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Unit-5 O Introducing Business Communication

Structure
5.0 | Objectives
5.1 Introduction
5.2 Definition of Communication
- 5.3 Elements of Communication
5.4 Characteristics of Communication
5.5 Objectives of Communication
5.6 Communication Models
5.7 Effective Communication
5.8 Summary
5.9 Short Questions and Broad Questions and Hints

5.0 Objectives

After studying this unit, you should be able to understand :
the definition of communication.

elements of communication.

objectives of communication.

communication models.

factors of effective communication.

5.1 Introduction

Communication is a necessary element in human relationships by providing the
foundation for human interaction. It is the transfer of information from one person to
another person. It is a way of reaching others by transmitting ideas, facts, thoughts,
feelings and values. In the context of modern complex organisation, the significance of
communication is greater. So, to understand business communication, you will have to
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learn the definition, characteristics, communication models. From below you will
understand the same.

5.2 Definition of Communication

The word communication is derived from the latin word communis which means
common. So communication means commonness with other persons. Communication
is a process by which various information, news, instructions etc. are carried out from
one person to another and vice versa. From the above you may say that communication
is nothing but exchange of thoughts, views and emotions among two or more persons.
With the help of sound communication organised activity is unified, behaviour is
modified, changes is effected, information is made productive and goals are achieved.

Chester I. Barnard observes, “Communication is the means by which people are
linked together in an organisation to achieve a common purpose”.

Bellons and Gilson defines, “Communication is an intercourse by words, letters,
symbols of message and is a way that an organisation members share meaning and
understanding with each other”.

L. A. Allen opines, “Communication is the sum of all the things one person does
when he wants to create understanding in the mind of another”.

Newstrom and Davis describe, “Communication is the transfer of information from
one person to another person. It is a way of reaching others by transmitting ideas, facts,
thoughts, feelings and values”.

5.3 Elements of Communication

It is known that communication is a process through which information and
messages are transmitted from one individual to another and have understanding of it.
The Communication must have five elements and from below you can understand the
same :

(i) Messages : Message is the main element of communication. Here message
means information, thought, opinion etc. Communication without message is meaningless.

(i1) Sender : Sender is a person who sends a message. In communication, there must
be a sender of message.
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(ii1) Receiver : Receiver is a person who receives message, or in other words,
receiver is a person to whom the message is transmitted. So, without receiver the
communication process is not completed.

(iv) Channels of Communication : The media through which messages are
transmitted, are known as channels of communication. The sender will have to select the
channels of communication.

(v) Communication symbeol : Communication symboi may be of different types

viz., language, sound, identification mark etc. The sender sends the message to the
receiver with the help of different types of communication symbols.

5.4 Characteristics of Communication

The characteristics of communication are discussed below for your understanding :

(i) Message : The important characteristics of communication is message.
Communication will be successfully completed when the sender sends the message and
the receiver understands the same. So it creates mutual understanding between the sender
and the receiver.

(it) Co-operative Process : Communication is a co-operative process. It isdeveloped
between two or more persons. Communication proéess cannot be developed by an
individual by himself only. One person is at one end to send the message and the other
is on the receiving end. So, communication is a co-operative process.

(iii) Purpose : The main purpose of communication is to motivate a response.
Whatever message a sender sends, it must get a response from the receiver.

(iv) Pervasiveness : Communication helps to supply information. It not only helps
the management in performing different types managerial activities, but also helps the
organisation in maintaining agood relations with other persons outside of the organisation.
So, it is all pervasive in nature.

(v) Continuous process : Like any other activity of the organisation, communication
is-a continuous process. And the success of the organisation to a great extent depends on
continuous flow of communication. '

(vi) Two-way process : Communication is an interpersonal transmission system.
Sender sends the message and the receiver receives the same and in this way the
communication helps to develop mutual understanding and good relation.
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5.5 Objectives of Communication

A good communication process within an organisation ensures smooth working,
improved efficiency and good interpersonal relationship. Communication process fulfils
various objectives and from below you can understand the same :

(i) The prime objective of communication is to build a strong organisation structure.

(i) Communication helps to create cordial relationship not only with the internal
members of the organisation, but also with the outsiders.

(iii) Communication helps the management to take decisions.

(iv) Communication helps to increase the enthusiam of the employees to do more
work through understanding and recognition of the messages.

(v) It helps to improve the quality of the product according to the requirement of the
prospective customers.

(vi) With the help of communication, man-to-man relation can be created.

(vii) Effective communication system grows the interest of the employeesto do a job
and increases their loyalty towards superior.

(viii) Communication performs the functions relating to releasing of emotional
expression of feeling and fulfilment of social needs.

(ix) Communication makes the employees aware about the rules and regulations of
the organisation.

5.6 Communication Model

It is already mentioned to you that communication is the exchange of messages,
informations, thoughts, expressions and suggestions among different people. It is a two
way process. The sender sends the message and the receiver receives the same. In
between the sender and the receiver, there may be some disturbing elements which stand
as astumbling block and thereby the sender and the receiver both unable to perform their
duties. Therefore, to communicate message effectively, according to Keith Davis and J.
W. Newstrom, it requires seven steps and such steps are as under :

Step 1. Sender : The message sender must conceptualise the message mentally
before it is encoded. This is planning of the communication process.
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Step 2. Encoding : It involves selecting the medium through which the planned
message is communicated. The object of encoding is to select the best medium that will
be most accurately comprehended by the receiver. The goal is mutuality of understanding
between sender and receiver; lack of mutuality results in misunderstanding and improper
response to the message. '

Step 3. Message : This step involves the actual transmission of the conceptualised
message.

Step 4. Receiving : This simply involves the physical reception of the message,
hearing, seeing, feeling, sensing and so on.

Step S and step 6. Decoding and Response : Decoding is the receiver’s interpretation
of the message. It involves the mental process of asking : What does this mean to me?
And what should I do about it? This is affected by many factors, such as perception of
the sender, past experience within similar communication, interpretation of body
language etc.

Step 7. Feedback : The receiver’sreaction tothe message is aformof communication
back to the sender and follows the same step-by-step process as the initial sender
sequence. Feedback can be written, spoken, signalled or given through other means. All
these reactions condition the initial message sender (who now becomes a receiver) for
a subsequent response.

5.7 Effective Communication

Itis well established fact that there are certain barriers in the flow of communication
that can impede not only transmission of information but also understanding and
acceptance of it. So, for making the communication effective the barriers are to be
removed or reduced to a very significant extent. Therefore, some factors are to be taken
into consideration to evolve an effective system of communication. From the following
you can understand the same.

- (i) Purpose : The main purpose of communication is to get behaviourial response
from the receiver of communication.
(ii) Clarity : Thé communication must be clear, that means, the communication
process must ensure clarity of communication, thereby facilitating exchange of ideas and
avoiding unnecessary seeking and tendering of clarification.
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(iii) Timings : The communication system should be designed in such a way so that
there will be least amount of barriers and the message should reach to the receiver within
the required time frame. This obviously ensures effective communication system.

(iv) Appropriate language : The subject matter of communication is transmitted
by encoding it into some symbols. These symbols may be in the form of words, either
spoken or written and gestures. However it should be keptin mind that one way of making
the communication simple is to use repetitive language with which the receiver is quite
familiar. ‘

(v) Credibility : Credibility in communication is one of the important criteria for
effective managerial communication. The subordinates obey the instructions of the
superior because he has demonstrated through his competence that he is worthy of trust.
So, any communication which is based on the trust and credibility should be followed
by subordinates.

(vi) Empathy : The communication should be effective if it is sensitive towards
receiver’s needs, feelings and perception. This is what psychologists call empathy in
communication.

5.8 Summary

Communication is the means by which people are linked together in an organisation
to achieve a common purpose. It is a process through which information and messages
are transmitted from one individual to another and have understanding of it.

Communication has got different elements and these are sender, receiver, messages,
communication symbols etc. Besides its elements, communication has got different
characteristics and among them message, purpose of communication, pervasiveness etc.
are important.

So, far as the objectives of communication are concerned it is stated that
communication helps the management to take decision. And to communicate the
message effectively, seven steps are required and these are sender, encoding, message,
receiving, decoding, response and feedback.

To make communication effective certain aspects are to be kept in mind and these
are, communication must have a purpose; it must be clear to understand; the message
should reach to the receiver in time etc.
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5.9 Short Questions and Broad Questions and Hints

Short questions and hints

1. Define the term communication. (Ans.:5.2)
2. Discuss two important elements of communication. (Ans. :5.3)
3. State the two characteristics of communication. (Ans. : 5.4)
4. What do you mean by the term encoding? (Ans. : 5.6)

Broad questions and hints

1. What do you mean by communication? What are the elements of communication?
(Ans. :5.2,5.3)

2. Define the term communication. State the characteristics of communication.
(Ans.:5.2,5.4)

3. What are the objectives of communication? Discuss the steps to be taken to

communicate message effectively. (Ans.:5.5,5.6)

4. Discuss the factors to be taken into consideration to evolve an effective system of
communication. (Ans. : 5.7)
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Unit-6 O Corporate Communication

Structure

6.0 Objectives

6.1 Introduction

6.2 Definition of Formal Communication

6.3 Features of Formal Communication

6.4 Advantages of Formal Communiéétion

6.5 Disadvantages of Formal Communication
6.6 Definition of Informal Communication

6.7 Features of Informal Communication

6.8 Advantages of Informal Communication
6.9 Disadvantages of Informal Communication
6.10 Importance of Businéss Communication
6.11 Channels of Business Communication

6.12 Barriers to Business Communication

6.13 Group Discussion

6.14 Mock Interview

6.15 Seminars

6.16 Summary

6.17 Short Questions and Broad Questions and Hints

6.0 Objectives

After studying this unit you should be able to understand :

® thedefinition of formal and informal communication, their features, advantages
& disadvantages.

® the basic idea of business communication, its importance and channels.
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® Dbarriers to business communication.

® importance of group discussion, mock interview & seminars.

6.1 Introduction

It is already mentioned in the previous chapter that communication is the means by
which people are linked together tn an organisation to achieve a common purpose. This
communication is of formal & informal in nature. There are also barriers to
communications. So in order to understand such issues you are to go through the
following aspects.

6.2 Forthal Communication

In any organisation different types of individuals work together to achieve the goal
of the organisation. This can be possible when there is an effective communication
network. The communication network implies the group of people, who develop and
maintain contact in order to exchange information in a formal or informal way in
connection with shared interest.

Formal cdmmunication is a structured and officially prescribed communication
network. Within the formal organisational structure, the management transmits official
messages through these channels which are prescribed, designated and sanctioned by the
management. This system of communication is called as formal communication network.
This system ensures that the message will flow uninterruptedly, accurately and timely to
the point to which it is directed. '

6.3 Features of Formal Communication

Formal communication network has the following features :
(a) This system follows definite rules and regulation of the organisation.
(b) It follows a definite formal channel.

(c¢) Under this system the message or information is transmitted from top authority
to the subordinate in a structured form.
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(d) It may be oral or written. However, written communication has got some
authentic base to prove. -

(e) Itis inflexible because it follows a specific pre-determined method.

(f) Itis of different types viz., vertical, horizontal, diagonal. ,

(g) It follows a chain of command and helps to incrgase the cohesiveness of the
messages.

(h) It is an effective system since it maintains and smoothness in the flow of
messages and it is compatible with the main works of the organisation.

6.4 Advantages of Formal Communication

(1) Formal communication follows a definite channel of transmission of messages
and therebys, it is simple. °

(11) Since formal communication system maintains a definite rule, so it is a
standardised system and helps the management to give proper attention to the critical
issues. '

(iii) As this system gives due weightage on feedback naturally it reduces
misunderstanding between the sender and the receiver.

(iv) Since the messages are communicated through proper channel, the chances of
distortion of messages will be minimum.

v) Formal communication system helps to fix the responsibility of each manager
at all levels in respect of transmission of messages, orders etc. in proper time.

(vi) This system of communication helps the organisation to exercise better control
over the activities of different peoples who perform their duties in the said or"ganisationf

6.5 Disadvantages of Formal Communication

(i) As this system follows a rigid path of communicating message, it makes the
system slow.

(ii) Atorganisational level, this is a step to step communication niethod and hence,
it is costly and time consuming.

(iii) Asthissystem is a step-to-step communication process, it screens the messages
at various points. Hence there is a chance of distortion of ynessage and thus a false
representation of information may occur.
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(iv) In case of emergency, formal communication system can not be so effective.

6.6 Informal Communication

Informal communication is the system by which people carry on non-programmed
activities within the formal boundaries of the system. It is a system by which natural
desire of the people can be communicated freely with each other. This is also said as a
casual communication system between the employees and do not follow chain of
command. The informal channel of communication is also known as ‘Grapevine’.
According to Chester I. Barnard, “Communication function of the executives includes
the maintenance of informal organisation as an essential means of communication. The
functions of informal executive organisation are the communication of intangible facts,
suggestions, suspecious that cannot pass through formal channel without raising issues
calling for decisions without dissipating dignity and objectives of authority.”

6.7 Features of Informal Communication

The fegtures of informal communication are as follows ;

(a) Informal communication is a need fulfilment device generated when it is found
that the existing formal communication is inadequate or insufficient.

(b) It runs through the informal channel of communication.
(c) Itis created to meet the individual as well as the group need.
(d) Social forces at the work place bring forth this type of communication system.

(e) Under this communication system information does not usually move in a
structured way, rather in zigzag way at a highspeed.

(f) Ttdoesnotfollow any established rules of the organisation or have no own rules
of communication.

6.8 Advantages of Informal Communication

(1) Informal communication is a dynamic process and it is created oh the basis of
personal and social forces which help to increase the effectiveness of the communication
system.
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(i1) It is flexible, spontaneous and varied in nature.

(iii) It is created on the basis of personal and social forces and thereby increases the
effectiveness of the communication system. -

(iv) The informal communication system helps in reducing the misunderstanding
among the employees. '

(v) It helps to solve any organisational problem in case of an emergency with much
greater speed of communication.

6.9 Disadvantages of Informal Communication

(1) Since it is not a routine type of communication, therefore, there is a possibility of
distortion of information or message.

(i1) In case of informal communication system transperancy of information may be
absent.

(iit) Noresponsibility can be assigned through this communication system as it takes
the form of speech, listening etc.

(iv) It is sometimes considered as an ineffective system since it does not maintain a
smoothnees in the flow of message. ‘

(v) Since it does not follow a chain of command, naturally this increases the
cohesiveness of the message.

6.10 Basic idea about Business Communication

You know tHat communication is a means by which people are linked together in an
organisation to achieve a common purpose. Companies usually communicate with
outsiders in a formal manner. But besides this, informal contacts with outsiders are very
common in organisation and it is needless to mention that managers heavily depend on
informal contacts with outsiders to gather information that might be of great help to their
companies. Whatever may be the nature of business communication an organisation
should have (formal or informal), we cannot ignore its importance. From the following
one can get an idea about the same.

Importance of business communication

From the following you can understand the importance of business communication :
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(i) Basis for decision making : Business communication system helps the manager
to take right decision at the right time and at the right place by providing the manager
adequate, timely and dependable messages.

(i) Managerial efficiency : You know that managerial efficiency is the cornerstone
on which the success and failure of the organisation largely depends. Business
communication helps in increasing the managerial efficiency.

(iii) Smooth Tunctioning : Since the activities of big business houses are complex
in nature and since such activities need to be coordinated effectively the communication
system should be oriented in such a way so that smooth functioning can be done in an
efficient way.

(iv) Effective leadership : Business communication system helps to create an
effective and impressive leadership in the management of the organisation.

(v) Maintenance balance in the organisation : Balance in the organisation means
relationship between superior and subordinate, should be good and proper so that the
objective of the organisation can be accomplished. Effective business communication
helps in maintaining the balance in the organisation.

6.11 Channels of Business Communication

From below you can understand different types of channels of business
communication.

(i) Formal Channel : The formal channel is known as officially prescribed
communication channel and this communication channel follows the organisation chart.
Formal communication channel may be of different types and these are :

(a) Vertical Cbmmunication, 3

(b) Horizontal Communication,

(c) Diagonal Communication.

(a) Vertical Communication : Under vertical communication, the information is

transmitted from the top level to the lower level in the organisation or vice
versa. )

(b) Horizontal Communication : When the message orinformationis transmitted
at the same hierarchical level between the individuals within an organisation,
it is known as horizontal communication.
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(c) Diagonal Communication : When information is transmitted among the
persons of differemt levels but not having direct superior-subordinate relationships
it is termed as diagonal communication.

(ii) Informal Channel : Informal‘; channel of communication is referred to as
Grapevine communication. This type of communication channel does not follow any
established rules of the organisation or have no rules of communication. The message
may be transmitted ata very high speed and in azig-zag way. The informal communication
channel may be of different types such as, Single Strand, Probability, Gossip, Clusteretc.
Under single strand channel, there will be intervening persons between the two extreme
persons. So far as, probability channel is concerned, the individual communicates at
random with other individuals according to the law of probability. In case of gossip
channel, the individual communicates non-selectively in a gossip network, whereas in
case of cluster, the individual communicates with only those individuals whom he trusts.

6.12 Barriers to Business Communication

Youknow that the efficiency of an organisation’s managerial functions is manifested
through communication. But there are certain barriers in the flow of communication that
stand as stumbling block that impedes not only transmission of information but also
understanding and acceptance of it. Hence, it may be said that barriers to communication
mean obstacles to the process of communication. Barriers to communication are
classified into different heads out of which two heads are very important and these are
as under :

(a) External Barriers : Barrier that arises due to external causes of an organisation,
is known as external barrier. The external barriers are of different forms and these are as
under :

(i) Semantic Barrier : When the sender communicates the information to the
receiver and the receiver interprets or understands the same completely in a
reverse manner, it is said that semantic barrier arises. In other words, semantic
barriers arise from the linguistic capacity of the parties involved.

(ii) Psychological Barriers : This is the prime barrier to communication. As
communication helps in establishing inter-personal relationship and as inter-
personal relationship depends on psychological status of both the parties
involved in the communication system, naturally there is every possibility of
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breaking such relationship because of some behaviourial characteristics of
human beings viz., emotions, excitement etc. Therefore, psychological factor
acts as important barrier to communication.

(b) Internal Barriers : Internal barriers actually develop due to various organisational
aspects. Here organisational aspects mean organisational structure, organisational
policy, rules etc. So far as organisational structure is concerned, a long distance between
different organisational levels the orders and directions flow step by step which may
cause distortion of messages and loss of flow of messages. On the other hand,’
organisation rules may restrict the flow of certain messages. Among different internal
barriers other internal barriers are there that may cause damage to the organisation and
these are overloading of information, attitude of the superior, lack of confidence in
subordinates, lack of proper motivation to communicate etc.

6.13 Group Discussion

Communication is the body and soul of an organisation. Organisation exists mainly
on good communication network. In an organisation you have found several types of
groups. In order to select ri ght persons in those groups several measures are taken of
which group discussion is an important measure. With the help of group discussion an
organisation takes tedts of large number of candidates appearing for the same job. The
group discussion helps in identifying the candidates having leadership capacity. In a
group discussion no one is appointed as aleader to conduct the discussion. The members
in the group are at liberty to express their opinions on a given topic or subject. This
discussion process continues and usually for a period of 20 to 30 minutes. Through this
exercise right person can be identified who has got the leadership potentials.

6.14 Mock Interview

Mock interview is not a genuine interview. In other words, it is a trial interview and
is an effective method of preparation of an interview. In a mock interview several
questions are asked to the prospective candidates, so that at the time of actual interview,
they do not face any problem. The mock interview helps the participants to build up his
confidence because of the fact that they know that they have corrected their shortcomings
in the course of mock interview.
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6.15 Seminar

It is a knowledge based training method. In a seminar large number of participants
can be trained with ideas. Here, the participants can exchange their views and they are
also enlightened with new thoughts and ideas. So, in a nutshell seminar provides good
opportunity to the participants in discussing cases, problems or certain concepts.

6.16 Summary

In corporate communication we usually get formal and informal communication.
Formal communication is astructured and officially prescribed communication network.
On the other hand informal communication is known as a casual communication system
between the employees and do not follow chain of command. Both the communication
systems have got their respective advantages and disadvantages.

Business communication, as you know help to take proper decision. It has got
different types of channels viz., formal channel, and informal channel.

Besides those channels, there are certain barriers to business communication which
stand as stumbling block that impedes not only transmission of information but also
understanding and acceptance of it. Such barriers are external and internal in nature.

In business communication different aspects are there that will help the business
world to select right person to deal with different business issues and these are group
discussion, mock interview, seminar.

6.17 Short Question’s‘ and Broad Questions and Hints

Short questions and hints

1. Define the term formal communication. (Ans. : 6.2)
2. State the two features of formal communication. (Ans. : 6.3)
3. State the two advantages of formal communication. (Ans. : 6.4)
4. Define the term of informal communication. (Ans. : 6.6)
5. Give an idea of two features of informal communication. . (Ans.:6.7)
6. State the two disadvantages of informal communication. (Ans. : 6.9)
7. What do you mean by formal channel? (Ans.: 6.11)
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8. What is horizontal communication? (Ans, : 6.11)
9. What do you mean by external barriers? (Ans. : 6.12)
10. What is meant by mock interview? (Ans. : 6.14)
Broad questions and hints
1. Define the term formal communication? What age the features of it?

) (Ans. : 6.2, 6.3)
2. Discuss the advantages and disadvantages of formal communication.

(Ans.: 6.4,6.5)

3. Define the term informal communication. What are the features of it?

_ (Ans. : 6.6, 6.7)

4. What are the advantages and disadvantages of informal communication?
_ (Ans. : 6.8, 6.9)
5. State the importance of business communication. (Ans. : 6.10)

6. Discuss the channels of business communication. What are the barriers to business
communication? (Ans.:6.11,6.12)

7. Define the following :
(a) Group discussion;
(b) Mock interview;
(c) Seminar. (Ans. : 6.13)
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Unit-7 OO Writing Skill

Structure

7.0 Objectives

7.1 Introduction

7.2 Definition of Business Letter

7.3 Importance of Business Letter

7.4 Style of Business Letter

7.5 Essentials of Business Letter

7.6 Form and Arrangement_ of Business Letter
7.7 Drafting of Different Types of Business Letter
7.8 Summary

7.9

Short Questions and Broad Questions and Hints

7.0 Objectives

After studying this unit you should be able to understand :

the definition of business letter.
importance of business letter.
style of business letter.
essentials of business letter.

form and arrangement of business letter.

7.1 Introduction

You know that the success and failure of any organisation largely depends ¢n the
communication system. Business letters are one of the most important methods of
communication system. Business letters should have some attributes that will help the
sender to communicate the message to the receiver. Business letters are of different types.
From below you will be able to understand the same.
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7.2 Definition of Business Letter

The present days are the days of infotech, computers and telecommunication. Yet,
letter is still the chief way, of conveying mesage. Letters are actually the media of written
communication. Every organisation, be it small or large, receives and sends letters as a
matter of routine work.

Business letters mean communication of information on ‘matters of trade and
commerce’. Through letters, businessmen and business houses communicate with each
other on business matters. A business letter always works for the business purpose.

7.3 Importance of Business Letter

The primary function of a business letter is to convey some ir.formation to the
customers, the suppliers, the debtors, the creditors, the government authorities and the
public at large. Actually, business letters initiate, carryout and conclude transactions.

Businessmen must establish contact with the people on which the prosperity of
business depends. The contact with the people can be done by various ways. But letters
are still the cheapest way of communication. The importance of business letters as the
cheapest and most extensive form of communication was first realised in America and
United Kingdom. Now this method has been accepted all over the world as the best
method of communication. This has become possible with the introduction of world
wide postal network. The importance of business letters can also be recognised from the

following points :
(i) Letters are useful for both short and long distant places.
(ii) The letter may be of small or big size according to the requirement.
(iii) Letters also act as an evidence for future.

(iv) Many unpleasant and delicate matters which cannot be spoken face to face can
be written in letters.

(v) Letters are suitable for all types of communication.

(vi) Moreover, letters are less costly than other types of communication.
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7.4 Style of Business Letter

Drafting of letter is an art and so creative in nature. Again, every creative work needs
astyle. The word ‘style” has different meanings. But two meanings are rightly applicable
to letters. They are—(a) ‘mode of expressingthought in language’ and (b) the custom or
plan followed in spelling, capitalisation, punctuation and typographic arrangement and
display.

The style of a business letter depends primarily on the choice of words. Because
different words are used to express the same meaning under different situations. Not only
the correct words have to be chosen, but they also have to be arranged perfectly to clear
the meaning. The modern style is not to use uncommon words but to make the sentences
simplé. Letters must be written in simple and lucid language.

The second point to note is that the lay-out of the letters must be proper and
attractive. The points of the letter must be arranged in logical sequence so that the letter
becomes impressive to the reader. Lastly, the approach shall be positive and straight
forward as far as possible. ~

7.5 Essentials of Business Letters

Letters are considered as the ‘silent ambassador’ of an organisation. The essential
qualities of a good business letter are presented below :

(a) Clarity : The first essential quality of a business letter is clarity i.e., clearness
of meaning. Therefore, the letter must be written in simple, clear and unambiguous
language. The language must also be impressive to the reader.

(b) Brevity : Time is precious. The letter must be brief but complete. Otherwise,
along letter may antagonise both the writer and reader and is a wastage of time. However,
clarity should not be sacrificed for the sake of brevity.

(c) Courtesy : “Courtesy costs nothing but pays a lot”. The proverb is also very
much applicable to a business letter. Therefore, the letter must be courteous. A courteous
letter can establish a good relationship with the customers which is essential for business
prosperity. But it should be material and sincere.

(d) Complete : A business letter must.also be complete in all aspects. It must be
definite and no fact or information, which is relevant to the purpose of the letter, be left
out. So, completeness is another important quality of a business letter.
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7.6 Form and arrangement of a business letter

A business letter should be written in a proper form for its effectiveness. A correct
form creates a good impression in the mind of the reader about the writer. Thus itenables
effective communication. A business letter usually consists of the following six parts :

(a) The Headings : Every letter begins with a heading. The heading consists of—
(i) the name and address of the sender; (ii) the nature of business; (iii) telephone nuber,
telegraphic address etc.; (iv) reference number and date.

(b) Inside Address : Just below the heading, the name, designation and address of
the person to whom the letter is to be sent is written. It is usually placed above the
greetings on the left-hand top margin.

(¢) Opening Salutation or Greeting : The letter is commenced with a salutation
or greeting as a matter courtesy. Usually, the following rules are observed relating to
gréetings.

(i) Sir, Dear Sir, Madam etc. are used in case of individuals.

