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Unit-5 O Introducing Business Communication

Structure

5.0 ﬂhjéctives

5.1 Introduction

5.2 Definition of Communication

5.3 Elements of Communication

5.4 Characteristics of Communication
5.5 Ohbjectives of Communication

5.6 Communication Models

5.7 Effective Communication

58 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.

glements of communication.

objectives of communication.

communication models,

® factors of cffective communicalion,

5.1 Introduction

Communication is a nceessary element in human relationships by providing the
foundation for human interaction, Tt is the transfer of information from one person fo
another person. It is a way of reaching others by transmitting ideas, facts, thonghts,
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 De_ﬁnitiﬂn 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 elc. 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 emolions among two O MOre persons.
With the help of sound communication organised aclivity is unified, behaviour is
modified, changes is effected, information is made productive and goals are achieved.

Chester 1. Barnard observes, “Communication is the means hy which people are
linked together in an organisation to achicve a commorn purpose’.

Bellons and Gilson defines, “Cummumcatmn is an intercourse by words, iettera.

symbols of message and is a way that an organisalion members share meaning and
understanding with each other™.

L. A. Allen opines, “Communication is the sum ol all the things one person does
when he wants to ereate 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 clement of communication. Here message
means information, thought, opinion ete. Communication without message is meaningless.

(ii) Sender: Senderisapersonwho sends amessage. In cornmunication, there must
be a sender of message.
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(iii) Receiver : Receiver is a person who receives message, or in other words,
receiver is a person to whom the message is transmitted. So, without recejver 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 symbol : Communication symbol may be of different Lypes
viz., language, sound, identification mark etc. The sender sends the message to the
receiver with the help of different types of communication symbels.

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
thereceiver understands the same. So it creates mutual understanding between the sender
and the receiver.

(ii) Co-operative Process : Commimication is a co-operative process. Itis developed
between two or more persons. Communication process 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,

(11i) 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. Tt not only helps
the management in performing different types managerial activities, but also helps the
organisation in maintaining a good relations with other petsons 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,

(i1) 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 accordin g 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 employees to 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,
infc:rrﬁatians, thoughts, expressions and suggestions among different people, 1t 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 disturbin g clements which stand
as a stumbling block and thereby the senderand the receiver both unable to perform their
duties. Therefore, to communicate messa ge 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 communicaled. 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
hetween 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 5 and step 6. Decoding and Response : Decoding s 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.

 Step7.Feedback :The receiver'sreactiontothe message is aform of communication
hack 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

Tt is 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 purposc of communication is to get behaviourial response
from the receiver of communication,

(i} Clarity : The communication must be clear, that means, the communication
process must ensure clarity of communication, thereby facilitating exchange of idcas‘é and
avoiding unnecessary seeking and tendering of clarification.
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(i) 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 ensurcs effective communication syster.

(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 managetial communication. The subordinates obey the instructions of the
stiperior 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, mes sages,
communication symbols etc. Besides its elements, communication has got different
characteristics and among them message, purpose of communication, pervasiveness ete.
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 ete,
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5.9 Short Questions and Broad Questions and Hints

Short quesiions and hints

1. Define the term communication. (Ans, 52}
2. Discuss two important elements of communication. (Ans. : 5.3)
3. State the two characteristics of communication. (Ans.: 54)
4. What do you mean by the term encoding? ; : (Ans. : 5.6)

Broad guestions and hints
1. What do you mean by communication? What are the elements of communication?
(Ans. : 52, 5.3)
2. Define the term communication. State the characteristics of communication,
' (Ans. : 5.2, 5.4)

3. What are the objectives ol 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 Cﬂmmuni.caliun

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 Business Communication :
6.11 Channels of Business Communication
6.12 Barriers to Business Cﬁmmunicati.on

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 :

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

@ the basic idea of business communication, its importance and channels,

33



® barriers 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 in an organisation to achieve a common purpose. This
communication is of formal & informal in nature. There arc also barriers to
communications. So in order (o understand such issues you are to go through the
following aspects.

6.2 Formal Communication

In any organisation different types of individuals wotk together to achieve the goal
of the organisation. This can be possible when there is an eflective communication
network, The communication network imphes 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 communication is a structuréd and officially preseribed communication
nelwork. 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 if is directed. J

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 writlen. However, written communication hasg got some
authentic base to prove.

(e) It is inflexible because it follows a specific pre-determined method,
(f) Itis of different types viz., vertical, horizontal, diagonal.

(g) Tt follows a chain of command and helps to increase the cohesiveness of the *
messages. .

() 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

(i) Formal communication follows a definitc chanmel of transmission of messages
and thereby, it is simple.

(ii) 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 duc weightage on feedback naturally it reduces
misunderstanding between the sender and the receiver,

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

(v) Formal communication system helps to fix the reﬁpmisihilit}r ol each manager
at all levels in respect of (ransmission of messages, orders ete, in proper time.

(vi) Thissystem of communication helps the organisation to exercise better control
over the activitics of different peoples who perform their duties in the said organisation.

6.5 Disadvantages of Formal Communication

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

(i) Atorganisational level, this is a step to step communication method and henee,
it is costly and time consuming,

(ii1) Asthissystem is astep-to-step communication process, it sereens the messages
at various points. Hence there is a chance of distortion of message 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
[unctions 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 features of informal communication are as follows :

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

(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) Itdoesnotfollow any established rules of the organisation or have no own rules
of communication,

6.8 Advantages of Informal Communication

(i) Informal communication is a dynamic process and 1t is created on the basis of
personal and social forces which help to increase the effectiveness of the communication
system.
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(i) 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 employeées.

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

6.9 Disadvantages of Informal Communication

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

(ii) In case of informal communication system transperancy of information may be
absent, 1

(iii) No responsibility can be assigned through this communication system as it takes
the form of speech, listening ec.

(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
cohesivencss 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 greathelp 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 [ollowing you canunderstand 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. -

(ii) 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.

(i) Smooth functioning : Since the activitics of big business houses are complex
innature 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 organisalion 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 Communication,
(h) 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 ot vice
Versa.

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

(i) 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 betransmitted ata very high speed and inazig-zag way. The informal com munication
channel may be of different Lypes such as, Single Strand, Probability, Uﬂﬂﬁli:[h Clusterete,
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 iamhubility. 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 te Business Communication

Youknow that the efficiency of an or ganisation's managerial functions iy 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 comumunication
mean obstacles to the process of communication. Bartiers 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,
15 known as external barrier, The external barriers are of different forms and these are as
under : i

(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. _

(i1) Psychological Barriers ; This is the prime barrier (o communication. As
communication helps in establishing inter-personal relationship and as inter-
personal relationship depends on psj{:hulngical 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 o communication.

(b) Internal Barriers: Internal barriers actually develop dueto 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
canse 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 cte.

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 right persons in those proups several measures are taken of
which group discussion is an impottant measure. With the help of group discussion an
organisation takes tests 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 a leader 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
exctcise 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 inter view,
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 a structured and officially prescribed communication network.
On the other hand informal communication is known as a casnal 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 aceeptance 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 Questions 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

l." Define the term formal communication? What are 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 ate the harriers 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 O Writing Skill

Structure

7.0 Objectives |

7.1 Introduction

7.2 Delinition 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

79 Short Quiestions and Broad Questions and Hints

7.0 Objectives

After studying this unit you should be able to understand ;
e the definilion of business letter. |

® importance of business letter,

@ style of business letter.

® cssentials of business letter,

@ form and arrangement of business letter.

7.1 Introduction

You know that the success and failure of any mganisaﬁm largely depends on 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 messa getothe receiver. Business letters are nf differenttypes.
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. Lelters are actually the media of written
communication. Every organisation, be it small or large, receives and sends letters as a
malter 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 information 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
huqme»h depends. The contact WILh the people can be done by various ways. But letters
are still the cheapest way of cnmmumcahun 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 accepled 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.
(1i) 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 cannol 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 expressing thought in language’ and (b) the custom or
plan followed in spelling, capitalisation, punctuation and typographic aﬂangement and
display.

The style of a business letter depends primarily on the choice of words. Because
different words are used to express the same meanin g 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 uncommeon words but to make the sentences
simple. 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.

(¢) 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

L]

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; (i1) the nature of business; (iii) telephone number,
telegraphic address ete.; (iv) reference number and date.

(b} Tnside Address : Just below the heading, the name, designation and address of -
the person to whom the leiter is to be sent is written. Tt is usually placed above the
areetings on the left-hand top margin.

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

(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 : 1t 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 [ull lext 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 mmf:Iitrmn.t.arj,.r 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, ' Y ours faithfully,
Dear Madam, Gentlemen Yours truly,

Yours very truly
(ii) Dear Mr. Y ours sincerely
(iit) Sir, Madam ; . Yours obediently
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(f) Thesignature : Theletter is form ally 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) Post scripts : 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 postseript. This is, however, not a good practice and should be avoided.

