
 
 

1 | P a g e  
 

 

 

 

 

 

 

 

 

 

 

SUGGESTED SOLUTION 
 

CA FOUNDATION NOV’19 

 

SUBJECT- BUSINESS LAW, CORRESPONDENCE  

AND REPORTING   
 

Test Code –  CFP 4015 
 

BRANCH - () (Date :)  
 

 

 

 

 

 

 

 

 

 

 

 

 

Head Office :Shraddha, 3rd Floor, Near Chinai College, Andheri (E), Mumbai – 69. 
 

Tel : (022) 26836666 



 
 

2 | P a g e  
 

  
 

 

 ANSWER -1 
 

 ANSWER-A 

Subsequent or Supervening impossibility (Becomes impossible after entering into 

contract): When performance of promise become impossible or illegal by occurrence of an 

unexpected event or a change of circumstances beyond the contemplation of parties, the 

contract becomes void e.g. change in law etc. 

Also, according to section 65 of the Indian Contract Act, 1872, when an agreement is 

discovered to be void or when a contract becomes void, any person who has received any 

advantage under such agreement or contract is bound to restore it, or to make compensation 

for it to the person from whom he received it. 

In the given question, after Mr. X and Mr. Y have entered into the contract to supply 50 tons of 
sugar, the event of flood occurred which made it impossible to deliver the sugar within the 
stipulated time. Thus, the promise in question became void.  Further, Mr. X has to pay back 
the amount of Rs. 50,000 that he received from Mr. Y as an advance for the supply of sugar 
within the stipulated time. Hence, the contention of Mr. Y is correct. 

(4 MARKS) 

 ANSWER-B 

Delivery of goods [section 2(2) of the Sale of Goods Act, 1930]: Delivery means voluntary 

transfer of possession from one person to another. As a general rule, delivery   of goods may be 

made by doing anything, which has the effect of putting the goods in the possession of the 
buyer, or any person authorized to hold them on his behalf. 

Modes of delivery: Following are the modes of delivery for transfer of possession: 

(i) Actual delivery: When the goods are physically delivered to the buyer. 

(ii) Constructive delivery: When it is effected without any change in the custody or 
actual possession of the thing as in the case of delivery by attornment 

(acknowledgement) e.g., where a warehouseman holding the goods of A agrees to 

hold them on behalf of B, at A’s request. 

(iii) Symbolic delivery: When there is a delivery of a thing in token of a transfer of 

something else, i.e., delivery of goods in the course of transit may be made by  
handing over documents of title to goods, like bill of lading or railway receipt or 

delivery orders or the key of a warehouse containing the goods is handed over to 
buyer. 

           (4 MARKS) 

 

 ANSWER-C 

Corporate Veil refers to a legal concept whereby the company is identified separately from the 

members of the company. 

However, this veil can be lifted which means looking behind the company as a legal person, 

i.e., disregarding the corporate entity and paying regard, instead, to the realities behind the 

legal facade. Where the Courts ignore the company, and concern themselves directly with the 
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members or managers, the corporate veil may be said to have been lifted. Only in appropriate 

circumstances, the Courts are willing to lift the corporate veil and that too, when questions of 

control are involved rather than merely a question of ownership. 

 

Lifting of Corporate Veil 

The following are the cases where company law disregards the principle of corporate 

personality or the principle that the company is a legal entity distinct and separate from  its 

shareholders or members: 

 Trading with enemy: If the public interest is likely to be in  jeopardy,  the  Court 

may be willing to crack the corporate shell 

Where corporate entity is used to evade or circumvent tax, the corporate veil 

may be lifted 

 Where companies form other companies as their subsidiaries to act as their 
agent 

 Company is formed to circumvent welfare of employees 

 Where the device of incorporation is adopted for some illegal or improper 

purpose: Where the device of incorporation is adopted for some illegal or 

improper purpose, e.g., to defeat or circumvent law, to defraud creditors or to 

avoid legal obligations. 

