEIS © Al BT Bl
@ Iga U fhar o |a (R fAifka wfdaat wer s 2)
9 AR H ARr fdar = © fh 98 9N gl \ﬂllq)d)wﬂlaﬁultdmﬁﬂﬁaf%%m
w%wvﬁmeﬁaw@ﬁ%ﬁw@ﬁ%wﬁﬁﬁaﬁg&ﬁaﬁwwﬁ{1M}
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Bl BT IGaI AT D RSP FGRI IT IR Bl HHAI B WMl BT ST 2]

YE S H WES BT & b ¥ FI—FT BRI B Gl © AT [ &5 H 98 a9
IR ! | S SEIYT A1 BT §AD IJITIRDI, oFaRI qAT 3 & oIy Jed Hed
T BICT & |

AT BT YAd T IR BIAT & AR I8 HHA & AHIRIH & Igavd iR F U
ofdaal & SR BRf aRaT § |

g% eHl ol b el sl & a1 g v Heeht sri oxar & d g /41 ofdl & o

T IMMEH BN B Iqaed dIdd A A 7, IAT S & AMIIH Td HFAT & T -199
&1 et ox forar @ arfe WY A o el wwsiiar 811 oFR U8 oA H w8 o]
2 I8 A IR SAD! Tl B |

TE U I <A AR ¢ {6 HF BT 35T a1 H ISl HFE & I Bl aRafdd

BRSD fHar ST FHdT © (&7 13) |

M/s. TUHAR. WS fol. B el Td AT &7 WeT IR &R Gdhd & i ST

I AR T | 39 BT Bl AGd U el § [P 98 O & A1 AEERN d¥d dlg 3R
LI B FIAR™I BN | 39 HI Bl (Al 91 wY H S B gra e gorf [fRd efedqal &
I B AMT ST AT © 3R g Hg 4. U TH. IR, U1 fol. &1ty wifdeai & 9reg 2 .
. O 39 &1 & 1T ARIERT & o Bl SWRIdd & Wed H Ig Saed o fb dr e &l
T AR @1 Blg A U 181 © | S & UHTe A 9. 8. ga.ud8R. uigde foo & a7
Y AT AT AN A8l BRaAT Fhdl & 7 B IHDT AJUIAT PRAT Fbell © | Ig f=py 79
A1 Res) &1 Uigde fo. & AMe § Wes.dl g {6 Bde gy |Hei+ urdn 2|

TET I8 O 77 AT ® fF HFE $HT SGQeT 919 H 9eAAd HREHl & AEIHEE b aRafda

HRD AT ST AT B | (©TRT 13)

Answer 3:

(a)

N gRT a1 11 S/Er 99 81 8 ife fhdl 9 BT T A1 qRT &HRAT AT 7 HRAT b |

IRIST BT BI §28T W PR HRAT & VAT IS arIal e 781 8l © |

W?ﬁﬂaﬂ—efaa@ﬁw,1872aﬁw,29$a§ﬂwﬁa§éaﬁwaﬁmaﬁwﬁ%ﬁ:

r{1 M}

T & w1 g gfad 9 far o daar 81 W ey g B 2 |

Answer:

(b)

FHF SR 2013 BT IRT 8 & AJAR A dx TRBR BT o1 & b &R 8 aTell HF |

AU TGl BT Jectdd BR I8 &, DI & H IR AT QAT 717 o 3121 due H
PRI PR BT 2 AT THfed B fdog PRI B Bl & d 98 dsa~d Wfvsd H) Fhdl ¢ |

gfe omea~a Wfted Bidr @ d d5 ARGR HHHT BT bl 3T HH-1 & A1 FATHfoId B |

o

Fhdl | TG S9 Bl BT Iqaed AT BT & Iga¥d Il B BMT A=Y I T+
S dqlell HHT & AT faerad & AT B |

Ife HH 3 HEH B AT fATIT BT © @ U T8 ST §-1s SRl | e ef |

TR R ISR T 8 o o WRaR HeiRd H¥fY |

SR S H B8 AR 7 TH YIdh B 9918 & | Weg S B BT Iqa ferdze |
JAT | SHY D7 ARPR §RT SR [HAT AT AT HHT IARAFIH 2013 & JATAR T8l o |