7.7 Drafting of Different Types of Business Letters

(a) Letter of offer
General offer from a manufacturer of electronic goods to all retailers,
BPL (India) Lid.
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
tmproved in quality and design. Both the picture and sound are perfect,

On the eve of introducing our product we have decided to ofler 15% discount on the
price with 45 days credit. A special discount of 215% will be given for a bulk order of 10
sets or more. Morcover, 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 prompily and with due
care,

Yours faithfully,
Enclo : Catalogue for BPL (India) Ltd.
5. Roongta
(Sales Manager)
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(b) Enquiry from a college in connection with purchasing of books for the
library. A
S. D. M. Mahavidyalay
Kakdwip, 24-Parganas (South)

Ref. No.—Lib/15/2006 : - 25.10.2007
To
The Sales Manager,

New Book Agency Pvit. Lid.,
18/1, Chintamoni Das Lane,
Kolkata-700009,

Dear Sir,

T have the pleasure to write you that the Governing Body of our college has decided
to purchase 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.

5.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, Chintarmnoni Das Lane,
Kolkata-T00009

Dear Sir,

Thank you for your prompt reply on our enquiry. We are very much a pleased to place
this order with .you as per lerms 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, . N_ame of the boolt Name of anthor(s) Nu-. of Copies
1. Accountancy (Vol. 1) P. K. Basu 20
2 Accountancy (Vol. 2) o —do— 20
3 Business Managzamenl' S. B. Bhattacharya 15
4 Business Management Bhadra & Satpaty _ 20
(Bengali Version)
3 Business Organisation Dr. Biswanath Ghosh 20
& Secretarial Practice
6. Income Tax , S. K. Chakraborty 20
T Cost Accounting —do — 20

Please supply the above mentioned books within 10 days from the datc 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 conlirming an order.
PHILIPS (INDIA) Ltd.
Park Mansion,
15, Park Street
Kolkata-16

The 10th October, 2007
To

Messis. Enﬂc 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 ot 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 letier 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 arc not getting sufficient number of
cycles from the company. The company supplies us only 500 eycles every month. On the
otherhand, we haveorder for 1600 cycles fromour valued customers. Inthe circumstances,
it is impossible for us to exceute 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)

51



() Status Enguiries of a firm.

Zillion Laboratories

51, Taratala Road, Kolkata-69

Tele. : 521-6920-24 (5 lines)
Ref, No.—Engq./D-5/2007 Date ; 15.02.2007
To
The Managet,
UCO Bark,
Rampurhat Branch,
Birbhum.

Dear Sir,

Re : Enquiry ri:gﬂrdin;t,r the financial status of M/S. Reliable Medico.

We have got an order for the supply of bulk quantity of drugs from ‘M/3. 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 [uture.

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

Mustaq Ahmed
(Marketing Manager)
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(g) 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

1 write to inform you that our marketing manager, Mr. 5. P, Desai is'gﬂing on a

business trip to Mumbai, He will review the market there and will try to explore new
business connections. |

In this connection, [ request you to issue a circﬁ_lar letter of credil on your branches
in Mumbai for an amount not exceeding Rs. 20,000 (Rupees twenty thousand) only in
Favour of Mrs. S. P. Désai. [ 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 }fnﬁ,
Specimen Signature Yours faithfully,
Sd/- 8. 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 wriling and
business letter is a glaring example of the same. It should be mentioned on this respect
that dralting ol 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 ete,

7.9 Short Questions and Broad Questions and Hints

Short gquestions 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, 1.3)

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 behall 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
apainst 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 0 Modern Form of Communication

Structure

8.0 Objectives

8.1 Intrmlucl,iuni

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 Ad\.ranluges of E-mail

8.8 Disadvantages ol 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
@ dcfinition 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 arc fax, e-mail and videco-conferencing. From the
following you can understand their usage.

tw
B

8.2 Definition of Fax

Corporate communication is the process of exchanging messages, data, information,
thoughts, views efc. between the management and employces 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 Lo run the organisation in an efficient way. Such modem forms of communication
are discussed below :

Tax : Fax is an electronic device through which information can be transmitled 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.

I'rom 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 charactleristics 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.

{e) It is an important part of the communication network.
(d) Telegrams arc sometimes sent through fax machines.
(¢) Now-a-days modern fax can be sent with the help ol internet connected

compUter memory.

36



8.4 Advantages of Fax

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

(c) It is a time saving device, Le., the receiver of the message will get the same
immediately.

(d) There is no scope of virus attack in transmitting information through [lax.
(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.

(h) Torunfax 1I1:1chixlm, trained personnel isrequired and for which the organisation
18 to incur cost.

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

(d) Proper training is required to handle the fax machine. Thercfore, .umli
organisation usually cannot manage to afTord it.

8.6 E-mail

E-mail 1s 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 ele. For e-mail
a message, a computer, modem, software (internct explorer), telephorne 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) Itis the speediest form of writien communication.

(b) Message inthe form of chart, diagram, picture ctc. can be sent to the destination
accurately. It is a subtitute of telegraim service,

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

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

(¢) Tt 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 compuim the
organisation cannot take the advantage of the same.

(b) E-mail is one to one communication system and Ihewfon: mote than one person
cannol be contacted.

(c) E-mail does not convey emotion,

(d) Highinitial costinvolves in E-mail service because fo get the 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
conlerences the people staying at distant places can both see and hear each other and can
exchange vicﬁrsfmcssnges through telecommunication syster, It is used mainly for
meeling 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) Right now video-conferencing is the most popular and modem tool for business
communication.

(i) 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 peographical mooring, but also the whale
world comes within a chamber.

8.11 Disadvantages of Video-conferencing

() This arrangement is highly cost-expensive.
(i) This facility is available only from Videsh San char Nigam Limited (VSNL). So
till now the use of video-conferencing is not wide, rather better to say, itis mainly centred
in the city. L '
(i1i) This facility will become an one sided discussion it all the participants do rot
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-conferenting. Fax is a process through
* which printed materials are transformed into electrical signal through the sclection of
lixed graphic images and then transmit the printed materials (o a telephone number
associated with a printer or other output device., On the otherhand e-mail is a system
whercby 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 sysmméhave gottheirrespective 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. Discuss the 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 hinis
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.: 86,87, 88
3. What is video-conferencing? Give an idea about its advaniages and disadvantages.
' (Ans, 8.9, 8.10, 8.11)
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Unit-9 O Interviewing Skills

Structure

9.0 Objectives

9.1  Iniroduction

9.2 Definition of Interview

9.3 Types of Interview

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

9.6 Delinition ol Curriculum Vitae and Resume

9.7 Summary

9.8 Short Questions and Broad Questions and Hints

9.0 Objectives

Alter studying this unit you should be able to understand :
® the definition of interview.
® typesof 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 inferview it
is necessary for a candidate to know the arl of writing application letters as well as
personal biodata. the personal information may be of short in nature or elaborative in
nature. f_*'mm 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.
Itisan n:vnluhling process of the candidate. In an employment interview aformal meeting
isconvened in which the employer asks questions to the applicant and tries to understand
whether the candidate is suitable for the post or not.

Besides employment interview, there is another type of interview relating to research
work, In this case the researcher interviews his andiences 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 interviewer tounderstand the mindset of the interviewee,

9.3 Types of Interviews

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

(2) Structural Interviews : Structural interview is usually used in the screening
stage, In this interview the interviewer prepares guestions 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 o see how the
candidates interact with one another in a meeting of several candidates.

(c) Open-ended interviews: Inan interview a broad openended question is placed
at the interview and the candidates are requested to speak (reely 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 arc some standard guidelines for successful job interview and these are as
under ;
(1) Theinterviewee should, at athe very outset, understand what type of organisation
is it and what qualifications he should possess for appearing before the interview board.
(it) To face the inferview in an efficient way, the interviewee should practice mock
interview for job interview. :
(iii) 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 vifae 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 birih
Address Prescnt

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

Reference : :

63



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

RESUME
Mame
Job objective
Vision
Skills
Experiences

Education

Trainings

Factors to be kept in mind in writing applic.atiml letters :

Tt is an art lo 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) The letter should be of individualistic in nature and should highlight the specific
trails of the candidate.

(i1) Itshould be written in such a way so thatit will catch immediate attention ol the
reader.

(111) It should be innovative in nature,
(iv) This letter should highlight the strength of the candidate.

(v) - The letier 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 ol 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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gelling 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 gel 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 eipci‘ienﬂﬂs of the candidate.
On the otherhand ‘Resume’ is a descriptive statement of the candidate,

9.8 Short Questions and Broad Questions and Hints

Shori questions and hints

I. What do you mean by the term interview? (Ans. :9.2)
2. What is open-ended interview? ; (Ans. ;9.3)
3. What is Curriculum Vitae? . (Ans. : 9.7)
4. What do you mean by Resume? . (Ans. : 9.7)

Broad questions and hints
1. Whal do you mean by the term interview? State the different types of interviews?
(Ans. : 9.2, 9.3)
2. What are the standard guidelines for successful Job interview? (Ans. : 9.4)
Discuss about CV and Resume. : - (Ans.: 9.7)
4. What are the lactors to be kept in mind in writing application letters? (Ans, ; 9.7)
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Unit-10 O Practice in Effective Communication
Structure
10.0 Ohjectives
10.1 Introduction
10.2  Definition of Notice
10.3 Definition of Circulars
10.4 Distinction between Notice and Circulars
10.5 Delinition of Minutes
10.6  Definition of Resolutions
10.7 - Definition of Report and its Features
10.8  Style of Report
10.¢ Types of Report
10.10 Rules for drafting 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

Introduction

You know that to run an organisation in an efficient way it is necessary to convene
meeting and resolutions are to be taken. Besides thesc different types of reports are tobe.
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prepared and to prepare reports there are certain rules. From the following discussions
you can get an idea aboul 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 meeling 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 (o all the
members entitled to get it.