          (4 MARKS) 

 

 ANSWER -2 
 

 ANSWER-A 
 

Consequences of Non-Registration of a Partnership Firm [Section 69 of the Indian Partnership 

Act, 1932]: Although registration of firms is not compulsory, yet the consequences or disabilities 
of non-registration have a persuasive pressure for their registration. These disabilities briefly 

are as follows: 

(i) No suit in a civil court by firm or other co-partners against third party: The firm  

or any other person on its behalf cannot bring an action against the third party for 
breach of contract entered into by the firm, unless the firm is registered and the 

persons suing are or have been shown in the register of firms  as  partners in  the  

firm. 

(ii) No relief to partners for set-off of claim: If an action is brought against the firm by   
a third party, then neither the firm nor the partner can claim any set-off, if the suit 
be valued for more than Rs.100 or pursue other proceedings to enforce the rights 
arising from any contract. 

(iii) Aggrieved partner cannot bring legal action against other partner or  the firm:   A 

partner of an unregistered firm (or any other person on his behalf) is  precluded  

from bringing legal action against the firm or any person alleged to be or to  have  
been a partner in the firm. But, such a person may sue for dissolution of  the firm 

or  for accounts and realization of his share in the firm’s property where the firm is 

dissolved. 
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(iv) Third party can sue the firm: In case of an unregistered firm, an action can be 

brought against the firm by a third party. 

   (6 MARKS) 
 
 
 

 
 ANSWER-B 
 

One Person Company (OPC) [Section 2(62) of the Companies Act, 2013]: The Act defines one 

person company (OPC) as a company which has only one person as a member. 

Rules regarding its membership: 

 Only one person as member. 

 The memorandum of OPC shall indicate the name of the other person, who shall, in  
the event of the subscriber’s death or his incapacity to  contract, become the 

member of the company. 

 The other person whose name is given in the memorandum shall  give  his  prior 

written consent in prescribed form and the same shall be filed with Registrar of 
companies at the time of incorporation. 

 Such other person may be given the right to withdraw his consent. 

 The member of OPC may at any time change the name  of  such other person by  

giving notice to the company and the company shall intimate the same to  the 

Registrar. 

 Any such change in the name of the person shall not be deemed to  be an  
alteration  of the memorandum. 

 Only a natural person who is an Indian citizen and resident in India (person who 

has stayed in India for a period of not less than 182 days during the  immediately  
preceding one calendar year)- 

 shall be eligible to incorporate a OPC; 

 shall be a nominee for the sole member of a OPC. 

 No person shall be eligible to incorporate more than one OPC or become nominee 
in more than one such company. 

 No minor shall become member or nominee of the OPC or can hold share with 

beneficial interest. 

OPC cannot be incorporated or converted into a company under section 8 of the Act. Though it 

may be converted to private or public companies in certain cases. OPC cannot convert 

voluntarily into any kind of company unless two years have expired from the date  of 
incorporation, except where the paid up share capital is increased beyond fifty lakh  rupees or 

its average annual turnover during the relevant period exceeds two  crore  rupees. 

   (6 MARKS) 

 ANSWER -3 
 

 ANSWER-A 

Essential elements to incorporate Limited Liability Partnership (LLP)- Under the LLP Act, 
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2008, the following elements are very essential to form a LLP in India: 

(i) To complete and submit incorporation document in the form prescribed with 

the Registrar electronically; 

(ii) To have at least two partners for incorporation of LLP [Individual or  body  

corporate]; 

(iii) To have registered office in India to which all communications will be made and 

received; 

(iv) To appoint minimum two individuals as designated partners who  will  be 

responsible for number of duties including doing of all acts, matters and things 

as are required to be done by the LLP. Atleast one of  them  should be resident  in  

India. 

(v) A person or nominee of body corporate intending to be appointed as designated 

partner of LLP should hold a Designated Partner Identification Number (DPIN) 

allotted by Ministry of Corporate Affairs. 

