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Test Series: April, 2019 

MOCK TEST PAPER 2 

FOUNDATION COURSE 

PAPER 2: SECTION A: BUSINESS LAWS  

ANSWERS 

1. (a) As per section 43 of the Indian Contract Act, 1872, when two or more persons make a joint promise, 

the promisee may, in the absence of express agreement to the contrary, compel any one or more 

of such joint promisors to perform the whole of the promise. 

Each of two or more joint promisors may compel every other joint promisor to contribute equally 
with himself to the performance of the promise, unless a contrary intention appears from the 

contract. 

If any one of two or more joint promisors makes default in such contribution, the remaining joint 

promisors must bear the loss arising from such default in equal shares. 

In the instant case, Krish, Kamya and Ketan jointly promised to pay Rs. 6,00,000 to Dia. Kamya 
become insolvent and her private assets are sufficient to pay 1/5 of her share of debts. Krish is 

compelled to pay the whole amount. Krish is entitled to receive Rs. 40,000 from Kamya’s estate, 

and Rs. 2,80,000 from Ketan.  

(b)  The House of Lords in Salomon Vs. Salomon & Co. Ltd. laid down that a company is a person 
distinct and separate from its members, and therefore, has an independent separate legal 

existence from its members who have constituted the company. But under certain circumstances 
the separate entity of the company may be ignored by the courts. When that happens, the courts 
ignore the corporate entity of the company and look behind the corporate façade and hold the 

persons in control of the management of its affairs liable for the acts of the company. Where a 
company is incorporated and formed by certain persons only for the purpose of evading taxes, the 
courts have discretion to disregard the corporate entity and tax the income in the hands of the 

appropriate assessee. 

(1) The problem asked in the question is based upon the aforesaid facts. The three companies 
were formed by the assessee purely and simply as a means of avoiding tax and the companies 
were nothing more than the façade of the assessee himself. Therefore, the whole idea of  

Mr. Akbar was simply to split his income into three parts with a view to evade tax. No other 

business was done by the company. 

(2) The legal personality of the three private companies may be disregarded because the 
companies were formed only to avoid tax liability. It carried no other business, but was created 

simply as a legal entity to ostensibly receive the dividend and interest and to hand them over 

to the assessee as pretended loans.  

(c)  The differences between the sale and agreement to sell is as follows: 

Basis of difference Sale Agreement to sell 

Transfer of property The property in the goods 
passes to the buyer 
immediately. 

Property in the goods passes to the 
buyer on future date or on 
fulfilment of some condition. 

Nature of contract It is an executed contract. i.e. 
contract for which 
consideration has been paid. 

It is an executory contract. i.e. 
contract for which consideration is 
to be paid at a future date. 

Remedies for breach The seller can sue the buyer for 
the price of the goods because 

The aggrieved party can sue for 
damages only and not for the price, 
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of the passing of the property 
therein to the buyer. 

unless the price was payable at a 
stated date. 

Liability of parties A subsequent loss or 
destruction of the goods is the 
liability of the buyer. 

Such loss or destruction is the 
liability of the seller. 

Burden of risk Risk of loss is that of buyer 

since risk follows ownership. 
Risk of loss is that of seller. 

Nature of rights Creates Jus in rem Creates Jus in personam  

Right of resale The seller cannot resell the 
goods. 

The seller may sell the goods since 
ownership is with the seller. 

2. (a) Discharge of a Contract: 

A Contract may be discharged either by an act of parties or by an operation of law which may be 

enumerated as follows: 

(1) Discharge by performance which may be actual performance or attempted performance. 

Actual performance is said to have taken place, when each of the parties has done what he 
had agreed to do under the agreement. When the promisor offers to perform his obligation, 
but the promisee refuses to accept the performance, it amounts to attempted performance or 

tender. 

(2) Discharge by mutual agreement: Section 62 of the Indian Contract Act, 1872 provides that 
if the parties to a contract agree to substitute a new contract for it or to refund or remit or alter 
it, the original contract need not to be performed. Novation, Rescission, Alteration and 

Remission are also the same ground of this nature. 