(i1) Gentlemen, Dear sirs, Mesdames etc. are used in case of firms, companies or
body of individuals.

(d) The Body of the Letter : It is the main part of the letter and this part contains
all information and message. It is divided in three parts—(i) The opening of the letter,
which shows courtesy, subject of the letter and previous reference, if any. (ii) The middle
of the letter, which contains the full text of the message. (iii) The closing of the letter,
which points out action desired and concluding courtesy.

(e) The Complimentary Close : Atthe close of the letter, expression of obedience,
respect, regard towards the addressee is written. Usually, the complimentary close
depends upon the salutation or greeting. Some of the salutation and the complimentary
closes are given as under : :

Saluation or Greeting Complimentary Close
(i) Dear Sir, Dear Sirs, Yours faithfully,
Dear Madam, Gentlemen Yours truly,

Yours very truly

(ii) Dear Mr. Yours sincerely

(iii) Sir, Madam Yours obediently
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() Thesignature: The letter is formally closed with the signature of the writer just
below the complimentary close.

() Enclosures : Sometimes papers, documents, bills, invoices and monetary
instruments are attached with the letter. They are known as enclosures. The enclosures
sent with the letter are shown on the left hand bottom under the heading ‘Encl :’.

(h) Postscripts : After the letter has been formally closed, if any new point comes
to the mind of the writer which he wants to add, he adds it under the headings P.S.
signifying postscript. This is, however, not a good practice and should be avoided.

7.7 Drafting of Different Types of Business Letters

(a) Letter of offer
Gene:‘al offer from a manufacturer of electronic goods to all retailers.
BPL (India) Ltd.
2A, Park Stret
Kolkata-16
12.10.2007
Dear Sirs,

We are glad to inform you that we have just introduced in the market a new model
of colour television. The new model is known as BXR-24". This model is much
improved in quality and design. Both the picture and sound are perfect.

On the eve of introducing our product we have decided to offer 15% discount on the
price with 45 days credit. A special discount of 242% will be given for a bulk order of 10
sets or more. Moreover, the carrying cost will also be borne by us. The offer is valid for
one month.

We hope, you will take advantage of this excellent offer and place your order with
us as soon as possible. We assure that your order will be executed promptly and with due
care.

Yours faithfully,
Enclo : Catalogue . ‘ for BPL (India) Ltd.
S. Roongta
(Sales Manager)
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(b) Enquiry from a college in connection with purchasing of books for the

library.
S. D. M. Mahavidyalay
Kakdwip, 24-Parganas (South)
Ref. No.—Lib/15/2006 25.10.2007
To
The Sales Manager,

New Book Agency Pvt. Ltd.,
18/1, Chintamoni Das Lane,
Kolkata-700009.

Dear Sir,

I'have the pleasure to write you that the Governing Body of our college has decided
to prirchase a good number of text books on different subjects of degree level for our
college library. '

I, therefore, request to send a catalogue of your publications so that we can make our
choice. We are however, also interested to know the terms of payment alongwith the
discount and mode of supply.

We hope that you will reply to our enquiry at your earliest convenience as we want
to place the order within one month.

Thank you.

Yours faithfully,
Prasanta Mallik
(Librarian)
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(c) Placing an order in reply to the above letter.

S.D.M. Mahavidyalaya
Kakdwip, 24-Parganas (South)

Ref. No.—Lib/21/2006 10.11.2007

To

The Sales Manager,

New Book Agency Pvt. Ltd.,
18/1, Chintamoni Das Lane,
Kolkata-700009

Dear Sir,

Thank you for your prompt reply on ourenquiry. We are very much apleased to place
this order with you as per terms and conditions expressed in your letter No. En/53-10/
2k, dated 30.10.2007. You are, therefore, requested to supply the following books within

a fortnight.
Sl. No. Name of the book Name of author(s) No. of Copies
1. Accountancy (Vol. 1) P.K.Basu 20
2. Accountancy (Vol. 2) —do — 20
3. Business Management S. B. Bhattacharya 15
4. Business Management Bhadra & Satpaty 20
(Bengali Version)
5. Business Organisation Dr. Biswanath Ghosh 20
& Secretarial Practice
Income Tax S. K. Chakraborty 20
7. Cost Accounting —do— 20

Please supply the above mentioned books within 10 days from the date of receipt of
this order. We assure you to pay your bill within 7 days from the date of supply.

Yours faithfully,
Prasanta Mallik
(Librarian)
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(d) A letter confirming an order.
PHILIPS (INDIA) Ltd.
Park Mansion, -
15, Park Street
Kolkata-16
The 10th October, 2007
To
Messrs. Bose Brothers,
15A, B. T. Road,,
Barrackpore,
24-Parganas (North)

Dear Sirs,

Thank you for your order for 10 sets of colour television through your letter No. Pur/
C-10 dated 3rd October. '

As instructed by you we have arranged for full-proof packing of the articles after
testing. We are sending the articles through road transport and you will probably receive
it tomorrow or day after tomorrow. The invoice and transport receipt will be sent to you
through courier service as soon as the T.V. sets are received by the transport company.
We also request you to send a receipt as soon as the T.V. sets reach to you.

We hope that you will be satisfied in dealing with us and our business relation will
last long.

Yours faithfully,
M. Munsi
(Sales Manager)
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(e) A letter of refusal of an offer.

Eastern Trading Co. |
15, Lalbazar Street,
Kolkata-1
Tele. : 2241-5232
25.12.2006

To
M/S. Datta Cycle Mart,
Subhas Road,
Bankura.
Dear Sir,

We thank you for your order, dated 18th December, for 100
‘Avon’ cycles within 15 days.

But we are very sorry to say that we are not in a position to supply your order within
the next 3 months. This is due to the fact that we are not getting sufficient number of
cycles from the company. The company supplies us only 500 cyclesevery month. On the
otherhand, we have order for 1600 cycles from our valued customers. In the circumstances,
it is impossible for us to execute your order within 15 days.

Therefore, we have no other alternative but to say only that we have been forced not
to accept further order. However, if you allow us three months time, we will enrol your
order in the order list and we assure you of supplying 100 Avon Cycles after 3 months.

Thanking you.
Yours faithfully,
For Eastern Trading Co.

Sk. Sabir
(Manager)
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(f) Status Enquiries of a firm.
Zillion Laboratories

51, Taratala Road, Kolkata-69

Tele. : 521-6920-24 (5 lines)
Ref. No.—Enq./D-5/2007 Date : 15.02.2007
To ’
The Manager,
UCO Bank,
Rampuprhat Branch,
Birbhum.

. Dear Sir,
Re : Enquiry regarding the financial status of M/S. Reliable Medico.

We have got an order for the supply of bulk quantity of drugs from ‘M/S. Reliable
Medico’ of Rampurhat, Birbhum. They want to work as the distributor of our product in
the district.

As the firm is quite unknown to us, we shall be grateful if you kindly supply us
detailed information regarding their credit-worthiness and business reputation. They
have informed us that you are their banker. We shall be glad to know whether you can
recommend them for a credit of Rs. 2.5 lakh or not.

We assure you that any information, which you will send us, will be treated as strictly
confidential. We shall always be glad to reciprocate the favour in future.

We offer our warm thanks in advance.
Yours faithfully,
For Zillion Laboratories

Mustaqg Ahmed
(Marketing Manager)
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() A letter to a bank manager for a letter of credit.
Angel Chemical Co.
20, M. G. Road,
Kolkata-700 012
Tele. : 2261-3050-53 (4 lines)
Ref. No. LC/12/2006 ' Date : 10.12.2006
To
The Branch Manager,
The United Bank of India,
College Street Branch,
Kolkata-83.

Dear Sir,
Re. : Letter of Credit for Rs. 20,000

I write to inform you that our marketing manager, Mr. S. P. Desai is going on a
business trip to Mumbai. He will review the market there and will try to explore new
business connections.

In this connection, I request you to issue a circular letter of credit on your branches
in Mumbai for an amount not exceeding Rs. 20,000 (Rupees twenty thousand) only in
favour of Mrs. S. P. Desai. I also request you that the letter of credit should be valid for
two months. The specimen signature of Mr. Desai is given hereunder. '

You may debit the amount together with your charges to our Current Account (No.
C-2503) with you.

Thanking you,
Specimen Signature Yours faithfully,
Sd/- S. P. Desai For Angel Chemical Co.

D. B. Dandapat
(Director, Marketing)
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7.8 Summary

To communicate message the age old system is communication through writing and
business letter is a glaring example of the same. It should be mentioned on this respect
that drafting of business letter is an art and the style of business letter primarily depends
on the choice of the words. Not only correct words are to be chosen, but they also have
to be arranged perfectly to clear the meaning. So, a business letter should have some
characteristics and these are clarity, brevity, courtesy etc. The business letter must have
a form and arrangement and these are the headings, inside address, opening salutation,
the body of the letter, the complementary close, the signature, enclosures etc.

7.9 Short Questions and Broad Questions and Hints

Short questions and hints
1. What do you mean by business letter? , (Ans. : 7.2)
2. State the two essentials of business letter. (Ans. : 7.5)
3. What do you mean by the complementary close of a business letter? (Ans. : 7.6)
Broad questions and hints
1. What is business letter? State the importance of business letter. (Ans.:7.2,7.3)

2. Whatare the essentials of business letter? What should be the form and arrangement
of a business letter? (Ans. : 7.5,7.6)

3. Write a general letter of offer on behalf of sales manager of TELCO to all dealers.

4. Write a letter of enquiry from an educational institution to a publishing house
regarding purchasing of books for the college library.

5. Write a letter to a purchasing company stating confirmation of supplying goods
against the order placed to him. :

6. Write a letter to a branch manager of a bank for issuing letter of credit which will
remain valid for 3 months.
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Unit-8 O Modern Form of Communication

Structure

8.0 Objectives

8.1 Introduction

8.2 Definition of Fax

8.3 Features of Fax

8.4 Advantages of Fax

8.5 Disadvantages of Fax

8.6 Definition of E-mail

8.7 Advantages of E-mail

8.8 Disadvantages of E-mail

8.9 Definition of Video-conferencing

8.10 Advantages of Video-conferencing
8.11 Disadvantanges of Video-conferencing
8.12 Summary

8.13 Short Questions and Broad Questions and Hints
8.0 Objectives

After studying this unit you should be able to learn :

® definition of Fax, its features, advantages and disadvantages.

® definition of E-mail, its advantages and disadvantages.

® definition of Video-conferencing, its advantages and disadvantages.

8.1

Introduction

You know that corporate communication is the exchange of information and ideas
within and outside world of a corporate organisation. In the corporate communication
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system, we notice different types of modern forms of communication and among those
three are very important. These are fax, e-mail and video-conferencing. From the
following you can understand their usage.

8.2 Definition of Fax

Corporate communication is the process of exchanging messages, data, information,
thoughts, views etc. between the management and employees in any business/corporate
organisation. The effectiveness of communication largely depends on how speedy the
information reaches from sender to the receiver and how well it is understood by the
receiver. In this context different forms of communication are used by the corporate
sectors to run the organisation in an efficient way. Such modern forms of communication
are discussed below :

Fax : Fax is an electronic device through which information can be transmitted fast.
The word ‘Fax’ is originated from the word ‘Fascimile’. It is one of the very useful
electronic devices through which written information can be sent from one place to
another at an exceptionally high speed, however, both the places must have fax
machines.

From the above it may be stated that Fax is a process through which printed materials
are transformed into electrical signal through the selection of fixed graphic image and
then transmit the printed materials to a telephone number associated with a printer or
other output device. '

8.3 Features of Fax

The characteristics of fax are as under ;
(a) Fax is a communication tool.

(b) Different types of messages, reports, graph, picture etc. can be sent in written
form through fax machine at a high speed.

(c) Itis an important part of the communication network.
(d) Telegrams are sometimes sent through fax machines.
(e) Now-a-days modern fax can be sent with the help of internet connected

computer memory.
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8.4 Advantages of Fax

(a) Fax is one of the speediest forms of business communication tools.
(b) Itis not only reliable, but it can also be used as a document of proof.

(¢) Itis atime saving device, i.e., the receiver of the message will get the same
immediately.

(d) There is no scope of virus attack in transmitting information through fax.
(e) The cost of sending message through fax is minimum.

(f) Fax is very easy to use. With a minimum training, the fax machine can be
operated.

8.5 Disadvantages of Fax

(a) The organisation who wants to install fax machine, is to bear high cost.

(b) Torunfaxmachine, trained personnelis required and for which the organisation
is to incur cost.

(c) If the quality of the fax machine is below standard, the images of the received
messages may not be clear.

(d) Proper training is required to handle the fax machine. Therefore, small
organisation usually cannot manage to afford it.

8.6 E-mail ‘

E-mail is the abbreviated form of Electronic mail. It is a system whereby a computer
user can exchange messages with other computer users via a communication network.
Hence it can be stated that e-mail is a computer based message sending system. E-mail
helps to send message across the globe within a few seconds at the cost of a single local
telephone call. In sending information through e-mail one should apply to Videsh
Sanchar Nigam Limited. Besides this there are other private organisations which provide
internet services and such organisations are yahoo.com, rediffmail.com etg. For e-mail
a message, a computer, modem, software (internet explorer), telephone connection and
link with satellite are required.
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8.7 Advantages of E-mail

E-mail is the quickest form of written communication. It has got the following
advantages : ,
(a) It is the speediest form of written communication.

(b) Message in the form of chart, diagram, picture etc. can be sent to the destination
accurately. It is a subtitute of telegram service.

(c) Message can be sent anywhere with an involvement of least cost and at a high
speed.

(d) Itis very easy to handle and does require minimum training.

(e) It can establish a direct communication network.

8.8 Disadvantages of E-mail

Disadvantages of e-mail are as under :

(a) Without having technological knowledge on internet and computer, the
organisation cannot take the advantage of the same.

(b) E-mailisonetoonecommunication system and therefore, more than one person
cannot be contacted.

(c) E-mail does not convey emotion.

(d) Highinitial costinvolvesin E-mail service because to getthe service, computers,
modem, software are required.

8.9 Video-conferencing

Video conference has emerged as a new communication tool. This tool is widely
used by offices having wide spread branches and foreign connections. At video
conferences the people staying at distant places can both see and hear each other and can
exchange views/messages through telecommunication system. It is used mainly for
meeting purposes. It is very useful when it is difficult to arrange a meeting for much
expensive or when long distance travel is involved. It enables the people in different
places within India and abroad to carry on face to face discussion.
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8.10 Advantages of Video-conferencing

(i) Rightnow video-conferencing is the most popular and modern tool for business
communication.

(ii) It minimises the misunderstanding among the participants, as they can see and
exchange their views each other.

(iif) Without appearing face-to-face a number of person can discuss about a subject.
(iv) With the help of this tool, human relation can be established and conflict among
the participants in the conference can be minimised.
- (v) This mechanism not only breaks the geographical mooring, but also the whole
world comes within a chamber.

8.11 Disadvantages of Video-conferencing

(i) This arrangement is highly cost-expensive.

(ii) Thisfacility is available only from Videsh Sanchar Nigam Limited (VSNL). So
till now the use of video-conferencing is not wide, rather better to say,itismainly centred
in the city.

(iti) This facility will become an one sided discussion it all the participants do not
get an equal opportunity for expressing his thoughts.

8.12 Summary

In corporate communication system we observe different types of modern forms of
communication and these are fax, e-mail, video-conferencing. Fax is a process through
which printed materials are transformed into electrical signal through the selection of
fixed graphic images and then transmit the printed materials to a telephone number
associated with a printer or other output device. On the otherhand e-mail is a system
whereby a computer user can exchange messages with other computer users via a
communication network. Video conferencing is the latest communication system. At
video conferences the people staying at distant places can both see and hear each other
and can exchange views/messages through telecommunication system. All the
communication systems have got their respective features, advantages and disadvantages.
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8.13 Short Questions and Broad Questions and Hints

Short questions and hints

1. What do you mean by corporate communication? (Ans. : 8.2)
2. What is Fax? , (Ans. : 8.2)
3. State the two features of Fax. (Ans. : 8.3)
4. What is e-mail? | | (Ans. : 8.6)
5. Discussthe two advantages of e-mail. (Ans. : 8.7)
6. What do you mean by video conferencing? (Ans. : 8.9)
7. State the two disadvantages of video-conferencing. _ (Ans. : 8.11)

Broad questions and hints
1. What is fax? Discuss its advantages and disadvantages. (Ans.: 8.2,84,8.5)
2. What do you mean by e-mail? What are its advantages and disadvantages?

: (Ans. : 8.6, 8.7, 8.8)
3. Whatis video-conferencing? Give an idea about its advantages and disadvantages.

(Ans. 8.9, 8.10, 8.11)

60



Unit-9 O Interviewing Skills

Structure

9.0 Objectives

9.1 Introduction

9.2 Definition of Interview

9.3 Types of Interview

9.4 Guidelines for preparation of successful Job Interviéw
9.5 Writing of application letter

9.6 Definition of Curriculum Vitae and Resume

9.7 Summary

9.8 Short Questions and Broad Questions and Hints

9.0 Objectives

After studying this unit you should be able to understand :
® the definition of interview.
® types of interview.

® writing application letters and CV/resumes.

9.1 Introduction

It is undeniably true that interview is considered as a reliable means for selecting
candidates for jobs. You know, in an interview different stages are involved and these
are screening stage, selection stage and final stage. Before appearing at the interview it
is necessary for a candidate to know the art of writing application letters as well as
personal biodata. the personal information may be of short in nature or elaborative in
nature. From the following you can understand the art of preparing such application
letter.
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9.2 Definition of Interview

Interview is an interaction process of selection of an individual in an organisation.
Itis an evaluating process of the candidate. In an employment interview a formal meeting
is convened in which the employer asks questions to the applicant and tries to understand
whether the candidate is suitable for the post or not.

Besidesemploymentinterview, there is another type of interview relating to research
work. In this case the researcher interviews his audiences to understand their opinions
in connection with his research work.

So, in a nutshell an interview is a formal meeting between the interviewer and
interviewee which will enable the interviewertounderstand the mindset of the interviewee.

9.3 Types of Interviews

There are various types of interviews and such interviews are as under :

(a) Structural Interviews : Structural interview is usually used in the screening
stage. In this interview the interviewer prepares questions in a set of order and
accordingly questions are asked to the candidates within an alloted time frame.

(b) Group Interviews : In this interview the interviewer wants to see how the
candidates interact with one another in a meeting of several candidates.

(c) Open-endedinterviews:Inaninterview abroad openended questionis placed

at the interview and the candidates are requested to speak freely on the question. With
the help of this interview the candidate’s personality is judged.

9.4 Guidelines for Preparation of Successful Job Interview

There are some standard guidelines for successful job interview and these are as
under :

(i) Theintervieweeshould, atathe very outset, understand what type of organisation
is it and what qualifications he should possess for appearing before the interview board.

(i) Tofacethe interview in an efficient way, the interviewee should practice mock
interview for job interview.

(ii1) The interviewee should prepare a list of probable questions that may help him

to impress the interview board.
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(iv) He should plan to look good with well dress, good grooming and other
favourable physical features. ‘
(v) The interviewee should boost up his confidence and should not be nervous.

(vi) He should reach at the place of interview on time.

9.5 Writing of application letters

The suitability of candidate for a job depends on various factors. And you should
know, one of the important factors is writing Curriculum Vitae (CV) or Resume. CV or
Resume is the means through which a candidate can communicate information about
himself/herself to the competent authority. Then what is CV and Resume? From the
following you can understand the same.

9.6 Definition of Curriculum Vitae and Resume

A curriculum vitae is a summary of the qualifications and experiences of the
candidate. It is a chronological statement of biographical details of the candidate(s) that
will help the employer to understand the candidates’ qualifications and other related
details. However, at present CV is not accepted in many organisation. A typical format
of CV is presented below :

CURRICULUM VITAE

Name
Father’s / Guardian’s name :
Date of birth
Address Present

Permanent
Educational Qualifications :
Professional Qualifications :
Language known
Extra-Curricular activities
Hobbies

Reference
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Resume : A resume is a descriptive statement of the candidate. It is a self
advertisement of the candidate in which the education, skills and accomplishments of
the candidate are written to capture the attention of the reader. One of the important
objectives of resume is to get call for the interview. A format of resume is presented
below :

RESUME
Name
Job objective
Vision
Skills
Experiences

Education

Trainings

Factors to be kept in mind in writing application letters :
It is an art to write application letter for job. Certain special features are to be kept
in mind at the time of writing application letters and these are as under :

(i) Theletter should be of individualistic in nature and should highlight the specific
traits of the candidate.

(i1) Itshould be written in such a way so that it will catch immediate attention of the
reader.

(iii) It should be innovative in nature.

(iv) This letter should highlight the strength of the candidate.

(v) The letter should highlight educational and professional qualifications and key
characteristics of the candidate.

(vi) Last section of the letter should contain thank to the reader and request for
further action.

9.7 Summary

Interview is an interactive process of selection of an individual in an organisation.
There are different types of interviews, such as structural interviews, group interviews,
open-ended interviews etc. There are definite guidelines for successful job interview. For
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getting scope to appear before interview writing of application letters is an art. In an
application letter either CV or Resume is to be attached to get an idea about the
biographical details of the candidate. CV has got a typical format and Resume has got
also a format. CV is a summary of the qualifications and experiences of the candidate.
On the otherhand ‘Resume’ is a descriptive statement of the candidate.

9.8 Short Questions and Broad Questions and Hints

Short questions and hints

1.
2.
3.
4.

What do you mean by the term interview? (Ans.
What is open-ended interview? (Ans. :
What is Curriculum Vitae? (Ans.
What do you mean by Resume? (Ans.

Broad questions and hints

1.

:9.2)

9.3)

:9.7)
:9.7)

What do you mean by the term interview? State the different types of interviews?

(Ans. : 9.2,9.3)
What are the standard guidelines for successful job interview? (Ans. : 9.4)
Discuss about CV and Resume. (Ans. : 9.7)

What are the factors to be kept in mind in writing application letters? (Ans.
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Unit-10 O Practice in Effective Communication

Structure
10.0 Objectives
10.1 Introduction
10.2  Definition of Notice
10.3  Definition of Circulars
10.4 Distinction between Notice and Circulars
10.5 Definition of Minutes
10.6 Definition of Resolutions
10.7 Definition of Report and its Features
10.8 Style of Report
10.9 Types of Report
10.10 Rules for draftihg a Report
10.11 Drafting of Notice, Minutes, Resolutions, Reports, Circulars
10.12 Summary
- 10.13 Short Questions and Broad Questions and Hints

10.0 Objectives

After studying this unit you should be able to understand :

® the definition of notice, circulars, minutes, resolutions and report.
® the style and types of report.

® rules for drafting report.
°

drafting of notices, minutes, resolutions, reports, circulars.

10.1 Iptroduction

You know that to run an organisation in an efficient way it is necessary to convene
meeting and resolutions are to be taken. Besides these different types of reports are to be
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prepared and to prepare reports there are certain rules. From the following discussions
you can get an idea about how to draft notice, minutes, resolutions, reports and circulars.

10.2 Definition of Notice

Notice is an instrument of intimating the members regarding the day, date, time and
place of the meeting and also the matters to be transacted thereat. It is the first step of
holding a meeting. A meeting cannot be held validly unless a notice is served to all the
members entitled to get it. ’

Rules of drafting a Notice : The following rules should be followed while drafting
a notice :

(1) The notice should be prepared in the letter-head of the organisation.
(i1) The notice must state the day, date, time and place of the meeting.
(i11)) The notice should also contain the agenda of the meeting.
(iv) The notice éhould be brief, clear, free from ambiguity and drafted in simple
language.
(v) Notice should be written in an impersonal manner and in indirect speech.

(vi) Lastly, the notice must be dated and signed by the convener.

10.3 Definition of Circulars

A circularis a written communication addressed to all customers or public in general
to convey some material changes in the constitution or nature of business or its policy.
A circular may be of two types—general or ordinary circular and trade circular. A trade
circular differs from a ordinary circular in respect of purpose. Trading concerns usually
issue trade circulars for business purposes. Through a trade circular, a trading concern
brings its goods to the notice of potential buyers and solicits their favour and patronage.
Such circulars are used to stimulate sales of an old product or to inform the opening of
anew branch or while offering a newsproduct to the old customers. Circulars are usually
drafted in the form of a letter addressed to customers or other persons by name.

Rules of drafting a Circular : The following rules should be followed in drafting

a circular or a circular letter.
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(i) The circular must be written in an attractive and persuasive language.
(ii) It must be pleasing in form and content and having a personal touch.
(iii) Where the circularis lengthy, it should be written in such amanner so that it can
hold the interest of the reader till the end.
(iv) The circular should appreciate the customer and should include and appeal for
continued patronage.

10.4 Distinction between a Notice and Circulars

The common differences between a circular and a notice are presented hereunder :

Notice

Circular

. Notice is an intimation to members
regarding the day, date, time and place
of the meeting. So it is specific.

. A notice is served according to the
rules of the organisation. Ithas a specific
length.

. Thenoticeis apre-condition of meeting.

4. A circular has no definite form.

. Drafting of notice is more or less a
formal affair.

1. A circular conveys some information,

to the friends, customers and public. So
it is not specific, rather general.

. But a circular may be sent at any time

and even at regular interval.

. A circular conveys a policy matter of

the organisation.

4. But a notice has a defihite form.

. But a circular is to be drafted in an
attractive and persuasive manner.

10.5 Definition of Minutes

The minutes of a meeting is the official record of the proceedings of the meeting and
the resolutions adopted therein. When the minutes are duly confirmed, it gets the force
of law and is acceptable in a court of law as evidence. It is of two types—(i) Minutes of
narration and (ii) Minutes of decision.

Rules for drafting Minutes : While drafting the minutes one should keep in mind
the following rules :

(1) Minutes should be brief and based on facts.
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(i1) Itshouldbe writteninsimple language free from ambiguity and in the past tense.
(iii) Tt should be affirmative, divided in paragraphs for each item of the agenda.
(iv) As far as possible, exact wording of the resolution be recorded in the minutes.

(v) Minutes must contain the following information in respect of each resolution
passed—

(a) Name of proposer and seconder.
(b) Whether passed unanimously or by majority votes.

(c) Manner and result of voting etc.

10.6 Difinition of Resolutions

It is the formal expression of the will or opinion of the members of a meeting. A
motion, when discussed, voted upon and adopted, becomes a ‘Resolution’. It is the
agreed decision of the members of a meeting. A meeting is primarily held to adopt
resolutions on matters placed in the meeting.