3R Pg AROR DT HAdl A 2L AE-\r|

Answer:

(c)

g fasea fafae 1930 5 aRT 64 @ AR T® oM @ BN
Case (@) C &I dicll Udh UG & 9 o8 ¥ 39 &4 W Wigfd | ugel a1t foram <
[ahdr & | o fama a1 18 A QuRd od 39 R AR T8 8 |
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Case (b) C @ drell w1 Ud Uad 2 o Wi gR1 Wigfa &g #=1 4@ far o |

FHT B |
37d: P Soadd dlell Bl TWhR BT A T B Fhdl © |

Case (C) I8 U A Ja< © dIfd fasar el 2g (badt Tah) il FIgad &=
AHAT B |

el U W s A¥epei FYdi @R W FIr 8, 98 degeAl B b T |

=T8T & |

Case (d) Z & a¥gell R Wi gelle & Rd €1 gxraRa 8 a7 o1 | ggai arg Refa
# I TS I BT WA SR gt Rd & 8 9 2|

Case (e) ¥ fashg 9 9 § U3 C o 99 & g 97y 98 2| v amfiadl axg &
WW@WH@WWWH@WW%IW@WMW
g A1 9egall BT Al 9 A ¥ g 78 2 |

Answer 4:

(a)

U @G WEER G99 db BH B BRIl @ U 9l Bl § o/ e 98 e fory AT 9]

AEER JAFERT B Frasi-e g1 9 ad | Th Jdi-gd 9sieR 39 qaid UefdR & fog |
SeRETET T BT S B & e e v w9 A8 T8 ST 8 b e i o
BH BT ATSER AT |

T Wieed AEER B § A s 4l SRR AU qulﬂcgm a%%i@ﬁﬁwéwamﬁ
i@l ¥ fagE 8 9&ar 71 39 uRRAfG & I Adaife gar <1 @1 rawadal el 2 |
AISER! AMRIH 1932 BT GRT 28 TR §RT ARIER Bl Tl USTPR & [dwg IARGR!
AT IS I8 Iad AEIER & [42ar9 iR BH BT SUR < |

{1 M for
each
correct 5
points}

{2 M}

{1 M}

IWRIHKT 9 BT AN &-d 8¢ M. P &7 A X & oy STRarl 891 81 | }{1M}

Answer:

(b)

HRAT AR SR 1932 &1 gRT 20 & AR T B JUAT 3T & R WEER & |

T ABR BT 9T W Fhdl B IR Ad A Fhell B | IR Ig T MABR ST Ig1aT 17
g 31T WfAd fBar T 2 98 O vEeR & Ui T aegen B afe freefoiaa |1 e
31 B |

1. TAT UeTHR BT 3 qENsi & IR H uar 2|

2. T UEHR DI I8 el T 8 & RT99 9 37ga o= 2 € 98 BH BT 9EER 2 |

SR Tl & JJAR 89 $E Fbd & fb M | Gﬁqo—rﬁ%l'\anﬁéaTaTwz%:

fU a8 %9 I U U1 &Y AN R Fhal © e IADT AT B SIABRI T8l o
ST 3] ATSERT & Heg gl & |

WWWﬁMﬁW&gQﬂHﬁMHM«%‘swmga@wﬁ@ﬁwﬁﬂm
HEHT B |

Answer:

(o)

AR AR A 1932 & 9RT 37 & AR — I U ATSIGR & Jg & ol & 7]

AIER A8l I8l 3R WAl b1 AUeRT 981 fhar Siar 8 a1 9 9EER & SaRiPeR] 3R
AT ARIER Bl &l AHR Aei—

A. g8 o H 2T uTa e b |

B. 6 Uferd A <X & N o Adhal g | (S W ArIerasd 7))

— 39 99l § A & SNIfAN & U e fdbed BT

A. 20 gfaerd @ H fRRAT of A1 (SRR Helkd & JIHR) 3feraT

B. 6 i affd & A &S o AHT B |
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Answer 5:

(a)