(3) Discharge by impossibility of performance: The impossibility may exist from its initiation. 
Alternatively, it may be supervening impossibility which may take place owing to (a) 
unforeseen change in law (b) The destruction of subject matter (c) The non-existence or non-

occurrence of particular state of things (d) the declaration of war (Section 56). 

(4) Discharge by lapse of time: A contract should be performed within a specific period as 
prescribed in the Law of Limitation Act., 1963. If it is not performed the party is deprived of 

remedy at law. 

(5) Discharge by operation of law: It may occur by death of the promisor, by insolvency etc. 

(6) Discharge by breach of contract: Breach of contract may be actual breach of contract or 

anticipatory breach of contract. If one party defaults in performing his part of the contract on 
the due date, he is said to have committed breach thereof. When on the other hand, a person 
repudiates a contract before the stipulated time for its performance has arrived, he is deemed 

to have committed anticipatory breach. If one of the parties to a contract breaks the promise 
the party injured thereby, has not only a right of action for damages but he is also discharged 

from performing his part of the contract (Section 64). 

(7) A promise may dispense with or remit, wholly or in part, the performance of the promise made 

to him, or may extend the time for such performance or may accept instead of it any 
satisfaction he thinks fit. In other words, a contract may be discharged by remission.  

(Section 63). 

(8) When a promisee neglects or refuses to afford the promisor reasonable facilities for the 

performance of the promise, the promisor is excused by such neglect or refusal (Section 67).  

(b) Meaning: A LLP is a new form of legal business entity with limited liability. It is an alternative 
corporate business vehicle that not only gives the benefits of limited liability at low compliance cost 
but allows its partners the flexibility of organising their internal structure as a traditional partnership. 
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The LLP is a separate legal entity and, while the LLP itself will be liable for the full extent of its 

assets, the liability of the partners will be limited. 

Steps to incorporate LLP:  

(a) Name reservation 

• The first step to incorporate Limited Liability Partnership (LLP) is reservation of name of 

LLP. 

• Applicant has to file e- Form 1, for ascertaining availability and reservation of the name of a 

LLP business. 

(b) Incorporate LLP 

• After reserving a name, user has to file e- Form 2 for incorporating a new Limited Liability 

Partnership (LLP). 

• e-Form 2 contains the details of LLP proposed to be incorporated, partners’/ designated 

partners’ details and consent of the partners/ designated partners to act as partners/ 

designated partners. 

(c) LLP Agreement 

• Execution of LLP Agreement is mandatory as per Section 23 of the Act. 

• LLP Agreement is required to be filed with the registrar in e- Form 3 within 30 days of 

incorporation of LLP. 

3. (a) Section 29 of the Indian Partnership Act, 1932 provides that a share in a partnership is transferable 

like any other property, but as the partnership relationship is based on mutual confidence, the assignee 

of a partner’s interest by sale, mortgage or otherwise cannot enjoy the same rights and privileges as 

the original partner.  

The rights of such a transferee are as follows: 

(1) During the continuance of partnership, such transferee is not entitled  

(a) to interfere with the conduct of the business,  

(b)  to require accounts, or  

(c)  to inspect books of the firm.  

 He is only entitled to receive the share of the profits of the transferring partner and he is bound 

to accept the profits as agreed to by the partners, i.e., he cannot challenge the accounts. 

(2) On the dissolution of the firm or on the retirement of the transferring partner, the transferee will 

be entitled, against the remaining partners:  

(a)  to receive the share of the assets of the firm to which the transferring partner was 

entitled, and  

(b)  for the purpose of ascertaining the share,  

he is entitled to an account as from the date of the dissolution. 