Rules for drafting Resolutions : Resolutions are the vital records of the organisation.
Therefore, due care should be taken while drafting resolutions. Normally following rules |
guide the drafting of resolution of a meeting.

(i) For each subject matter, there will be a separate resolution.

(i1)) The terms of the resolution should be brief, simple and free from ambi guity.
(iit) The resolution should preferably be started with the word ‘Resolved that’.
(iv) The resolution should be complete and factual.

(v) Incase of resolution in a company, the related section of the company law may
be referred.

10.7 Definition of Report and its Features

A report is a statement or an account on some happenings, findings, observations
orrecommendations prepared either by an individual or by a group. A report may be oral
or written, formal or informal, routine or special etc. It is actually an organised statement
of facts relating to a particular subject with or without recommendations.
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Features : A report usually contains the following features :

(i) Itis based upon facts and supported with statistics, data references etc.
(i) It is always related to a definite purpose.
(iii) A report must be prepared in proper form and style.

(iv) A report must be signed by the preparer.

10.8 Style of Report

Drafting of report is an art. Therefore, it varies in style from concern to concern.
However, the basic style remains almost same.

In case of an informal report, the style of business letter is usually followed. Such
a report usually contains—heading or title, inside address, salutation, the body,
complimentary close and signature.

But in case of formal report, the style is not so simple. The style of a formal report
usually contains the following :

(1) The heading or title i.e., the subject of the report in brief.
(i1) Address i.e., to whom the report is to be submitted.
(iii) Contents i.e., a list of topic or chapter.

(iv) Thebody of the reporti.e., the statement of facts. The body is normally divided
in four parts—(a) Introduction, (b) Findings, (c) Conclusion and (d) Recommendations.

(v) Reference i.c., source of materials.

(vi) Signature.

10.9 Types of Report

Depending on the nature and purpose, the report may be classified into different
types. They are :

(i) Formal Report : A formal report is drafted in prescribed form, factual and as
a routine matter.

(ii) Informal Report : Such a report does not follow any prescribed form or
procedure. The report usually contains the opinion or recommendations of the
maker.
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(iii) Statutory Report: These reports are prepared following a statute orlaw. These
reports are statutorily required for an organisation. Annual Return of a company is a
statutory report.

(iv) Privileged Report : Some reports enjoy privilege on some occasions. These
reports are protected from legal action of defamation. Reports of parliamentary proceedings
are of this type.

(v) Routine Report : When reports are prepared as a routine matter are called
routine reports. Such reports are presented at a regular interval. A routine report contains
some facts or information in details or in brief. The auditor’s report on the accounts of
a company and the Director’s report are examples of routine report. A routine report
usually does not contain any recommendation. )

(vi) Special Report : Such reports are prepared for some special purposes like
enquiry or investigation by a member or a committee or a sub-committee. A special
report is, in many cases, of confidential nature and contains some recommendations in
addition to facts and information. An enquiry report, atechnical report etc. are examples
of special report.

10.10 Rules for drafting a Report

(i) The reports are presented to the appointer or to the appropriate authority.

(i) The language should be simple, clear, and free from ambiguity and also from
negative statement.

(1i1)) The report should be written in first person when it is prepared and submitted
by a single person but in third person when it is prepared by a committee.

(iv) It should be written in a narrative and logical way. Data and information
included in the report must be complete, accurate and reliable.

(v) The recommendations or suggestions must be free from biasness.

(vi) It should be brief, complete and at par with the purpose.

10.11 Drafting of Notice, Minutes, Resolutions, Reports,
Circulars

(a) Notice of an Annual General Meeting of a company.
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NAVA UDYOG LTD.
Regd. Office : 15, Jessore Road,
Barasat, 24-Pgs. (N).
Notice

Notice is hereby given in persuance of section 166 of the Companies Act, 1956 that
the 10th Annual General Meeting of the company will be held on Friday, the 7th August,
2006 at the registered address of the company at 3 p.m. to transact the agenda given
below :

All members are requested to be present in person or by proxy.

Dated the 10th July, 2006 By order of the Board
P. Roy
(Company Secretary)
Agenda :

Ordinary business :
1. To confirm the minutes of the last AGM.

2. To consider and adopt the Directors’ report, Audited Accounts and Balance
Sheet for the year ended 31.03.2006.

3. To declare dividend.

4. To elect directors in place of directors retiring by rotation.

5. To appoint the company’s auditor and to fix his remuneration.

6. To transact any other ordinary bﬁsiness of the company.
Special business :

7. To appoint M/S Das & Co. as the sole selling agent for Nadia district, a formal
appointment has already been given to him by the Board of directors but requires
ratification at the general meeting u/s 294 of the Companies Act, 1956.

Note :

1. A member is entitled to appoint one or more proxies to attend and vote on his
behalf and such a proxy need not be a member of the company.

2. The share Transfer Book will be closed on and from 25th July, 2006 and will
reopen on 10th August, 2006.
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(b) Notice of the First Board Meeting of a company.
BETA CO. LTD.
10, Clive Row,
Kolkata-700006
Notice
20th December, 2006
To
Mr. A. K. Mondal,
14, Pollok Street,
Kolkata-700017
Sir,
This is to inform you that the first meetimg of the Board of Directors of the company

will be held at its registered office on Monday, 30th December, 2006 at 3 p.m. You are
requested to be present in the meeting.

Yours faithfully,
S. Bose
Secretary
Agenda :
1. Election of the Chairman.

2. Production of the certificate of incorporation, the Memorandum and Articles of
Association.

3. Appointment of Managing Direttor, Auditor, Secretary and Bankers.
4. Adoption of company’s Common Seal.

5. Fixation of the quorum for the Board Meeting.

6

. Any other business with the approval of the chairman.
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(c) Notice of a Board Meeting, other than the First Board meeting (viz. 7th Board
Meeting).

Sir,

XYZLTD.
15, Strand Road,
Kolkata-700001
Notice
3rd, October, 2006
To
Mr. S. Mitra
15, D. B. Mitra Lane,
Howrah-1

This is to inform you that the 7th Board Meeting of the company will be held on

Friday, the 15th October, 2006 in the Board room of the company at 2 p.m. to consider

the items included in the agenda. You are requested to be present in the meeting,

Yours faithfully,
S. Sengupta

Secretary

Agenda:

1.

el R T

To read and confirm the minutes of the last meeting.

To consider the applications for transfer of shares.

To consider the opening of a new branch at Durgapur.

To consider the placement/promotion of staffs.

To fix up the date of the next Annual General Meeting.

To open a current A/c with the UCO Bank, Strand Road Branch.
To consider the appointment of an additional director.

Miscellaneous.
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(d) Drafting of Minutes _
Minutes of proceedings of the First Board Meeting of a Public Limited Co.
SRIRAM FIBRES LTD.
3A, Kid Street,
Kolkata-700017.

Minutes of the first meeting of the Board of Directors of the compan-y held at the
registered office of the company on 20th December, 2006, at 3 p.m.

Members present :
1. K. K. Poddar (Director)

2. S. P. Banerjee (Director)

3. M. Farooki (Director)

4. Joinal Abedin (Director)

5. G. Dey (Director)

1. Election of Chairman : On the motian of Sir G. Dey and seconded by S. P.
Banerjee, Sri K. K. Poddar is unanimously elected Chairman of the Board of Directors.
Sri K. K. Poddar took the chair to preside over the meeting.

2. Adoption of certificate Incorporation, Memorandum and Articles of
Association : M. Farooki placed in the meeting the certificate of incorporation, the
Memorandum and articles of Association. The documents are considered and adopted
unanimously.

3. Appointment of Managing Director and Secretary : On the motion of Sri G.
Dey and seconded by Jainal Abedin, it is resolved that Sri S. P. Banerjee be, and is hereby
appointed as the Managing Director of the company subject to Government approval.

As proposed by Sri S. P. Banerjee and seconded by G. Day, it is resolved that Sri M.

Farooki and is hereby appointed as the secretary of the company and his remuneration
be fixed at Rs. 4,500 per month.

4. Appointment of Auditor : Messers Das & Co., Chartered accountant be, and s
hereby appointed as the first auditor of the company on aremuneration of Rs. 10,000 per
annum.

5. Appointment of Banker : It is resolved that a Bank A/c will be opened with the
United Commercial Bank, Kid Street Branch. Resolved further that two directors
including the managing director be authorised to operate the Bank Account jointly.
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6. Adoption of Seal : The Company’s Common seal is adopted and a copy of the
seal is given as under.

The meeting ends with a vote of thanks to the chair.

15.01.2006

M. Farooki K. K. Poddar
(Secretary) (Chairman)
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(e) Drafting of Resolution
Resolution passed by Circulation (i.e., without holding a meeting)
ABC Co. Ltd.
Regd. Office : 12, G. T. Road,
BURDWAN
Resolution by Circulation
To ’
All the Directors,

The following draft resolution is hereby circulated to all the directors of the company
for their approval.

Draft Resolution

“Resolved that Mr. M. M. Madan, an additional director of the company, whose
tenure of service expires on 15.09.2006 on the completion of 6 months now be appointed
for a further period of six months or upto the next Annual General Meeting, whichever
is shorter”.

The directors are requested to note their approval or disapproval in the space
provided below :

Yours faithfully,
Burdwan, , B. B. Bose
10.09.2006 ) (Secretary)
Name of directors For the Resolution |Against the Resolution| Signature
(Write “Yes™) (Write “No”)
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(f) Drafting Reports A
Report on the desirability of installing mechanised accounting system
(computerisation) in the office.

ABC Co. LTD.
Reg. Office : 15, Jessore Road,
Banagram, 24-Parganas (North)
Dated 7th Sept. 2006

To
The Managing Director,
'ABC Co. L.,
15, Jessore Road,

Banagram, 24-Pgs. (S)

Sir,
Sub. : Mechanisation of ‘office work

As directed, I am submitting hereunder my findings on the above subject alongwith
my suggestions for your kind perusal and consideration.

You know it well that the volume of work in our office has been increasing rapidly
during the last two years. It is also a well-known fact that modern office organisation
demands efficiency, economy and speed. After thorough investigation, I am convinced
that the efficiency of our office cannot be attained without mechanisation. The
mechanisation will not only benefit the management but also the staff and the public.

From the view point of management, it effects economy in office expenses by
reducing personnel requirement, by fostering efficiency and accuracy in office work.

From the viewpoint of the employees, there is little cause of alarm. There may be
temporary maladjustment of the employees resulting in retrenchment. But ultimately the
employees will be benefited. It will reduce monotony and pressure of work. Efficiency
of the staff will increase. Quality of work will be improved and there will be speed in the
performance of the staff.

The customers and the public in general will also get the benefits of mechanisation.
Speed and accuracy in work will increase confidence of the public.
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The extent of mechanisation will depend on the availability of space, finance,
personnel and degree of response from the staff. A phased programme for execution can
be tasted. "

I'trust that my report will convince you of the necessity of mechanisation in our office
and will enable you to arrive at a decision in the matter.

Yours faithfully,
A. K. Basu

(Secretary)

(g) Drafting of Circulars
1. Draft a Circular letter announcing the establishment of a new business.
TEA EMPORIUM
12, College Street,
Kolkata-700073
15.09.2006
Circular No.—C/10
Dear Sir,
 We have the pleasure to announce that we have opened a tea counter at the address
mentioned above. Tea of good quality will be sold on wholesale and retail basis to the
customers on and from 20th September, 2006. We have sufficient stock of large varieties
of tea—CTC, Leaf, Dust in different blends. We assure you selling of each variety of tea

at a competitive price. Our satisfaction is the satisfaction of our valued customers. We
request your kind favour and patronage.

Yours faithfully,
P. Mahapatra
(Manager)

10.12 Summary

Notice is an instrument of intimating the members regarding the day, date, time and
place of the meeting. A circular is a written communication addressed to all customers
or public in general to convey some material changes in the constitution or nature of
business or its policy. The minutes of a meeting is the official record of the proceedings
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of the meeting and resolutions adopted therein. A report is a statement or an account on
some happenings, findings, observations or recommendations prepared either by an
individual or by a group. There are different types of reports viz., formal report, informal
report, statutory report etc. Certain rules are to be observed in drafting report.

10.13 Short Questions and Broad Questions and Hints

Short questions and hints

1. Define the term notice. (Ans.: 10.2)
2. What is Circular? (Ans. : 10.3)
3. What do you mean by the term minutes? (Ans. : 10.5)
4. Define ‘Resolution’. (Ans. : 10.6)
5. What is ‘Report’? (Ans. : 10.7)
6. What do you mean by ‘Special Report’? (Ans. : 10.9)
Broad questions and hints ‘

1. Define the term notice and circular. Distinguish between these two.

(Ans. : 10.2,10.3, 10.4)

2. What is minutes? What rules are to be followed in drafting minutes? (Ans. : 10.5)
3. What do you mean by Resolution? What are the rules for drafting resolutions?
(Ans. : 10.6)

4. What is Report? What are its features? What styles are to be adopted in drafting
report? (Ans. : 10.7, 10.8)

5. Define the term report. Discuss different types of report. What rules are to be
followed for drafting a report? ) (Ans. : 10.7, 10.9, 10.10)

6. Write a notice of 10th Annual General Meeting of Sunfeast Co. Ltd.
7. Write a notice of First Board Meeting of Tixco Co. Ltd.
8. Draft the minutes of the First Board Meeting of Infodoc Solutions Ltd.

9. Draft areport on the desirability of installing mechanised accounting system in the
office of Vibzet Co. Ltd.
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&% 1 O 6 =w [RefE (Computation of Total Income)

oA
1.1 T
12 % o fefa
1.3 VI-A wwgisa £.%0 g w9z
1.4 = ofeiwa @ (o Bl
1.4.1 =% &fswme ¢ o B f{aw
1.5 32 v Rdfaa
1.6 o Rries b e Bor 31 29 (2006-07 7 FidRe I)
17 @i @b om R
1.7.1 @i Tt A
1.7.2 @=ifRe cxfaftet
1.8 wfea (2 5t ¢ afsama
1.8.1 @FqF24 (Amlgamation) @3 CFCA
1.8.2 %jaFc 19 (Demerger) €3 (G
1.8.3 *’fﬁﬁ'ﬁﬁ (Reorganisation) CFCa v
1.8.4 T wigs T 9w @reifa wfEw o B e afemm
1.9 @i i o Ry
110 @i = fSdtad
1.11 <= &8 9 [Minimum Alternate Tax (MAT)]
1.11.1 MAT S[R3 F32MITE &) FEB (YIat 115 JAA)
112 o @R 3iTe e Ber 3
1.12.1 wfefae whiea emicea oA
1.12.2 F3 oita i A AW W
1.12.3 4ot (Default) @r=iifd
1.12.4 SRS (Penalty)
113 THizad : e
1.14 SEpRieat
115 @
83



1.1 oy

GE! i 2aS TR (WG N Tolw I 4 7 | AR @3TH 39 TR (assessee)
G =T {4l =1 3<% el | €2 9@ AR R 18 (individual) @ @A oifb =g [Refa
G @ ST TofF AT 3 AT oS Smsi A1 A TACE!

1.2 % ww [y

AN 2t (ECO-V) SoRIA ST 774 [ (St | @it Sl 33 o) (3G
oy @ offe Sena 3931

AT AT 14 G SR (O A wiea s Stk @¥ofe 29 (i) ([@ONTS Wy
(Income from salary), (ii) SZT™If€ (0 T (Income from House Property), (iii) T3 A
CoP N (ATF Y (Profits and Gains of Business or Profession), (iv) %}'Wfﬁ #I® (Income from
Capital gains) €32 (v) SR B (A0S BT (Income from other source) | SITFI SiZ, 1961
SRR fSfb S <ITeT O 9j/FeItd AR T30 271 FreiE ofSh Wres w () R
IACS T O A% ofra RrLc |

F fA4R7 [fer Qres ww @9 T2 AWy (NS S (Gross Total Income) fadfa = =m|
e (NG W (A VI-A ST Se$E 80 4R s aw iy (N =¥ (Total Income)
! TACASY S (Taxable Income) el TN 20 | SR @R SNIF ACS S FCE S TP AT
(G SNCIF e ST I e (W6 oy [y w1 7wy
1.2.1 B =F fAdfa omafSs

fA=fafiesir @t Wiy Rda == Tm)

Particulars Rs. Rs.
(i) Income from Salary (sec. 15 to 17) XXX )
(ii) Income from House Property (sec. 22 to 27) XXX
(iii) Profits & Gains of Business or Profession (sec. 28 to 44) XXX
(iv) Capital gains (sec. 45 to 55) XXX
(v) Income from other Sources (sec. 56 to 59) , XXX
Gross Total Income XXX
Less : Deductions under Chapter VI-A (sec. 80C to 80U) XXX
Total Income XXX

Bt format @ (w4l ATR (3, T (A6 W (AT 80 41 QEA{feT aW weq T | OJ
T IS A (@, T (WG BT (Gross Total Income) FFfERS wnejfd woge vt 80C
(UCF 80U 41F1d RIGslfer #irex AR =1t
() ROPT @ =epice, ¥9 OfY! ¢ R AR (41 115A) 1
(i) TICHPI YRR (BN ORI Y 1 (AT &l O A (I TIDT (A TS Tl
&S (41F1 115AB)|
(i) CIIRE T W IS T A (UG AIY T A T THET (AT TGS TN A
(431 115AC)|
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(iv) (IS XIT Global Depository Receipt (GDR) (¥ T(H oY ST A ©f THIGT
(U A LT S (411 115ACA) |

(v) Rmt aMaidl ol IR (U0 O 31 ol TIHIGET HE TGO aAd el (47
115 AD)!I

(vi) SRS FoRv @ ot 7A@ oy, (@ 115BBA) |
(vii) WCRT e oS |
(viii) O A (TG (AE NS S |

1.3

VI-A wgitEs [ifen ge Wz

VI-A S4IEE ST$E Quojfsl 26—

(i) TP AW AICH G A wg WS (411 80C)

(i) SPRYRe ©2[Cs aws Sl (4171 80CCC)

(iii) e FE aw= (4171 80D)

(iv) TSaNie eferdia SaeraiRd ¢ BfFeTm o il e (4131 80DD)
(v) Tofeomm wama &% 2T (411 80DDB) )

(vi) TR G e wed Belg awe AW (41 80E)

(vil) ReE o2Re A AP eme W (411 80G)

(viil) I el emia (41 80 GG)

(ix) o s A ANNRT AT H IR T WG (4= 80U) |
TSRS Qeaffe ¢ “tad Rge SeTw a1 AR

80C (T 80U 41! SFRIA (i QT IR el (WS SEd @f¥ 2= 71 | widlie il nw

(Total income) FAHZ AAR[E 2 4

14 wfc offsqma @ (@ B (Set-off & Carry forward)

AR (LA (F, ST WZA, 1961 SR ST ABT A (head) SR SRR &4fSH

qIre S Rfoa B (source) TS 2 | (T, GIGH T AL @aIfes af Aace 27
I 4R 4AR JELT €S ZCo AR | ok Al Airer ofsl T (g 1 omn w e At
W TR @94 3 fRpoe @ T A, e @97 WIS FAER w6 W A1 B @I 9
qeT GIIEF T T Wity GR (@ G (A7 FS A @FNF e ©f & B Al &
JPTOT TR A S MR ARSI 3 FATY T (set-off) T T | ORI (FI fLfE quga I
& S AfSAMT Ty ATATAT (WAB) SF A IS [ S O O SR W2 SPAE 730
TRCIF SIS eff e a1 ;|
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1.4.1 =+ afSswa (set-off) € wgRFTFAad (&1 T=R) Faw

ogfe

TTFT WiE S [{amd

AR s

1. @38 ATSA GIH TR FfC W TR ACSI A
A ST A ATTTHIGA |

2. 3l FafAdiae TRz FHCTRN TR WO (@ @ TELA

S (FHCIAM) A TILCATY) @9 Fres) ARSI | R
TR Ao T T |

70

3. (@ (W AL WS (IRETHIG A FAST TR eifesmm

A AR |

4, A %S QO &) (@ (@ WS Fo TG A 7 (@

(P AT SR res AfSs v w0 T |

7i(H) & 71(2)

PTG TS
=S

1. 993 AR I T[ W0 ST Ao i a1
A |

7T 1) & 7T1(2)

2. 3% &8 IR AN T | AT 9@ @ S oS! 8 I

GRS T A G (TG TG TSI BT
HLHE AW ] AR

71B.

e =fe

1. b IR Q1 O (1 (PR DR 11 IR = 3

97 R IR O WER FAes AN A W W O ©
IS 8 IZIT DTG SIS s ANGY I A |

2. TI53! FIRANAR %S @2 IPIN @A Fod IR

IR A AN S @ | R O WeAGe e W
HIS! 8 IR TIOS! PRI SRR FHHIZ 7wy 31 IR |

73

3. SIS w5y Tons Aife CNifEe At 23 wo a9 2% (o
B! (Carry forward) TR |

32(1)

E wfS

1. o wS (TR A ACTE) 8 I oS Carry
forward S AT | FHCWM! FHA S (T @ el
TSR A FATH FA! (4718 THCHAT [T S (et
W e e e ofeiv w9 i |

R =S

(BT (AGR Nl 8 THRTH (A (6 o
(@ AST A NTY I AR A |

WWW@@W@%W«&@WW
e NI A A

74A
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1.5 s=wy [Rded

A (AT PO (i S A FICTIY Wiw Feffaa w31 771 (0 R Wy [
4R S ARRCS A AA— JALRA 318, FOIR (&7, (TG (AT 77ER A R 9w $
Y T AN SIS Wefmg s i yfesae 31 27 @3RS (G ot 39 (F PR
TR TF TS AW (78T 2T | IR AL S (TRTET) @ SR Sitad eoR R 2
(special rate) 3 47 Fa1 77| ofS 37 Nl I (T AT Fianance Aot SRR F(IF
2 AT 2| '

ﬁ*s%ﬁswawmﬁﬁmmwﬁchww—

Particulars Rs. Rs.

Tax on incomes at special rates of tax
(i.e. on long term capital gain, lottery, etc.)
if included in total income XXX

Tax on the balance of total income (including
agricultural income, if included to the scheme of

partial integration) at normal rate of tax - XXX
XXX
Less : Tax on agricultural income (aggregate of

aggricultural income & basic exemption Rs. 100000) XXX
~ Tax on total income XXX
Add. surcharge 10% (if total income exceeds Rs 10,00,000) XX
XX
Add. Educational cess 2% XX
Less : Relief u/s 89 , XXX
Tax payable— XX

Less : (i) Tax deducted at source XX
(ii) Advance Tax XX XX
Net tax payable— XXX

IR (Al AR (X, (NG SICFT T DL [oALA} S, TS AT T A ©F
Tog sjeend ReE U@ 33 47 3900 @1 IR IR W 5000 TR @R g0e Wi
YT WA (NG WHF A7 7 ISR Q0 39 41 300 TR | GFONR (015 37 ¥ 73
o T W1 @ A 39 QTR S (ST FAASI CFCE 1,00,000 BIRFY) CRISITa7a Soley Ao
A T T 32 o W e (i SR Tolg 33 “ANSTW TR | @R FET A 10% TR TG
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(3@ eirarey =) GRR CIG SR HA BT 2% Q0 PP1 O] (151 303 (1D &Tr IR 916! A |
@ AT IR (AF ST (R I T ¢ AN T I Fooe Gy IR AR SAreT W
G2 O (W 3 Fefa 3 2@ O RS o7 THANa FRSRCS e T AE—
(1) @QW 39 (B A4 (Tax deducted at source)—THCE T AAF (Payee) (F
T AR TN T (IO AW T QR S| 2T AT TS I &l (7T |
(i) s 72 29 (Advance Payment of tax)—IEB 74381 q9raa (W78 wifdiaz sims
TS WZE 208 8 211 4R ST [F feg 37 emie T
(i) FTUITS F7 AW (Self assessment tax)—ATS wiffea ez KO mifer s s
T3 AR (6 Wy N IR 932 @ (G ST ToiF F7 41 F(F O (@ S
(I T I G AN e o7 am ey @ CPIN SE AItE S S 140A G
SRR TS S (AR |

1.6 IERCIET (B wiTHa BoR T W 2006-07 IARLRA T2)
A) I Rowmw e

Upto Rs. 1,00,000 Nil
Rs. 1,00,001 to Rs. 1,50,000 10%
Rs. 1,50,001 to Rs. 2,50,000 ' 20%
Above Rs. 2,50,000 30%
(B) fZetl TMMI I 65 IYLIA I ¢
Upto Rs. 1,35,000 Nil
Rs. 1,35,001 to Rs. 1,50,000 10%
Rs. 1,50,001 to Rs. 2,50,600 - 20%
" Above Rs. 2,50,000 30%
(C) I Rew Tt 3331 65 IET @M (Senlor citizen)
Upto Rs. 1,85,000 - Nil
Rs. 1,85,001 to Rs. 2,50,000 20%
Above Rs. 2,50,000 30%

G (surcharge) : (NG S (FACISH SIT) 10 00,000 BT @R 20 10% 23 R
T FR9 A (T8 900 TR '

TRt (1% (Education cess) : (Wb SIFICIT A 2% < T3 Pl (7 (191 T30 SAMIT of1eT
A | '
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17 @ifia o = fdEe

(P SRR SHICH ST FTSCF W @ @ Srare 15 @3 fafigs siesairs
QR &= @A =% 92 $ 21 @R @3 SRR vo It | ema (9
7 g ToF | AT WZA 1961 PR @i, 9F&= IRE (Person) T ALET 2 N4iad
I Finance Act Sl [4ifae g2 37 s g AT | @ @2 3 (@R oFfe @
SR v Gog e |

1.7.1 @riifd FE I 2
ST IR 2(17) 41 SR @R 3@ e @Ra—

(1)
(1)
(1i1)

(iv)

@A (@ SIS @i,
Roeft @iz o= 98 @ (Y [,

(@I ARl A ARTS 199 @fSe, 1970 31O STeiE (W o9 [Ndias 950@ Twa @i
- oo+ fAdee o1 TaEee|

@ 2feHim a1 7S T Fafie a1 wivafcs, S1moln a1 REATt T Central Board of
Direct Taxes (CBDT)R Rex® st et (@reiif f25iie (i args)

1.7.2 @i cefdfees
SRR WA, 1961 TP (Freiiface affowia o w3 )

(H

Tt wi%e @i (Company in which the public are substantially interested)

2(18) 41 WP (T A (Fr=ofiface e wi a1 wfger [Remene wfts A o
Gy ive @i e | AgRae AR @ armd wibs @i @)

o)

(ii)
(iii)

(iv)

(v)

(vi)