IR ey SMITIH, 1872 & &R 17 & SITAR A1 A X HUC Bl eqvl &t 2| o |

fr forely fad a7 seoTRil &I ywIfad &=ar &1 59 d& & |9 &1 dla & 999 9 &1 AT

U&THR T dlcl- Bl dhddd §dT 2 |
I U H —

(a) R 17 & IR I8 a/gaw du § Fifs A9 < O Reify ¥ S fedt aafim &Y |

§TBT B JHIAd X HUC T8l & | gaforg fasdr guRemd & gam & forg Saverh
el |

(b) ORI 17 & ITAR I8 AJad dg &I 8N ifd P P I8 ItRaId & b °IS &I

IRARIA & IR H Q BT AN FAIfdh I9a ey Aar G &7 Jvarfid = 2| Tt
HF Y81 i< & 99 © | 39l I8 HUS BT |

(c) ©RI 17 & JJAR I8 Aga~ dg T8I BN J&l AF &1 alell & T & | gfery %]

PUC BT |

Answer:

(b)

B JARIH 2013 B GRT 2(87) & AR HSD HFT H AR (Bl 3 S &

Y H U BT W B O Er Rl R W Bls U e qRI ARGl o—

1. Qe #AvSal & oA &I af~=Ia &=Ar merar

2. AT DI el A Yol AT ol AAMIBR BT A F (F wWd AT A N
AEId & AT A TRT BT | |

TEETDHRT —

(a) W1ﬁwzﬁmﬁmﬁﬁmmﬁw&ww-

STRAfY |

(b) I AvSd & SA B AV HRA I AP T Al BT B oS G&ET:

Q2! I FIYad 3ferar 8 Bl JATTBR G |

Wwﬁﬁwamﬁ%qﬁt%ﬁé@mﬁm@m?ﬁmﬁwwz

BRI ® gAY Gy yrsde fofies wvw fafies dwl B e s A€ g

aﬂrﬁ?ﬁtﬁq&uﬁaﬁ%ﬁé@'gﬁ@smwmlﬁmgw PR Bl ARPR @l 2 Y]

YRy Urgde ffAce &l |- Ulsde fiffcs @ IRl HRIAT AT SIRAT |

Answer 6:

(a)

AT B T[9! JATAFTIH, 1930 BT URT 24 & JraEl & JAR, Sd FHM WRIGR I “fdebl A1)

AT W AT T WA val IR fIaRa fmar Sirar 2, S9H Hull W¥ieR & Ot il 8-

@ W9 ER [A6dr I U WG a1 WP BT Faod odl © AT oo bl U
AT BIS 3T BT BT 2,

@)  oft 9 fAear &1 qu Wefa a1 Wehy &1 dabd T8 a7 8, Afbd RAIBia @1
AT faQ 997 A1 &7 U+ U QAT & A1 Al /A DI a9l @ g v FuiRa
foar g, a1 U 9y @) 9Aifld R IR afe a8 wwa fuiRa T8 fear g,
ar S T T G, B

&) 98 9 B PR FRA © R_ER § ol AT DI WHR Gl & Sal | 98 R gar
g 1 ATt 99T B |

JWRITh WAl BT Iooikd B gU, 89 U2 H A T8 R &1 A2 39 ThR HR Fohd o— 1

(i) 9P g AR A T AT AR & R WR G b Bl AICR Agfbd bl fSelaxy
g 3R 9 T Ui H_= & v sft ¢ &1 aregd AR @m 8, Ry 91 &l _1aefid
fhar 2 & 98 91 & foly B AT & ST © A1 WHR B & aRER | gAY IqH
w%rgaﬁzﬁzﬁwaﬁﬁélmsﬂﬁu%ﬁﬁgﬁm%ﬁqﬁmwwﬁ
TR FH! 8, olfhT 98 G5 & 8T I HIFd BT a1 B Tl 3 |
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(i) 3R 98 T wu A wauH fhar 741 | & 99 9@ AT BT raE T8 fear o

g 9 I dred g AR B HuRT g1 e, 9 Rfa § Huly g3 & @ a9 d@
eI & ST Si9 T B qba I T AT Sirar| ar gsh ok g9 Reafr # s v
I d18 919 o+ BT ST B el & |