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

(i) The notice should be prepared in the letter-head of the organisation.
(ii) The notice must state the day, date, time and place of the meeting,
(111) The notice should also contain the agenda of the meeting,

(iv) The notice should be brief, clear, free from ambiguity and drafted in siﬁlpla
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 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.
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 frade 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 olfering a new product to the old customers. Circulars arc usually
drafted in the form of a letter addressed to customers or other persons by nanie,

Rules of drafiing a Circular : The following rules should be followed in drafl I:ing',
a circular or a circular letter.
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(i) The circular must be writlen in an altractive and persuasive language,
(i1) It must be pleasing in form and content and having a personal touch.

(iii) Where the circular is lengthy, it should be written in such a manner so that it can
hold the interest of the reader till the end.

(iv) The circular should appreciate the customer and should inelude and appeal for
continued patronage.

10.4 Distinction between a Notice and Circulars

The common differences between a circular and a notice arc presented hereunder

MNotice

Circular ..

. Notice is an intimation (o members
rcgnr&ing the day, date, time and place
ol the meeting. So it is specific.

. A notice is served according to the

rules of the organisation. Ithas aspecific
length.

. Thenotice is a pre-condition of meeting.

4. A circular has no definite form.

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

1. A cireular conveys some information,

iothe friends, customers and public. So
it is not specilic, 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.

. But a notice has a definite form.

5. But a circular is to be drafted in an

altractive and persuasive mannet,

10.5 Definition of Minutes

The minutes of a meeting is the official record of the pruceedings of the meeling 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 :

(i) Minutes should be brief and based on facts.
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(ii) Itshould bewritteninsimplelanguage free fromambiguity and in the pasttense.
(iii) It should be allirmative, 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 ol each resolution
passed—

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

(c) Manner and result of voting ete.

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, voled upon and adopted, becomes a ‘Resolution’, Tt is the
agreed decision of the members of a meeting. A meeting is primarily held to adopt
resolutions on matters placed in the meeting. '

Rulesfor drafting Resolutions : Resolutions are the vital records of the organisation,
Therelore, 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 ambiguity.
(iii) 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 ot 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 1s actually an organised statement
of facts relating to a particular subject with or without recommendations,

69



" Features : A report usually contains the following features :
(i) Ttis based upon facts and supported with statistics, data references ele.
(ii) Tiisalways 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 varics in style from concern to concer.
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 :

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

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

(v) Reference i.e., 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 REpﬂéll't : 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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(iif) Statutory Report: Thesereports are prepared following a statute or law, 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
reportsare protected fromlegal action of defamation. Reports of parliamentary proceedings
are of this type.

(v) Routine Report : When reporls 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 reporl. A routine report
usually does nol conlain 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 conlidential nature and contains some recommendations in
addition to facts and information. An f:nquuyrcpml, a technmal report etc. are ex;unpleq
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 stalement,

(iii) 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 Nutlce, Mmutes, Resalutmns, Reports,
Circulars

(a) Notice of an Annual General Meeting of a company.
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NAVA UDYOG LTD.
Regd, Office: 15, Jessore Road,
Barasal, 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 remuncration.
6. To transact any other ordinary business 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 w/s 294 ol the Companies Act, 1956.

Note :
1. A member is entitled Lo appoint one or more proxies to attend and vote on his
hehalf and such a proxy need not be a member of the company.
9, 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

Tao
Mr. A. K. Mondal,
14, Pollok Street,
Kolkata-700017
Sir,

This is to inform you that the first meeting 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 faithlully,
5. Bose

Secretary
Agenda :

1. Election of the Chairiman,

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

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

5. Fixation of the quorum for the Board Meeting.

s

. Any other business with the approval of the chairman.
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(¢) Notice of a Board Meeting, other than the First Board meeting (viz. 7th Board
Meeting).
XYZLTD.
15, Strand Road,
Kolkata-700001
Notice _
Frd, Oclober, 2006
To I
Mr. S. Mitra
15, D, B. Mitra Lane,
Howrah-1
Sir,

This is to inform you that the 7th Board Mecting of the company will be held on
Friday, the 15th October, 20006 in the Board room of the company at 2 p.m. to consider
the items included in the agenda, You are requested Lo be present in the meeting.

Yours laithfully,
5. Sengupta
Sccretary
Agenda ;
1. 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 ﬁlacﬂnlenﬁpromﬂtiﬂn of stalfs,
To fix up the date of the next Annual General Meeting.
To open a current Afc with the UCO Banlk, Strand Road Branch.

To consider the appointment of an additional director.

BN o RN

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 company held at the
registered office of the company on 20th December, 2006, at 3 p.n.

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 motion of Sir G. Dey and seconded by 5. 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 incotporation, the
Memorandum and articles of Association, The documents are considered and adopted
unanimously,

3. Appointment of Managing Dircctor and Secretary : On the motion of S1iG.
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 8. 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 is
hereby appointed as the tirst auditor of the company on a remuneration of Rs, 10,000 per
annuim.

5. Appointment of Banker : It is resolved that a Bank A/c will be opened with the

United Commercial Bank, Kid Strect 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. '

SEAL

The meeting ends with a vole of thanks to the chair,

15.01.2006

M. Farooki K. K. Poddar
(Secretary) (Chairman)
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(e) Diafting of Res::_-luti-:m
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
15 shorter”,

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

Yc:urs_ faithfully,
Burdwan, : B. B. Bose
10.09.2006 : (Secretary)
[ Name of directors For the Resolution |Against the Resolution| Signature
{(Write “Yes") (Write *No™)

17




() Drafting Reports
Report on the desirability ol installing mechanised accounting system
(computerisation) in the olfice. :
ABC Co. LTD.
Reg. Office : 13, Jessore Road,
Banagram, 24-Parganas (North)
Dated 7th Sept. 2006
To
The Managing Director,
ABC Co, Ltd.,
15, Jessore Road,
Banagram, 24-Pgs. (5)

Sir,
Sub. : Mechanisation of office work

As directed, [ am submitting hereunder my findings on the above subject alon awith
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. Alter 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.

Itrust that my report will convince you of the necessity of mechanisation inouroflice
and will enable you to arrive at a decision in the malter,

“Yours faithfully,
AL 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 guality will be sold on wholesale and retail basis to the
customers on and from 20th September, 2006. We have sufficient stock of large va ri_eties
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 lavour 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 writlen 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 cither by an
individual or by a group. There are different types of reports viz., formal report, informal
report, statutory report ete. Certain rules are to be observed in drafting repott.

10.13 Short Questions and Broad Questions and Hints

Short questions and hints

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. Defline ‘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 (o be followed in drafting minutes? (Ans. : 10.5)
3. 'What do you mean by Resolution? What are the rules for drafmlg-rn:suiuti{:ﬁs?

(Ans. : 10.6)

4. What is Report? What are its leatures? What styles are to be adopted in drafting
report? (Ans. : 10,7, 10.8)
5. Decfine 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, Lid.
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 0 oiE s fefa (Computation of Total Income)

atom
1.1 Srmpd
1.2 i iy fefy
1.3 VI-A wsgirea fafen giw sz
1.4 % effSwtw @ (o St
14.1 =% effewm ¢ cwa Siam Fam
1.5 4 wia Feffad
1.6 =% Rt wites Bl w9 29 (2006-07 Fafdae 72)
1.7 @r=ifim cd win fda
1.7.1 @t=itf i =y
1.7.2 @riifE cafdfets
1.8 foa ma Sl o elfésiim
1.8.1 @&dt#ad (Amalgamation) 91 (%@
1.8.2 #jaiFiFast (Demerger) 97 LR
1.8.3 'ﬂﬂﬁﬁﬁ?ﬁl (Reorganisalion) CFTE
1.8.4 wrand wfts T« coritfe when oo Bt e elfvetm
1.9 ' @it oafe wim fiefa
1.10 i wafidtad
1.11 ¥+ {99 F9 [Minimom Alternate Tax (MA'TY]
1111 MAT SHIta T4 2iitra G FIes (4] 115 JAA)
L12 ol =it s it Beie o
1.12.1  wifSfaw s emitm sEms
1.12.2 7 awitt 31 2re otes
1.12.3  c¥nieal (Default) cor=wiif
1.12.4 wfFs {PLnuIt}-}
1.13 Twigzs : iy
L.14 SR
1.15 aresid)
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1.1 Srwel

=t Srifel #[4aSl 9erEa (it Wi GoE T i 51 | oAl e 4 FARR (assessee) GIID
it Fef @l 43 sfgmelel) <3 e AT FeIrER (individual) '@ (F=#IFE G = fFefy g @
wicad Gelg civw @9 e oS sEmat a9l T

1.2 o6 s e

A4 ST (RCO-V) T SIa A=sled BT (ortice | it STl 43 ACee! (s @iy
fAefa #ifs =il F9 1|

i wsEE 14 gl 'Elﬁﬂiﬁbi ol <1610 = e wiE | -ﬂi’ij\fgl 22 (i) (To=lcs =T (Income
from salary), (ii) 51':‘?1*”[@ 2 =ity (Income from House Property), (i) <GE1 = 0oP (T8
w1 (Profits and Gains of Business or Profession), (iv) i{*‘lﬂﬁ =& (Income from Capital gains)
S () IR Ter (ot Y (Income from other source) | =T wiB, 1961 WA A% wrTg
<re7 SR %S [ TS = | Fieir el Gios @i (A fefn =40 &8 ol #i43 7ftE
oA |

v Tt Fifon i oIt cas) 563 e (16 Wi (Gross Total Income) efe < 22 1 913
CorlD S (R VA DI ST 80 s wws)f an fAt I Wi (Total Income) A1 =I5
WA (Taxable [ncome) el T2 20 | 912 (FiF 9T ice bRt B B i o A e [ 35
STl FER 09 A b @i [ w9

1.2.1 cfe =g Fefa opafe

fraffeerm o wia Fef =
Particulars Rs. Ks. .