W (@D TR < TS e TEEITN 23 A @ @A Paed 40%
G IR ! @S it @ A (Y AR A0S A AR VARG @i
eI (Corporation) |
@A SNRGTR 25 4171 ST WIS (@iN (o |
(PN (A TR (I CTTYAGH (72 93 CBDT 3141 S s (=i f2ia
i, '
@ wifde @R (finance Company) T 49 F& AT g (Y@ Gl
(deposit) 279 G3R (A SR, 19569 620A 4R TP (FU T IR F6F (W14
(Nidhi) 231103 (e F3CH,
I N IR IR 50% 97 @R @I =S QOiE @3 a1 GHIEs TR RS
SEPIA A, :
CRISHIH W2 S A (SR T g3 @i e 7 e w6 ome
m:
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2

(3

4

(5)

)

)

(a) B S8 I R SIRTS TiFe (@I (T A @ @rifag o
IGERICEE

(b) T +FTST I @A IR 50% @3 @A QW ©ica I (1) TP
(if) Rfg=m s (GRr=iif) & (i) 93 @R Tt Tl [T i wits Wiy
At s QTR @A (wholly owned subsidiary Co.) 231

waew @rifd (Indian Company)

2(26) 4R PR SIS (F=Af wiizn 1956Wﬁ%‘@ﬁﬁﬁﬁ“®mﬂﬁ(¢
SRS @i |

ot @A (Domestic Company)

2(22A) 4R ST TR anﬁw—mmm—ra—%atw @R i
Tl WA WA SHPAE O ST §o4F 39 T 310 AP 4R @ S (A RS
ORI S IR 879 B 8 2 A |

ST SR 194 LI SRqRil eTepied] (AT @ MITAS <A 2179 0O (A | (PN
@A 2rs Zre Efide wes)fe sf7d TRre EI—

(i) T #ERS I @rAfeg SIS T afiol (R @RIhIN oRre SR
@R T IRAR AT THANTH A0 I |

(iii) FRT 7 ETS! I R+ @ eI (AR &) S0 TS (@I =
YR WSt FICS (3,

(i) AW (W TSN (TN T TV S ©f S(OL AT (TR LTSNS A9 FACS
A

Roet reiifa (Foreign Company)

2(23A) 4R GG (P @A FY 9N SR @ Roedl @t e
g wi® @R (Industrial Company)

(IR @A 24is Ripe a1 SR (W AR R Sestiiet @ I e SRS
f2 A (@I oo e I GBI A1 A9 IS LT O e ewie (@i
WAL

wfaidl @R (Investment Company)
(X 3IF (FI=Ifeld STe (NG & (Gross Total Income) &3 W& 216 <ITS w17,
TELA SIS A0S WY GRS B (AF L SH AT SIS AP @drfif
e
@Gf%e @reif¥ (Trading Company)
(T S I R 2 2% 37, Sesln 31 T SEFRead 39 w9 i I
B(A G OF e (WG W TE©2 51% % I3 (@ T, (IR TS @A s
G @ropfa e
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(8) ﬁw wfgsia I @R (Widely hel(i Company)
@ S @S AR T A SRR ReTOIR T2 A0E oI Rige widal
7T @i |

(9) vy wfeemgE @R (Closely held Company)
@ T (@S TeieR Fid A Sl ReReId 39 Q@ A, S R
GRS (P 3 |

1.8 *f$7 (e B @ afesivw

@ @i Sfde qgEm w6 Ao @ (&9 TR W3 1.4 @ ST 31 AR | ©1
@i cwca 7y Reme sz R 209 #iitg @I S wiza Sl s aifommm ¢ (o
Tite 231 @ [Rew AARBS s 25—

1.8.1 @399 (Amalgamation) @3 CFa

@R eI (i R 2feb a1 wrRie R o (@ @fag T g
20 SRANTS (@A (amalgamating Company)3 % @ SN S5¥ (unabsorbed depreciation)
IS @ A Tga @A (Amalgamated Co.)d FS (A ofeimel @91 A | B WO
GHIAR TF (AT 8 T AE T2A(2) €AW 6 HLoTF Afem w1 W |

1.8.2 929339 (Deme=ger) 93 CF(Q

G% (W@8 QA @A efSvN samed It 7 (demerged company) ©iF Ffs «ag
SIS WY (T (FAIATS (resulting company) PIFISRES 25 ©1F HAITST A e Tl
(&3 DIt A |

1.8.3 3T (Reo "ganisation) (¥

47(XIID A 47(XIV) €171 g T4 (I ST SR 3 SN PR AR
A AIIRTS ZARTS $91 27 04T AAWIS! FIFIF 3 FATH FIFAEE HS @ wHifES
TRBT T (AN S 1 ST R oI T 2R @R @ (@FAR e (A Afenma 33
Eial

1.8.4 Tty wfee 77 aw @riife =i o7 B ¢ afostve

R SRR 79 R SRR TN SEPE YT (@ (R (@R oSt amea 1
R SRTET 20 SR MR RS I (@I HS 6 I A w1 eI A 7
o 26T I (T M= TS 51% (V16T TSl T (A=A s o=t Wifers e ot
FEAW I 1 fere (WG oINS wwes 51% «F WEd A 2|
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f=Efis ovra @3 =0 ecaer o@ A
(i) (R O JETOR TP I SIS CFRIF TR Ty MR {76 2id @

iy W RorT @roifie 9aqieae A AFIRCEAR T (@I RO (@reefifeg sifiaee
(@ SRISR (AR NfFHR RS 960+, U@ Amalgamating Company
3l demerged company’d (T AZTSIE G 51% %N SETe! F9- @
(Amalgamated Company 3! Resulting Company) (4T3 &21S! 2|

19 @ifR 5 i iy

Ty - TS @RT cRrae Yt e (G o AR FRee 21 @3 e i
D WY (Fo A ST PO & GG AT Y SGGE ABCS AN | 97 IFD Fo 8
IS by 6N WP Fafadind IR SR e AW FA TR | @rRE w1
T (AF VIA TGS (Chapter) Tgshe wosffel am g (b =g sitew 9191 @2 (W16 WIEz 8
AT S| VIA oAfRteed s gosfe za—

72 Urs 475 @ wdewm @R W R R Sy
1. fafie el w2fia ar afedim wm 80G
2. i sicEet At AT SAAEE T W 80GGA
3. FEATCE TEF oM@ S 80GGB
4. 1-4-91 @7 wst Ao wgn ARTBITNTS
sl A g A @GS (AT A 801

5. T ARISITS M e 80IA
6. ATTPIITN AR el T AW O IO

siFFTITe e @ 80IB
7. e s e wIbes e fiem = 80IC
8. G TG AT 8 ARFARACR

[P (AF TS I G 80JJA
9. Ton Wi e o= 3w SOJJAA
10. ORISR AR IRZS (ABLHA T Reoma)

W (AF AN FFSIT! 80-0

1.10 F=iifia 1 fAdiaq

@b @A S SN $of TR (flat rate) I3 W A0S | G2 39 o, @=ARG
T PR A 28 ST O SR SHECRR 115-0 4RI S 35S Frerieer Some 7 fite
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A O} HNIRIRIFSE Al (R SRR 10(34) 4RI SRR O RT AR 8o (I I
fire Ay AT T @A (@ T aME IR O OiF W6 J7, Gt T AR S
(Appropriation) SId | (FT{IA7 (F(a T JFET T© (T ST S F1 IW Tog T Tace =2
(basic exemption) | @R @ 39 avie S o fawfsiiesiE@ At s ag—

G SIS 9% 30% TWE 9 XX
QY . JARSHE (FET BT 10%) XX
AWMy NG 9 XX
et - P O 2% XX
AWy (A < XX

(30+10%+2% = 33.66%)
GRIT 115 JAA 431 SR 3 @s (I ) am e 2|

1.11 5&@% fT$g 2 [Mininum Alternate Tax (MAT)]

GRS (ITAIN BB SPHAICH @F© A1 #{rs-Fed A (Profit & Loss A/c) (VT 201G
ST ToR @3B (@A T B ST T oA (D | [5G apeirs (w4l (MR (T, WS
@I #1567 SERHIE 2h7 o11© Al T S FACES TFH W27ag f[ifon =g At A
2% (R SR I *[o7) G o8 (T, T SInR (FIF 39 e grm =111 awg (SraAfegfe
TR PR ApF A (AR QTS ARG eI B, g (W 9 A I Al 9 W
@“’ﬁﬁsﬁi ¥ @R (Zero-tax Company) SIt¥ if3ow | ¥3 yI=I C@Wﬂﬁﬁiﬁﬂ'&'ﬁ 7
HIER (Tax net)d SNGSIT SAWE o 1997-98 37 e a2 (WS ST WA G0 F9 1
115JA JICAGH 1 A | 77981 7ed 2001-02 F9 A a0 115JA7 2RTS 115IB ALAEH
Al =)

2001-02 32 A T7 (AT 93T @R TR AN 2@ o 16 [Raws Wy
@& @f— ’

(a) O WA ST (A5 SRR o 4 9|

(b) @I IR-SAF (Book-Profit)d B4 7.5% 3| =51 10% (TS IS A

el (P R-UFER (T R
IRSFF (Book-Profit) :

@A B VI S w1 11 @R Sz [T S} (ol o oife @ %feq oo (1
G oo e 31 28 17 Aees S0 R @9l 6 [ 363 IR-Fw! (Book Profit) et
7, e RuERee A s ) "
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Particulars ’ Amount Amount

Profit as per Profit and Loss Account XXX

Add : (If debited to the P & L Account)
i) Indome Tax paid, payable or provided XXX
ii) Amounts carried to any reserve XXX
iii} Provision for meeting uncertain laibilities XXX
iv) Provision for losses of subsidiary companies XXX
v) Dividends paid or proposed XXX
vi) Expenditure relatable to any income which is exempt under
section 10, 10A,10B, 11 or 12 of the Indome Tax Act. XXX XXX
XXX
Less :
i) Amounts withdrawn from reserves or provisions XXX
ii) Income exempt ws 10, 10A,10B, 11 or 12 of the Income
Tax Act XXX

iti) Profits eligible for deduction under section 80HHC, 80HHE, or
80HHF of the Imcome Tax Act (No deduction is available from

the Assessment year 2006-07) XXX
iv) The amount of loss brought forward or unabsorbed depreciation,
whichever is less as per books of account XXX

v) A profit of sick industrial companies up to the year during which
the net worth of such companies becomes equal to or exceeds the
accumulated losses XXX TORXX

Book profit . OXXXX

(@ NF (@I 2y AP STei SIS S Wiz Sad) [fon w3 gy ¢ R few
SACGCE U T AW I | QAL T &V BE Al SR 9 GG (Tax net) TNES A
Tz 2o R [es 39 (MAT) @3 I39-1 341 |
1.11.1  MAT St FI2WICE & &6 (91 115 JAA)
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12.5% on Dividend (Decleared, distributed or paid) XXX
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Tax payable— XX
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1.13 Twigad : Eigle
Trrgad 1. :

The accounts of Y Ltd., a domestic company, prepared in accordance with the
provisions of part Il and part Il of Schedule VI the Companies Act, show the following
position :

Rs.
| (in lakh)

Profit before depreciation 100 -
Less : Depreciation of the curent year 10
Net profit as per profit and loss account 90
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The previous year of the company is the financial year ending March 31,2006. The profit
of Rs. 100 lakh includes profits amounting Rs. 20 lakh in respect of exports qualifying for
deducation @ 30% under Section 80-IB and profits of Rs. 10 lakh qualfying for deduction
under Section 80-IA.

The profit computed in accordance with the provisions of the Act is as under :

Rs.

(in lakh)

Profit and Gains as computed before allowing depreciation allowance w/’s 32 70
Less : Depreciation as per Income Tax Rules 60
10

The company is eligibie to carry forward the following amounts from the assessment year
2005-06 :

Rs.

(in lakh)

Unabsorbed depreciation 40
Business loss 10

You are to show :

(a) The application of Section 115JB; and

(b) The eligibility of tax credit in the subsequent years.

AL - '

Computatin of Total income of Y Ltd. for the Assessment Year 2006-07, relating to the
Previous Year 2005-06.

Particulars Rs.
(in lakh)
Profit before Depreciation 100
Less : Depreciation for the current year 60
40
Less : Carried forward Business Loss set-off 10
' 30

Less : Unabsorbed Depreciation of earlier year set-off
(Rs. 10 lakh to be carried forward in the next year for set-off) 30
Business Incomoe Nil
Other Income | Nil
Gross Total Income Nil
Less : Deduction under Section 80C and 80-1B Nil
Total Income Nil
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Book-profit computed for the purpose of Section 114JB.

Particulars Rs.
(in lakh)

Net Profit as per Profit and Loss Account prepared in accordance with
the Provisions of the Companies Act 90
Less : Profit eligible for Deduction under Section 8OHHC
(since no deduction abailable for the assessment year 2005-06) Nil
Brought Forward Business Loss/Deprciation (-)10
Brought Forwared Business Loss (unabsorbed Depreciation)/Book-Profit | 80
Tax Liability of the company is the higher of followings:
(i) Tax on Total Income as computed Nil
(ii) 8.4150% (Tax @ 7.5% + Surcharge @ 10% + Education cess @ 2%)
on Book-Profit (i.e. on Rs. 80,00,000) 6,73,200

Therefore, the tax liability of the company is Rs. 6,73,200 as per Section 115JB and Tax Credit
is available under Secrion 115JAA of the Act shall be Rs. (6,73,200-0) =Rs. 6,73,200.

Twizad-2 ¢
Following is the profit and loss account of a Tata Tea Limited for the year ended 31st March,
2006. Find out the total income of the company :

Profit and Loss Account

Rs. Rs.
To Sales tax paid 25,000 By Gross profit 2,90,000
" Reserve for doubtful debts 6,000 " Premium on issue of shares 23,000
" General charges 13,000
" Fines and penalties 2,000
" Brokerage and commission 14,000
" Income tax 13,000
" Underwriting commission
paid regarding issue of shares 3,000
" Cost of issue of debentures 1,500
" Interest on debentures 2000
" Donation to P.M. Drought
Relief Fund 7,000
" Workmen’s compensation insurance 1,000
" Loss by embezzlement 9,000
" RPF contribution 2,500

Compensation paid to
customers for termination of contract 62,000

" Legal expenses 5,000
" Commitment charges 6,000
" Damages paid for wrong
dismissal of managing director - 49,000
" Net profit 92,000
3,13,000 3,13,000
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1. Rs. 10,000 on account of liability foregone by a creditor to whom the sum was due
by way of commission charged by the company in the revenue account of preceding years
and Rs. 30,000 on account of speculation profit have been carried to a spccial reserve. It is
claimed that speculation is not the regular business of the company.

2.

5.

General charges include :

{a) Rs 500 donation to the hospital where the company’s employees are treated free.
(b) Rs. 1,000 subscription to the Sugar Syndicate whose object is to regulate sugar

sale price.

(c) Rs. 3,000 interest on the unpaid price of a business asset purchased by the company.
(d) Rs, 3,000 spent on promoting family planning amongst its employees.
Brokerage and commission include Rs. 10,000 in account of secret commission
disbursed through the managing director. The company is prepared to satisfy the income

tax authorities in every respect except furnishing the names of the payees as such

disclosure would be detrimental to its business.

Legal expenses were incurred in defending the officer of the company in a prosecution
under the Essential Supplies (Temporary Powers) Act, 1946.

Commitment charges were paid on the undrawn amount of a loan which was kept in
readiness by the lender for disbursement.

HAAYF -

Computation of Total Income of the Tata Tea Ltd. for the assessment Year 2006-07,

relating to the Previous Year 2005-06.

Particulars Rs. Rs.
Net Profit as per Profit and Loss account 92,000
Less : Premium on Issue of Shares being in the
nature of a Capital Receipt 23,000
69,000
Add : Items disallowed :
(i) Reserve for Dot btful Debts 6,000
(ii) Fines and Penalties 2,000
(iii) Income Tax 13,000
(iv) ¥ ths Underwriting Commission : 2,400
(v) Donation to Prime Minister’s Drought _
Relief Fund 7,000
{vi) Income omitted from Profit and Loss account:
~ (a) Liabilites foregone by a Creditor 10,000
(b) Speculation Profit 30,000
(vii) Donation to Hospital 500
(viii) Damages to Managing Director 49,000
(ix) Secret Commission 10,000 1,29,900
Gross Total Income 1,98,900
Less : Deduction w/s 80G : :
(i) Prime Minister’s Drought Relief Fund 7,000
(ii) Hospital 500
7,500
50% of Rs. 7,500 3,750
Total Income 1,95,150
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Notes : (1)

2)

(3)

4)

(&)

(6)

(N
)

)

(10)

(an

(12)
(13)

(14)

(15)

(16)

Expenses incurred on promoting family planning amongst the employees are

_aaimisible under Section 36(ix).

Fines and penalties are not esential expenditures incurred in the normal course
of business, hence not allowed.

Donation to Prime Minister’s Drought Relief Fund is not an admissible
expenditure but a deduction at 50% of donations shall be allowed in computing
the total income. :

Under Section 35D, '/ th expenditure incurred in connection with commission,
brokerage, etc, issue of shares is admissible in each of the successive five
previous years. Hence, */,ths of underwriting commission has been disallowed.
Workmens’ compensation insurance is an admissible expenditure being in the
nature of normal expenditure in the course of business. '

Loss by embezzlement is an admissible expenditure being in the nature of normal
expenditure in the course of business. (it has been assumed that the embezzlement
is done by an employee of the company.)

Compensation paid to customers for termination of contract is an allowable
expenditure as the same is paid for the benefit of the company’s business.
Cost of issue of debentures are admissible expenses [Indian Cement Ltd. Vs. CIT
(Mad.)].

Rs. 500 donation to a hospital where the company’s employees are treated free
has been disallowed as it is in the nature of a donation and 50% of it has been
deducted w/s 80G in computing the total income.

Rs. 1,000 subscription to the Sugar Syndicate is an allowable expenditure as it
is a sugar mill.

Interest on the unpaid price of a business asset purchase by the company is an
expenditure wholly and exclusively incurred for the purpose of business, and is
therefore, allowable. [Bombay Steam Navigation Co. [1953] Private Ltd Vs. CIT
[1965] 36, ITR 52 (SC)].

Speculation profits are taxable even if speculation business is not done regularly.
Legal expenses incurred in defending the officers of the company in a prosecution
under Essential Supplies (Temporary Powers) Act, 1946, are an allowable
expenditure. [Jagit Cotton Textile Mills Ltd. Vs. CiT (Cal.}]

Commitment charges paid on the undrawn amount of a loan which was kept in
readiness by the lender for disbursement is an allowable expenditure as it is
wholly incured for the purpose of the business. [CBDT Circular No. 2-P (XI-
6) of 1965-F 1965-F No. 10167-5617 (Al)dated 23.8.1965]

Damages paid for wrong dismissal of managing director are not alowable as it
is not incurred wholly and exclusively for business purposes (Lakshmi Ratan
Cotton Mills Co. Ltd. Kanpur Vs. CIT (U.P.-Lucknow)].

Secret commission wil not be allowed because it is against public policy
(Explanation to Section 37).
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Tead 3 :

Given below is the profit and loss account of Bharat Ltd. for the year ended 3.st March,

2006 :

Rs.
Cotton 1,14,17,950
Stores 18,35,648
Mills salaries and wages 38,31,984
Donation 10,000
Rates and insurance 40,376
Brokerage 7,224
Office expenses 2,40,694
General Expenses 29,008
Director’s fees 9,000
Auditor’s fees 5,000
Interest A 2,11,850
Repairs to building and machinery 1,24,556
Law charges , . 5,730
Workmens’ welfare expenditure 55,184

Contribution to staff Provident Fund 75,500

Managing agent’s Commission 2,01,090
Net profit (subject to depreciation)  25,54,700
2,06,55,494

Yarn account

Cloth account

Waste account

Rent of bungalows
Dividends

(From Punjab National
Fertilisers Ltd.)

Transfer fees

Rs.
1,08,11,956
96.24,312
1,21108
57,902
32,000

8,216

2,06,55,494

Ascertain the company’s taxable income from business and also the total income for
the assessment year 2006-07, taking the following into account:

(a) Rs. 1,824 of brokerc e was paid for cotton and stores purchases and the balance was
in respect of loans for the company’s business.

7 (b) Rates Rs. 3,600, insurance Rs. 5,744 were in respect of bunglows and quarters let to

employees.

(c) Legal charges amounting to Rs. 1,900 were incurred in connection with the purchase

of additional land and buildings.

(d) The staff providend fund is a recognised one.
(e) The amount of depreciation allowable for assets used for the company’s business is

worked out at Rs. 5,51,710.

(f) Company has distributed dividend of Rs. 10 lakh to its shareholders on 10.10.2006.
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AL - .
Computation of Income from Business of Bharat Ltd. for the Assessment Year 2006-07,
relating to the Previous Year 2005-06.

Rs. Rs.
Net Profit as per Profit and Loss Account 25,54,700
Add : Ttems disallowed :
(i) Legal Expenses for Purchase of Land and
Buildings—being Capital Expenditure 1,900
(ii) Donation 10,000 11,900
25,66,600
Less : Deprecation 5,51,710
. 20,14,890
Less : Dividend exempt /s 10(34) 32,000
Income from Business 19,82,890
Statement of Total Income
(1) Business Income 19,82,890
(2) Dividends (Exempt) . Nil
Total Income . 19,82,890

Notes : (1) It is assumed that the quarters and bunglows have been let to employees in the
interest of company’s business. As it is incidental to business, hence business

income.

(2) Brokerage paid for raising loan for the business is an allowable expenditure.
(India Cement Ltd. Vs. CIT [1966]60. ITR 52 (SC)]

(3) The company will pay tax on Rs. 10 Lakh distributed as dividend @ 12.5% Plus
surcharge plus cess.

(4) Assumed donation does not qualify for deduction u/s 80G.

Twigad 4 :
Compute the taxable income of Paradip Co. Ltd. for the previous year 2005-06 from the
following profit and loss account and additional information :

Rs. Rs.

To Salaries and bonus 1,00,000 By Gross profit 5.00,000
" Office rent 10,000 " Interest 10,000
" War risk insurance 10,000 " Profit on sale of share
" Postage and stationary 10,000 bought in June, 2004 and
" General charges 20,000 sold in May, 2005 15.000
" Reserve for depreciation 25,000
" Income tax for 2004-05 50,000
" Provision for income tax 2005-06 2,00,000
" Net profit 1,00,000

5,25,000 5,25,000
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Additional information :

(a) The general charges include Rs. 5,000 for advertising ; Rs, 1,000 for charitable
donation; Rs. 3,000 paid to a motor car company for exchanging the old car for new
one ; Rs. 1,000 for charity and Rs. 5,000 for miscellaneous repairs.

(b) The amount of depreciation admissible under the Income Tax Act is Rs. 15,000 only.

(c)
(d)

The company does not deal in shares.
The amount of interest is from Government securities.

HAG .
Computation of Income from Business of Paradip Co Ltd. for the Assessment Year 2006-
07, relating to the Previous Year 2005-06.

Rs. Rs.
Net Profit as per Profit and Loss Account 1,00,000
Add : Ttems not allowed : ’
(i) Reserve for Deprecation 25,000
(ii) Income Tax for 2004-05 50,000
(iii) Provision for Income Tax for 2005-06 2,00,000
‘{iv) Donation 1,000
(v) Payment for Car being Capital
Expenditure 3,000
(vi) Charity 1,000 2,80,000
3,80,000
Less :(i) Profit on Sale of Shares being Capital gain 15,000
(ii) Interest on Securities taxable under
the head ‘Income from Other Source’ 10,000
(iii) Deprecation Allowed ' 15,000 40,000
Income from Business ) 3,40,000
Statement of Total Income
Rs.
(1) Income from Business 3,40,000
(2) Capital Gains—Short-term (Profit on sale of shares) 15,000
(3) Income from Other Sources : Interst on Securities 10,000
Gross Total Income 3,65,000
"~ Less : 50% of Donation w/s 80G, i.e., 50% of Rs. 1,000 500
Total Income 3,64,500
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TRizad 5 :

The following is the profit and loss account of the XY bLtd., an Indian company in which
the public are substantially interested, for the year ended 31st March, 2006:

Rs. Rs.
To Manufééturing expenses - 8,85,295 By Sales account . 17,61.300
" Exise duty 1,07,500 " "Rent from agricultural lands 950
" Salaries and wages 1,20,495 " Revenue from fisheries 3,700
" Establishment charges 50,150 " Sale proceeds of cane 6,07,055
" General charges 13,750 " Transfer fees 300
" Director’s fees 1,750 " Profit on sale of motor truck 1,230
" Interest on debentures 25,000

" Managing director’s remuneration 41,000

" Depreciation , 69,000
" Cultivation expenses 4,57,500
" Taiation reserve 25,000
" Net profit 5,78,095
23,78,095 23,74,535

Compute the total income of the company and net tax liability fot the assessment year 2006-
07 after taking the following information into consideration:

(a) Sales included cost of cane Rs. 6,12,000 on account of cane produced and consumed
in the factory, the average market price of such cane being Rs. 6,75,000.

(b) The motor truck sold during the year Rs. 3,230 was purchased in the past for Rs. 17,000,
the depreciation claimed in respect thereof in past assessment being Rs. 15,000.

(c) General charges include (a) Rs. 750 legal expenses incurred in defending a suit
regarding the companies title to certain agricultural lands and (b) Rs. 9,000 paid to a
director for a trip to US to study modern methods of confectionery manufacture.

(d) Depreciation in respect of all assets has been agreed at Rs. 50,000.
(e) The company has paid advance tax of Rs. 1,40,000.
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Computation of Total Income of XY Ltd. for the Assessment Year 2006-07, relating o the
Previous Year 2005-06.

Particulars Rs. Rs. Rs.
Net Profit as per Profit and Loss Account 5.78,095
Add : Ttems not disallowed :
i) Depreciation treated separately 69,000
(ii) Cultivation Expenses (not a business expenses) 4,57,500
(iii) Taxation Reserve 25,000
(iv) Legal Expenses for defending a suit regarding
the Company’s title to certain Agricultural Lands 750] 5.52,250
11,30,345
Less (i) Rent from Agricultural Land 950
(ii) Sale proceeds of cane being Agricultural Income 6.07,055

(iii) Average Market Price of cane produce and
Consumed in the factory 6,75,000
Less : Cost which has been debited to
the Manufacturing Account

(Vide Rule 7 of Income Tax Rules, 1962) 6,12,000 | 63,000

(iv) Depreciation Allowable 50,000

(v) Revenue from Fisheries treated separately 3,700
(vi) Profit on Sale of truck treated separately . 1,230 7,25,935
Taxable Income from Business 4,04,410
Short-term Capital Gain : On Sale of Motor Truck (u/s 50) 1,230
Income from other Sources : Revenue from Fisheries 3,700

Total Income 4,09,340

Computation of Net Tax Liability

Rs.