Answer:

(b)

fqT @ 91em §¥ (Association not for Profit)— R 4(1) & ITIAR, HFUA B |

A H, ol e &1 gen | uisde fa iR dduite R @ gen | fafics”

Y@ HFAT BT U A B AT T BEIT | 9RT 8(1) & IR, % WPR & gRT 34

BT DI ASHA D TR B S B I8 H I AW & |y H fefics a1 ugde for.”

Y@ M B THd 8l 8 | dg AR & gRT gasd a4l far o1 dabar 2, afe—

(i) AT G BT I A0S, Hedl, [a=, W, R, e, AHifoid Hedmvl e
&l |

(i) B UT A B el H A & w9 H faaRa TE el dfed S e
IRl BT YIel B H YA B Qa1 e & |

E.g. - FICCI, Assocham, National Sports Club of India, CII 37f< _

gRT 8 HH-II—A5@YYl 91 (Section 8 Company - Significant Point)

=IATH 3 YSI BT AR AR T |

MU AT BT S IGQW D [AHNT & folg TN el B s forg 39 99Rm 13 2|
AT BT AT T 8l Bl |

P IROR A A9 ATsET B I TRe BT B |

U A H Ltd. / Pvt. Ltd. wreal &1 YT SI6”) 81 q1 Bl 3t Sugdd A Bl
Tl HRall 8, SI—deld, w9y 3ih Hid, anfe |

gy fawfded o) fear oar & afe oAl &1 Seotas fbar Irem 21

. fogued R, P WWAR ITH! (49 T el & fbh—

— 309 WX BT gRAfd R qAT YUAT A 9 |

— YA WY |

— ¥ UPR & G dTell fHAT T ¥ & AT THIDHRT P |

21 R @ WM W, W 14 R 37 AR IG5 0N HRT GAT o Tl B |
AT, fsder Harerdl, snfe @ RETH [T B AfarRIdr ] 78 B |
AR TAT aIRSAG A dT SRR G gr AT BT 769 Maad e |
TP ATRIER] BHYRT 8 HFHT &I A 8 Idhdl © |

r{1mM}

-{2 M}
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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
1. 2. 3. 4, 5 }{1MEach}
(D) (B) () (A) (D)
Answer:
(b) (i) Recycling
1. Meaning

1.1 Prcs. of reusing
1.2 Imp. to recycle
1.2.1 to save natural resources

2. Waste recycling
2.1 Help to save energy
2.2 Reduce pllutn. {2M}

2.3 Imp for envt. & humans

3. Plastic Material
3.1 Reduce Pollution
3.1.1 Water Pollution
3.1.2 Air Pollution
3.2 Imp to have waste disposal system |

Key Note -

1. Prcs - Process

2. Imp - Important |

3. Envt - Environment 1M
4, & - And

5. Sysm - System

(ii) Summary :
Recycling is regarded as the process of reusing the items which are generally
regarded as waste but are of great utility. It ensures the conservation of
natural resources for future generation along with saving energy. Recycling of {2 M}
plastic material also helps in reducing air and water pollution. In short, we
can say that recycling is the best way to have ecofriendly environment.

Answer 8:

(a) Physical non-verbal communication: An individual's body language that is,
facial expressions, stances, gestures, touches and other physical signals constitute
this type of communication. For example, leaning forward may mean friendliness, /{1 M}
acceptance and interest, while crossing arms can be interpreted as antagonistic or
defensive posture.
Research estimates show that physical, non-verbal communication accounts for 55
percent of all communication. Smiles, frowns, pursing of lips, clenching of wrists etc. - {1 M}
transmit emotions which are not expressed through verbal communication.