By virtue of Section 31, no person can be introduced as a partner in a firm without the consent of all 
the partners. A partner cannot by transferring his own interest, make anybody else a partner in his 

place, unless the other partners agree to accept that person as a partner. At the same time, a partner 
is not debarred from transferring his interest. A partner’s interest in the partnership can be regarded 

as an existing interest and tangible property which can be assigned. 

(b) BREACH OF CONTRACT- DAMAGES: Section 73 of the Indian Contract Act, 1872 lays down that 

when a contract has been broken, the party who suffers by such breach is entitled to receive from 
the party who has broken the contract compensation for any loss or damage caused to him thereby 
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which naturally arose in the usual course of things from such breach or which the parties knew 

when they made the contract to be likely to result from the breach of it. 

The leading case on this point is “Hadley v. Baxendale” in which it was decided by the Court that 
the special circumstances under which the contract was actually made were communicated by the 
plaintiff to the defendant, and thus known to both the parties to the contract, the damages resulting 

from the breach of such contract which they would reasonably contemplate, would be the amount 
of injury which would ordinarily follow from the breach of contract under these special 

circumstances so known and communicated. 

The problem asked in this question is based on the provisions of Section 73 of the Indian Contract 
Act, 1872. In the instant case ‘X’ had intimated to ‘Z’ that he was purchasing water bottles from 
him for the purpose of performing his contract with ‘Y’. Thus, ‘Z’ had the knowledge of the special 

circumstances. Therefore, ‘X’ is entitled to claim from ‘Z’  ` 500/- at the rate of 0.50 paise i.e. 1000 
water bottles x 0.50 paise (difference between the procuring price of water bottles and contracted 
selling price to ‘Y’) being the amount of profit ‘X’ would have made by the performance of his 

contract with ‘Y’. 

If ‘X’ had not informed ‘Z’ of ‘Y’s contract, then the amount of damages would have been the 
difference between the contract price and the market price on the day of default. In other words, 

the amount of damages would be ` 750/- (i.e. 1000 water bottles x 0.75 paise). 

4. (a)  The following are implied conditions in a contract of sale by sample in accordance with Section 17 

of the Sale of Goods Act, 1930; 

  (a) that the bulk shall correspond with the sample in quality; 

(b) that the buyer shall have a reasonable opportunity of comparing the bulk with the sample. 

(c) that the goods shall be free from any defect, rendering them unmerchantable, which would 

not be apparent on a reasonable examination of the sample. 

Implied Warrants: 

1. Warranty as to undisturbed possession [Section 14(b)]: An implied warranty that the buyer 

shall have and enjoy quiet possession of the goods. That is to say, if the buyer having got 
possession of the goods, is later on disturbed in his possession, he is entitled to sue the seller 

for the breach of the warranty. 

2. Warranty as to non-existence of encumbrances [Section 14(c)]: An implied warranty that the 
goods shall be free from any charge or encumbrance in favour of any third party not declared 

or known to the buyer before or at the time the contract is entered into.  

3. Warranty as to quality or fitness by usage of trade [Section 16(3)]. An implied warranty as to 

quality or fitness for a particular purpose may be annexed by the usage of trade. 

4. Warranty to disclose dangerous nature of goods: Where a person sells goods, knowing that 

the goods are inherently dangerous or they are likely to be dangerous to the buyer and that 
the buyer is ignorant of the danger, he must warn the buyer of the probable danger, otherwise 

he will be liable in damages. 

(b) A partner may not be expelled from a firm by a majority of partners except in exercise, in good 

faith, of powers conferred by contract between the partners. It is, thus, essential that:  

(i)  the power of expulsion must have existed in a contract between the partners;  

(ii)  the power has been exercised by a majority of the partners; and  

(iii) it has been exercised in good faith. 
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If all these conditions are not present, the expulsion is not deemed to be in bonafide interest of the 

business of the firm. 

The test of good faith as required under Section 33(1) includes three things:  

•  The expulsion must be in the interest of the partnership.  

•  The partner to be expelled is served with a notice.  

•  He is given an opportunity of being heard.  