Income Tax on Rs. 4,09,340 @ 30% 1,22,802
Add : Surcharge @ 10% on Tax 12,280
: 1,35,082

: 2,702

Add : Eeucation Cess @ 2% , | 1,37,784
Less : Advance Tax paid - | 1,40,000
Net Tax Liability 2,216
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Notes : (1) Assuming that motor truck was the only asset in this block of assets and that
the profit on its sale is the excess of sale proceeds over its written down value

on 1.4.2005 the profit_shall be deemed to be short-term capital gain w/s 50(2).

(2) Legal expenses for defending a suit regarding the company’s title to certain
agricultural land is a revenue item, but since it is in connection with the

agricultural land it has not been allowed.

(3) Rs. 9,000 paid to a director for a trip to US to study modern methods of
confectionery manufacture are allowable as they have been incurred as a business

expediency.

TwizaY 6 :

Compute the assessable income of Bull Ltd., a newly established industrial undertaking, which
started its commercial operations in the accounting year 1999-00 (manufacturing an article
which is not included in the list given in Schedule XI) based on the undermentioned particulars

relating to the year ending 31.3.2006 :

Rs.
Net profit without adjustments of the following : 3,66,000
(1) (a) Salary, rent, electric charges, etc. : Pre-production
expenses——incurred in 2003-04 for Rs. 1,50,000 3.00,000
(b) Allowable depreciation for the year (inctuding that on roads,
drive-ways and compound wall Rs. 5.000) - 15,000
(2) Brokerage for obtaining loan of Rs. 10 lakh 10,000
(3) Propaganda to prevent seizure of business by Government 15,000
(4) Legal expenses for evicting squatters who took illegal
possession of a part of the factory ’ ’ 16,000
(5) Entertainment expenses 26,000
(6) Forfeiture of security deposit paid to a customer for non-
fulfilment of contract 5,000
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Computation of Assessable Income of Bull Ltd. for the Assessment Year 2006-07, relating
to the Previous Year 2005-06.

Rs. Rs.
Net Profit 3.66,000
Less : (i)  Pre-production Expenses 20%, allowable
u/s 35D (1/5th) 30,000
(ii)  Depreciation 15,000
(iii) Brokerage for obtaining Loan 10,000

(vi) Propaganda to prevent seizure of
Government (Morgan Vs. Tata & Lyle Ltd.) allowed | 15,000
(v)  Legal Expenses 16,000

(vi) Entertainment Expenses allowable in full with effect
from Asessement Year 1999-00 26,000

(vii) Forfeiture of Security Deposit allowable

as it is a loss incurred under Business Expediency 5,000 1,17,000

2,49,000

Less :Deduction w/s 80-IB : 30% of Rs. 2,49,000 (30%
deduction since 5 years have elapsed) . 74,700

Total Income 1,74,300

Notes : (1) Roads have been included in building vide Income Tax Rules IV Amendment,
1983,

(2) It is assumed that all pre-production expenses are eligible for deduction under
Section 35D as preliminary expenses and allowed @ 1/5th as incurred after
1.4.1999. '
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Twiad 7 ¢

The following is the profit and loss account of AB Co. Ltd. for the year ended 31st March,
2006: '

Rs. Rs.
To Salaries, wages 3,00,000 By Domestic sales 25,00.,000
" Rent, rates 2,00,000 " Export sales 10,00,000
" Repairs 1,20,000 " Transfer from general
" Selling expehses 3,50,000 reserve 2,00,000
" Depreciation 5,00,000
" Income tax 3,60,000
" Proposed dividend 2,70.000
" Net profit 16,00,000
37,00,000 37,00,000

Other information :

(1) The company has long-term capital gain of Rs. 1,00,000, which is not credited to profit
& loss account

(2) Foreign exchange remittance Rs. 8,00,000.
(3) Depreciation w/s 32 Rs. 4,50,000.

(4) The company wants to set-off the following :

For rax For accounting
purpose purpose
brought forward loss of 2002-03 5,00,000 4,00,000
Unabsorbed depreciation 2,00,000 2,00,000

Calculate the following
(i) - Book profit as per Section 115JB.
(ii) Total income of the company.
(iii) Tax liability of the company.
(iv) Deduction under Section 8OHHC.
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HAI -

Computation of Total Incom= of M/s. AB Co. Ltd. for the Assessment Year 2006-07, relating

to the Previous Year 2005-06.

Net Profit

Add : (i) Income Tax
(ii) Proposed Dividend
(iii) Excess Depreciation

Less : General Reserve
Profit of the year
Less :(i) Brought forward business loss
(ii) Unabsorbed Depreciation
Income from Business
Add : (Long-term) Capital Gain
Gross Total Income :
Less : Deduction u/s SOHHC (No deduction avilable)
Total Income

Rs. Rs.
16,00,000
3,60,000
2,70,000
50,000 6,80,000
22,80,000
2,00,000
20,80,000
5,00.000
2,00,000 7,00,000
13,80,000
1,00,000
14,80,000
Nil
14,80,000

Computation of Deduction u/s 80HHC : No Deduction under Section 8OHHC is available for

the Assessment Year 2006-07.

Computation of Book-Profit under Section 115]B

Rs. Rs.
Net profit 16,00,000
Add : (i) Income Tax 3,60,000
(ii) Proposed Dividend 2,70,000
(iii)Long-term Capital Gain 1,00,000 7,30,000
23,30,000
Less :(i) General Reserve _ 2,00,000
* (ii) Brought Forward Loss or Unabsorbed
Depreciation, whichever is less 2,00,000 v
(iii)Deduction u/s SOHHC Nil 4,00,000
Book-Profit 19,30,000
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Computation of Net Tax Liability

Rs.
(a) Tax on Total Income :

On Long-term Capital Gain @ 20% on Rs. 1,00,000 20,000
On other Income @ 30% on Rs. 13,80,000 - 4,14,000
4,34,000
Add : Surcharge @ 10% ) 43,409
4,77,400
Add . Education Cess @ 2% 9,548
4,86,948
(b)  Tax on Book-Profit Rs. 19,30,000 @ 7.5% 1,44.7 0
Add : Surcharge @ 10% ‘ 14,475
1,59,225
Add : Education Cess @ 2% 3,185
\ » 1,62,410

Tax payable (a) or (b) whichever is more, Hence, Tax Payable Rs. 4,86,948.

Trizad 8 :

The prorit and lnss account of XYZ Ltd., a company in which the public are substantially
intersted (manufacturing an article not included in the list given in Schedule XI) for the year
ended 31st Marcii, 2006 shows a net profit of Rs. 15,00,000. The credits and debits in the
profit and loss acount include the following items among others:

Credits : ) Rs.
(i) Dividend from an Indian company 1,00,000
(ii) Net -ent from house property (let-out to outsiders) after

deb.iing .epairs Rs. 1,000 and municipal tax 3,000 23,000
Debits :
(i) Provision for taxation 20,00,000

(i) Cos. of maintenance of a liason office in New York for promoting exports 60,000

(iii) Legal expenses for contesting a suit for eviction from a premises used as a show-room
3,000

(iv) Expenses for obtaining a loan from a financial institution

for acquiring new machinery 20,000
(v) Amcunt erw.2zzied by the cashier of the company, which is irrecoverable 15,000
Entire amourt of dividend income from another Indian company has been distributed as
dividend to its shareholders on 10.12.2006.

Compute the total income of the company for the relevant assessement year 2006-07, relating
to thc Previous Ycar 2005-06.
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Computation of Total Income of XYZ Ltd. for the Asesment Year 2006-07, relating to the

Previous Year 2005-06.

Rs. Rs.
Net Profit 15,00,000
Less : Income not Taxable under the head ‘Business or

Profession’

(i) Dividends 1,00,000

(ii) Rent from House Property 23,000 1,23,000

13,77,000
Add : Expenses disallowed :
(i) Provision for Taxation 20,00,000
(ii) Expenses on office in New York
(allowable) —

(iii) Legal Expenses (allowable) —

(iv) Expenses for obtaining Loan (allowable) —_

(v) Amount embezzled by Cashier (allowable) — | 20,00,000
Income from Business 33,77,000
Income from House Property : Rent 27,000
Less : Municipal Tax 3,000
Annual Value 24,000
Less : 30% of Annual Value 7,200 16,800
Income from Other Sources : Nil

Gross Total Income or Total Income 33,93,800

The company will pay additional Income Tax on distribution of Dividend, as computed

below :

Tax @ 12.5% on Rs. 1,00,000
Surcharge @ 10%
Education Cess @ 2%

Rs.
12,500
1,250
275
14,025

1.14 SEphierat
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6
7.
8
9

- AR Row 39 I TS [ @R ? (@9 9% R 9 AR

& @ Ty e Fdifte =2

Bt fergm—

(a) Gy wite (@il

(b) SIS @@=

(c) A SfEFFTT (@i |

@riifag o e 80 «IAR el ReAfE SCEtbl g |
115JAA 48 SR Tax Credit-3 Faafd smew-1 og
IS Revr s Frerr [die 292

e Afesmm ¢ (T Firs & @R e

10. VI-A SR Sove Quqfa & &2

e am

1.15

AR

P w D -

T FIR-AT ¢ ofs—e. 3. @%b, CHeY
I Y- @ ACHIN-TH 8 HeoHfS

Direct Taxes-Dr. V. K. Singharia

Direct & Indirect Taxes-M. Acharjee
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gss 2 O T & ¥<9 (Permanent Account Number)

gz
2.1
2.2
2.3
2.4
2.5
2.6

it B T & (vt 139A)

@ 1 e AF o TwFq T AEs FAE
@ ¥ CF@ PAN Trad Qoe< (4t 114B)
(@ 7% F0a PAN (F1<4F &0WEA (A2 (4 1140)
PAN Stawt=a #wafs

ST

2.1 T Zoe a9 & (g 139A)

, ST SBA SIS LTSS AL O T Tofg 9 e 28 | a2 [ofs A i
AT MY BFS 1 (@9 @ AZF 77 (S G3E FIew Gifes [T WS HAI | @ wejfRg
W I T SEd v ofeh Wi e saR o 9elh Rive e i A

151 @i 1976°7 SIS (3 QTG A AN R Sweag [oW ke Faces (7 e us A
HICECE YR I (@RI (General Index Register) @ i 15 (w741 78 @3 & @f&Hica
@ FT TR 7 AN AT TO (R TREE @ [T Do 791 791 9% A A4 P
|9 (General Index Register Number 9 GIR No.) = 2F|

g 1571 WSl 1976 (A0 SFI WA FREALCHT TG GIR No. 93 A0S F=0if) 7239
93’ (Permanent Account Number 3 PAN ) MeTR fAIw Ble] TR 2l i ST
T o RACS PAN (13 | U8 PAN "6 wiersl SIS bl 3 @ofB g @
@3 2 TS MeT TV 9B PAN I T TG (09T 26—

{NCOMETAX DEPARTM

NAME :
Father’s Name ;
Date of birth :

Pormane  Acgoun Number

AJDP;2940F

PHOTO

Bigaaturs: ph. g
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S | 7 TRERR NG FATNE a3 we@ @9 FACS 281 PAN II0ET 979 AT |
- OReE (A (P AT I TSFACR 0@ A WS @F@Ed ¢F@ PAN 77 41 AW

22 @ 7R PF AT R TwEmm o i $93

fasfEfs (TSI (Person) T 7R 49A (S WITFT WAE@ PAN O3 &) SIM F900 2 |

(i) 23S IR JGA W WAFF S PR A ST A7 9o v @& =1

(ii) T Al (oI 0! T (@ I, T (NG R 1 (G eitfey 7148 +[4=8] I=ca 500000
SR @ :

(i) (T IFE TITHA &0 139(4A) 4171 ST Sied oW wifds 03 )

@ weeR [Refy s Ngm @ @ Pl (SmilHieRs ¢ sgiRareTg, 39 aaw
3¢ A1 71l TgF) PAN (R6q17 &= 4 [ enfafdicaa (Assessing Officer) PR S FICS
o fars |

Tolrz Trals A Boie (@ 9% e 33 aia I SIS W4Rd Sfasid PAN emis
FACS AEN | OIRG! (T (FF eS8 PAN'T &) SN([A FACS AN |

23 @ ¥ ¥@ PAN TrEd QgenE (9t 114B)

15 NCoRE 1999 (AT AToIS I (@ WHferlde @mmema e iE8 wfeiee PAN

T AGOHETS |
(i) 500000 It 31 O @ YR (TN IRIRT i€ T A RS

(ii) 1988mmmm@m2(28)wzﬁ@mﬁam@mmfi@awma«
@ Ay &9 T |

(iii) (N YT 50,000 BRI S I SNACS (time deposit) TN A |

(iv) OB 97 (e e 50,000 IR @B St AT |

(v) T WA AWFS B S ZAR (AR O |

(vi) 10,00,000 B (I =R wifasie 7 A Ry w31 w9 pfed owea )

(vi) BRTCPIN A CRETR (TR e S S 20 |

(viii) (P (G A @FICE 25,000 BiFR @M [{e e T30 |

Bl ERTTAYfER TR SRR U PAN 1 QIR GIR o STae S90S 204, O0F & i
I 2511 W (PAN) Q19 GIR R (R8T TE 1

I (FI9 T PAN @ GIR No. (61 7l AT T ST 60 R TG WS (RN T
el

ECO(P-SBS 1&2)-8 113



T AR 49A° G T NG (19T TH—

Form No. 49A Form No. ITS 49A

Application for Allotment of Permanent Account Number

Undor Section 159A oltho income Tax Act, 1861
{10 avoid mistako(s}, pleaso follow the panying G and los carcfully botore filling up tho form) Only'Individuals’

To to affix recent
The Assessing Officer Area .Xe] Range AC photograph (3.5

Cede ) Type | Code | No. cm x 2.5 em)

Waral Crois IENERNENE

Range

Commissioner

|/We hereby request that a permanent account number be aliotied to me/us.
/We give below necessary particulars :

Signature/ Left Thumb

1. Fuit Name (Full expanded name : initials are not permitted) linpression

Please Ticks applicable Shri D Smt. D Kumari D MIsD

Last Name / Surname First Name

W LI T T T T T T T T T T T T T T T I T T T T T T 111

Middle Name

{0 1 I O N N O O A N O I I O
P Name you would like printed on the card r! l l l l I l I l l l rIJ LJT‘]IT] l ,J

B Have you ever been known by any other name? Please Tick as applicable Yes U No D
If yes, please give that other name

(Full expanded name : Initials are not permitted) ShrD Sm(.D KumariD Mis D
Last Name/ Surname First Name

I LT TP T I T T I T T T I T T I TTI T I ]

Middie Name

(I T I T T T T T T T I T I T I T I T I I T I I T]

4 Fathers Name (Only ‘Individual’ applicants : Even marfied women should give father's name only)
Last Name / Surname

lliIllI][llll[xli;[ﬁ]’{ejlllllFTlLwLa[melHllIlTJ
0 0 1 0 6 I O O

5 Address

R. Residantial Address
FiatDoo/Block No.

LT T T T I A L T T I N T T T T T I 11

Name of Prermses / Buiiding / Village

(LI T I L T T T T T O NI T T T T T T T T IT]

Road / Street / Lane / Post Office

(I I T I T I T T T T YT T TTOTITTITIITITITY

Area / Locality / Taluka / Sub - Division

llllllllf[llllllllllTlrllllllJ

Town / City / District State / Union Tefritory

I LI LT T T T TTTTTTTIIT 0] ENEEEN

0. Office Address (Name of Office) (Indicating PIN i1s mandatory)

LT LT LT T T T T T T T I T T T T T T Ty 7}

Flat/Door/Block No

HEERRAERERENEEEEEEREEEEEEEEREE

Name of Premises / Building / Village

HNEEEREEERNEEEEEEEEEEEEEEEEEEE

Road / Street / Lane / Post Office

LI L T T T T T T T T T T T TI 7 1 11]

Area / Locality / Taluka / Sub - Division

(L L LT LT T T TT P TTTT I TTTITIT]

Town / City / District State / Union Territory

(I ITTTTTTTITTTTITITTT] hlf[l

(indicating PIN is mandatory)
6. Address for communication Please Tick asapplicable R D or O D
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STDCode Tei.No

rrane [T 1) (T T TTTT] emof -
8. Sex (For ‘indvidual' Apphicants only) Flease Tlck as applicable Male D Femaie D
9 Status of the Applicant Picase Ticl as appiicable

indsvidual lED Firm Body ot lndrvndualsl 8 D
. ; 1 AT | L
riridu Undivided Family Association of Parson . Locai Authority

Company Association of Persons (Trusts) mmmmai Jundical P'erson

10. Date of Birth / Incorporation / Agreement / Partnership or Trust Deed / Formation of Body ! l R [ I }_{ l 'l I l
of Indwiduals/ Associastions of Persons D O M M Y Y ¥ v

11 Registration Numper {In case of Firms, Compames etc ) [ }

12. Whether citizen of India ? Please Tick as applicable Yes D No D

13{a) Are you a saiaricd employee 7 !f yes, indicate Government D Cthers D
Name of the Organisation where working [ J

(b) if you are engangad in a business/ profession, indicate nature of business or profession and fill the relevant code

{c) If you are not covered by (a) or (b) above, indicate sources of income, if any

14 Full name. address of the Representalive A . who is ble under the Income Tax Act in respect of the person, whose padiculars
haveFt:ﬁIefcagr.v;I:(;:::l':::zz;c;on;ie :initials are not permitted) Please tick as applicable Shn D Smt. D KumariE] M/s L—_]
Last Name / Surname . First Name
I T TP TP PP PP T T T T T T T P T T T T T T I IT]
Middie Name
NN RN EEEEREERENREEn N
Address '

Flat’Door/Block No.

LI T T T T T TTTTTT0
[

HEENEEEEEEN
I TTTTITITTT]
TTTTITIITTITT]
|
I

Name of Premises / Bulding / Village

HREEEEREEREEEEE

Road / Street / Lane 1 Post Office

(I IIT T ITTTTTTITITTTIT

Area ! Locaiity / Taluka 7 Sub - Division

LT T T T T TTTITTITTITT]

Town ! City 1 Dastisct

I T T T T T TTTTTITTTT]

|
|
[

I
I
[
]

ILTTITTTT1]

State / Union Territory

I T

(Indicating PiN is mandatory)

15 /We have enclosed [ ]as proof of idennty and l ] as
proof of aadress L ’
1\ve l ‘ the applicant, do hereby declare that

what is stated above is true to the best of my/our information and belief.

Venfied today. the Signature/ Left Thumb Impression of

DD MM vy v v v Applicant (inside the box}
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24 @9 F@ PAN @7 or@iem @2 (4@ 1140)

IRE® H@ PAN SE(¥E AT (F3—

(i) A IEF (NG FA I WY G3R S (@I FIR W 73| ©F) 23 @ I
T 2.3 4 SRS ENME T AT ©@ PAN T@Ed I |

(i) SR SReR T

‘i) (ST TSR, A FLIT I IPPCED AFRE @ (T e 2 FACE |

2.5 PAN S[aweea ovaf®

WINFA SR 114(1) 4171 SRR 93 IR 49A Tl WT F$oitara g T B
THEF (PAN) Tl ST FICIA | IRLOII 739 I3 49A Tl 25 S a1 i @
ooy fdizel SfEPIRS (Assessing officer) (3 WG Wi e O Fig oW s 23 | S 7
c¥a (@ fdird wigsifaces Fitg @ Ife3 39 Rdind =8 o) sz @ o o9 el TE)

oPANwamwﬁm

(i) AT T el TRr=z 31C3 3t O St ST FZR TR S S asi e 2@ |
(i) (T 3% YfF 2T A (o et TF R ACR (6 [ew 1 w17 @B 299" I@ 500000
DIPR CIf ROA0R A QST TSI TR O (@ & R I (1 26 TR WIEs] TATS FGATH
IR A7 FACS A (iii) T IR JIE @IOBT TR) 139(4A) €I [HAE SEF [WOW wifds
TR CUFE TR T (19 29[ SR PAN'T & Q@7 A0S 2(J |

2.6 SEAER

1. = IR TE e

2. (W @R (R PAN BHY 31 TSNS ? PO O % AN 76T 7 A2
3. fere eac w4 =il IR T o SiEwe 9 T

4. (PR.(FW & PAN'T T SN IS A 2
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GFF 30 I9 @99 8 eww (Determination and
Payment of tax)

N

31 =7 Rdiad oS
3.1.1 %-fdifes 33 (9at 140A)
312 %7 fRdrd wifvsifas qat o3 M

3.2 <9 e+

3.3 ‘@Qﬂ‘[@f C??CBVC;{\‘?‘QT $9 (Tax Deducted at Source) ;
3.3.1 <% Jio1q Ty w99 (Tax Deduction Account Number)
332 TN ¥ (06 AN o wigaie I
333 (@ CRTa SICE F9 (06 AL =W
3.34 TonrE ¥ (I AR wiReee wivr 67 (¢t 200)
335 TomrE F9 A S5 A (G A I T A 0eTF T i (= 201)
3.3.6 TOTHE F9 WA (WA 206C)

3.4 YA oy

3.5 SR

3.1 <9 [Rdiad ofs

T B2 ST AT 9 i (assessee) O 576N 907 (NG T @32 & (B SIS
Torg ey IR AAfe Fdiae a1 b SieEg e 2R 8ve e [{ee ity e wielg
7z 79 Fiq Rdia e sty ARG Tty wieae & s ataw ) i w s
! SEE [Roa it o, awe aRe = e oitg [ of safadias enfamfas @t seaw
93 (@ gE A RIS oim wera afem gear Ao fre S |

4R @ o o wike 3w, 39 e wfEeifas or fSfers pore s @ s | 39
fdiaet RfSw «mfSre zre «ita—

(i) F-fdifae == (Self assessment tax)

(i) =7 fRdfae wifafass o 3 A4R9 (Assessment by assessing officer)
(a) Y T7 Al (Summary Assessment)
(b) Fafie 37 i@ (Regular Assessment)

3.1.1 3-fifee =2 (414t 140A)

AT AT 139, 142, 148 A 158BC 1At @i o Wik war onest wefS% Frefae
IRLAA T T RT (S =iw @ aitva aw Al faef sare 2| o diice «ofb wifdfe =
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ol N G atim 99 @ efES Wil IgeE i A0S | AGRSs ST SSRLE (@0
T7 I T (o R wfaw 3 awia IEA |

T Faeftaret At @l S o e SHaS! quran S RS s ficw 21 o B
Tofs wn MR AR (@ 9 St I OIS - Enie 1 F-fdifts 37 30 | {hiw e greaw
TR @ 39w e 7w 3 w1 7 Ronw avfie st $eiw Rrer sidet sepiite ave
a1

7-fifs 37 = RO amife Sieaa SoF 37 + 200 1 — (STt i1 o3 + Wi avg
)

Self-assessment tax = Tax on income as per Return + Interest payable — (Tax deducted
at source + Advance tax paid)

§-fdifrs taa TS 234A, 234B € 234C 4IQ SEPAE AW A FACS |

o 5-fAdifae fF0W =t oresirs s

AT SBAT 139 (1) 411 wpie e R e i s 1-fA4ifrs [oe
ol fnre 27!