(i) Income from Salary (sec. 15 to 17) KK

(i) Income from House Property (sec. 22 to 271 I

(i) Profits & Gains of Business or Profession (sec. 28 (o 44) HHH

{iv) Capital gains (see, 45 to 55) XX

(v) Income [rom other Sources (sec. 56 to 39) KK
Gross Tolal Income XM N
Less © Deductions under Chapter VI-A (sec. 80C to BOLD MM
Tolal Income P g

ol format @ o4l A0 CI, Fad I S (A0 80 iy WAl A1 (em T | 9 A
A14iCe 703 U, 78l GIfB WA (Gross Total Tncome) e wifef Hege diwra 80C (A0S
80U izt wreefe e =i =il | :

(i) RomTY il wTeric, 7% o ¢ s AR (ol 115A)|
(i) TaTwPs ST G IS 3 e (T el S A Al R (2t Ty Il # (Al
115AB) |
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(i) CAHPIE SR (R T 3wl A eie e Al 1% WIS (AT BYS T4 i (4
[ 15AC) | : '

(iv) T 4 Global Deposilory Receipt (GDR) 0T (=1 i iy 91 ©f T8y cars
e T4l =S (4= 11SACA) |

(v) FeeT SIS vioaliE cohila ot Wi 4 ! swierEe W g FEHR #S (g 115 AD) |
(vi) SRIRIFR FITIRW 91 FT81 172@ S (4 115BBA) |

(vii) TR Tl e |

(viil) =G 3t (HGTNS (U wiie = |

1.3 VI-A sigiees &3S wie wg

VI-A S wege SwelfE am—
() FOTR A4 e Sl Tl T RS (471 80C) |
(i) TEATe et =ve Bl (4Rl 80CCO) |
(iii) ToFvemdag (57 a2mm (am soD) |
(iv) ol fsrifi waasie o e s uo o (@1 80DD) |
(v) Tlb@ <scsa &= w6 (41 S0DDB) |
(vi) Besfémta e oZ1e A GAa 2ima 3w (i) 80E) |
(vii) e wafder 41 s @ma wi (o 80G) |
(vili) =i® Slet =i (dial 80GG) |
(ix) =il = ) i efoad Dfbom o W (4 s0U))
BoArR TR wreif o “ta S wiEs el 2|

B0C C<IT BOU 411 T (fG mi Frmif2 et calb enrem Gl sl | endlie (3G 173 (Total
income) FAFIT Wiy TR |

1.4 =f% afesms @ (e Bist (Set-off & Carry forward)

S CHATRT CH, SR S, 196 | S Slica ABIG 4w (head) wite w4l =fsfs wice
O [Rem B (source) IR0 ITA | (T, e w9 AR Gl MG TS i =
TR AR T WG 2T i | A e «imen el Sen carms o T s i il A
G @l TP Tl Q1 1, T e e geR 40 7 A | g TRt <of e apifEs
T B W10 97 (P 0l (2T %405 A oMt 27 6l ) e 41 O St ST 21 e
el 2SI 1 I (set-off) Fal T | TR i S w9 @ 7 elformm o
BT (o) O N #11S 7 AT 0 O] S S5 Sl A ] e il s oo
A |
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1.4.1 & aﬁmﬁﬂ (set-off) ‘€ wisEiEEFan (e i) Fram

s

oo e e

Aliel

B e Gl e T i) B Ficed Fe el

< AT |

DT R T A
S

| W

farly e

| el TR seEm T e s @ ek

#ie (TRl 9 TR < e s | TR
e e (e § A AT e Ficed e
offEeive T T

. T G e S T e aicen Aol Ao

EEIREN
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el 55Fe TGt Rl (P AR i e we Ag

o R s g T et e || B B s
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.« i Tera O e i A e w6 1|
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i i e el < A A o A R ozeEl 8 T

e i A 4% (T A E s e A
e SR AA |

71B

i e BT (i R Al i i

%, Rdfteel TerE Oy IO Al e < AR e )
“i®) 8 TErEa TlA9IF! SvEE A wEen T Al
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 Fibe FEarEa e 9 TErEe (S Foa FEaEE

ST A ST ] Wi | W kg S0 S vl
8 Turad Wb FRAM] WiCHs FsfE e FE A |

13

 EriTES wEeE T e oS 7

S I A4 @
Bl (Carry forward) 4ica |

32(1)

. el i (FmmemRl 4l M) 8 9

457 =EE Carry
forward T TG | F=cean EalE s o WF{ 3|l T
wpest HsEE TR ieee AT SEaE W @
T el FireE AR o Bl 4|
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CAGRNCEA CASTa S @ el ot %ha ooy (i
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s waey F4A) A

T4A

86




1.5 wa9m fAdigel

Slefeit] et Felea (il wim Al ) o Fdfa s s AT ‘s sieay flen guom
AR SRS A COie—H 1w, 0 oo, camsune e s <1 PR e | 5 EER
2018 W e s e At T @ g A o 2o e car o4 Sl Beig
AT T el T | W=l el Fie (DRI © s s eem Fed 2 (special rate)
1 el el | 2fS TR 9w @) A0 Finance Act OAIT] AR 9 s
FrafiEEeie qwem TfeRems waon R s am—

Particulars Rs; Rz,

Tax on incomes at special rates of tax
(i.c. on long term capital gain, lottery, ete.)
if included in total income K

Tax on the balance of total income (including
agricultural income, if included to the scheme of
partial integration) at normal rate of (ax MK

R

Less : Tax on agricultural income (aggrepate of

agricultural income & basic exemption Rs. 100000) oS
Tax on total income KK
Add. surcharge 10% (if total income exceeds Rs. 10,00,000) ey
Add. Educational cess 2% ; ; w3
Less @ Relief u/s 89 ' R
Tax payable— R

.LES.T (1) Tax deducted at source : ¥ i
(i) Adwvance Tax ' i W
Net Tax payable— RN

AR A1 AR, 4, G e e DI sl #iks, Srefis sim T e o Som
*JFeIeT R glea <5 41 a0 204 | 9SSR = S000 B ot 2o i ARG
ST b =T St 9 Rl 2 w7 4 s 74 | WEsTE (G <1 41 <wrE o T o
@ S 9 BT S (e SSR CiseE 1,00,000 S cale e e AR 2l T4
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417 77 | am feel culb S BolE 9 ofawl A | O3 TR el 10% 2@ Es (afi ey
) G (G S T BT 29 =E e o el aa il elor 9 Alewl Wi | @3 Sioi o
c2is Bernjra (FOB AL T @ wfE w4 am A oo o AR sem TA)
@& ©itd 1 4 ey i 23 Wl AR &9 Beia waeRe gve wal am—
(i) @’E,T*r‘iljﬁ <2l (FL6 AT (Tax deducted at source )—a#td A gi#s (Payee) (F SIF &Hiw
HE[ e (PO AU TH Q4R Wil iR Hi] HESEEE T Tl 0 |
(i) “IfE @9 e (Advance Payment of tax)—#3fB Pﬁﬁ e B eifEes Wi s
TR 208 @9 211 dlal S 4l Fome 59w T _
(i) FrEnifEE T ol (Sell assessment tax)—HH S Sifry =itz FoF wide Saim g 7=
i) ol o et Tanam wak @ oS witEs B e 4t e ol Cltr Bee (s i
3 s il e 79 A farm af om wEfER i o @ 140A gt S ST sl
(AT |

1.6 iERoras ot witag Tole w1 29 (2006-07 FaRdiad 157)
(A) az_ﬁf s T TE

Upto Rs. 1,00,000 Nil
Rs. 1,00,001 to Rs. 1,50,000 10
Rs. 1,350,001 to Rs, 2,50,000 20%
Above Rs. 2.50,000 .. 30%
(B) TEa WS 94U 65 4u0ad
Upto Rs. 1,35,000 Nil
Rs. 1,35,001 to Rs. 1,50,000 10%
Rs. 1,50,001 to Rs. 2,50,000 20%
Above Rs. 2,350,000 0%
(C) = e aior 391 65 929 AP (Senior cilizen)
Upto Rs. 1,835,000 il
Rs. 1,85,001 to Rs. 2,50,000 20%
Above Rs. 2,50,000 30%

AT (surcharge) © CHIG S (ST 1) 10,00,000 e il 803 10% 2 JRGRE w9
e el (sl A0S A |

sl 9 (Education cess) : C3ID SREaa w0l 2% 202 P08l (9] GaIt e =i sibem |
A | :
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1.7 @r{ifFa b =g Fdad

G SE S Seaive A Foy com e St siffe aa fadiys s
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o i T | s FaffEe iR oy aivs @i 9t