If a partner is otherwise expelled, the expulsion is null and void. 

Thus, according to the test of good faith as required under Section 33(1), expulsion of Partner Y is 

not valid. 

5. (a) Position of Mr. D: Mr. D sold some goods to Mr. E for ` 5,00,000 on 15 days credit. Mr. D delivered 
the goods. On due date Mr. E refused to pay for it. So, Mr. D is an unpaid seller as according to 

section 45(1) of the Sale of Goods Act,1930 the seller of goods is deemed to be an ‘Unpaid Seller’ 
when the whole of the price has not been paid or tendered and the seller had an immedia te right 

of action for the price.  

 Rights of Mr. D: As the goods have parted away from Mr. D, therefore, Mr. D cannot exercise the 
right against the goods, he can only exercise his rights against the buyer i.e. Mr. E which are as 

under:  

(i)  Suit for price (Section 55): In the mentioned contract of sale, the price is payable after 15 

days and Mr. E refuses to pay such price, Mr. D may sue Mr. E for the price.  

(ii)  Suit for damages for non-acceptance (Section 56): Mr. D may sue Mr. E for damages for 

non-acceptance if Mr. E wrongfully neglects or refuses to accept and pay for the goods. As 

regards measure of damages, Section 73 of the Indian Contract Act, 1872 applies.  

(iii) Suit for interest (Section 61): If there is no specific agreement between the Mr. D and Mr. 

E as to interest on the price of the goods from the date on which payment becomes due, Mr. 
D may charge interest on the price when it becomes due from such day as he may notify to 

Mr. E.  

(b)  Meaning of Guarantee Company: Section 2(21) of the Companies Act, 2013 defines a Company 
Limited by Guarantee as a company having the liability of its members limited by the memorandum 
to such amount as the members may respectively undertake to contribute to the assets of the 

company in the event of its being wound up.  Thus, the liability of the members of a guarantee 
company is limited to a stipulated amount in terms of individual guarantees given by members and 
mentioned in the memorandum. The members cannot be called upon to contribute more than such 

stipulated amount for which each member has given a guarantee in the memorandum of 

association.  

Similarities and dis-similarities between the Guarantee Company and the Company limited 

by shares: The common features between a “guarantee company” and the “company limited 
share” are legal entity and limited liability. In case of a company limited by shares, the liability of 
its members is limited to the amount remaining unpaid on the shares held by them. Both these type 

of companies have to state this fact in their memorandum that the members’ liability is limited.  

However, the dissimilarities between a ‘guarantee company’ and ‘company limited by shares’ is 
that in the former case the members will be called upon to discharge their liability only after 

commencement of the winding up of the company and only to the extent of amounts guaranteed 
by them respectively; whereas in the case of a company limited by shares, the members may be 
called upon to discharge their liability at any time, either during the life of the company or during 

the course of its winding up. 
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6. (a)  No consideration, no contract: Every agreement, to be enforceable by law must be supported 
by valid consideration. An agreement made without any consideration is void. No consideration, 

no contract is a general rule. However, Section 25 of the Indian Contract Act, 1872 provides some 
exceptions to this rule, where an agreement without consideration will be valid and binding. These 

exceptions are as follows:  

(i) Agreement made on account of natural love and affection : Section 25 (1) provides that if 
an agreement is (i) in writing (ii) registered under the law and (iii) made on account of natural  
love and affection (iv) between the parties standing in a near relation to each other, it will be 

enforceable at law even if there is no consideration. Thus, where A, for natural love and 
affection, promises to give his son, B, ` 1,00,000 in writing and registers it. This is a valid 

contract. 

(ii) Compensation for past voluntary services: Section 25(2) provides that a promise to 
compensate, wholly or in part, a person who has already voluntarily done something for the 
promisor, is enforceable. T hus, when A finds B's purse and gives it to him and B promises to 

give A ` 5,000, this is a valid contract.  