IRRIE T (SRR <F SifFY
1. Qi , G e TR © ot Aew
2. @A Brer S AR T WS Pefiael TR o ST WS
ARE QA (R (AT T -
3. R AR , ”
4, aIT IRFY SAMF (Working partner) 7
7 BAReT e 3 2w
5. S ANS el A AR 1% e qRreg ot T |

3.1.2 <2 Rdird wifvsifas vat o9 [dma

TR (qefR, RS fRred ot (uls oy W3k et wad st R e | RES i
R AR @ e {OR @we Wifke F0aa (SAHE WS THIT & I T (7 | R [0 e
17 EEIT WAL I [Ndie wifenfas (S S sem @3 [t s ofe # [ s
G% A4l Sl 2E I ¢ femers @ fRdiae 3=t 77 AdiRe wfiiEE (Assessing officer)
fifen sy gaew Addimg o7 i RSy =i wrme 309 «Ataw | @3 wifSefe 71—

(1)  <fee w1 Rdfea (Summary assessment)

143(1) 41 SRR It A WRite 1 iy witaw [iees siftrafers 33w o9 [daq
gl a9 fRdite Itam o7 it WY a7 fdiad 0 | ke 37 Rdrag owa 199 5w
1999 (it faxfafRe fFawgfa e sere =)

139 41 At 142 (1) 4 P Sifd 331 Reafm @fsrs wiiis = oW s @i awve
=7 q (NG @ 37 (ACF I 2 O WD WA 037 99 @ A A Al sifacy o
I A T |
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@rwcE N SiEe RO Pt awe 9 ¢ fRdie snfieifaces fdifas atag s =
77 U WHRE (@ 437 AT AT 27 9 | (T s 370 [HoIH o (rewl 27 @id =il
AGET (T T (AT 9% IRIT TG 143 (1) L1 ST (3T 7€ AT W FEBIG 477 WS
AR AITS TR

2 ﬁ?lﬂTi{ei =4 [4fad (Regular assessment)

el o7 fdct oo ey 39 i ¢ TS Rorfefer wa fdlad swfe
A A T

(i) “eefel ¥ [Rdie (Scrutiny Assessment) [€1=1 143(3)]

AR @ SR FoE o (i ol T e 30 @3 ofaiy 39 i w1 23 it Ko
HTEGAE (BN O WWﬁW@W@W&?WWWﬁWWIWW
FAC AGFTONT G #=fors 31 fFdad a1 =27, EIeffet =—

(a) 2faza? RO 928 W (ARG =0,

(b) 51" &t fare fRere =0,

(c) TTAT FT& ARG e 91 20,

(d) &g AR T WA 2opifn

O A 2SI 9 MR 21 o e v i s 0w st

oS 1 (T T FRDIA S (RS T 2T (IR MO (417 ey (T 12 S g fefiare) wifgelfas
143 (2) (i) €1 <A Ref@ (notice) 1ot | fRdiae sfaeifara e el (@ (@ 1S (loss),
A7 (deduction), SN (relief) WGTAI = (Hojfe1 @ Rwf@re et Az | M3 S sifsce
Refeire Srafie Reaf it Soigs o gl facg fdwe sfiifaees s 2femar @a )

fdiR I1g (AT A g Xia W3z semenfi Goig fofe wta fdiae onfvaifas Rdide 3fe
(A TS #{itaa 1 qifee a0s Aaw | @3 i smafers fdire sifdfie R amy
3 crReTalel S wfamd fdiad saw gae fof o Tl s s sifae wgen [
HifTT @ |

(i) MAFS forafefes w2 Adiad (Best judgement assessment) (4171 144)

a3 37 Adigd siwfs regw 79 Rdiad aeme «ifibe | @3 w@aw 37 [dRe fsfEiee
CFaJfETe I W—

(a) 139(1) &= i@ AR 7 fGIw wifkst =1 weaw 139(4)@@1%1%&”%
a 139(5) 4R SRR FeafEs B o= A o, [

(b) 142(1) @7 ST 31 Rl wqad (S sTwezm sy MR 7fr (o= wiflke 7 staw
3 e fEmfaces wikes Ay ke ¢ sYameii RS T st o=t 7 o A
142(2A) @A wifd 21 ot sepig R4a off ol oo «8st =1 339, A

(c) 143(2) 4w TifF a1 Refix sww =16 oft MR o w1 3taw a RS s wwg
iz enfafares FIrg Toifers w1t 7w At fRdie sifsifatea vk 7o ww ZoTRe ¢ sy
A% smrag s o /o |
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Al 1 OB qR T et cvca i wfassifass e wiicas o ki o3t ety
CRETIT TNLITN AN LA (7 1 BT 142(1) 411 Teged HRis e Reaf?y Aot 2ta ot
Wi *Aifa S (e 7 Al

AT 27 R AT AT B ANSTF 47 9 e sifzifas ofx wdiegS Row-=ava
2rte a0 R4 @iF o 1w e s arm aag oAfawe Ay w0 arsta 144 a=
TEACT (P T (FAS SO T4 2 A

HdeFS Rorafelas o Nt M4 1S w1 20m Ffefie s AR fts Atae—

(a) 246 QAT ST A I @Y NI |

(b) 264 A TPAIT FEHNTIF I FFACIGART Ty S Il A |

AN RS 7 e 957 (17 26TF YR IR N FAIFS Rvrafefes v dias
g T TS 2 |

(3) o9 w9 fA4iad (Re-assossment) [€141 147)

SRR T e S e A TSl e Bo v fdiaet | 3 gfesiers SrTe fidiag
I s A (@, I (@ S (PN IQET I Ve (A Im Ay o fof
Q@ qRLAT T AR T A FI0S A | 717 I el (9 331 703 ©f fAie eia aidgs
IS (A R TS STNCT e oW o orea Ty [MEfRITe 148 gt Sepig fdine enfifas
Reafey wifd s |

o (T T WiW ¥4 i (ATF AW SiTery IWE A FA W—

147 @& PR RS craefens TRt o, 7 e (A0 AW ATSrR I A 39
z—

(a) 01 Tl (ReT Ty wEAw Z0AS (@I RIS oW o @ e, ‘

(b) G wifet w1 zrere WAt 7 fAdiae o) 2af @3z WS st ofz [ o= oy
@R A wefEs =3, BT A SRS 7 S,

(c) 2wty w7 el 20w (s1g g o3 Wiy, o9 37 [Rdfad o1 2rare A sl iy, sy
TRBT SISl LA B ZCACK |

o fTEf® wifsa s

7RI I [ARTIR o 148 @t sepaita e et s st [Ref® «tsirs 261 |

w<fard fRdiad T R @R AR (AT 4@ || RS Fdfind =rem ow (AT 4 2w
e 5% fog 6 agrae My

AT AT IR A TR, JPERAS | I A A #AfFwe 1,00,000 Bl A Ol
FIF A A AT 79 [t =2 ;) Q@M zte oA 9 Rdie o

{7 faffaters o S cafim Rreaf®y =it (13 s T2 (1 26TIF | TR0 T Sy
3 fadad s Tare =@
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+q oW ¢ AR 3 e oRifS ool 7re 220(1) AR S SOfT 9 AmitAs S
AT T TSI LT @D Rwf oo 271 2 el @iy s fm (3t 30 e g @2
T AN TACT 2| 30 TCT W0 T @i T A A 220(2) A SRR @fo s Al A
SRS (MRT & 1% T 7 TS 20 | SR (NS e ey v 77 &9 Qi F0 Al
= 221(1) 491 S R st e 20a | S0 SR AR e e s @
27 Al

(4) ga ¥4 fAKiad (Fresh assessment) [€191 153(2A)]

WEFT SRR 250, 254, 263 Il 264 G SR (S Feige o =ifsre a1 Afes a1
Z0ET TG 7 FRATERT 2T 2 | (3 AR 3[R0 SRR A SRR SATTS e brafb 41t S
ofa s fdifers o 2w FARSTER T (e (1R 92T (419 TR 519 (I0F | TRCAT [0 TR
7 e s T30 2@

qoak 9 fdiae srfoefere afefie eita Somife s am—

g fdiae +wfS
1
[ 1
iR Fcee a FdiEs e wnfyafas ae Rdfas
9 (ANAT= fz fadiae) 37 (pere 37 fadiad)
3-fadifee =9 (4171 140A) !

l I I 1.
AP 9 s 3% oA 37 fadiw qgw 39 faiae
fRdias [gr@ 143(1)] ﬁzﬁfm (4= 147] (41 153(2A)]

[ ]
sfaigelel 7 fAdize AFS Rpafefes
[q1= 143(3)] 7 fadiae [giat 144)

BHALIT SACENGA! (AT SRR TS A0 (F, R e =i sieimt w3 39 fdfad sa0e
AIEw | 93 Aifore J-fdifte oa Ay war o) 4R s ol ¢l oI ¢ 8w/ ene o9 Tl
e &5 S STU0ag W04y SEesd Wt ol (v | @2 TRGTR o1l e3a ST e weiEd Wik Y
it (7 fdia enfifas) RS o ages 33 fNdad g e | [Kfen fafers @2
7 fRsfraet ST 2re ita cawm (i) wiePee o fAdiae, (i) <faliqeel w3 A, (i) TS Rom
fofes @ fAdiae, (iv) 7 9 fdae @ag (v) Tgn 39 fdiae | sfeliee 33 R ¢ e
forfefes wg fdze g 31 Adae St Ate |

2.2 39 aviF

SCEA! (ACF @61 (AN (516 (@ AR e [rez i wnez $oig 37 fAdiad ataw confd
T3 iz SfEfas (@ aaem 4R {om niRtem «F 33 3 14 303w | 93 73 Adifae 2emw
o TT AN FACS 2 | RN % 3 2N YROIE F0 A0, ¢ 0 — el 2l 39 e @k
RIS F6F TF 2T I O BT 2RI a1 7 S8 (FCE (RS 9 2wl | SR
(ool ze—
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(a) NI DA FF 24 st 5 ATIN 8 FA @
(Tax deducted at source)
(b) s o7 2w 1
(Payment of advance tax)
(c) F-fdifee =0 av= fadidt emm T
(Payment of self assessment tax)
(d) FOI¥ T3 FHACIR o7 37 2w
(Payment of tax after final assessmen.) —
(X % T 2T (12 278 SO T4 2 A T A3 WA T8 e 391 2% | AP Fedfared
IRE S oW W (rem wivet 1-fdifEe w7 awiv w1 271 3w Wdfad wifdki@T e pore
7 fadiae (casm fmafire a3 Sdige A SidieTS Rrfeles a7 Rdad Topf)’a =7 acea a9 ¢
T AR SO TS A0 R ot e IR |

3.3 STa (6 (6T ¥4 (Tax Deducted at Source)

ST TR TP 7S TR AL T4 (IO (ST N i <41 Wi «7res w41
| IS S 2MICAT FNT ST 2RI ST I (B (FCL A6 S AT 2 A |
Y AFFIR 2N (RHR) T ©f A ASFATE (Government treasury) Tl O | ST
R 7 (7 36 TR @ @b 9F Garaa W@ 7 AN | DAL 79 IR T THS IO
meﬂ\aﬁmﬁﬁsﬁwmﬁﬁﬁmwm@ﬂmwwmﬁ\ 7| A
T TR AR ICA |

3.3.1 <9 Iioig o= 797 (Tax Deduction Account Number 3t TAN)

TAFT T3 TPAE (@ AT AT ST I IR T wNEAY S TP WSS
TG FI0E TAN-2 ) 49B T S FAI | 4387 (o813 e PAN @ g i cowfa
T BLA I PO T WITgeNe i Firg TAN @ T4 797 | S 39 (U AT
(78 TS FFWH TAN ST ATONETS |
3.3.2 TS +9 (I AT T wiftgele i

YIS (T AT JIE T A9 FIF S NS ST AN T T (6 AT | 92
IfT TS @RIT—

(a)smfﬁamﬁmwwﬁmmmwwmm«mlmﬁar T
9 T e Y gz

(b) 77, mammmmwwm@m:
3.3.3 (T CF(E SOIIE 9 (F06 A W

(1) (ISA (AT SSTLA (FTH AL 9 (4F 192)

T (AT I WY AN T T O & (o eIt e wefie fqraresst 797 (/06 A0
(T W T ([ &I 9} T (12 IQAF G IS 37 209 WA I0F (G 20w IR AT

122




el o531 2 | (CRY FALFASNI (@01 &S T (RS T SIR T IR(IT (AT ATH SIS FAFONA
12 S 40 29 31 30T @3 O SAYCE (I A IR ﬂﬁmﬁcfzrwm

o gaifis fTMIEsa FIg (WS (@O ofew (AT

T (A LR e3ifes aAfSPTs I R O B @ @ a3ee RTneesis Gommres 9
(ICT AT T T FACO 2TI | O CIOTE IS oy fAreiesd! (s 2y (@ 8
TBEAYLF (G A T IS ©Y Sl ARCHI WCAIFENT SIANTS 203 | Frziod) Teonre o=
(T (NSTF & 16 78 T (Form 16) SYF 29 (1 WA 9F MR Ty [ARs i
FBRCIG (I | (T 2[R I I9 B 27 O 24309 IIL 300+ G 47 W0y o1 &t s
TR

(2) THINS (ATS AW AT AIY TOTILE (Lo A 7 (417 193)

A GRCR T mieeid T NS 2t 9w avitas ANEE 9 (U5 it | BR AR
TS eI CHCI 7 ARICAT Y (I T (FL6 1 TF 7| G2 TUNS (securities) T gA—

(i) 41/,% National Defence Bonds held by a resident individual.

(i1) 41/,% National Defence loan or 43/,% National Defence loan held by individ ial.

(iii) National Development Bond

(iv) Notified Debentures

(v) Gold bonds held by an individual whose value does not exceed Rs. 16,000

(vi) Central, State Govt. Securities

(vii) Interest on listed debentures.

faial af Raiaer snfdmfanes g (A0 15A A 70l ABRS 32 3037 6 7 LRFHITNE
M O IV AMIFIR A TANT IW QT I D6 |

27113 qRCIF (0E I I T (B T WA (T WU ©F FIOB A T 41 W (A0S 2 A
AT 16A TR TCH AW A=Al 93lo ABReces e a0 |

(3) TR (ATF T Y& (FC6 A F7 (YA 194)

FOA (AR 27 SfEfes SRTe WRIBe CRie 22ieTwd ST SMTaa ST 9 (5
FIIA | GUFLE (A OO FA SO W 9% 9L 1 (53 A ZFIA (warrant) &feT 3217 st
G2 Y (L6 AT (A |

mm@vamﬂmﬁmmmmw@wﬁmmmﬁmm
a1 FFY 115-0 €A TP @rAfAE B0 T THT T oMl A | WelRe o
CTIRATOITE TITS TSP AW ST ST 27|

(4) TS (AT ] QO S ¥ (ATE SSHE (F6 A4 F9 (A 194A)

P FoF JE A (NN Y AT WG (@ W A TN (securities) 97 AT IF TGl
e (i W 3 SRS SRR R e S ora R ow givites e R ware sy
3 I AR T AT &g @A Ao F(R, O G 39 (6 AN §

123



194A @71 SECa fnfeiRe craefens SomE 7 (F06 FNR 2A0ACH ((R—
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(i) (PR I AE I (W NFE @2 @7 5 @ RET A University Grants
Commission Act, 1956 @&l (34 efswts R R @iFs a2, agst iR,
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TwizRe 1 : 20.12.05 SIfRTY Fore #HIA1 f&FTe 2,50,000 516t YR @i TigfS Rreles | @3
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o o7 2% 1,500
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Twrgad 2 :

Mr. Das is an employee of CESC. He would receive the following during financial year

2005-06 : Rs.
Salary p.m. 14,000
Dearmness allowance p.m. 2,000
Bonus ) 7,400

Children education allowance Rs. 150 p.m. for one child.

The electricity supply company has provided a small motor car owned by the company
to Das for official use of Mr. Das.

His annual contribution to provident fund is Rs. 15,000

Donation to Prime Minister’s National Relief Fund Rs. 3,000

He has paid life insurance premium of Rs. 4,000

Compute his income from salary liable to deduction of tax at source and the amount of
tax to be deducted.

ANGR
Computation of Income from Salary of Mr. Das for ihe Assessment Year 2006-07, relating
to the Previous Year 2005-06.

Rs.
Salary Income Rs. (14,000 x 12) 1,68,000
Dearness Allowance Rs. (2,000 x 12) 24,000
Bonus 7,400
Children Education Allowance excess over Rs. 100 p.m. 600
Value of Perquisites :
(i) Motor Car provided by the employer for official use Nil
2,00,000
Less : Slandard Deduction under Section I6(i) Nil
Income from Salary 2,00,000
Less : (a) Savings entitled to Rebate u/s 80C:
(i) Coqtribution to Provident Fund 15,000
(ii) Life Insurance Premium - 4,000
(b) Deduction w/s 80G : 19,000
100% of the Donations to PM’s National Relief Fund 3,000 22,000
Net Income 1,78,000
Income Tax on Rs. 1,78,000 10,600
Add : Education Cess @ 2% of Rs. 10,600 212
Total Tax Deduction 12,712

f ST ST F7 B AT ARMA = Rs. 12,712 + 12 = Rs. 1,069
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TrizEd 3 :
During the financial year 2005-06 the salary due to Mr. X amounted to Rs. 1,60,000.
He contributes Rs, 10,000 to recognised provident fund. Mr. X has submitted the following

information to his employer :
. Income-  Income Tax

Deducted
at Source
Rs. Rs.
(i) Interest from banks - 13,000
(ii) Lottery winnings ' 15,000 1,700
(iii) Loss under the head ‘capital gains’ (-) 5,000
He has claimed the following deduction :
Donation to Jawahar Lal Nehru Memorial Fund 3,000

Find out the amount of tax to be deducted at source from salary /s 792 for the assessment
year 2006-07, if other income is considered and if other income is not considered.

WY ¢

Compulation of Income and Tax of Mr. X for the Assessment Year 2006-07, relating to
the Previous Year 2005-06 taking into Account other Income.

Rs. Rs.
Salary 1,60,000
Less : Standard Deduction :
Capital Gains (loss will not be deducted) (=) 5,000 Nil
Other Sources :
(i) Inlerest from Banks 13,000
(ii) Lottery Winnings 15,000 28,000
Gross Total Income 1,88,000
Less : (i) u/s 80C (PF contribution) 10,000
(ii) u/s 80G : 50% of Rs. 3.000 Donated to
JLN Memorial Fund 1,500
(iii) u/s 80L : Interest from Banks Nil 11,500
Total Income 1,76,500
Income Tax on Total Income Rs. 1,76,500 10,300
Add : Education Cess © 2% : 206
10,506
Less : Tax Deducted at Source :
From Lottery Winnings 1,700
Tax Deductible at Source (a) 8,806
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Computation of Income and Tax without taking into Account other Income.

Rs. Rs.
Salary ' 1,60,000
Less : Standard Deduction Nil | 1,60,000
Less : Tax Deductions
(i) w/s 80C : On contribution to RP Fund of Rs. I0,000 10,000
(ii) u/s 80G : 50% of Rs. 3,000 Donated to JLN Memorial Fund 1,500 11,500
Salary for Tax Purposes 1,48,500
Tax on Rs. 1,48,500 : _ " 4,850
Add : Education Cess @ 2% 97
Tax Deductible at Source (b) 4,947
Tax Deductible at Source (a) Rs. 8,806
Tax Deduction at Source (b) Rs. 4,947
Tax to be Deducted at Source w/s 192 will be the greater of the two amounts]
Hence, Rs. 8,806 will be Deducted at Source.
Monthly Deduction will be : Rs. 8,806 + 12 = Rs. 734 p.m.

3.5 S
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2. 2005-06 &S IR (o« W o Azt @fo @reaifa (At 2,40,000 Breet »i1e | Fofet
o fRraeiesite Aafaies sigsfE smiEe |

Bank interest—Rs. 20,000
Income from lottery—Rs. 25,000

Loss from house property—Rs. 15,000

FCRISESIT #Ts Sty R (6 SR (s SORa (@6 11 I ffawe fefa
A
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a&% 4 O wies F9 2niq (Payment of Advance Tax)

Or L]

4.1 W <3 emitad v (9= 207)
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4.4 ety +3 emitAe eifed (w4 211)

45 LR FC @ ASAE WAT CF@ Wiaw 9 emia (47 234C)

4.6 wIfew <3 WA FICS (M T AW S| (4= 234C)
4.6.1 Iifd gret o @M [T Gwra Amem @ (9= 234C(1)(b)]
4.6.2 AR T AR W[4 234C(1)(c)]

47 IR 7T Y '

4.8 R

4.1 wfaw <1 ewitaa wiE (g 207)

HICSF GICE WA I AR (T, [T TAT T 29 T AW | TAYH 39 (LB AL
@ ©f Tl (ReTF fNEweffl STsR WA T ZrR | AR ovw oy emieeiat URE S
T (FCB A0 | g 773! I077 W Ty 7S g2 AW 39 e qgew [ ofx
FTAN (oI, I R N =T @ v 9 SR Ix@ wdie 9 e I Rifs 23
TOTCA (F05 A1 39 8 fIre ave wizw 37 e agea Reifas wtae v Awmgss Raw Face
| (ARG ~HIS] IR G TF AW 1 TF OfF TF SN I A,

Tz fRITita el [, 2005-06 WAF I (@ W 27 G2 I ToF I AT 27 AT
=7 Sdfie fRdfae I27 2006-07 @ | fog & =N IR (2005-06) ) I (@Y NI oA (@ 79
2} © fFfere @ wiids ez [ aum 3acs 23|

@I S =0T (I fRIT 209 8 210 @ PG i T Ao e s s
5000 B0t T o @M =0E ORE & IR Tw Wit qgta wiRw 3w awie 0T Y AT |

4.2 R =55 P B e ey S e (<t 209)

RxfaReea R avm wfaw scaa ofawd R @)

Step I : SICIF WL A Rl w07 Wi 3703 @6 S s [y a1 e F30s
TA|
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Step 11 : B Wt @7 &Y 2Taey Q@ N Seaa T o1 fdine sars 23|
Step III : fR4ifEs T3 (AT 4171 89 SHFPIH PN TR e Im fes 7|
Step IV : 5 IRA e ARG (TG 20H) @ Pl 7] 2% A (T A0S R

Step V : @ZSITR [T 391 37 (AF SO (0 (RS FI M (STR A7 T TG AP
BiBT 703 W eird 37 1 77 @7 SIET 5000 Gl @ 23 ©@ @ oifdT g e ol
AT FACS AN

GRF WEA SEPIE G3 AT FEE WeikH Za WS e sy W) ©f emie wacEe |

4.3 fdizd wifdsifae s$o amn widm Fraa AR Fdad o S =i
IR |fem F9 awie [w| 210(1) € 210(3)]

211 4y AT RS SfATET g 209 €71 SEPCE S9! T Siew 9 208 LI S
orere AR gne e TR | g 93 @ S T @iy 37 e g9 29 v e
ifgaiEe @ R4 5af® T (Current income) €3 TofF SEAN 37 Wit Som TS #Alcaa |
izl fasifEe 28 72 Tof SIiAw T et Ty [ sifame sfice =B wfds age crgmd
SR o7 g sy R Fod 1= |

efReem g s wfaw s 7w G0 sEmi

(i) Fefie enfapifae M SO <[7RS a2raa (@ e Sein Wafie o9 A4i9el (regular
assessment) LA WEWQWWWW@W@WW@HWWW ‘
HiH—a2 467 Wy @ @ 2@ i IS AT e oy B R w9t 3|

(i) fdize wifaaifie i 37 omee o @R o frtere ofta SR agn o« wifd
FACS ANEA | AR [ (reTR o WefeR wifdfE Iaa 14 Sisa el WS @ (@R 9=l
RO wife et A fRdine SR (v I SR Bair fafire 3 Fdfad wac (3w af s
g @ =) fNdiae enfinfis Tgaeica o oo |

(iii) Fdfae TR Iz (A @ et sieng #7 (19 36w wifds a=@e (Ot o
S 0 ST B A iz T a3 SRR ofte il o [Rrs e w1 arwa
fdae sfaae T9e Fd o1 ot FEa SRR Srel [ ogs AdT o wfaw s
AN SN Sidie I a @R Fre A TEW (0 IEF ARme Sl frew w@ e
(A A T A ©f 28A W T R wiERes wdie 7E, g @ 2§ wime
eycofiacy

4.4 <8 w9 gt siffe (wia 211)

SRR SBCR 21 1 4 SPI SifAS «[77S! argaa Wi wifaes e wiw 0 (% e
FACS A | @ FFIE FEweffey A (req w—
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s amicaw fofex sifawa
fafws fww TG (R @Aifa cFta
1. 15 Sa N0 = & IR 15%-7 I A1

2. 15 CP%HIT WY

e FFT 30%-F I AT |

Tfas T 45%-3 T 97 |
Ti2fie @ AfF WY (AT
s e one 39 am
fare =31

3. 15 feomEa g S AT 60%-3 I 7, e FIE 75%-3 I 77 |
wefle @ oAfFe @ (AU wiefie @2 AAfFse wef (ArF
e Ffere eowe 37 Im e fefere ave @1 am
fite 27| fate =)

4. 15 WA T wigw st A~ofd Wy CIDEEE JeC Bk b G

(SR ove f6RE am)

(S5 ave afy aw)

* S eifefs 9%ad e 37 aviead oo afie 15 W6 ©g8 31 TTET TS (I I Al
TN ZCE ©F S WY Ig0aF WA 9 AR 9140 391 20T | G0 RS W 2 e wiEdw
QI | '

*  fadia enfesifaces oM sl sfaw o9 avm 319 caa Ao sreas o7 fefeg S
TR AT e I @R IO A

* oo e ey A i o RS SIS widw stan [ «fawe arene a1 e e
(A% =il a%ta wefre (N6 =T @ a1 I =), O W [FBre avs 7N IR T qW
2/ FACS T |

xRy it T (HS fr e T AietE O (59 witad e @ anss care e e
T W (re A | GUHC@ (FIF M AW FIACS 2 |

4.5 YA TS @ WHAF AWCAX CFTA WA F9 &wlv (4 234C)

207 4R SRR FAL TS G P W HZ FNE AT SoAF W2 4 el A0S 2 |
ARSI G AT ATF o TS 8 FHIA! (AT T FAAIZ W+ S HI T7 A1 | ©fF
@ By anitr WfFS Mrag «it3 I @3« T 27 o @ EAl oS A WHRE W
T7F AT 9 A Y Jferre amm Fare 23 | I [ amen ow RS e o | Qs
o0 FESG Wi IRIT 31T WET MG & F9 AW FACS TS | AT I3 724l wiget emr
T T (FRICO AT G (I 3| 4 71 [
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4.6 e F7 W FACO M TCE ATAE 7 (Y|t 234C)

4.6.1 F~iifd et W= @ [T ovta am W [g| 234C(1)(b)]

208 4 St AR 3w ot 39 emie W 0= Q9 [ [MAS sifawe (3 9 avie I

R fAafafieenz s i 23
Afaf=fs AR AT | TS AR T W 4 | (ST o o 4l T3

. 15 CRHIRI Y (IS 1% /I 35 AW FIT 30% (Reamt)
AT IIT 30%-3 | 796 15 G5 +® awe
> fEN 9 AW s 9
AT |

. 15 RomEe g [9fw 1% R 339 AT ILIT 60% (Rezian)
AT FA 60%-F | F73e W 15 forraa #1¥® ave wfaw
TN iAW I AR 9|
T |

. 15 T ey NG | 1% TR 3 5 I e 9 (R 15
Y IS I | I6 W ACET T ovE e 3|
oM FACA

4.6.2 F=iifNa cFa e @ (¢ 234C(1)(c)]
234C 41 PR Wfafie e @A g af =@
Af3fFfs HE QT | AT & W Y TR | (@ S T o 41§ 3@

. 15 G g AT [P 1% ' 3 I AT AT 15% (et
I 12%-F I |7qA ] 15 ga 9 gve wiEw
gfem 7 o I
FACE | ;

.15 GBI NG |9 1% TE 3 s AT FEF 45% (RTaat)
AT AT 36%-T | 37351 Hw 15 %9 TS ane
T AT I A oW 391
TACA |

. 15 OEET Y |[qte 1% 3E 3 W AT FAF 75% (R
AT I 75%-F |zt ow 15 Tz 1w avasfaw
N wigw I 2w 4
FACA |

. 15 063 4 ST {5 1% BT 3 5 avr 7 (Renat) 15 ese
T (AE T DT | 3721 o T AnE WA T
T A I |
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4.7 g AR o

TwigRd 1 :

The estimated income from salary of X for the year 2005-06 is Rs. 2,20,000. In addition,
he has certain incomes assessable under the head ‘Income from other sources’ amounting Rs.
22,000. Allowable tax rebate under section 80C is Rs. 15,200. Tax deductible at source during

the year is Rs. 17,350. Advise X whether he is required to pay advance tax.
HANLE

Calculation of advance tax payable by X

Rs.
A. Income from salary 2,20,000
B. Income from other sources 22,000
Gross total income 2,42,000
. Less : Deduction u/s 80C 15,200
Total income - 2,26,800.
Tax on total income - 20,360
Add : Surcharge (not levied as total income does not
exceed Rs. 10 lakh Nil
20,360
Less : Tax deductible at source 17,350
Advance tax payable . 3,010

Q2P IS I2F 2005-06 97 T+ &ATHH WA IJIF AW 5,000 Breig W, @ I 208
QR SR X @ RN T oW A G A ACIA A |

Twrgaet 2 :

The estimated incomes of S for the year 2005-06 are as follows :

Rs.
Income from house property 35,500
Income from business 1,45,500
Income from other sources 25,000

S is entitled to deduction under section 80G amounting Rs. 3,200 and tax deductible at
source during the year is Rs. 6,800. Deduction admissible under section 80C is Rs. 9,200.