(vi) To execute a partnership agreement between the partners inter se or between 

the LLP and its partners. In the  absence of any  agreement the  provisions  as set  

out in First Schedule of LLP Act, 2008 will be applied. 

(vii) LLP Name. 

Steps to incorporate LLP: 

1. 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. 

2. 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 

3. 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. 

   (6 MARKS) 

 ANSWER-B 
 

Section 73 of the Indian Contract Act, 1872 provides for consequences of breach of contract. 
According to it, 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 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 
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breach of it. Such compensation is not given for any remote and indirect loss or damage 

sustained by reason of the breach. It is further provided in the explanation to the section that in 

estimating the loss or damage from a  breach  of  contract, the means which existed of 

remedying the inconvenience caused by the non- performance of the contract must be taken 
into account. 

Applying the above principle of law to the given case, M Ltd. is obliged to compensate for the loss 
of Rs. 1.25 lakh (i.e. Rs. 12.75 minus Rs. 11.50 = Rs. 1.25 lakh) which had naturally  arisen due to 
default in performing the contract by the specified date. 

Regarding the amount of compensation which Shanti Traders were compelled to make to Zenith 

Traders, it depends upon the fact whether M Ltd., knew about  the  contract of  Shanti Traders 
for supply of the contracted machinery to Zenith Traders on the specified date. If so, M Ltd is 

also  obliged to  reimburse  the compensation which Shanti Traders  had to pay to Zenith 
Traders for breach of contract. Otherwise M Ltd is not liable. 

 (6 MARKS) 

 ANSWER -4 
 

 ANSWER-A 

Appropriation of goods: Appropriation of goods involves selection of goods with the intention 
of using them in performance of the contract and with the mutual consent of the seller and the 

buyer. 

The essentials regarding appropriation of unascertained goods are: 

(a) There is a contract for the sale of unascertained or future goods. 

(b) The goods should conform to the description and quality stated in the contract. 

(c) The goods must be in a deliverable state. 

(d) The goods must be unconditionally (as distinguished from an  intention  to  

appropriate) appropriated to the contract either by delivery to the buyer or his  
agent  or the carrier. 

(e) The appropriation must be made by: 

(i) the seller with the assent of the buyer; or 

(ii) the buyer with the assent of the seller. 

(f) The assent may be express or implied. 

(g) The assent may be given either before or after appropriation. 

(6 MARKS) 

 ANSWER-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. 



 
 

7 | P a g e  
 

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. 

 
   (6 MARKS) 
 
 
 ANSWER -5 
 

 ANSWER-A 

Doctrine of Indoor Management: The Doctrine of Indoor Management is  the exception to 

the doctrine of constructive notice. The doctrine of constructive notice does not mean that 

outsiders are deemed to have notice of the internal  affairs  of  the company. For instance, if an 

act is authorised by the articles or memorandum, an  outsider is entitled to assume that all the 

detailed formalities  for  doing  that  act have been observed. 

The doctrine of Indoor Management is important to persons dealing with a company through 

its directors or other persons. They are entitled to assume that the acts of the directors or 

other officers of the company are validly performed, if they are within the scope of their 

apparent  authority.  So long as an act is valid  under  the articles,  if  done in a particular 

manner, an outsider  dealing with the company is entitled  to  assume that  it has been done in 

the manner required. 

In the given question, Mr. X has made payment  to  Mr. Z and he (Mr. Z) gave  to  receipt of the 

same to Mr. X. Thus, it will be rightful on part of Mr. X to assume that Mr. Z was also 

authorised to receive money on behalf of the company. Hence, Mr. X will be free from liability 

for payment of goods purchased from M/s ABC Limited, as he has paid amount due to an 

employee of the company. 