(ii)  Promise to pay time-barred debts (Section 25 (3)): Where there is an agreement, made in 
writing and signed by the debtor or by his agent, to pay wholly or in part a time barred debt, 

the agreement is valid and binding even though there is no consideration. If A owes B  
` 1,00,000 but the debt is lapsed due to time-bar and A further makes a written promise to 
pay ` 50,000 on account of this debt, it constitutes a valid contract.  

(iv)  Contract of agency (Section 185): No consideration is necessary to create an agency.  

(v)  Completed gift (Explanation 1 to Section 25): A completed gift needs no consideration. 
Thus, if a person transfers some property by a duly written and registered deed as a gift he 

cannot claim back the property subsequently on the ground of lack of consideration.  

      Or  

Mere silence not amounting to fraud: Mere silence as to facts likely to affect the willingness of 

a person to enter into a contract is no fraud; but where it is the duty of a person to speak, or his 

silence is equivalent to speech, silence amounts to fraud.   

It is a rule of law that mere silence does not amount to fraud. A contracting party is not duty bound 

to disclose the whole truth to the other party or to give him the whole information in his possession 

affecting the subject matter of the contract. 

The rule is contained in explanation to Section 17 of the Indian Contract Act which clearly states 

the position that mere silence as to facts likely to affect the willingness of a person to enter into a 

contract is not fraud. 

Exceptions to this rule: 

(a) Where the circumstances of the case are such that, regard being had to them, it is the duty 
of the person keeping silence to speak. Duty to speak arises when one contracting party 
reposes trust and confidence in the other or where one party has to depend upon the good 

sense of the other (e.g. Insurance Contract). 

(b) Where the silence is, in itself, equivalent to speech. 

(b)  Partnership Deed 

Partnership is the result of an agreement. No particular formalities are required for an agreement 
of partnership. It may be in writing or formed verbally. But it is desirable to have the partnership 
agreement in writing to avoid future disputes.  The document in writing containing the various terms 

and conditions as to the relationship of the partners to each other is called the ‘partnership deed’.  
It should be drafted with care and be stamped according to the provisions of the Stamp Act, 1899.  
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Where the partnership comprises immovable property, the instrument of partnership must be in 

writing, stamped and registered under the Registration Act. 

Partnership deed may contain the following information:- 

1. Name of the partnership firm. 

2. Names of all the partners. 

3. Nature and place of the business of the firm. 

4. Date of commencement of partnership. 

5. Duration of the partnership firm. 

6. Capital contribution of each partner. 

7. Profit Sharing ratio of the partners. 

8. Admission and Retirement of a partner. 

9. Rates of interest on Capital, Drawings and loans. 

10. Provisions for settlement of accounts in the case of dissolution of the firm. 

11. Provisions for Salaries or commissions, payable to the partners, if any. 

12. Provisions for expulsion of a partner in case of gross breach of duty or fraud. 

A partnership firm may add or delete any provision according to the needs of the firm. 

 (c) (i) Correct:  Section 3 of the Companies Act, 2013 deals with the basic requirement with 

respect to the constitution of the company. In the case of a public company, any 7 or more 
persons can form a company for any lawful purpose by subscribing their names to 
memorandum and complying with the requirements of this Act in respect of registration. In 

exactly the same way, 2 or more persons can form a private company.   

(ii) Incorrect: The common seal is a seal used by a corporation as the symbol of its incorporation. 
The Companies (Amendment) Act, 2015 has made the common seal optional by omitting the 

words “and a common seal” from Section 9 so as to provide an alternative mode of 
authorization for companies who opt not to have a common seal.  This amendment provides 
that the documents which need to be authenticated by a common seal will be required to be 

so done, only if the company opts to have a common seal.  In case a company does not have 
a common seal, the authorization shall be made by two directors or by a director and the 

Company Secretary, wherever the company has appointed a Company Secretary. 
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PAPER 2: SECTION-B: BUSINESS CORRESPONDENCE AND REPORTING 

ANSWERS 

1. (a) (i) d 

(ii) c 

(iii) a 

(iv) b 

(v) d 

 (b) (i) (I) Loc & Origin 

1) Built around 1268 AD 

2) At Somnathpur. 

a) A small village 

3) Commsnd by Soma Dandanayaka or Somnath,  

a) Mnstr of Hoyasala Kingof Karnataka, Narasimha, III 

4) almost in orgnl condtn 

5) Houses three shrines 

a) Ddictd to three incrntns of Krishna   

i. Venugopala,  

ii. Janardana  

iii. Prasanna  Keshava. 