Calculate the amount of advance tax payable by S.

ANYE :
Calculation of advance tax payable by S
Rs. Rs.
Income from house property 35,500
Income from business 1,45,500
Income from other sources 25,000
Gross total income ’ 2,06,000
Less : Deduction under section 80C 9,200
Deduction under section 80G 3,200 12,400
Total income 1,93,600
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Rs. Rs.
Tax on total income 13,720
Add : Surcharge (not levied as total income does not
exceed Rs. 10 lakh) Nil
13,720
Less : Tax deductible at source 6.800
Advance tax payable 6,920
Instalment of advance tax payable
Rs.
Advance tax payable on or before September 15, 2005
(30% of advance tax payable) 2,076
Advance tax payable after September 15, 2005 but before
December 16, 2005 (30% of advance tax payable) 2,076
Advance tax payable after December 15, 2005 but before
March 16, 2006 (40% of advance tax payable) 2,768

W 3 :

Mr. Rana has estimated the following taxable incomes for the financial year 2005-06 :

Income from house property
Income from business
Interest from savings bank account

Rs.
1,60,000
2,50,000

9,000

Mr. Rana is handicapped. He has spent Rs. 12,000 on his training and deposited Rs.

25,000 for his maintenance in an approved scheme of LIC of India.

Determine the amount payable as advance tax on prescribed dates during the financial

year 2005-06.

AL ¢

Computation of Total Income for the Assessment Year 2006-07, relating to the Previous Year 2005-06
Rs. Rs.

Income from house property 1,60,000
Income from Business 2,50,000
Income from Other Sources (Interest) 9,000
Gross Total Income 4,19,000
Less : Deductions w/s 80DD 40,000
Total Income 3,79,000
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Computation of Tax for the Assessment Year 2006-07, relating to the Previous Year 2005-06

Rs, Rs.

Tax on Rs. 3,79.000 :
Upto Rs. 1,00,000 Nil
Rs. 1,00,001 to Rs. 1,50,000 @ 10% 5.000
Rs. 1,50,001 to Rs. 2,50,000 @ 20% 20,000
On balance Rs. 1,29,000 @ 30% 38,700 63.700
Add : Education Cess @ 2% T 1,274

64.974
Less : Tax Deducted at Source Nil
_ Advance Tax Payable 64,974
Instalments Payable : —
Upto 15.9.2005 @ 30% of Rs. 64,974 19,493
Upto 15.12.2005 @ 30% of Rs. 64,974 19,493
Upto 15.3.2006 @ 40% of Rs. 64,974 25,988
Twigad 4 :

The estimated income of X, a non-corporate assessee, during the previous year 2005-06
is as under :

Rs.
Income from business 3,00,000
Loss from self-occupied house ) 20,000
Other income (including bank interest Rs. 10,000) 30,000

Tax deductible/collectable at source is estimated to be Rs. 12,000
Compute the advance tax and the instalments payable on different dates.
HAYIS

Computation of Estimated Total Income and Tax Payable by X for the Assessment Year 2006-
07, relating to the Previous Year 2005-06.

Rs.
Income from house property (-) 20,000
Profits and Gains from Business or Profession 3,00,000
Income from Other Sources 30,000
Estimated Gross Total Income 3,10,000
Less : Deduction u/s 80L for Bank Interest Nil
Estimated Total Income 3,10,000

Tax on Total Income :
Tax Payable 43,000
Add : Surcharge Nil
Tax and Surcharge 43,000
Add : Education Cess @ 2% 860
43,860
Less : Tax Deductable/Collectable at Source 12,000
Advance Tax Payable 31,860
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Instalments of Advance Tax Payable

Date on which % of Advance Tax Payable
Advance Tax Payable

Amount of Advance

Tax Payable

On or before 15th September, 2005 30% of Advance Tax Payable Rs. 9.558

On or before 15th December, 2005 30% of Advance Tax Payable Rs. 9558

On or before 15th March, 2006 40% of Advance Tax Payable Rs. 12,746
TwizEd S

During the previous year 2005-06, Mr. Ghosh expects his income to be as follows :

Income under the head ‘salaries’

Dividend on shares

Long-term capital gains (realised on 1st April, 2005)
His other estimates are :

TDS from salaries

Investments eligible w/s §0C

Deduction ws 80G

Compute the advance tax payable on different dates.

TNYE

3,

Rs.
50,000
15,000
20,000

15,000
30,000
10,000

Computction of Estimated Total Income and Tax Liability of Shri Ghosh for the Assessment

Year 2006-07, relating to the Previous Year 2005-86.

Rs. Rs.
Income under the head ‘Salaries’ 3,50,000
Capital Gains :
Long-term Capital Gain 20,000
Income from Other Sources :
Dividend on Shares [exempted w/s 10(34)] Nil
Estimated Gross Total Income 3,70,000
Less : (i) Deduction u/s 80C 30,000
(ii) Deduction u/s 80G 10,000 40,000
Estimated Total Income 3,30,000
Tax on Total Income :
Long-term Capital Gains @ 20% 4,000
On Rs. 3,10,000 of Other Income 43,000
Tax Payable 47,000
Add : Surcharge Nil
Tax and Surcharge Payable 47,000
Add : Education Cess @ 2% 940
47,940
Less : Tax Deductible at Source 15,000
Advance Tax Payable 32,940
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Instalments of Advance Tax Payable

Date on which % of Advance Amount of Advance
Advance Tax Payable Tax Payable Tax Pavchle
On or before 15th September, 2005 30% Rs. 9,882
On or before 15th December, 2005 30% . Rs. 9882
On or before 15th March, 2006 40% ' Rs. 13,176

4.8 SR

1. @3E 4R SET 7 emiq FACS AT AT A ?

2. faw 79 e [difRe =

3. SRS HiEA SAE iAW 9 Avitas T WS e etrr [l st ada sga

4, a9 et 7Y 20E At [AETT (e NEed WA SIS i) [FSia o evie R 2

o T o :

1. From the following information submitted by Suresh for the previous year 2005-

06, calculate the instalments of advance tax payable :
Rs.

Income from business 3,50,000
Long-term capital gains 40,800
Income from other sources 60,000
Deduction under section 80C 12,000
Deduction under section 80G 3,500
Tax to be deducted at source 18,300

2. Specify the instalments of advance tax payable by XY Co. Ltd. for the previous year

2005-06 from the following information :

Rs.
Income from business 5,50,000
Income from other sources 28,500
Deduction under section 80G - 8,000
Tax to be deducted at source 32,500
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g&F 5 O itas 6 (Return of Income)

Lex|

5.1

52

5.3

5.4

5.5

5.6

5.7

Ticwa faon e
TR CFCa ATwd 96 T (rem AgrenEs [9d 139(1), (4A), (4B), (40)]

WA CFL@ (B W FAYT A sfoaw 1 warers 76 o rewt A= [
139(1)] 1st Proviso of sec. 139(1)]

5.3.1

AyrerETs e o orema «i$

fRorl wifktem oy e =
o ot rear [AFS ©if (4 139(1))
HOI qre=Srat [wrd 140]

5.7.1
5.7.2
5.7.3

5.7.4

&7 fIIF (Return of loss) [41F1 139(3)]
fesifae 4610 (Belated return) [4191 139(4)]
Aifes fA61 (Revised return) [g1=1 139(5)]

ool a1 se=ejef 351 (Defective or incomplete return) [0 139(9)]

58 SpAe

5.1 sits f4oi o2

S [AfE (Income Tax Rules)d 1272 &fy AR S Ao == fadidig «ifaow, wiw

8 YMA/ AW T AT O HETC G35 2 (form) | TIFT R ST [fen [diQw o
Rfen wztar = e sty @2 w0l WS g m, a1, PAN, Rien iren sz
AR, (% WEF AR ¢ W A [Ffew oy @ e w R[S fee oy snass
werd o fate =)

@ A (person) I ST FAYT WER At ez T3 ATe AfE A FdiRrs FHS

Tl S oifdre s {6 o fage 391
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5.2 ITHA (A SICHA (901 Ol (REHT qIMTOT e (€11 139(1), (4A), (4B),
4C)]

(i) G [ 139(1)] @ FF Y A F
(i) NS —Iel @ @I Il (41 139(1)] | FaE WA [ wfofie wig
(iii) SN AR @ @ oy 3 =

(iv) (I oy 1«5 Twmey oifde @iz | Fass Sueas A sl s (11 € 12 4=
(Trust)-3 SR @ TG (WS ST ACH! | WA I (deduction) (ST ST ]
T IR (A 139(4A)]

(v) FAGTANST T 4 I [41[1 139(4B)] | IITT SGHT Fwiw wfelag s [13A @
PN I (deduction) (PSAF HWITST 7]

(vi) R ST3Ee 0o, WeAM AR, | ST SIS T WOTIE O (411 10 WA
comliste SR fAmge Ao, A ¢ aiflld fw | am (reEg Sreid wiw)
ICERC I e M T L T it il an R A T
[@=1 139(4C)]

@ I G IET WS “Aaq IRCIT WHT 7! ATSHMA (set-off) FACS SIATAS Siowd
e [o @ e =a

5.3 Qw4 CHCA N AW FIF A A Ot Fatere {61 oot orswt
QeiES [4q 139(1)] 1st Proviso of sec. 139(1)

SRR AR e @i gt If (o MR S Sy AT i S ey |1 9
fog f=fRe 66 TS Ty @ @I @3B 79 FF O SIS TR [o wwl fire =11 @3
#ESioTF ‘One by six’ 3@ 2| S9fe1 55—

(i) R4St 3 = @57 M7 e = @ Aw [y |

(i) 4R 3 fers, Sreibm @ sy @@eR o (Board) ot Fuihe A% o
“Afficar @ =g TG fAces water e

(iii) TR =ft -eerm a1 o o R R e o) (1R 0 TR0 (ST, O,
TR, (AN, AAifFEE, e, Trw QLT ST ENf SRR 3 FFAS TPHARERE S
Trwrs B awel Rumet =mel R st 11 23 ) |

ECO(P-SBS 1&2)-10 145




(iv) R4IR 7 e A o (@I AFSHTT @G IS e 2
(v) R4R 2w @ FHIR 07 27 @ITH AT 25,000 G @B,
(vi) @I @ SmA =rel (3 R Rgres [e qw 2998t I=70d 50,000 SR @R

AIH AT |

o aRl fAdifae it cvra S R ararey 23 ) SRTe SRR IiE g
@ MR 370 AT <7} I (N T 65 I A OF @ 200" 932 R o778} 3=
(T GIA A PNT T T e N S CRE (i) T S *Soffer aIlo AHe IR

JronERreltd {619 o fare 33 |

5.3.1 e 9o o= (Reae *$
Ao o wiktem WEq)fer w1 —

(a) IRt o S wgra TR I
(b) R 66 TLTATT *TE7 Wy @ @FW 9B A6 7479 FAIA |

(c) [RR v Srare WRIFE @A |

(d) riifs ¢ ST Trel @ AT @S W Fss S Sfedw /0T T

5.4 5o wikeem & [WS =

W SN SERR iR SR [few wqran R oies | ey w@eer [Rdtr owe ©iR
foiT oo fon fon o Tana F70e 201 @32 o 7R NI 32w A0S “IEw | | s [Rigg
1272 Rft sepieg wfaS Mddice fanfafRe wof $rr oo 6 ot fcs 23|

fadis

o w54

(i) (W @A (@ 11 a1 S 7o Wi
I A

() W 4R (@R A @ 11 g
T R W FCACT G5 (@A 7Iel) T
A A (PN (AT T A WO =T

(iii) 139(1) €D Ist proviso HFATT T
R o1 wilke 39t QY

(iv) @ 4R (@R A @ 11 €= P
QC Wik FAR—auw 4R =2 -7 S g3
ql IR (AT (I T T R

(v) IR 97 (@ = At 7@ 11 e

(vi) I A (N (/TS W, JELA ST (7
G (@ ToF IR T 19 77 AR

232D

2C

393D

3A

2E
(Naya Saral)
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5.5 9o oo vears RS wifax [gat 139(1)]

T STAGA (ATT (AR (30 (T, ATEIF RGN D wrsl snieaa 6 ot fures 2@ 1 139(1)
4IA1F Explanation 2 Saift fAfdS wifdte@ w2 s1kfES M4iices S17 s [ ot fars 23
G2 HPTF FANTAN T—

RS Ao wifttem o faw

(i) iifag 0q e I=z@ 31 =IRT

(i) A B @ @R {49 s

(a) ACwa AT oo RS wizw
SEEAICE 3w SR g

(b) iR @ IR AT ILHA
SN T IR FARE e S W
FANA IATORETE 20T

(cy i39(1) 4T 1st proviso PN T
RO wifket st
(d) Tofiifale Rt ver @ W I A RS e I=ad 31 AR
[GEE

THTT BRA 234A 4171 SWPc [S wifared wa o s 1 Fea [hReE 143(1)
i3t 3 fafire 37 MR e o FET Tofg T 1% 0T 79 W 299 408 2D | T
R sy (WS fMoag o= (ars KO wificea i of® @2 9w o 71

5.6 Ao s (¢l 140]

QAT (IR (F, ATOfE AR SItw Sead S (s w0l e fara swag st {5
WET AL Tl (03 | g @2 RO Tl (remi Sitel ©f Ao @ AR fjgd FAe
2@ GR SIS T IACO A | WTPF WA 140 4171 Speg 3w S a1l aran o wrefs
N T o1 Ot Giowpel GO ater [afbe 2031 99w @t T RO 31 qre SOS A |

g (3 IPFY FACIA

(1) g T ovCa (i) If% s

(i) @ T SIATeA A2 AR S Sgaiifivs
9 e 3,

(iii) NP s34 (T e S Sk
A @ TogE I

(iv) S @F I I Q@ JE Trww
FACS Al I O3 OIF weifrs @i i
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IEEE| | (S Jr¥q FACIA

) & o ﬁﬁ?nm‘a CFE (i) e =& A,
- ‘ (i) *Ftas 8 erEred AT Y
o) I SN Z(E AT AN 4T A7)

(3) ™ iR, CFLE (i) IRIRNE +A5ES A

g (i) (W IR IJPAT ARGEE A
Fare e TE (@ (@N AReEe

(iii) IR e e @i
Liquidator, 4,

(iv) TR ((THT I ) Q@r==hf Srigerze
FAC 7 fEfaF (Principal Officer) |

(i) TTRE AT A,

(iil) CPIF BT IIRNT ST S A
RS AA I JLNAF

4) a9 T owE

(5) RNIT TEATHFT (FG 15 Wwf%aS
(6) ANGATGS FE (T ammmﬁm%mfwﬁas_
(7) TS A MASHI (D I WEES A @ @ A
(8) I (¥ (W IRI ¢F I Wﬁﬁ%ﬁmm%mmwwmé@m
' _
5.7 fiew g o

R TR WP (@I R S =g I S A wiosw w20 A 139(1) 4=
S WG (15t Proviso)d (T (A 3% *18 o3¢t 3te1 73S T Aeipreeita Sieas [Ror
ol w2 | e e sfgifas 142(1) At 148 € Sepcd fRdiaes sinms [{o ol (read
T A 1 AT Aitaw 1 @2 f{od sineaia o1 RS Sifarea wog wfS RdSics [ e fres
2 | I R ST FAages e Kol zre eiay

B
.
| I J T 1
{51 o fo fefye oW oiceafes RO gBepd RO
gt 139(1) 4 139(3) It 139(4) 4l 139(5) grat 139(9)

5.7.1 ~3f&= f36I( (Return of loss) [4t 139(3)]

IS IR @ JRT ST ARICS =S e @ Horz AT I 0y e\ (carry
forward)d Tw ]2 2I7S! IGIT I F! &S I & 139(1) 411 S O wifde
FACS W | G2 RO wiox o 3te1 | =fox For ot 71 fita (o= RS @ =% o1qal g
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ARG G (T (BT o0 TS AR »Hieaw 71 | o Pt @ 3Rt shheare sy WS vl
faffs wifare =feg FoR e o=

5.7.2 faafae {5 (Belated return) [41= 139(4)]

139(1) 4w Sfafe s Tty @ 142(1) 4N [{ef® wepi s {oF e e
1 e ARG FdiRe I29 (T 26T T I7F A O I e Fovpef 2em—ag p2uag Wy @
WS T O W ARG MR e [ et e«  wie 139(1) «rw Sfae A%
SifAtaa #i7 (@ B o (vedl 23 ot Rerfae RO 3t | [Refye oW wifds 3ae =i @
LA FARK LA ACF A |

5.7.3 wgeeiifae 9610 (Revised return) [€19 139(5)]

139(1) 411 SRR A 142(1) araty Rl wrapana Ko mifde warg o= T 3 e ==
N ST SICA (1, I (raa RO 3 01 (rexl T 1§ O (ReHl AR Ol fol &
B 0N TACS S| @] CFCA 139(5) 41 Sepitd et weeaifas [Ro e o=

=S e I57 (T 28T 27 (AT 1 ILIT W0 A FF 17t (ass=ssment) (1 2
fir—a% i W0 (% W09l TR G A [ FCANES fRGI &t e 209 | GURE S 4TS
A G, 139(1) 4R A 142(1) SR SEPCH 7 a1 518 (SIeTsig AN 71 W GR FCANES
o wike T4 20a o S i e 37 fdime a1 =)

574 zj\%‘?ﬂ’f qt wr=sjef faBte (Defective or incomplete return) {419t 139(9)]

iR T grew o ft Rdfiaet nfdifass gfbejl ats v 03w ot fof x2S Rdiaes
freaf® e 15 Mg S0y ©f ACTNLLA A (71 | O fRefiget wifanifass @3 siwadii qreices
A | @ fAfFS Tcas wewpe 3 gioefE eedifde 9t 7w v fRdiad sfiifze Ko witay
FCE St AR @ O e FAA | TS FTEa A7 g 9 et 7)< »ear wiest ot
el werew 31 e e Sifsifas oMo Tay RGN 3 519 S90S A= |

@ U o A5 gfosjd 23 ¢
s owia @3l ot o) ata fRrava o1 23

(N ﬁmﬂmm,mamm,mwmﬁ@@mﬁ%mmwmm
el TT Sl AT 79 F /=,

(2) TROIT sret Anfale awidera At aEel #/@ 3 9 T AFCE—
(i) O Sl Ao Ia e TEfre [,

(i) 44AB « SIS FRrwE aforamm | aft @2 afstmm Roi o reT witsR
wifde 1 27 O3 @ T ANz @ Aforamean dfeli,

(iii) DT @B A 7, AW 37 A AR T2 T TR om0 A OF
aleofg,
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(iv) @rwE R Fafe Brem (regular books of account) JTIN GICFI,
Manufacturing A/c, Trading A/c, Profit & Loss A/c, Income & Expenditure
Alc, Balance sheet-7 &fsferfsl gar et Ifsare Zamez afsfHf,

(v) frafere foRera =1 2 20, e oiib Recs sifas, ais 3w, N6 = Tonf
Tty o3l 36,

(vi) iR e a2 Waifes Besig (Profit & Loss A/c @ Balance

sheet)-93 dfsfrfs @ MArwren afstavtaz afsfia

5.8 SEpAteT

® N kW

A A SR PRI HS 2re1 [oR wifke w1 qrones [ g |

6ﬁwmmwwmmmaﬁﬁqmﬁmmmwﬁmwﬁm
23| @3 615 =S fF e

e O e ool ata st 23 e

wfog o 2 @2 O 7ilke w3 gk 52

RO (3 IrF7 TS M2 @3 RAT AT SR [ A g |
RO iRt WS A Sicese 3w |

fefre RO 47 T (e W2 QUFCE RO A0 o1 17 52
AP SEA WG FA (P T T T o (8T T Aiwv 2
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@FF 6 O 2 [ AeNe@ (Tax Clearance Certificate)

ot
6.1 &I
6.2 =7 S nedog e
6.3 TAN T AN AR T LA
6.4 e garem oo ¥4 [{Er oo

6.5 SEAEA
6.1 &FE=

Al 747 SIRCS I @Y ST FIE (AF T ToF F9 (&2 12T 341 ) g 79
(@1 RN OHCe TR TS TUN S Fg (ATF NS I NAZ FA T 1 | [oAR Tl (IO
SAIA (4, 9Fer LT S17 37 v a1t RS SRS (U0E 5 (TS 1@ | F9 HIF 04T Ty 39
v A St @F FAE oire YoR SEfs (edl 77 Nl | SRR WiRE S SESh [ed
e Te) Waﬁm I (UF HEAE 1 [l sAHAtolg (Tax Clearance Certificate) 8%
FACS 2|

6.2 32 Fer Aliog e

WREE SR SEPICE (F JIGA SN BN 1 208 A KO wifkle Ao a1 gees At
T (R DI IR AR (I L 00 9 AFA (72 A @ S 2R T IRATR I (ST
AR—ag W RIS QIR wed (A0S OIS AT 2T IICe TW | O3 AHHOfaS TH ¥
fe@spfl 9@ (Tax Clearance Certificate) |

6.3 FUYT Fq AW(9Ag MAR FA TQ

flsits cwta 33 [T FAotizig ez 7 g W—
(i) = JT RO B9 IO (N @R

(i) IR of oo, Sefere o Tofra IR (WS (@I 501 (Fehl A T FHRAZ T
&) WA (tender) SN (FSTE & |

6.4 o Swrdn oo o1 A sdiolg

® oiace WIF AP 71 e IR Cwea Rt [9=1 230(1))
(i) I Y yfe TSI SRTe RN T FE|
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(i) I fof o, (op 1 51l S[ra SRS e |
(iii) T o SRS (@ T (UTE T I, G2 Q@ JF IR IR (A0 A S
(@ B (AF o o ST IR Y emAeIFiE Py (2 WS ol afeyfs s
TACHI IR G 7} T ©OINS (T (WS I 1 | @ 2l woire @rim @ 3fes
2 FCAlsed! At oY emiaeeia! e 20 39 oW 330 | A8 T30 (Form No. 30A)
3 2if s “IeTE 2178 AT TP+ (Competent authority) 5B IS ©T© QER
SIS (7 | OrR WM (6 216 RRANI SHTe WO A (@ I, (o1 A 515F L@
©IRCO Hl S O @2 I et 2@ Al
TS A YA FEHAIN A ORITIN (SIS I O (P TS FEAH WS Fo!
o 39 2 o @ owca AvdiolE (e
@ It A AR (i@ RIuRe! | (411 230(1A)]
SIS (TR I A T4 SIRCSA AR T T4 SHF TAYT IYAATHR IR FRARS
©2J (Form No. 30C) € (9@ sl e 2@—
(i) IS I NS Ty,
(i) SRS TR FoMa AT,
(iii) = 31" 9=7 (PAN) |
<R fdfird wifesifis 3 TE@ 3 @ oRTe =T PR IT O QYOR |Ws 37
el SeHlolg SiTarem O0F @ IS ST SIRTST I3F IR TN @ TG ToTT ISATHS
IR WA IAEA | .
ToYE T Feico @RIT, (W I ©IXS (T WA Gig JfTF 7B W40 & wifepifds
(Customs Officer) |
IS AR T SR A Y FRHFIT TS 2676 FASRE ) (' TS 9 =1
Fxtiof ea Qe |

6.5 SERtEt

1. 3 7 [N ALolE ecare T e
2. o owrda owra 37 Wl Aiolg Raas Fasa] SEna a6 |
3, o9 [orTl Aotela 2 S @ AMeE TS eigw e
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aFF 7 O @@ faFn 3 @iz 1956

OE|
7.1 FET T IR @ vy
7.2 CST= taf¥®;
73 W&
7.4 Dealer-a3 {asw

7.1 @& @7 F33 = Sl

(i) NS Fdiaa T3 2, FIF G5! FT 3 T Wy 37 A Ry a3 smfF-gaiRa
TGN $9 3 [RF7 I @1

(i) SN2 TR T W, WE:AST I I AR NG ¥ RS BT 39 410, 7eelg
8 3% TeNl el | ‘

(i) =1y efsraiarst 2 A T NS AT GFB T4 2T AIAA FA |
(iv) FCT TR F9F RFT AT oA g Riv-Fczy =H 7211
(v) g Tt wigeare [Red 0% ey w0 RBAna e &30 Tenfn |

7.2 CST-93 3Mg

(T Rew I 4 Tre g

(i) s vy REad Boide @2 37 4 741 73,

(i) fafs et o Ry zew 513,

(i) e IR Bog @ 9 4 I =W A

(iv) TER @l e fGae Je (e WF;

(v) SITA (37 2 AS <91 uity, G QR Wiedisl 31 23 Rew wksag 949

(vi) (3 F0E I3 &HT T (R Ao Ry 37 grwa 90 weam [oi ot frcs 21 @)
SHCHACTG FACS 2 |

(vii) mwﬁwwm,cﬁimﬁm@;
(viii) (3 AMCE Krw 7@, (R M T AT W
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73 W

Buséess Sec. 2(aa) : I IACS @RIT (1) (I I, A0Sy, BeoAM @9 IS T
I SrAnNst A ATHBL, GFo! JAN-AAE, T A IS S Ty WNCT 41 (T A W (S
A GZA T TCE APOHATT (I A TES (21F A J (@S, G=R (i) 7 F1-Aqe, Sesiwa,
TR 2l AHBR T Toe A LT (BN (FTH00 |

De: 'er Sec. 2(b) : 93 I A 9w v, Refas semiv, Fhw, 2 3 o=y @W
TR dfenita RINNt eeps a1 Arareeld 53 o9, Rey, s a1 3%3-a9 o fafie at
SFTE S173 B | Ae—N e o, Rfgaw 5goall, @i, s Jffs, o= @ sfifs,
FR, I PR, 7 (D2 AIR[1R, Sgeniz, wiae, Shmw o, fNemmim, afdfens afeff,
HIPR 2N |

Sale Sec. 2(g) : e 70 @RI F5m =i, ReTfics S ewi| 1 S (@ (P AW efenitTa
R o7 a1fs T o IET A6 A0 S TR | S AT T4 193] FRPIS (A
(I R 23 ol a1 23 A1

Sale Price Sec. 2(h) : RETED F@0e (@RIF (IR 7fawd Wi 31 w3y fagr afond 2ice
fesres oo =W

e s e vl sege 4= s—

(i) TRIG ©IT, W B SjFeId (FN  29;