   (3 MARKS) 

 ANSWER-B 
 

Dissolution by the Court (Section 44 of the Indian Partnership Act, 1932): 

Court may, at the suit of the partner, dissolve a firm on any of the following ground: 

(1) Insanity/unsound mind: Where a partner (not a sleeping partner) has become 

of unsound mind, the court may dissolve the firm on a suit of the other partners 

or by the next friend of the insane partner. 

(2) Permanent incapacity: When a partner, other than the partner suing, has 

become in any way permanently incapable of performing his duties as partner, 
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then the  court may dissolve the firm. Such permanent incapacity may result 

from physical disability or illness etc. 

(3) Misconduct: Where a partner, other than the partner suing, is guilty of conduct 

which is likely to affect prejudicially the carrying on of business, the  court  may 

order for dissolution of the firm, by giving regard to the nature of business. 

(4) Persistent breach of agreement: Where a partner other than the partner suing, 

wilfully or persistently commits breach of agreements relating to  the  

management of the affairs of the firm or the conduct of its business, or 

otherwise so conduct himself in matters relating to the business that it is not 

reasonably practicable for other partners to carry on the business in partnership 

with him, then the court may dissolve the firm at the instance of any of the 

partners. Following comes in to category of breach of contract: 

 Embezzlement, 

 Keeping erroneous accounts 

 Holding more cash than allowed 

 Refusal to show accounts despite repeated request etc. 

(5) Transfer of interest: Where a partner other than the  partner  suing,  has 

transferred the whole of his interest in the firm to a third party or has allowed his 

share to be charged or sold by the court, in the recovery of arrears of land 

revenue, the court may dissolve the firm at the instance of any other partner. 

(6) Continuous/Perpetual losses: Where the business of the firm cannot be carried 
on except at a loss in future also, the court may order for its dissolution. 

(7) Just and equitable grounds: Where the court considers any other ground to be 

just and equitable for the dissolution of the firm, it may dissolve  a  firm.  The 

following are the cases for the just and equitable grounds- 

(i) Deadlock in the management. 
(ii) Where the partners are not in talking terms between them. 

(iii) Loss of substratum. 

(iv) Gambling by a partner on a stock exchange. 
   (4 MARKS) 

 ANSWER-C 
 

1. According to  section 44  of the  Sales of Goods Act,  1932, when the  seller is ready and 

willing to deliver the goods and requests the buyer to take delivery,  and the buyer does not 

within a reasonable time after such request take delivery of the goods, he is liable to the  seller  

for  any loss  occasioned by his neglect or  refusal to take delivery and also for a reasonable 

charge for the care and custody of the goods. 

The property in the goods or beneficial right in the goods passes to the buyer at appoint of 

time depending upon ascertainment, appropriation  and  delivery  of goods. Risk of loss of 

goods prima facie follows the passing of property in goods. Goods remain at the seller's risk 

unless the property there in is transferred to the buyer, but after transfer of property therein to 

the buyer the  goods  are  at  the buyer's risk whether delivery has been made or not. 



 
 

9 | P a g e  
 

In the given case, since Mr. G has already intimated Mr. H, that he wanted to store some other 

goods and thus Mr. H should take the delivery of goods kept in the godown of Mr. G, the loss of 

goods damaged should be borne by Mr. H. 

2. If the price of the goods would not have settled in cash and some amount would have 

been pending then Mr. G will be treated as an unpaid seller and he can  enforce the 

following rights against the goods as well as against the buyer personally: 

(a) Where under a contract of sale the property in the goods has passed to the buyer and the 

buyer wrongfully neglects or refuses to pay for the goods according to the terms of the 

contract, the seller may sue him for the price of the goods. [Section 55(1) of the Sales of 

Goods Act, 1930] 

(b) Where under a contract of sale the price is payable on a day certain irrespective of 

delivery and the buyer wrongfully neglects or refuses to  pay such price, the seller may sue 

him for the price although the property in the goods has not passed and the goods have 

not been appropriated to the contract. [Section 55(2) of the Sales of Goods Act, 1930]. 