(D) W et i Al Rens anveen feeka@in o0 a1 a1 coleaiRE s 40% o
erla At FES TE e T T Sl AT A oS AT ool Fam
{Corporation) |
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(3) ﬁiﬁ HiFlE ﬁi’“”ﬂﬁ (Industrial Company)
G A A e e 9w @ e e el '@ 495 wieldl erfter 2ol Al
Gl #iell et 91 elfdeiea At <o iee Yo iors P vt colsaliR T
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i AT A el (A0 W (Gross Total Income)-98 Wea f2or=iia <lics wig, SEHw
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(8) fige afimia o @it (Widely held Company)
(717 GRrAIfFTS Sl wiel = s frdaeie 3w s irs Rye sfiem g e
A |

(9) A wfdmage @R (Closely held Company)
(8 % GRr=iIfiee Selcein el a1 sifdet Rereim 3 2ics =, o ey sfivmys
=i e |

1.8 =7 (o= il e eifewi

Ciel Tl nifele qerem =S elfive e (om Bl Rt | .4-a S < 20 | o crlifm
o g e el o s wInE (adic) S SifEe et = At e oma s = |
«% [icdfy sfafFafEf 29—
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- Al

1.8.3 #79f3te (Reorganisation) C(d
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(30 + 10% + 2% = 33.66%)
el 115 TAA 93t SR 93 @fes (afi 2ice) =i fice @

1.11 & e 99 [Minimum Alternate Tax (MAT)]

Hutads: AR wE TR e w6 A B (Profit & Loss Ale) (G =i
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(a) TREE WiEA Sl (NG wieE SeE Ao 9,

(b) @r=iifia AE-FER (Book-Profit)-a €@ 7.5% %4 | AMeA 10% (15 F906 54 |

Toimml (7] q3-CoeCa, culel g |
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Particulars Amount| Amount
Profit as per Profit and Loss Account XXX
Add : (If debited to the P & L Account)
(i) Income Tax puaid, payable or provided KKK
(i) Amounts carried to any reserve MM
(i) Provision for meeting uncertain liabilitics XX
{iv) Provision for losses of subsidiary companies M
(v) Dividends paid or proposed W
(vi) Expenditure relatable to any income which is exempt under
section 10, 10A, 10B, 11 or 12 of the Income Tax Act K, KK
WK
Less :
(1) Amounts withdrawn from reserves or provisions 5704
(i) Income exempl u's 10, 10A, 10B, 11 or 12 of the Income
Tax Act b4
(i) Profits eligible for deduction under section 80HHC, 80HHE, or
BOHHE of the Income Tax Act (Mo deduction is available {rom
the Assessment year 2006-07) M
(iv) The amount of loss brought [orward or unabsobed depreciation,
whichever is less as per books of account MUK
(v) A profit of sick indusirial companics up to the year during
which the nel worth of such companies becomes equal to or
excecds the accumulated losses 0 K
Book FProfit XK
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1.13 Twlzae . i
Tatgad 1:

The accounts of Y Ltd., a domestic company, prepared in accordance with the provisions
of Par-IT and Part-Ill of Schedule-VI the Companies Act, show the Tollowing position :

Rs.

; (in lakh)
Profit before depreciation 100
Less : Depreciation ol the current year __i[l_
Net profit as per profit and loss account o
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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 gualifying for
deduction @ 30% under Section 80-IB and profits of Rs, 10 lakh qualifying for deduction
under Settion 80-IA.

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

Rs.

(in fakh)

Profit and Gains as computed before allowing depreciation allowance w/s 32 0
Less : Depreciation as per Income Tax Rules : _ &0
10

The company is eligible to carry forward the following amounts from the asscssment year
2005-06 .

Rs,

(i lakl)

Unabsorbed depreciation : 40
Business loss ; 10

You are o show :

(«) The application of Section 115/8; and

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

LA

Computation of Total income of ¥ Lid. for the Assessment Year 2006-07, relating to the
Previous Year 2005-06, '

Particulars ' Rs.
(in lakit)
Profit before Depreciation 100
Less © Depreciation for the current year 650
: B
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 sel-off). = 30
Business Income _ Nil
Other Income ' Mil
Gross Total Income Mil
Less ¢+ Deduction under Section 80C and S0-IB Nil:
Total Income Nil
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Book-prafit 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 S0
Less : Profit eligible for Deduction under Section 80HHC
(since no deduction available for the assessment year 2005-06) il
Brought Forward Business Loss/Depreciation (- 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 @ 29%) '
on Book-Profit (i.c. 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 Section 115JAA of the Act shall be Rs. (6,73,200-0) = Rs. 6,73,200.
Twlzad 2 :

Following is the profit and loss account of a Tata Tea Limited for the year ended 3 1st 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 2,590,000
" Reserve for doubtful debis 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
" RPE contribution 2,500
" Compensation paid to customers

for termination of contract 62,000
" Legal expenses 5,000
" Commilment charges 6,000

Damages paid for wrong
dismissal of managing director 49,000

* Net profit 92,000
3,13,000 _3,13,000




1. Bs. 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 r¢venue account of preceding years |
and Rs. 30,000 on account of speculation profit have been carricd (o a special reserve.
It is claimed that speculation is not the regular business of the company.

2. General charges include :

{a) Rs. 500 donation to the hospital where the company's employecs are (reated free.

(b)) Rs. 1,000 subscription to the Sugar Syndicate whose object is to regulate’sugar sale
price.

() Rs. 3,000 interest on the unpaid price of a business assct purchased by the company.

(d) Bs. 3,000 spent on promoting family planning amongst its employees.

3. Brokerage and commission include Rs. 10,000 in account of secrel commission disbursed
through the managing director. The company is prepared to satisfy the income fax
authorities in every respect except furnishing the names of the payees as such disclosure
would be deirimental to its business.

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

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

JTaIfE
Computation. of Total Income of the Tata Tea Lid. for the assessment Year 2006-
07, relating to the Previous Year 2005-00,

Particulars Rs. Rs.
MNet Profit as per Profit and Loss account 92,000
Less : Premium on Issue of Shares being in the : .
nature of a Capital Receipt il 23,000
69,000
Add : Ttems disallowed :
(1) Reserve for Doubtful Debts 6,000
{(fi) Fines and Penaltics 2,000
(iii) Income Tax ; 13,000
(iv) ¥/ ths Underwriting Commission 2400
(v) Dmmtmn 1o Prime Minister’s Drought Relief Fund 7,000
(vi) Income omitted from Profit and Loss account :
{a) Liabilitics foregone by a Credltm 10,000
(f) Speculation Profit 30,000
(vif) Donation to Hospital 500
(wiff) Damages lo Managing Dircr:tm 49,000
{ixr) Secret Commission 10,000 1,29.900
Gross Total Income 1,98,900
Less + Deduction w/s 800G :
() Prime Minister's Drought Relief Fund 7000
(i) Hospital 500
7,506
50% of Rs. 7,500 ; 3,750
Total Income 1,95,150
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Notes ;

(1)
(2)

(3)

(4)

(3)

(6)

(1)
(8)

(9)

(10)

(1

(12)

(13)

(14)

(15)

(16)

Expenses incurred on promoting family planning amongst the employees are
admissible under Section 36(ix).

Fines and penaltics are not essential 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 danations 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, Y;ths of underwriting commission has been disallowed,
Workmen's compensation insurance is an admissible cxpenditure 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 (hat 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 Lid.
Vs, CIT (Mad.)].

Rs. 500 donation 1o a hospital where (he company’s employees are treated
frec 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 | Privaie .
Ltd. Vs. CIT [1965] 36, IR 52 (5C)].

Speculation profits are taxable even if speculation business is not done
tegularly.

Legal expenses incurred in defending the officers of the company in a
prosccution 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 incurred for the purpase of the business. [CBDT Circular No, 2-
P (XI-6) of 1965-F 1965-F No. 10167-5617 (Al) dated 23.8.1965 i
Damages paid for wrong dismissal of minaging director are not allowable as
it is not incurrerd wholly and exclusively for business purposes (Lakshimi

- Ratan Cotion Mills Co. Ltd. Kanpur Vs. CIT' (UL P.-Lucknow)].

Secrel commission will not be allowed because it is against public policy
(Explanation te Section 37).
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THEAd 3

Given below is the profit and loss account of Bharat Ltd. for the year ended 31st March,

2006 ;

Rs.
Cotton 1,14,17,950
Stores 18,35,648
Mills salaries and wages 38,31,984
Danation 10,000
Rates and insurance 40,376
Brokerage 7.224
Office expenses 2,40,694
General Expanses 20008
Director's fees 9,000
Auditor's Tees 5,000
Interest 211,850
Repairs to building and machinery 1,24.556
Law charges 5,730
Workmens' welfare expenditure 55,184

Contribution to staflf Provident Fund 75,500
Managing agent’s Commission 2,01,090
Net profit (subject to depreciation) 25,54,700

2,06,55,494

Rs.
Yarn account 1,08,11,956
Cloth account 96,24,312
Waste account 1,21,108
Rent of bungalows 57,902
Dividends 32,000
(From Punjab National
Fertilisers Lid.)
Transfer fees 8,216
2,06,55,4094

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 brokerage was paid for cotton and stores purchases and the balance was
in respect of loans for the company’s business.