7|Page
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Answer:

(b) (i) Rohit wrote a story on the wall.
(i) Ravi Sang a Song. {1 M Each}
(iii) What did you eat for breakfast?

Answer:

(c) Language Endangerment: An Alarming Situation }{1 M}
Language endangerment is an alarming situation worldwide. Language teachers}{2 M}
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 { {2 M}
and viable mechanisms for sustaining and revitalizing the endangered languages.

Answer 9:

(a) Non-verbal communications such as body language and visual cues affect the quality
of interaction among individuals or group. An individual's facial expressions, stances,
gestures, touches, and other physical signals constitute body language of
communication. For example, leaning forward may mean friendliness, acceptance
and interest, while crossing arms can be interpreted as antagonistic or defensive}u M}

{1m}

posture.
Answer:
(b) (i) Glittering
(ii) Inconstancy {1 M Each}

(iii) Varun said that Every Kid should learn coding.

Answer:

(c) XYZ Electronics New Delhi.
Date: 20™ 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. J
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 {2M>
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}

{1 M}

Y {1 M}

evening by 7PM. You can send the name and mobile number of the executive at my

number XXXXXXXXXX. Looking forward to a prompt response.

(Signed)

1M
ABC M

Answer 10:

(a) Listening for Understanding : We are bombarded by noise and sound in all our
waking hours. We 'hear' conversations, news, gossips 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

{1 ™M}
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to the spoken words, but observes carefully the nonverbal cues to understand the}

complete message. He/she 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 emotion. Often the
understanding of a listener is colured by his own emotions, judgments, opinions, and
reactions to what is being said. While listening for understanding, we focus on thef{1m}
individual and his agenda. A perceptive listener is able to satisfy a customer and
suggest solutions as per the needs of the client.

Answer:

(b) (i) The entire stretch of highway was cleaned by the crew.
(ii) The homeowners remodeled the house to help it sell. }{1 M Each}
(iii) Socrates said that virtue is its own reward.

Answer:
(c) The Pros and cons of online education in India
- By XYZ

Pros and Cons of Online Classes — The widespread outbreak of coronavirus has
led to moving towards online classes by schools, colleges, coaching's, etc. Although
online classes were already in place in many places, COVID-19 has paved a new way
of teaching all over the country through online classes. Almost all schools, colleges,
universities, etc. have now started online classes for the students so as to continue
the studies in this time of pandemic. These online classes are being helpful for the
teachers and students in completing the syllabus of the class which has not been
possible in any other way. At present, both teachers and students have adopted this
new model of education and are trying to get used to it with each passing day. But
along with various advantages of online classes, there are some disadvantages too.
Students are facing some difficulties in online classes like difficulty in clearing doubts
properly, network issues and many more. Along with this, many still belive that
online classes can never be an alternative to brick and mortar classes. Here, we have
listed some of the pros and cons of online classes. Read the full article to know about
all the pros and cons of online classes.
Pros of Online Classes
Following are the pros of online classes-
Study Anywhere - Online classes are available to a student sitting anywhere in the
world provided he/she has a proper internet connection. So, if students are not in
the city of their school or college then also they can avail the online classes easily.
All they need to have is a working internet connection.
Elimination of travel time and Cost -
Online classes have eliminated the time and cost required to reach the school or
college. In this way students are saving a lot of their precious time which they can
utilize in any other productive work. Also, the cost incurred in daily travel to school
and back to home has been totally eliminated with online classes.
Prevention of loss of studies — In this time of pandemic, online classes have come
up as a boon for students. This is because if schools and colleges did not use online
classes for studies, students would have wasted a lot of time in the session and it
would have been really difficult to cover the entire course later. Through online
classes, the session is going on at a similar pace as it would have been in offline
classes.
Individualized study - Online classes provide an individualized study environment
to a student where he/she can study alone. Many times, students become shyt in
asking queries in front of the entire class but in online classes no one is around, so
students can easily ask questions. J

{Any 5 points each 1 Mark}
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Moreover, this individualized study also prevents students from any kind of ]
disturbance.