            

          (5 MARKS) 

  
 
 
 
 
 ANSWER -6 
 

 ANSWER-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, X, Y and Z jointly promised to pay Rs. 3,00,000. Y  become insolvent  and his 
private assets are sufficient to pay 1/5 of  his share of  debts. X is  compelled to  pay the whole 
amount. X is entitled to receive Rs. 20,000 from Y’s estate, and Rs. 1,40,000 from Z. 

(4 MARKS) 

 ANSWER-B 

Distinction between Wagering Agreement and Contract of Insurance 
 

 Basis Wagering Agreement Contracts of Insurance 
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1. Meaning It is a promise to pay 

money or money’s worth 

on the happening or non 

happening of an 

uncertain event. 

It is a contract to 

indemnify the loss. 

2. Consideration There is no consideration 
between the two parties. 

There is just gambling for 

money. 

The crux of insurance 
contract is the mutual 

consideration (premium and

 compensation 
amount). 

3. Insurable Interest There is no property in 

case of wagering 

agreement. There is 
betting on other’s life and 

properties. 

Insured party has  insurable 

interest in  the life or 

property sought to be 
insured. 

4. Contract of 

Indemnity 

Loser has to pay the fixed 

amount on the 
happening of uncertain 

event. 

Except life insurance, the 

contract of insurance 
indemnifies the insured 

person against loss 

5. Enforceability It is void and 

unenforceable 
agreement. 

It is valid and enforceable 

6. Premium No such logical 

calculations are required  

in case of wagering 
agreement. 

Calculation of premium is 

based on scientific and 

actuarial calculation of risks. 

7. Public Welfare They have been regarded 

as against the public 

welfare. 

They are beneficial to the 

society. 

 
   (4 MARKS) 
 ANSWER-C 
 

Meaning : A LLP is a new form of legal business entity with limited liability. It is an alternative 

corporate business vehicle that gives the benefits of limited liability but allows its partners the 

flexibility of organizing their internal structure as a traditional partnership. 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. 

Advantages of LLP : 

1. It is easy to form a LLP. 

2. LLP Agreements are customized in according to meet the needs to Partners concerned. 

3. It is organized and operates on the basis of an Agreement. 
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4. As against a Company there is no minimum capital requirement in LLP. It can be formed 

with the least possible capital. 

5. LLP faces less compliance and tax burden when compared to a Company. 

6. It provides flexibility without imposing detailed legal and procedural requirements. 

7. The Liability of the Partners is limited to the contribution made to the LLP. 

8. Dissolution Procedures are easy when compared to a Company. 

 

(4 MARKS) 

 ANSWER -7 
 

 ANSWER-A 

(a) Reading comprehension 

(i) The subject matter of the book was “Swacch Bharat Abhiyan” 

(ii) We the citizens have to act properly to ensure a clean environment. 

(iii) Our future generations will suffer if we do not ensure clean environment. 

(iv) Harish’s mother scolded him for not cleaning his room, asked him to clean his room 

and to throw the garbage out as he got up on a Sunday morning. He got confused as 

previous night his mother was teaching him about “Swacch Bharat Abhiyan” and 

this morning asked him to throw the garbage recklessly on the road. He acted 

responsibly, after cleaning his room; he disposed the garbage in a dustbin away 

from his house. 

Every citizen is responsible for cleanliness, not just people in the government. With 

a little effort, we can keep our environment clean and tidy. We must  avoid  using 

polythene bags and littering else, our future generations will struggle for a clean 

environment. 

(5 MARKS) 

(b) (i) Note Making 

Business Letter 

(i) Rprsnts the athr 

(ii) Gives an idea about the athr’s nature 

(ii) Is a prmnt rcrd 

A. Good Business Letter 

(i) Gets results 

(ii) Cnvys infrmtn effcntly 

(iii) Characteristics: 

(a) Concise 

 Brief Intro. 