(II) Strctrl Details 

1) has three Shikaras. 

2) stands on a star-shaped-raised platform with 24 edges. 

(III) Sclptrl Details 

1) Intrct crvngs on outer walls dpctng 

a) cprsnd elephants,  

b) chrgng horsemen,  

c) stylzd flowers,  

d) warriors, musicians,  

e) crocodiles and swans. 

2) Vrtcl pnls dpctng 

a) figures of gods & goddesses in many incrntns 

i. hvng elbrt ornmnttn 

b) nymphs caryng  ear of maize – a smbl of prsprty 

3) doors and three elgntly carved towers 

Key Used:  

Loc: location 

Commsnd: commissioned 

Orgnl:original 
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Cndtn: condition 

Mnstr: minister 

Ddictd: dedicated 

Incrntns: incarnations 

Strctrl: structural 

Sclptrl: sculptural 

Intrct: intricate 

Crvngs: carvings 

Dpctng: depicting 

Cprsnd: caparisoned 

Chrgng: charging 

Stylzd: stylized 

Vrtcl: vertical 

Pnls: panels 

Dpctng: depicting 

Havng: having 

Elbrt: elaborate 

Ornmnttn: ornamentation 

Caryng: carrying 

Smbl: symbol 

Prsprty: prosperity 

Elgntly: elegantly 

 (b) (ii) Summary 

The Somnathpur temple, built around 1268 AD, by the Hoysalas of Karnataka is an epitome 
of exquisite craftsmanship. Commissioned by the Dandanayak.  The temple is dedicated to 

three incarnations of Lord Krishna - Venugopala, Janardana and Prasanna Keshava.  It stands 
almost in its original condition on a star shaped raised platform. It has three shikaras. The 
outer walls are replete with intricate carvings of caparisoned elephants, charging horsemen, 

stylized flowers, warriors, musicians, crocodiles and swans. Vertical panels depict figures of  
Gods and Goddesses in various incarnations and symbols of ,  prosperity such as nymphs 
carrying ear of maize. The beautifully carved three elegant towers and doors are worth seeing 

and appreciating.  

2. (a)  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 message. Visuals like videos graphs, pie charts and other diagrammatic 

presentations convey clearly and concisely a great deal of information.  

 (b) (i)  d 

(ii)  c 

(iii)  By whom was this essay written? 

(iv)  Sheila exclaimed how smart Seema was. 

© The Institute of Chartered Accountants of India



10 

(c)  Digital Payments: The Flip side (Title) 

Although digital payments like Paytm and Google pay took on a fast flight after demonetization, 

their presence is not yet complete. Reasons could be many- unaware customers, unwilling 

merchants, unreliable infrastructure, lack of interoperability etc. According to data reports, cash 

still rules the market with digital payments holding only 10% of share. Also, recommendations from 

PCI have not played a major role. Moreover, government regulations like KYC mandates bring 

down the implementation and usage of digital payments, thus discouraging a digitized Indian 

economy. 

3. (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 requirement of the task  at hand. Some 

companies have established and predefined networks of communication for specified venture. 

 (b) (i)  a 

(ii)  c 

(iii)  A pen is used by Rajesh to sketch figures. 

(iv)  Elders always say that if you work hard, you will succeed. (Universal truth) 

(c)  Circular 

 

XYZ Consultants 

32, Jai Hind Road 

Nagpur, India 

 

Circular 

 

Date: 10th April, 2019 

To: The all staff members 

From: HR department 

Reference : HR/Circular/2019/03 

 

Subject: Dismissal of staff member 

 

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.  