(i) *MfHe TR AW |

(iti, -7 TR T A6, BN TSI (LA (S A A (2T

(iv) CST, sj¥FSI(d O (LG (1S A T Q55

(v) TG, BIAIH 9ISl (Al (A A N (@S, gl

fea sera e s Rengfa sogs AeE a1 s—

(i) T RIS & GG o] A Sty #ifdaze 125, W Sl Sietmy aCa (FLIc
Qs

(i) J AT,

(iii) (AT 21F-97 &= TN I a9, Topin |

Turn over Sec. 2(J) : (T RFT 37 41 T G Rama AR == 492 Jges
«3fo RFS e wgsare) Afdcea M (@ & R 791 27 O & e g3 ellof @ aitg
TR (6 RETLET W (U [y 37 9w a7 e 21 o—

Rs.
I Ry =7 (39 972) XXX
7 &AMy ¥ XXX
e s b R offawe XXX
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IR T x (W T o
100 + ¥R W
* ofSfs TR T M 3 At 39 Wi dace @ I e «aifes v Rew s
** TR W (ACF 6 TR T M (3 T (T (16T W, (N5 R =Afsney (e aw fues
73| oR R w2 Afes (Rejected) 28, (R AT w3y 0 g (I [P «ffdse
(Y0 IM (7eT A
Goods Sec. 2(d) : 37 IS RQRITT FAF T (ORI, Sibe, Fenfobe @ag 3w
QB Tife | g 4@ I, B, o, HiReSRibe g ws f[abe 2@ A
Buyers : @35+ JfE R afewiez Riawcy wiesarer Afdcera g o 33 | fofw
e e 20 AT SR A6 S AN |
Sale or Purchase of goods in the course of import or export (Sec. 5) : (9 IREIA

SR 2t gefE Myw Ry 37 2@ ©f Tl Y78 RIIK] IR (F@ 17 RST WRE 4171 5 SRl
aifa ¢ YR RS o oiied Ry 79 ¢ o1 28 1|

wrswifaE 9 4T Sec. 5(2) : ORI S WA WTsiE W 2iepa Wifereg wleersra
THIGET NG FT A 7 7eafbe 27 O (12 7 31 [RFs oie wsmifg Tges 33 3t [
3w R &3 28|

AWM 9 =

7.4 Dealer-93 fa==

I N (@ ST I3 FEW G2 AR RST F7 XA SR 7 eI 7™ 2 A
T | S A (U@ T FT I T Form C 2 2 39 U [T 3037 Alk41 2Neq &y
fofd ftes vy Revage 36|

ferara o wtawe $2R ol ¢ Form A Ao 734 303 8T Ry $9 39907
foh Agrorgere A A1 Affzs NI &) ST FA00 2T | IGONES W (H0a (¥
fiw foaticam (oany Ry 30 wiw B%d 73 (R i (03 wo fteia Woa Sicavet 30 203 | s
fle (@ (@R 7 A @O A | I T 25 Bl (@i % T face g Al fGerg
fRfen aIrey TN SR, G ATSH0A &) Sl TSI 2JLF 9§D JT WIHHT Gy
I A0 201 | g 1 wifes 21 @2 A AE—CICFE G0 I TS 6 I3
TrEY A GIONG SI2G Sl e | Sawasita 72 ST —

(i) <Al IR oW — e [,

(i) ST ” Y — @ (@R SR
(i) H. U. F. ? Y — TS e,
(iv) @R » ¥ — U@, TIEHR G A Y s,
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(v) S " T — Y RS
(vi) TR ” T — DI TP e (@ (W ST |

- fSAIEa RRa Vel 512 FIF A9 Assessing Authority T (TR Sawa JA{3% @73
SIS CACZ 3R AT Security money T TR (T A TR (A0S HleT gfze) w2
Assessing authority f6eTIa0e fRI ei3Tiolg emiq T334 | Form B-(S &<t o (7w
7 30 ©iw Srme AP | Y& A Principal I3 -G (RS AE SN Sl |
Tfofie FHefE S IR R IS AT 9L AT GFMES I & | AgReres @i
LA T RCACR G2 T (AT 9T NER g, W e #fa emie 331 23 1 3 fTae @3
*iq @ A8 fta g [ AF—TR CFa Fof 4@ Firs <N (1 oiF SRwsla izt 41 20 |
Qe MY Gy St a0 2eag A @ eew Siesare) Rew are—ag qit Wed s
AT st AR (R e (AT e I 73 | e et o Teiede i A e
I I S (@ JE R I AA—CIOFE (@1 fFT AT o SNEAH S0 |
el eMigtiolg e Sl e T4 W A T & (&6 & Mg s =1 @y
Gitvolg T Aifes 1 27 O IR Feifoiaw 03 [T st 29 1| 3 fea Sizamee s
O Mg AT W I 9 foetite 7 T aMitTe ARl i ANE CCFE O fAae eenslg
2ifes <t 27|

Business (II) : G FeCe (IRNT—

(a) (P 3, TMfeler, B, pReaw BIer J=oivw T3 GF2 FSE Gl (I SRe! Al 2AGH,
G I, eI, T I I AT Sl I (2 3 F1 (@ I 939 PR T AFSATH
(@ e TES (@F A T (@F, @R ,

(b) g~ T3, qlfder, S, Fioarg IS F=oiva, Srisl It LEBIF e TIe© A TFqS
@ T |

Purchase (%) : (3 (39 G- 79 [0o7 I RACK (77 &0 A &+ (W aifenz R
FT FAE “TV” I 7V | g %, AR A S92 9 737 T A GI% 57 ST
FANF I T I A

Purchase Price (F9 3#7) : $3 S0 = GAPNNT I &) T (I I effonia el S0
Tl AT FACZ—2Y 97 RIS + W& TR 3 3l OF #frd Rt 7 (N w1 41 33 (@5—
RIS ©TY!, TR/ FA FAF 46 AW JRSTACE, I49 9F5 496 1w SNl a1 )

Sale (R#7) : Rex FoCe 7o =, [eoa real o A o= (@ TR affong [Rifau
(FIH TWIF NEAFT LFEIE (@RI |

Sale Price (R&w 1) : (314 feetars Raw o ofon aw @ (77 e oI 3o @@
‘R

Goods () : (WA (FIH Wi, 63, (AR A R4 JRoECT @ (FF PR
o ol qH |
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Manufacture (BoW) : T IS (T (T TI-ANA Tt 3 FEHE Fa0E @RUT |
Turnover of Purchases (% FTI WREA) : (WG I TS 00 ([ARMTT—

(M mmmmmmmw—@w & RS SaieE @ «fFwd $i51
AlD FF IR R & (T 6T AWM AR G2 T (A3 I 946 7 3919 90 Frewm e @
sffamia A% RFeis e e ©f am fire 3@ |

(i) T wraTe i TR FE—a I ! RS SIaaice @ »Rd Fi51 54i5 sifRswes
(AT P IR ARSI IR @ (PR ARIAT NG AN IR O & (A6 o 20w
TR

Turnover of Sales (% RFwR WaEw) : @W TEIER &= WWmW
Aol W A AY | IR TS gol TR (@ ofiss st 7w A

Works Contract (5 F1%) : 53 9 w98 &) @ §f%, (oW s 2t e o |
S A (N AN At Rivsm) siees “pfea I e |

(i) (TR G, D, TV BoiF BT I WY (i IR 574G sl @?m::?n CTANSTS 41 5
(i) 3T el T (FIF TFANS A T (@I TR F=IG =94 A (TS,

(iii) IR CIBF MG, TR, (TP, @R 24, [ T4 T IR (i @i AF
A CSIENE &4

(iv) (T T a3, [he, s, smieW, Sxam Tonfd |

Contractual Transfer Price (5f¥a% z@r@a 17) : (oW RS SRS s wofera
aiwel e “plea 2T 7

(i) R (P TG ARGTRIS (*T IR T 2T T 229 303 oL Aled qiF |

(i) pIeT ST TN oo T2 I &= (T 395 T |

Dealer (fT&17) : 53 T oo vt 28—

(a) oS Af 37 A Ry I I9 @ @R I,

(b) FfET e RN 7viw =,

(c) ATFa R Wi 3 R A wRes s @@=,

(d) R, S A, i, e izl 555, 3 FAEE, TS R 31 SR
o) A T (I B ol WL N ReAr= (w9 3 I, AR At Sy @I e afonieE
R oo A MEFSIR @ A K7, WAZ A I%9 @&,

(e) (P T, watle, Wi, (¥ (FH IR feffe RN o 321

Casual Trader (SfSafse Tafl) : sARcwaest >ATre e @iF @3 4= 39S A3
SfEfTe g TR et e 77 | 2R eTareia IR (AF FT FEOH ARsHare! [y Fa19
e 1 e (SR Sy QIS SR (I TR ARG (I7F FW IR0 939 IF
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Rt weafes @@t (Special Economic Zone) : (X 17 FITR oo g i arm
“RE SRS e AT 0% T2 Ty 01 T (A0 (@R (77 @ S SS9
oI | 5 eEmefa SToojfed 39 < -

(i) SEZ~q TRb<e dfsonad et Rew;

(i) SEZ~q wafers afedi e, ‘

(iii) SEZ~97 Sxata &« % TRE=ia] W W6 [Raw 1o

e M T See. 5(2) : ST (A0S A% (@RI TR o7 ;W @ ofrepa WiEdHE
vl THITEa NG o7 31 KT i 27, ©rs IR N 3 A [Jew e Regsa
4 2|

When a sale a purchase of goods takes place in the course of trade or commerce outside
a state : (T T(IR $7 I Repn A9 W& FcLB® ZCAC MR 26 S A0S 2@ Tealfse
ZACZ | TR FW A [REq G A WY AR 4 O &7 &) Wid S Sl vEssia |
Ciewta wayiore WS B35 I |

el o9 : v oo (9 o I gl e s 3w

| et vy« v e BeR T Tl g S8 v A

wfRare w3y - w9 fom pfed s w3l 3 Rireor e |t s

When a sale or purchase takes place in the course of inter-state trade or commerce :
@I 2t 7 A1 Fgare wwsdien s G 3 A [Kew 3w R 11 7@ am [ v
*IE’?EMW—

(i) *I 37 I RS T #Y 9T IS (IS T WY B 41 23
(il) STy T Sl FAR A e vien Toed 3a|
AR (@ @IN GG %6 279 TR (T Ry 33 AR Rey 39 93amsia sis

T A | [T R @I 91 TR AN (TA—FASTOR G I 24y [ pfs wgad e
GF IJPT 1000-F S A0 | arca Reraid) Rew 77 fice g a1

W o) @3 o (AF SV G0 AT (A3 T T G2 (T WS (99 I R G
(& Form F (919G Wi 908 o R 37 T9oe ke 91 27 (13 (F(d e wid)
FACS AN, @2 2o (2139 Stock Transfer; wiEsarey R w9 | «qe) foega CST aMias (e
W A | e AN qpf I (AF WE G e FRANSEE IR

Levy of Central Sales-tax :

(i) (FO-TE I 3 (PR PR B (T (N TR 2PFS (QifFs a1 wrafFs 1
&F A @
(a) % ACETT Ry S U 4%-3 I W—(HE I Q7B 3@ (AR ey 37 991 @
o) (AT (AT 2AAE AR
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(b) W AT RS 337 T 4% I O (@M 2I—(FH [FY 7 2T 2@ 4% 1 &F T
(&S Form D (9% 393 |

(i) Fo—fafs oo (FReR @32 ROt SLtafos Sate e, aFFaae aofen &=
fien a) B agfo—caifie a1 SR |

(a) AR (i)(a)-F WCOIR TR

(b) S5 (i)(b)-F O3 R B @S Form C (oM I |

(iii) Fol—fafs Tar—adafes Reim w405 Seoia, effFaad el oo o) Re
! EA— (T RFy a0 #AfAN RE— | @3&+) Form H (% (S |

(iv) Fo—afarf¥s TaF|

AP—(NIRTe—PHR [T I3 27 = 9 [KFw I3 IR Bag |

AG—SRRFES—CST *+7 23 T AeT 39 QI ¥ 27| CST = ST 3 T ¥4 @A
EA—CR 27 A 10% @%@

Goods of special imiportance in inter-state trade a commerce :

Declared goods—Meaning ((RifEs 2A4j—{F) : (PR K T3 WEea €11 2(C) Sg@dt
“(MfEFS 2/ FEIe FoTAfel BT (RN (Voffe ST I3 A AfST 9=1 14 SRR goods
of Special importance (a1 (ARl A AACR| CIFS MRAEI Article 286(3)(a) “IH
Parliament-C& goods of special importance IC51 (el BT T ICHE WK Q@ 7% &) RS
Tl 9 P *1$ ¢ RiF-Aray Sieanem #Tols ov 37 0|

(T INF ¥ special importance IC3 (N FA FAR ©IF List N5 (raq 26—
(i) Cereals i.e., paddy, rice, bajra, jowar etc.;
(i1) Coal and Coke in all forms excluding charcoal;
(ii1) Cotton in unmanufactured form but not Cotton Warte;
(iv) Cotton fabrics, Cotton yarn;
(v) Crude oil;
(vi) Hides and skin;
(vii) Jute;
(vii1) oil seeds;
(ix) Pulses;
(x) Iron & steel;
(xi) man-made fabrics;
(xii) Sugar & Khandesari Sugar;
(xiii) Unmanufacture tobacco, cigars, biris etc.;

(xiv) Woven fabries of wool.
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«% 8§ O FYE ¥4, 2003

¥

8.1 YT TW e
8.2 VAT &witaz wig
8.3 VAT-a fa
8.4 Input Tax and Output Tax
8.5 Input Tax Credit
8.6 Return filing, Payment of VAT and Assessemnt
8.7 Excise duties—Only Introduction

8.1 Ty &9 B2

Teoliffe 517 TLAMATIAR TR (AP (SIHBIAR IR (e [ien 9w (1 70 @t 28 ©i9
Tl U BT 41 FA TW 94 OIS U F A | GTF Multi Point Tax € I 2H|

TR 39 = (R S0 — F7 0) x 39 Q5 @2 o{=fors w0=a o 39 I 28 AL

P, 104 ST FI5INIE F7 76 T4 0P 4% VAT T Wit P & SIS0 Toig 15 Bt 45
T G7R 5 BT S (F0d M-(F R SR | M 91 STRA 5T 12.5% VAT &I SR | M S
Q@ GIR U Z-F 10% At [R& @ | VAT 29 12.5%!|

AT CFCE P 104 BIF @ (@ I FT AR SIF T 100 TIFT SHICET W <RR 4
Bl VAT Recaa 5w (31 135 Bitw <o w33 9@ 0y 120 516l #teis 30 @ AH 15
Big! VAT | ©i% M- IR FTET 120 BiFT | @3 0w 10% 3 M 12 BIF @R 12.5% VAT
wilfs 16.50 Bt (9 I Rew o0 2@ 148.50 B |

freir [Afoq I@ 9 9y TEE :—

k)] FTR W owe ¥ | Rerag ww oomw I} A etm VAT
ForE Rt — 4 T 4 5=t
P 4 B 15~ i5-4=11 "
M 15 7 1650 ” 16.50 — 15 = 1.50 ”
(G &tw¥ VAT 19 7 3550 ” 35.50 - 19 = 1650 ”
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8.2 VAT emim w

@ R FIFIAR] I AMIA G SR 42 (ATCe ©fF T AR 98 VAT SN2 Seg@idi |
(a) TSR =11 -

() (R I oo RSy 37 WA 1944 @R @F@W RT3 9z 1956 @
frfye e

(i) (7R IRAE! e = g @R 76 wizs w@ifl 39 fars A9

(i) (¥ 3R T W6 By A 37 A {fReets TG TF 31.03.2005 5% =sz o 5 &%
BIiE N '

(b) TgA feetra -

(i) @R I TR [er fonma fema Few sl

(1) (¥ W IRIT RN [FT  AZ FEA I9 facs gy

(ili) (7 3 FIFIA SARGTE IRF (D A $T I, 9 [y 331

(iv) &b Fer wafemi A e 3 sRee <% a8 3|

(v) (TR IR Famia e w2 five )

(vi) (¥ R M 399 (3 (N J98 T Hess TBIT Y& 5 7% DIvlE (@) W)

(vii) TR ARSI T Bestw A REET T @3 R #AfRNI T @ @ T 1
5 % Biel (PN 23|

8.3 VAT-a faaw

(T % G ~AfFoaes VAT S 41 10 I 411 11 S<at €11 14 S 4= 27C(3)
SRR 7 WA A [Sec. 23(1)] O AGORFEFOI Faw TS Q| ayore WRfeis
el A RIK =1l A ARSI JT FA00 ARES A —

(i) G5 e vz A TRiee o IgR PR GFe IR

(i) IR PemR AR {ReT THIE ET 5 7% SR @,

(iii) SR A AHRPTIN WA (W6 RS AfFwd 5 7% Bieg (7B

(iv) foetr o=t ey R wace;

(v) =TIz T 1.4.2005 T At ARowent R 59 SNEH SR 9 &I TR ol

“fR5TReA VAT WIiZd Sail Fafe fbam 2 sy eicrd [y ool o e sl
I FICS A

@R TR WY Frvage 20e 1 - [ @ (0T 39 9N TR R GRIN (S
30 it S R S S A0 |

ECO(P-SBS 1&2)-11 161



@ 3% fGeTe s [Ren 39 Sz SRl Raffe zaatg 1.4.2005 FER St i
ST Agn IR (T4 AT G S IR GEPI AR S SRS 1.4.2005 €3 947 120 o=
Wy g © +Af*N 0o 23 Form No. 2-93 W4T |

et & =itaww [u/s 24(1) & Rule 5] : {651 Form No. | %39 33 $oIE F$H0w
925 S SR (A 6 IR D okfers | siammsitga et 100 e @ﬁfip‘
4T I AT =R T (e | 2R T3 RN w33 aize s

THAYT TEF SIIro1g T61E FCF M 3GV 2, ©2 fH Form 2-(S o MiGRecas e
AR |

i@ A RRS T (A TR 7@ - @R (U TR Ry 39 e &) weae g
DI (A0F 30 TR S0 SNCI11a Tt et e 26T i (A7 S Reras S d) 20a o
AR fiq (A IR T3

Frrew AfbRres af¥e=ad (Sec. 29) : I Togw F$=rw W8 W0l 77g8 = @ e I
I I MCA0R A O I (@ WG R A VAT WZF 10(8), 11 A 14(8) -1 Sigarffy
T LN HITIY FF, (T2 (0 29(1) K1 S S 3917 W[ e MGRecat aifost st reaet |

YR (I IR SR e ifeet S0 B GICHTg O 30 4R Al $oige Folrea
IR (N AIfset A7 G THA wlied SIS AW 400 ZE—

(a) @ IF G R ST WA 3, (18 TR (A0 TR 15 T et =13 o
mmaﬁwﬁaa\ﬁmﬁ@zﬁ«ﬁwmm%wrwmm—m
ol Regd fite 203 @R

(b) 93 (NFN=T TS TR Ao S@Y TR @, (i) G I (S 5 RSER &
T T W G (ii) 7 ERST IRYFTS O (T AT 593 Ry |

T BT T %8 2 (X FEANRT Weawe T2 @ HAIget Sigeet o g Ao
qifetera o oreat =31

8.4 Input Tax and Output Tax

(i) wed Hafs fGR «f*oxarest o (@ e fBaag (e (9 B35 8 319 N
@ VAT fatg 9, at

(ii) WWWWCWWWWWQWWWWWN
R Ot 30 TMa W RN NI FA00 o7,

(iii) ¥ AT MG 2 FT I Y @R T &0 FT (8 ¥ OIF JNI/ED Input
Tax ICA|

VAT O3 Se@ifl qae feaaa (@in $3-91R o Rew, 337 @k ffomid) ses s @
(G $9 Amd 2F 3L Output Tax I |
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8.5 Input Tax Credit

Fooffel 18 I ke o sjad I @I F3-IIE O & Output Tax-93 AL &
T Input Tax-97 FTIY FIR LAY 217 | 73R Input Tax Credit 6T | VAT-F fHiis)fa
gt

(i) T TeAMS JIGINE, TAMAT ST T R (NTHETS T FEAT (LI (T I
AR B ©IF T A2 LS AT,
(i) VAT 2 bie] 2670 oiest FEelian (@ Tegowiet et O $ol @ Frst shhen Wi,

(iil) Y FIGIA Q! G S 2T AW 1 | 5N R (ST FENAIERT Ss Fel «F
ST SRS T |

(iv) HRSER & T FACEL @2 LA oNeT T | ;

(v) PBomiRe @2 et #itaw, 56 Fitea & (3 NS sl $T IFEC ST G|

Input Tax Credit I 43T TI-IICeT Tge AT O 27O FI-FIE G CFARATT {70!
A GRS T T | wicee AW Bge AF WeRESIRE TR ©f (e AT )

8.6 Return filing, Payment of VAT and Assessment

FEAN VAT SR Rate of Tax (BTG 76—4% GR 12.5%, G+ Return Wifds T3
ST e AR | T e T W e R @FEget RS w9 (9RO v (31

VAT SIiES S@ifil M@ Tax 8W 91 27| Return W WroiE &S o7 Moia o gaaim
WW@I&Q%WWCﬁﬁmﬂﬁ%f@WRemmWRetummﬁlﬁ'W@WlJuly
to Sept.-¥ Return %If& $3Ce T3 31st Oct.

ITEA @ VAT SZF al5fets IR ©ite Gama Self-assessed 39 Refarag a2 w3t
e | feetizal fNeeaid “Output Tax” (T “Input Tax Credit” JN9F FF Return W& $9C0
AR | I[SAR, GO F7 TR @ IR AR 92 AR |

Liability of a casual dealer to pay tax (Sec. 15) : &toT FNAS Taz Wsfeie Ry
R T T I SN Tef) A - —

Retam 8ok 37 : W (T AT IR (AT I TR o) (@ISR Afcaaees AR (A
T I I AR Ry S0 [Ga1a ©IF 8oi 7 Wit &) W™ 203 | RS Yo7 (e
fAsferfie Ry A A A ote AR OF THF FTARTE I 29N IS TS -

(a) 991 21 SR ST wIF Rewen;

(b) STy Ry @32 Ty S @ I offase

FIET A A G 16(2) I
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T ToF 79 : TR siffsareet Aol w31 SR Tl B9 I A A (NG FILET
(I FRFT 7 Im eI 17 T I APFE O T

(a) 411 21 SR TANE VI ST
(b) TSLATT I GR HWH-ILZ of e
(c) “fFoRTen fRRfie Temes S (A0 FT T T T3 4R 16(2) S|

Taxable Turnover :

Rs.
Aggregate of Sale Price as Per Sec. 2(41) *ok
Less : Sale price of goods tax on which has been paid on the
maximum retail price at the time of purchase ok
Sales return within 6 months from the date of sales Hok x
ko
Less : i) Sales declared tax free u/s 21 v
ii) Sales in the course of inter-state trade or commerce v
iii) Sales in the course of import or export v
iv) Sales of goods which are zero rated v
v) Sales of goods through auctioneer or agent v
vi) Sales of goods through broker member under private
treaty sales u/s 16(a)(d) vv
vii) Other sales u/s 16(1)(d) _/_i -
Taxable Tumover of sales (upon which VAT is levied) *xk

Zero-rated Sales/Tax free Sale of goods Sec. 2(59) : Zero-rated Sale IACS SN {ﬁ!
(312 3% TR 7 T TofF (I I oI FA0S ZW A, G Input Tax-97 Credit sGT 17 |
@ % 4% Schedule AA-CS 78 a1 Wz T fts (e 2t —

(a) Special Economic Zone-9 f6&RM3 Wty R |
(b) Export oriented units (EOU)~a [Saoa sty [Ea1
(c) & T (s oy feeiicam ey R Special Economic Zero-d |

164



Rate of Tax u/s 16 .
Types of goods Rate of Tax (%)

1. Sale of Schedule A goods (No Tax is payable) Exempt from Tax

2. Sale of Scheudle AA Goods NIL (0)

3. Sale of Schedule B goods 1

4. Sale of Schedule C goods 4

5. Sale of Schedule CA goods | 12.5

6. Sale of Schedule D goods As may be fixed by the State

Govt. not exceeding 30%

Custom Duties only introduction : 324% O3 (I TATH T | NS G2 T A
T GG WAFIK (TR FAIIIF | OIS (AP Aoy I 3 RO (03 ST 24l SRmITa o
(T & WA I3 27 OF IRNF I | Custom Act, 1962 SHAFT A2 I SN @ ez F1
2| G2 S 197 (FFIEY, 1963 (3 T3 T AR G OIS 74q 938 =W 2Ty | IR
29 Customs Tariff Act, 1975-q €1 331 27| 27 &S +TE @2 33 I =¥ G T Smifa

7 W) YT S WS wim 8ol St T8 T Customs Act, 1962 297 1 2T,

FETSI 919 Sea custom Act, 1878, Land Custom Act, 1924 @32 Indian Air Craft Act 1911-
fferce sfae s

- 8.7 Excise duties—Only Introduction

YT GF (AR TATH FAT GG | €% T SAMHIITT FR (AF WY A T |
Besraridl O Besiifte BFF 7N AN G2 I @9 I 9R (SHFITT IR (ACF AT IR |
IR (TR TR TS F AMICTI Fo! (T Ol TR O (TR I Toig (maq
AR | A g TR S O T WM ! A T TR TS | (T — S
133, S g R NEPRE T3 | (W1 TSI AT 930! 6! S ST @2 ¥F (A0 | sl
TR TR TN 4 ¢ HMIEA el Sl SR et | oite X 41 ¢ iy feel W
N Ti6e | @2 T 1944 e [fon wizaqfers 93fas 303 @b ST aoaw 371 28 Ot St
Af& Central Excises and Salt Act, 1944 | 9% &2 28.02.1944 (AT BlF] AT «R A=A (7ot
ATANS | ST *[FHA5T T (T ¥ Special Economic Zone-9 T 30 ©f ATH) T SIS TeoATH
TN A TR T IYT IR GR @ TI9fe SRPE (SIS 3R W3S, 932 TR 8o
ST ¢ T =W | NFCA9 WA Sifeid! Central Excise Tariff Act, 1985-4 Stad 391 WR |
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T WIRFA oA
(AOF% 8 IITAT FH)

Law and Practice of Direct

and Indirect Taxes

AGTF 8 AT FEI G

T I AT 8 S

VAT—Value Added Tax
The West Bengal Value Added
Tax Act, 2003

Indirect taxes
Law and Practice

Business Tax action
Study Note; Paper-8
Intermediate; State-I
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