 To the point 

 Precise words 

(b) Clear 
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 Cnvys a firm idea 

 Has a structure/format with 

 Subject line 

 Intro 

 Main Para 

 Cnclsn 

 Adqt  Info like 

 Ref. No. 

 Date 

 Other idntfctn 

(c) Courteous 

 Be polite 

 Mention reason for your stance 

 Specify action to be taken 

 Avoid grmtcl/splng errors 

 Key: 

 Abbreviations: 

 Rprsnts: Represents 

 Athr: Author 
Prmnt: Permanent 

 

(3 MARKS) 
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 (ii) Summary 

A business letter represents the sender, gives an idea about the author’s nature and creates a 

permanent record. A good business letter is one that conveys information efficiently. It must be: 

Concise: Should briefly introduce the intent then explain the main point precisely. It 

saves reader’s precious time and is much more impactful. 

Clear: It must convey the idea firmly. It has a structure: subject/topic line, introduction, main 

paragraph and conclusion. The details mentioned viz. Reference number, dates, other 

identifications should be sufficient for the reader to make out the letter’s intent/essence. 

Courteous: Be polite while justifying your  stance and specify  action to  be taken  by  the reader. 

Avoid grammatical and spelling mistakes. 

(2 MARKS) 

 ANSWER-B 

(i) A. Value of bks. acc. to Anatole France 

(1) not merely printed signs 

(2) reader gives 

(i) colours 

(ii) forms 

(iii) sentiments 

a. brilliant or boring 

b. touches our souls 

B. Bks. are meant for diff. sections of society 

(1) until recently bks. were read by only intellect. 

(2) meant for all housewives, farmers, artisans, etc. 

C. Bks. for 1st gen. learners 

(1) challenge for authors 

(2) need more research in use of lang. 

(3) need for dev. of teaching tech. a. knowledge transfer w/o transmsn loss 

D. Publisher’s role 

(1) campaigns to persuade 

a. bks make good presents 

b. rdng – a relaxing pastime 

Key 

1. acc. - according 

2. 1st - first 

3. bks. - books 

4. gen. - generation 
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5. diff. – different 

6. lang. - language 

7. intellect. - intellectuals 

8. dev. – development 

9. w/o – without 

10. transmsn – transmission 

          (3 MARKS) 

Summary 

A book can be defined as anything that is bound and printed. However, there can be factors of 

quality and the mind applied to it that distinguish a book. According to Anatole France, a reader 
has powers to convert the book into magic; using his brain connect with the words printed in it. 

No matter how good an author is, the content becomes interesting only if the reader wishes to 
make it so. Apparently, books have always been associated with the urban sector. One must try 

to spread the reach to a wider audience, emphasizing the fact that good techniques and 

language can make book reading the most enjoyable of all pass times. 

(2 MARKS) 

 ANSWER -8 
 

 ANSWER-A 

Paralanguage 

It refers to the way you say something rather than the actual words used, the voice quality, 

intonation, pitch, stress, emotion and style of speaking communicates approval, interest or lack of 

it. Research estimates that tone accounts for 38 percent of communication. 

(2 MARKS) 

 ANSWER-B 
 

(i) (4) continuous 

(ii) (1) eulogize 
(iii) Indirect speech: Suchi asked Sunil if he was interested to visit the temple. 

(Objective questions, hence either right or wrong) 

(3*1 = 3 MARKS) 

 ANSWER-C 

Precis writing 

Possible Titles: A teacher remains immortal  

A Teacher never grows old 

Teaching: a selfless and noble profession Teaching is constant learning and 

practicing 
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Teaching is a selfless job which goes on even when the teacher gets old. He/she is constantly 

learning, no matter how old one grows. From imparting education to  discipline  to mannerisms, 

a teacher is a role model. He leads a simple life,  of  virtues  and morals and inculcates the same 
in his students. The pleasant company of students removes a teacher’s personal worries and 

refreshes his mind. 