Staff is instructed to immediately report any information/clue about him to the undersigned. 

Head , HR. 

4. (a)  Various desirable characteristics of effective communication are: 

1. Clarity: 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. 
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2. Conciseness: Brevity is the essence of business communication. No one has the time to read 
long drawn out essays. Besides, the core content is lost in elaborate details. Avoid using  too 

many irrelevant words or adjectives, for example, ‘you see’, ‘I mean to say’, etc. Ensure that 

there are no repetitions 

3. Concreteness: 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. Coherence: 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. Completeness: 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. Courtesy: 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:  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. 

 (b) (i) d 

(ii)  We can do the work only by next week. 

(iii)  Teacher requested the children to use a blue pen for their homework. 
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(c)  Answer Hints for Article 

• Both play an equally significant role 

• Only physical fitness keeps the body in shape 

• Six packs, abs, muscular body……..all look impressive but does running and doing cardio  

take care of the mind. 

• Is it fine to be dumb in the head and have a strong, finely chiselled body? 

• Mind is the hard drive of a human body. Data stored, collected, used etc. 

• An active mind ensures proper functioning of the whole system 

• Quote like,’ an empty mind is a devil’s workshop’. 

• However, physical prowess and mental agility both have their own specific and need based 

roles. 

5. (a)  In a cross cultural environment the factors that impact communication the most are: 

1. Language: It can create many obstacles in communication. Literally, people from different 
regions and countries may interpret the same words differently. Difficult words, subject 

specific terminology, unfamiliar expressions and ambiguous words having multiple meanings, 
create hurdles in communicating. It is also a fact that that the linguistic ability of various people 
in the work place is different. Some may be proficient in the language while others may 

possess just basic skills. Therefore, it is important to use clear, simple easily understood 

language in most of your official communications. 

2. Cultural barriers: Understanding cultural aspects of communication refers to having 
knowledge of different cultures in order to communicate effectively with cross culture people . 

Understanding various cultures in this era of globalization is an absolute necessity as the 
existence of cultural differences between people from various countries, regions tribes and, 
religions, where words and symbols may be interpreted differently can result in 

communication barriers and miscommunications. In addition, every organization too has its 
own work culture. In fact, departments within the same company may also differ in their 
expectations, norms and ideologies. This can impact intra and inter organizational  

communication.  

The same principle applies to families and family groups, where people have different 
expectations according to their background and traditions leading to friction and 
misunderstanding. A very simple example is of the way food is served by a member of a 

family. It can be the cause of appreciation or displeasure. 

3. Emotional barriers: Anger, fear of criticism or ridicule, mistrust of person, suspicion of 
intentions, jealousy, anxiety and many more feelings and sentiments we carry within us, affect 
our communication ability and quality. A person who is upset and disturbed cannot pass on 

or receive information appropriately and objectively. His emotions will colour his perception 

and assessment of the communication. 

4. Attitude barriers- Personal attitudes of employees can affect communication within the 
organization. A proactive, motivated worker will facilitate the communication process, 

whereas a dissatisfied, disgruntled, shy, introvert or lazy employee can delay, hesitate in 
taking the initiative, or refuse to communicate. Attitude problems can be addressed by good 

management and regular interaction with staff members. 

 (b) (i)  c 

(ii)  d 

(iii)  The Principal exclaimed that he was a bright child. 
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(c)  Following is a standard format, with subheadings as under: 

• Name and contact details 

• Objective Summary 

• Academic Qualifications and Achievements (mention class X, XII marks/grades/CGPA)   

• Co-curricular Achievements 

• Areas of interest/ aptitude 

• Strengths (Personal and professional) 

• Specialized skills, if any 

• Language Proficiency 

• Interests/Hobbies  

• Declaration 

• Signature  
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