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

employees.

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

of additional land and buildings.

{dy The stalf provided 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 sharcholders on 10.10.2006.
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T <
Computation of Income from Business of Baharat Lid. for the Assessment Year 2006-
07, relating to the Previous Year 2005-06.

Es. Es.
Met Profit as per Profit and Loss Account 25,54,700
Add : Ttems disallowed
(f) Legal Expenses for Purchase of Land and
Buildings—being Capital Expenditure 1,900
(if) Donation 10,000 . 11900
25,606,600
Less : Depreciation 551,710
20,1489
Less : Dividend exempt w/s 10(34) : 32,000
Income from Business 19,82,890
Statement of Total Income
(1) Business Income 19,582,890
(2) Dividends (Exempt) il
Total Income 19,382,890

“Notes : (1) Ttis 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 gualify for deduction u/s 80G.

Ertgadt 4 ;

Compute the taxable income of Paradip Co, Lid. for the previous year 2005-06 from the
following profit and loss account and aditional information :

Rs. Rs,
To Salarics and bonus - 100000 By Gross profit _ 5,00,000
" Oflice rent 10000 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 ' '
Y Income tax for 2004-05 30,000
" Provision for income tax
200508 2,00,000
" MNel profit 1,00,000
5,25,000 5,25,000
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Additioned  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.

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

(c) The company does not deal in shares.

(¢l The amount of interest is from Government securities,

Al -

Computation of Income from Business of Paradip Co. Ltd. for the Assessment Year 20006-

07, relating te the Previous Year 2005-0a

Rs. Rs,
Met Profit as per Profit and Loss Account 100,000
Add : Ttems disallowed :
(i} Reserve [or Depreciation 25,000
(i} Income Tax for 2004-05 50,000
(iif) Provision for Income Tax for 2005-06 200,000
i {iv) Donation 1,000
(v) Payment for Car being Cﬂp'{tél 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
(i) Interest on Securities taxable under
the head ‘Income from Other Source’ HOL000
(iif) Depreciation Allowed 15,000 40,000
Income from Business 340,000
Statement of Total Income .
(1) Income from Business _ : 340,000
(2) Capital Gains—Short-term (Profit on sale of shares) 15,000
(3) Income from Other Sources : Interest on Securities 10,000
) Gross Total Income 3,653,000
Less 1 50% of Donation w/s 800G, ie, 30% of Rs. 1,000 500
Total Income 3,64,500
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Trtzct 5 ¢

The following is the profit and loss account of the XY Ltd., an Indian company in which the

public are substantially intercsted, for the year ended 31st March, 2006 :

Rs. Rs.
To Manufacturing expenses 885295 By Sales account 17.61,300
" Exise duty LO7.500 ™ Rent from agricultural lands 950
" Salarics and wages i.20,495 " Revenue from fisheries 3,700
" Establishment charges 30,150 ™ Sale proceeds of cane 6,07,055
" General charges 13,750 " Transfer fecs | ' 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
" Taxation reserve 25,000
" Net profit ] 378,005
23,78,005 23,74,535

Compute the total income of the company and net tax lability for the assessment year 2006-
07 after taking the following information into consideration :
(a) Sales incuded 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 (&) Rs. 750 legal expenses incurred in defending a suit regarding
the companies title to certain agricultural fands and (8) Rs. 9,000 paid (o a dircctor for
a trip to US to study modern methods of confectionery manufacture.
(d) Depreciation in respect of all asséts has been agreed al Rs. 50,000,
{e) The company has paid advance tax of Rs. 1,40,000,
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AT
Computation of Total Income of XY Lid. for the Assessment Year 2006-07, relating to
the Previous Year 2005-006.

Particulars Rs. Rs. Rs.
Net Profit as per Profit and Loss Account 5,718,005
Add : Items not disallowed :
(i) Depreciation treated separately 69,000
(i) Cultivation Expenses (not a business eXpenses) 4,57,500
(iir) Taxation Reserve 25,000
(iv) Legal Expenses for defending a suit regarding the
Company’s title to certain Agricultural Lands 750 5,352,250
: 11,30,345
Less @ (i) Rent from Agricultural Land 950
(i) Sale proceeds of cane being Agricultural Income 6,07,055
(i) 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 7.25935
Taxable Income from Business 4.04.410
Short-term Capital Gain : On sale of Motor Truck (w/s 50) 1,230
Income from other Sources : Revenue from Fishereis 3,700
Total Income 4,09.340
Computation of Net Tax Liability .
Rs.
Income Tax on Rs, 4,09,340 @ 30% j 1,22.802
Add : Surcharge @ 10% on Tax . 12,280
1,35082
2,702
Add : Education Cess @ 2% 1,37,784
Less : Advance Tax paid 1,40,000
Net Tax Liability 2216
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Notes : (1) Assuming that motor truck was the only asset in this block of assets and that

Twizad 6 :

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 shorl-term capital gain w/s 50(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 conmection with the agrict_iltural
land it has not been allowed.

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

expediency,

Compute the assessable income of Bull Ltd., a newly established industrial undertakin g, which

started its commercial operations in the accounting year 1999-2000 (manufacturing an article

which is not included in the list given in Schedule X1 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) (@) Salary, rent, electric charges ete. : Pre-production
expenses—incurred in 2003-04 for Rs. 1,50,000 3,00,000
(b) Allowable depreciation for the year (including that on roads,
drive-ways and compound wall Rs. 5,000) ~ 15,000
(2) Brokerage for obtaining loan of R, 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 . y 16,000
(5) Entertainment expenses ' 26,000
(6) Forfeiture of security deposit paid to a customer for non-
fulfilment of contract 5,000

105



FEHE «

Computation of Assessable Income of Bull Ltd. for the Assessment Year 2006-07, relating

to the Previous Year 2005-06.

Rs. s,
MNet Profit 3,66,000
Less (i) Pre-production Expenses 20%, allowable
w/y 35D (1/5h) 30,000
(if} Depreciation 15,000
(iii} Brokerape for obtaining Loan 10,000
{iv) Propaganda to prevent seizure of
Government (Morgan Vs, Tata & Lyle Lid.) allowed 15,000
(v) Legal Expenses 16,000
(vi) Entertainment Expenses allowable in full with effect
from Asscssment Year 1999-2000 26,000
(vii) Forfeiture of Sccuri[y Deposit allowable
as it is a loss incurred under Business Expediency : 5,000 117,000
2,49,000
Less : Deduction w/s 80-1B; 305 of Rs. 2,49,000 (30%
deduction since 5 years have clapsed) 74,700
Total Income 1,74.300 )

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

1943,

(2) It is assumed that all pre-production cxpenses are eligible for deduction under

Section 35D as preliminary expenses and allowed @ 1/5th as incurred afler

1.4.1999,
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EwlEad 7

The following is the pr{ifit and loss account of AB Co. Lid. for the year ended 3 1st March,

2006 :
: Rs. Rs.
To Salaries, wages 300,000 By Domestic sales - 25,00,000
" Rent, rates 200,000 " Export sales 10,000,000
" Repairs 120000 " Transfer from general
Selling m.pcnscs ' 3,50,000 rescrve 2,00,000
* Depreciation 3,00,000
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 ﬁmﬁt
& loss account. ; '

(2) Foreign exchange remittance Rs. 8,00,000.

(3) Depreciation /s 32 Rs, 4,50,000,

(4) The company wants to sel-olf the following :

For tax For accounting
purpose . purpoye
brought forward loss of 2002-03 5,00,000 400,000
Unabsorbed depreciation 2,00,000 200,030

Calculate the following
(i} Book profil as per Section 115JB.
(if) Total income of the company.
(iif) Tax liability of the company.
(iv) Deduction under Section SOHHC.
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FATHE

Computation of Total Income of Mis. AB Co. Ltd. for the Assessment Year 2006-07,

relating to the Previous Year 2005-06,

Met Profit Rs. Rs.
Add (i) Ingome Tax 16,00,000
{if) Proposed Dividend 3,60,000
fiii) Excess Depreciation 270,000
50,000 6,80,000
22.80,000
Less @ General Reserve 2,00,000
Froﬁt of the year 20,80,000
Less : (i) Brought forward business loss 300,000
{ii) Unabsorbed Depreciation 200,000 7,000,000
fncome from Business 13,80,000
Add : (Long-lerm) Capital Gain 100,000
GGross Total Income 14,580,000
Less : Deduction w's 80HHC (No deduction avilable) il
Total Income 14,80,000

Computation of Deduction w's 8O0HHC : No Deduction under Secrion S80HHC is available

for the Assessment Year 2006-07,

Computation of Bool-Profit under Section 115]B

Rs, Rs.