    (5 MARKS) 

 ANSWER -9 
 

 ANSWER-A 
 

Four barriers to Effective communication 
(1) Physical barriers: include noise, old technology, technical disturbances, distant 

locations, lack of appropriate infrastructure. 

(2) Organizational structural barriers: Lack of a proper chain of command in office, 
gaps in the hierarchy creates problems in communication 

(3) Language barriers: Language creates problems in communication. Difficult words, 
unclear jargon, different community having different languages 

(4) Cultural barriers: Cultures have different customs and can lead to 
miscommunication. 

(5) Emotional barriers: One of the chief barriers to open and free  communications is  
the emotional barrier. 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. 

(6) Attitude barriers: Personal attitudes of employees can affect communication 
within the organization. 

(7) Perception Barriers: Each one of us perceives the  world  differently  and  this 
causes problems in communicating. 

(8) Physiological barriers: Ill health, poor eyesight, hearing difficulties or any other 
physiological problems can be hurdles in effective interaction with others. 

(9) Technology barriers: Anyone who is not tech friendly struggles to communicate 
effectively via the medium. 

(10) Gender barriers: Due to traditional mindsets, many men find it difficult to take 
orders from, or provide information to women. 

 
    (2 MARKS) 

 ANSWER-B 

(i) Fantasy 
(ii) Unlawful 
(iii) The shopkeeper said that prices were shooting up alarmingly. 

 
    (3*1 = 3 MARKS) 
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 ANSWER-C 
 

Circular 
 

Circular No. XV  13th Nov, 2018  
Office Circular 

Due to urgent work requirements in the Finance department, the following employees are 
temporarily shifted to the department for a period of 2 months (60 days) w.e.f. Nov 14, 2018. 

Name Designation Department Current Responsibility 
   (Finance Department) 

Mr. WER Upper Division Clerk Accounts Clerk 
Mr. XYZ Junior Accountant Accounts Accounts Assistant 
Mr. PRT Senior Accountant  Accounts Accounts Officer 
Ms. SDF Project Manager Information Technology Technical Support Manager 
Mr. LMN Network Engineer Information Technology Engineer 
Mr. RST Office Assistant Sales and Marketing Office Assistant 

The above employees are directed to report to Mr. X (Head Finance) at 10 AM tomorrow, Nov 14, 
2018. 
Office timings will be from 10 AM till 7 PM 
Saturday will be a working day, Sunday is a holiday. 
 
JKL 
Manager, HR 

 
  (5 MARKS) 

 ANSWER -10 
  

 ANSWER-A 
 

In the present world, communication modes are primarily technology driven. The 
communication technology is being constantly upgraded or new formats emerge ever so 
frequently. Anyone who is not abreast with these struggles to communicate effectively via 
the medium. 

An individual is swamped with huge amount of information every day in the form of emails, 
texts and social updates. Multitasking is the norm these days.  The information overload and 
trying to accomplish too many things together can result in gaps in communication and 
miscommunications. 

(2 MARKS) 

 ANSWER-B 

(i) We will take up this issue when we meet next week. 

(ii) The delivery would be received by the customer by Friday (Passive voice) 

(iii) The police officer will give him a ticket for over speeding (Active voice) 

 

          (3*1 = 3 MARKS) 

ANSWER-C 

Report 

“Daughter of a Gardener Tops Board Exams” 

Monday June 25, 2018 
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Sitting in a dingy servant quarters of a sprawling government  bungalow in  Lodhi  Estate, 

Priya Kumari cannot stop smiling. Priya, daughter of a gardener  Mr. Ram Swaroop, a class IV 

government employee has topped the class XII CBSE Board Examination in the humanities 
stream. She secured 98.8% marks. A student of Rajkiya Kanya Pratibha Vidyalaya, Sardar 

Patel Marg, is visibly elated. Eldest of the three siblings, she has always been a bright 

student, remarked her mother who prepared her daughter’s favourite laddoos  as the news 

broke. Her father is proud at her achievement and wants  her  to  become an  IAS officer. 