Monitoring by Parents — With the help of online classes, parents are also able to
check and know what their children are studying, how teachers are teaching in the
class. Also, they can also motivate their children to take up doubts. Basically, online
classes also involve parents in the studies of students which was not the same in
case of offline classes.

Introduction to new technologies - Online classes have introduced students to
new technologies. They now know how to use a particular software through which
the school is teaching or have knowledge about various other platforms which are
being used for online classes. So, these classes are also making the students
technologically advanced.

Cons of Online Classes

As online classes have emerged as the only solution for education during lockdown,
there are many cons related to it. However these can be minimized with a little care.
Network Issues - One of the biggest problems of online classes is network issues.
It has been seen students struggle a lot to connect to the session due to internet
issues. Many times, teachers are not audible, not visible and much more. In such
cases of network disruption, all the students start to talk at the same time which |
again creates another mess. So, network issues must be resolved for proper
conduction of online classes.

Lacks One to One teaching - Online classes lack one to one teaching means these
lack proper communication between students and teachers. Although students have
the option to ask their queries in the online classes also but students find it difficult
to get their doubts solved in a proper way. So many students are asking or putting
their queries in the chat section that some are missed.

Continuous Use of Mobile/Laptop - One major concern of online classes is
that students have to be on electronic devices like mobile phones, laptops or tablets
continuously for 5-6 hours. This is not beneficial for students and will also cause
health issues like eye strain to the students.

Requires Self-Discipline - In online classes, teachers are not able to monitor the
students in the same way as offline classes, so these require a student to be self-
disciplined. If a student is not disciplined, he/she may not pay attention to what the
teacher is teaching in the class.

Proper utilization of online classes can lead to a new model of education involving
online classes along with offline classes. But, proper care should be taken to
minimize the cons of online classes.

Answer 11:

(a) Writing Formal Letters and Official Communication
Kalu Sarai, \
New Delhi

August 09, 2019
MR. Ramesh »{2 M}

Director, Sales and Marketing
XYZ Pvt. Limited

Dear Sir/Ma’am, /
Sub: Order Confirmation (No: XYZ/0012/Jun 2019)

I would like to take the opportunity to thank you for giving us a business {2 M}
opportunity. It is an honour for us to be serving your esteemed organization that
enjoys a formidable reputation.
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Answer:

(b)

Answer:
(c) 1.
2.

I would like to inform you that the 1800 units of machinery ordered vide Order no. )
XYZ/0012/Jun 2019, will be delivered as per the mutually decided date. In addition,

our experts would come to install the machinery and give a detailed demo of its

working. We would also provide a free for the next two years, taking care of any

wear and tear or products damage. The products has two year warranty period.

For any other query regarding the machinery ordered and its functioning, please feel

free to contact us. We would be happy to serve you at the earliest.

Thanks and Regards,

Ashita Bhargava

Sr. Manager {1 M}
Operations and Admin Department

Verbal: Verbal communication involves the use of words and language in delivering
the intended message. Though ‘verbal’ primarily refers to communication through
the spoken medium, while categorizing ‘types’ of verbal communication the written
and oral form of communication are included.

Written communication includes letters and documents, e-mails, reports,)
handbooks, brochures, various chat platforms, SMS and any form of written
interaction between people. The written form of communication is essential
and indispensable for formal business interactions (contracts, memos, press
releases, formal business proposals etc.) and legal instructions and
documentation. The effectiveness of written communication depends on the
writing style, grammar, vocabulary, and clarity.

Oral Communication refers to communication through the spoken word, either
face-to-face, telephonically, via voice chat, video conferencing or any other
medium. Formal medium like lectures, conferences, seminars, meetings and
informal conversations, chit-chat, gossip etc. are part of oral communications.
Effective of oral communication depends on clear speech and the tone used
by the speaker. Speaking in too high/ low volume or too fast/slow can also
impair communication between people. Even non-verbal communications such
as body language and visual cues effect the quality of interaction among
individuals or group.

J

She said that she would be taking a test.

The clerk asked his manager if he should email that letter again. }{1 M each}

*k %
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