Net profit 16,00,000
Add : (i) Income Tax 3,60,000
(i} Proposed Dividend 2,70,000

(ifi) Long-term Capital Gain 100,000 7,30,000

23,30,000
Less : (i) General Reserve 200,000

fii) Brought Forward Loss or Unabsorbed

Depreciation, whichever is less 200,000

(i) Deduction u/s 80HHC Nil 4,00,000

Book-Profit 19,30,000
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Computation of Net Tax Liability

Rs.
fa) . 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
434,000
Add : Surcharge @ 10% 43,400
4,77.400
Add ; Education Cess @ 2% 0.548
; 4,86,948
(b) Tax on Book-Profit Rs. 19.30,000 @ 7.5% 144,750
Add : Surcharge @ 10% i i 14,475
1,59,225
Add : Education Cess @ 2% - 3185
1,62,410

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

LA 8 :

The pofit and loss account of XYZ Ltd. a company in which the public ate substantially
interested (manufacturing an article not included in the list given in Schedue XI) for the year
ended 31st March, 2006 shows a net profit of Rs. 15,00,000. The credits and debits in the
profit and loss account include the following items among others :

Credits ; © Rs.
(i} Dividend from an Indian company 100,000
(i) Net rent from house propetty (let-out to outsiders) after '

debiting repairs Rs. 1,000 and municipal tax 3, 000 23,000
Debits ; .
{i) Provision for taxation 20,000,000

(i) Cost of maintenance of a liason office in New York for promoting exporls 60,000
(iii) Legal expenses for contesting a suit for eviction from a premises

used as a show-room g 3,000
(iv) Expenses for obtaining a loan from a financial institution

for acquiring new machinery 20,000
(v) Amount embezzled by the cashier of the company, which is irrecoverable 15,000

Entire amount of dividend income from another Indian company has been dlstnhuted a8
dividend to its shareholders on 10.12.2006,

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

the Previous Year 2005-06,

Es. Rs.
Net Profit 15,00,000
Less ; Income not Taxable under the head Business or
Profession’ :
(i) Dividends 100000
(i) Rent from House Property 23,000 [,23,000
13,77,000
Add 1 Expenses disallowed :
(i) Provision for Taxation 20,00,000
(ii) Expensecs on office in New York (allowable) —
(ifi) Legal Expenses (allowable) —
(iv) Expenses for obtaining Loan (allowable) “ee
(v) Amount embezzled by Cashier (allowable) — 20,00,000
* Income from Business 33,777,000
Income from House Property : Rent 27,000
Less : Municipal Tax 3,000
Annual Value 24,000
Less @ 30% of Annual Value 7,200 16,300
Income from Other Sources : ] ' Nil
Gross Total Income or Toial 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%

Es.
12,500
1250
215
14,025

1.14 Sepfeal

1. ol w3 SRR AR e A

2. R 8 S g oRE w6 6 e el Famafr e a5 |
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. P 6 sfe—s. i, W%, G

T At 6 A—ey @ AeslfE
Direct Taxes—Dr. V. K. Singharia
Direct & Indirect Taxes—M, Acharjec
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g5 2 0O ¥2if &5 799 (Permanent Account Number)

o4

2.1 vt B R & (o 1394)

2.2 " G A i T w0 Wi FhE
2.3 (1 ors (Ga PAN Sremd el (el 114B)
2.4 (a1 cwra PAN codia eed ¢ (4t 114C)
2.5 PAN wigaqm @

2.6  TEAEER

2.1 s o wmm & (dat 139A)

) R S SITe i TS i ST SR A s 2 | < e TR s =i
sttt 5 Tl cao 42 HEe v Couf GE A1 i i e #Ii | 92 SepRl v e
o S e e B wm sl w99l [ie T fo Qe pis

(a1 e 19767 TR (1 SaS 2 A P e Rt vk e (1R 6xfS A1 e
el 35 eIt (General Index Register) & Fdiea A @l 7e @R @ @feroiE @ Sk
T S A RS 75 CRAAER & R s w1 20 | SRR AR T A9 A (General
Index Register Number 41 GIR No.) =t =4 | _ _

feg 1971 a2l 1976 (AT WA W FREN4CR M40 GIR No. 3 #fard e e e’
(Permanent Account Number 3t PAN) Gre#ia foe vie) 2Rl 26 FdEls wareTa S0
gel ARTICS PAN (Rawl 24 | % PAN % wierst FiSaife Taeb «F b 799 WA @b
21555 IS (el T | 4B PAN Fit6a Tt e (remt w—

{HCOME TAX DEPARTMENT .@nﬁr._arium

NAME
Futher's Namg . -
Dure ol brth i

Permanent Account Number.
AJDOP?,2840F

PHOTO

Signature
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(i) @ T 63 o+ 139(4A) i wgArtt =g FE Wi wm) _
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(i) 1988 itz CIibT G =ifenmm 2(28) wtiw e (57 oMfE 3 31 R w1 276 G ol
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2.4 1 998 FE PAN @dig goaies @2 (gt 1140)

frmfEfas o PAN SEns e @5—

(i) (1 T (Famwig 1 S 90 93 O ©F T 9 (7121 9F 9 @ i 1
2.3 9 SRS EROE T9 400 O PAN S Saraiges |

(i) TR SES 9 |
(i) cFefy e, mﬁaﬁﬁmaﬂwﬁwﬁ—rﬁa A G S e 2 |

2.5 PAN SIIGaWGR ~refe

it SR 1 14(L) 41 SEPI G avem i 40A 0] SR T g il e T
(PAN) S+1) S T2 | THELSIE 7jA4 Fa1 40A w0 92l et 21 B cet s Ffae
i (Assessing officer) F wifi fity A0 oia Sicz ol fivs o= | S0 owea a Fidiae
Wi T @ v saRdad @ em s g 25 T men IE |

® PAN WITRAGH AR :

(i) 7efi FafEdiac aama 310 9 = e F4E TR TEeE w0 s o faes wE )
(if) €3 77 <1 <= A1 oI sl i s Al B e 4l ol @l R 2 50,000 Bl
(a4 Trare A 2ediE TrSiEl AUECE IR o & e 9w oy 29A S SeT FeerTE i
ST A0S B4 | (i) ¢ 7 <07 (Bieeoa o) 139(4A) 41 Wﬂﬁﬁmﬁﬁﬁmﬂﬂﬁﬁﬂﬁ (P
& 9ua o 2O WAE PAN'S & SIiTaWA Fa09 204 |

z.ﬁwﬁ’mﬁ’l
1, va e e e
2. CB G CC PAN Gred <9l Qi » S own 8 R et = Al
3, eI @) T4 T IR TR G W 9 W
4, (O CFR TN PAN'S B SGEHA TH09 A0 ¢
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qFF 30 <9 ffied @ oma (Determination and
Payment of tax)

31 =4 Fidme omfE
311 =-FdfEe Fa (ami 1404)
312 w7 g wifdeite wiat = Pt

32 =4

3.3 TOnLE (06 (197 ¥4 (Tax Deducted at Source)
331 =4 %68 &0 797 (Tax Deduction Account Number)
332 Tona w9 (06 WA & wiligeltd ohe
333 a oFE SONTE T4 06 AU T
334 Sonea ¥ (5 A4 witweld TR wow (at 200)
3.3.5 TomIE w4 W W6 A s i = wwt (7eTE 0 =i (ara 201)
33.6 Temrs F9 ey (47 2060)

34 Iy o

3.5 e

3.1 3 [diad omfe

U S AR 2rer 79 R4 (assessee) Sl Ada ucmm GG 1 =R F cafG =T
G AT S o Fd wem | ol uig sielell T e A Fawe ey wew afem
e T i feffae wiffmifces site BFes s s sl Bk o w0 | iRz =
el v OIS Wi, 2we s Bl B wice Rl ol sl i ATE P
G (Rl g iie eI Wi vy aifew pen ol s st

feieffdt et BT Wi Frm, o fdfad il o fofers pore o= o w5
el Rfen smfers g sima—

() w-Ffife o (Self assessment tax) :

(if) T st wifdfae am @ Ml (Assessment by assessing officer)
(a) e 9 [ (Summary Assessiment)
(b) Frafire =7 [ (Regular Assessment)

3.1.1 H-Fdifae w4 (y=1 140A)

IR SRR 139, 142, 148 1 158BC 4l wrgait R wiiter 2wt wigs) s S
QL ] IR GG i e ST S AR e are 2| o R «af miEks que
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Wi ST B Aoy o9 F A ffdle aurdd wiin wdne 23 | Halades St Semce aA
74 Fi61 Ty ooz MR wifEim T ame wEe |

= e azrag @7 M FARrEs T <FTe] auras wiaE B s e 2 1 o e
Tl wrrr [ F0sE o s siele S0 it - 3=iiiEe <l 2 dide o a0 | T60m s e
HTeE 3 79 Tl five = | 9-FdiEe o7 27 fois awfe winmm e Firs stem sepica g
4 |

5-feifire = = i 2wfe i S 7 + A0 o — (B =it 9 + wiEm dve
) _

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

7-fasifis FTam el 234A, 234B @ 234C 4@ SEANT TR A FA0S 73

o -fadifas oM w1 moum waEds

w g 139 (1) al=l sEmic fFfer Rddve Feffe ey o g-Fdhe e
| e T

st ‘ el creld oo wifad

1. el #efEE Rl Fmrm o ot Are

2. @i Tt ww FEE 7eferG e TarEa o el s
G B B e A T R BT

3. WEE AR ; ¥

4. @ HidEd SONME (Working p:!rlﬂEl} 5
Tl Glaelg bl aal

5. = 9 wEaret Al R HuE Fefan agram oot T

3.1.2 <1 fdftad wifd=ifas aiat - Fdiad

iy anale, Feid Free o ailb wim 99z avw Feae S fded 50w | @S uits
Al (1A & ot (201 cantet wilRlet e oo ot Rt & = Sl e Lo DT e
o[ SR werE i ez St @b s e gm FdiEe s s omme ae |
AT 2 ST FE AT e giewes 39 MR w100 FdEe SiEeiEs (Assessing officer)
i e aevem FiiRlae v FRdfert f@fen wfs orpme wars v | 92 drafonf =