Just a month into class XII, she had taken seriously ill with Meningitis that kept  her bed 

ridden for two months. Her Principal granted her medical leave and allowed her to file her 

exam forms from the hospital. After resuming classes, she completed her pending 

assignments with the help of her teachers in a month and soon caught up with her peers.  
“we were confident that she would top in the region(Northern) but topping the Board 

exams nation-wide, came as a pleasant surprise”, quipped one of her teachers. Talking 

about her daily regimen, she said “I studied regularly for about 5 hours daily after school 

and often stayed back to study at the school library.” She attributes her success to  her  

unflinching spirit , hard work and support of her parents, teachers and principal. Priya plans 

to pursue English Honours from Lady Sriram College and aspires to fulfil her father’s dream 

by becoming an IAS officer. With her relentless efforts and spirit of steel, she certainly will! 

(Staff correspondent) 

   (5 MARKS) 

 ANSWER -11 
  

 ANSWER-A 
 

Nonverbal Communication: Nonverbal communication is the process of communicating by 

sending and receiving wordless messages. These messages can aid verbal communication, 

convey thoughts and feelings contrary to the spoken words or express ideas and emotions on 

their own. Some of the functions of nonverbal communication in humans are to complement 

and illustrate, to reinforce and emphasize, to replace and substitute, to control and regulate, and 

to contradict the denoted message 

Physical nonverbal communication: An individual’s body language that is, facial expressions, 

stance, gestures, tone of voice, touch, and other physical signals constitute this type of 

communication. For example, leaning forward may mean friendliness, acceptance and interest, 

while crossing arms can be interpreted as antagonistic or defensive posture. 

Research estimates that physical, non-verbal communication accounts for 55 percent of all 

communication. Smiles, frowns, pursing of lips, clenching of hands etc.  transmit emotions which 

are not expressed through verbal communication. 

Paralanguage: The way you say something, more than the actual words used, reveal the intent of 

the message. The voice quality, intonation, pitch, stress, emotion, tone, and style of speaking, 

communicates approval, interest or the lack of it. Research estimates that tone of the voice 

accounts for 38 percent of all communications . 

Aesthetic communication: Art forms such as dancing, painting, sculptor, music are also means of 

communication. They distinctly convey the ideas and thoughts of the artist. 
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Appearance: Appearance is usually the first thing noticed about a person. A well dressed and 

groomed person is presumed to be organized and methodical, whereas a sloppy or shabby 

person fails to make a favourable impression. Therefore, dressing appropriately in all formal 

interactions is emphasized. 

The dress code in office is generally formal. It constitutes of formal suits,  trousers  with plain 

white or light coloured shirts and leather shoes. Bright colours, jeans, T - shirts, especially with 

slogans and other informal wear are frowned upon. For women formal two- piece trouser or skirt 

sets or formal ethnic wear like sarees, is permissible. 

Symbols such as religious, status, or ego-building symbols. 

    (2 MARKS) 

 ANSWER-B 
 

(i) Something happens that was unexpected. 
(ii) Continuously 

(iii) The cyclone destroyed the entire district. (Active voice) 
 

    (3*1 = 3 MARKS) 
 

 ANSWER-C 
 

Memo (suspension order of cashier) 

XYZ Bank 

36, NOIDA, Uttar Pradesh  

Interoffice memo 

Date: 14/05/2018 

To: All employees of  branch  

From: Ms. ABC, General Manager  

Reference: 44L/T2 

Subject: Suspension order 

This is to inform you that Mr. Z, cashier of XYZ bank, Noida, UP branch has been suspended on 

charge of misappropriation of funds. All concerned are requested to refrain from any transaction 

with him. If not, the bank authorities would not be held responsible. 

    
  (5 MARKS) 