(1) w:fiee =3 Fsfige (Summary assessment)

143(1) disl Sl=pca santel <1 s =i sl sica FbiE sfrafine vdq w7 Fde
wifemfEE o i s wofq wir Hsfe s Fdatan st ) ke sq ol osea 190 g9
1999 (o FEfeds FEwefE . ona FEre =91

139 4= 91 142 (1) 4 A i T frefs s wifbim s @ sl Gk 2ne

= 4 (15 4 9 cAlo < 831 90a ARG [MARice rEnl w9 e atd A sl efee) @i

gz A 5y |
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(T il witrs Bk omping dra o @ Feftael wnfassificen fdfis soam Ay
= O R GBI 49T A etem v ) o e et ({5 et cramt o o el
LR (17 7 (e @ Qs g 143 (1) 00 SEPATE 40Fa1 97 '@ =Ty o7 Hage <= LD
i st =

(2) ﬁwlil'?i EEREEED (Regular assessment)

s = Fdfarea o THEAA =4 Fdlarl ¢ wAleyS Romfofm w0 e s
BT ql Ty | '

() 7J&lgEle) ¥ Fdftae (Seruting Assessment) [xri 143(3)]

il 1 s it o et i St R siar 2 A\l v Fefadt vt 23 e R
TCHRERD GoI DRy Sieter T fisfee wifnifRer @2 4t i e e AT | 23 g
P AN B ifors g Fidae) @) o7, il Zo— :

(@) 2foams? flier 998 sy rsiicT o,

(b) 66 st ficw By o,

(c) ST FACe G = T aye,

(d) &pa AR a7 crdite) Torifi

DU R AN T Fiefact 2 ot oo <o i e B A |

2WetS : 1A BT o crea 2 o1 ST oo i cals 12 wit=er 4y [Feffaet wilEamfag
143 (2) (i) st STt (9@l (notice) i | Feffael it Rt o) cr ca wfs (loss),
M (deduction), SHIIEfS (relich) BReCalsy effer @ Rwfens @) i) il S wifEry
FElers Breafis Rumsif smis Soys ey e oy Fuftarel S sicz 2 om)

1R <1 ol i fog Wit o waenefi Gl fofie e e wnfissifre Reid iy |

(I Fiee =iieam 41 qfe Faee =i | 3 (el ~efre fdtd s b oo B
A Geaegulel sicefa AR Fdfae Fram awe B o s WA o™ Sifda s Reide
wifemy o7 :

(it} Trz‘ﬁ“@'@ﬁ‘ frrafeles -1 Fisfaa (Best judgement ussessment) (471 144)

a2 o i S v o fd e AfRbs | B wmem ww Rl fakifae
e | = | "

{a) 139CL) aret Sepaall (i =t Gt wifdet =t e 41 139¢4) 154 S i &5l
A 139(3) 41 Srpl ST f5R e o, [ ' ' '

(b) 142(1) st il w1 Rl s BES somag wy RS i B A w e
| et SifEiEces wiens et BEei o semHE Ss HACTS T &) A ol
142(2A) i el a1 B AT i af iy ferriasa 13 71 =, @t

(c) 143(2) mmmﬁ_mf@f@ﬂw*ﬁhﬁﬁﬁﬂmmﬂﬁm e A e

Ferdferet wifémmificea wivg Soifee = 2 i s enfimificrs i sro v B @ miEeE
{55 Faram ey et A1 o :
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ol : 3w wa diEred o e aifde s s i oq e 95 el
cwaata StATCe MR A o | 142(1) disl e TR @m RetE sidie a0 e
e wifee Al gremt = A

IR o <48, A AT S shaTie o e e s wla e fee-famsa
el Fa fadiae cilb sy 1w e w03 amm s o Fdfr e g 144 a1
AL (FF T (TG FACHAA S 9 Al |
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(a) 246 4rat SEPEICE SIA w9 CIrs A

(b) 264 @&l AT FRFFTIT 0T FETEEE S S wal w0

s ;- RS @ fdiad 9g o0 29 W3 wAd Y AT ﬁvﬁ‘l'@t%as 2 fieffae]
SEHIE el FaTe =)

(3) 7 =1 fAdiae (Re-assessment) (41 147]

sty w4 Feiate Soe 2= Im ol S Beiw 7w Fdae ) Al gt s S
wfgpifE (i e, Farsl (i S FR 9EEd 79 FdEe (s A sivete wia el
& T e <A A e S0 #licm | o R @F T 2 o Fie e g
A0S T AR, TS At Ay 0 e crenig e MdiRice 148 g e FdEe el
ol wifs wara

o (1 g O ¥4 Fidfad cdre 2w Arete a0 e w9 T—

147 4 wepE FrafEie cragfEne sy wi, @ Fde oo i Foete 4o e sl

(a) O = (wealy Gy e gree G AR REE e A e,

(b) B wifder T2 wwers @4l 7 Fdtad ol el qag 7S Faa sta fba w9 i
cfEicaces 9l SordS e, B T ORI [ wan, ;

(c) 3wy 4 Fdizel 20a covg g @ =i, 9 9 it = 2rame ol wiSfy g, ulsfis
TERT S| TeLAE el 20E |

o f4ef® wifes s

ety 9 e Ty 148 aiat wpice Rl sl sty Fefd "rmﬂﬁiﬁ |
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g el ¢ T T e sl e e 22001) aimt SeE wlefiE T oM e
i 1 =erors i b Refd st 2 @3 Rl wiff s fn e 30 e o 63
T A FA0S 2 | 30 FiT Wea o A e 220(2) 49 SR S [ A1 A
ORI R @ 1% 200 i e 204 | it S siismr s o v 9 2nt =
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(4) A Fa [efiAct (Fresh assessment) [4f7 153(24)]

SR WG 250, 254, 263 A 264 4141 AT CBle Fdiae S w2 1t wifee et
201 #igel el [Aiacear SltaTe =2 | ;1 e g e 3 Fh Serasee siafs @ ST
it «jtefs it 0 2w <iforem e om o 928 o 2209 9 e | TELAR 4] TGS
9 feiffact sonief Fare o |

Todk T Fefad oo FafiRe sie Sebaife w9 au—
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o{stgejsl 7 Fida R
[l 143(3)] ' T efferel [ 144)

ToAT S| (A sl T ARLEn 1, R s =i st e a7 FdEe sae
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(a) S GEITALF e vl FARSl (B0 T 8 Tl o
(Tax deducted al source)

(b) wifEr = 2t - =
(Payment of advance tax) :

(c) F-Rdilae Fa 2u- Wi gwis arEm
(Paymenl of sclf assessment tax)

(d) polE = WAEER =7 % ais
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T 2 :

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

2005-086 Rs.
Salary p.m. 14,000
Deamness allowance p.m. d - 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 fax al source and the amount of
tax to be deducted,

A

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

: Rs.
Salary Income Rs, (14,000 x 12) 1,68,000
Dearncss Allowance Rs. (2,000 = 12y 24,000
Bonus ’ 7,400
Children Education Allowance excess over Rs. 100 pom. _ ' 600
Value of Perquisites : _
(£} Motor Car provided by the employer for official use Nil
*| 2,00,000
Less : Slandard Deduction under Section Iaii) Nil
Income from Salary 2,00,000
Less ; fa) Savings entitled to Rebate w/s 80C:
fi) Contribution to Provident Fund 15,000
(i} Life Insurance Premium 4.000
(b) Deduction w's 806 : 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. 1,783,000 Lt 10,600
Add ; Education Cess @ 2% of Rs. 10,600 212
Total Tax Deduction 12,712

oifS St BB T (06 A ofEWe = Rs, 12712 = 12 = Rs. 1,069
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ERiEAe 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

frncome Income Tax

Deducred
al Source
Rs. Rs.
i} Interest from banks 13,000
fif) Lotlery winnings 15,000 1,700
(iif) Loss under the head ‘capital gains’ (—) 5,000
He has claimed the following deduction :
Donation to Jawahar Lal Nehru Memorial Fund i 3,000

Find out the amount of tax to be deducted at source from salary w/y 192 for the assessment”
year 2006-07, if othér income is considered and il other income is not considered.

HaHE

Compulation of Income and Tax of Mr. X for the Assessment Year 2006-07, relating to
the Frevious Year 2005-00 taking into Account other Income. '

; Rs. B,
Salary - 1,60,000
Less o Standard Deduclion : :
Capital Gains (loss will not be deducted) (~) 5,000 Nil
Other Sources :
(i) Inlerest from Banks 13,000
(i) Lottery Winnings _ 15,000 28,000
Gross Total Income . : ' 1,588,000
Less : (i) w/s 80C (PF contribution) 10,000
(ii) w/s 80G ; 50% of Rs. 3.000 Donated to
JLN Memorial Fund ' 1,500 _
(i} w/s SOL : Interest from Banks ; Nil 11,500
Total Income : 1,76,500
Income Tax on Total Income Rs. 1,76,500 10,300
Add : Eduocation Cess @ 2% _ 206
10,506
Less : Tax Deducted at Source ;
From Lottery Winnings : ' __ 1,700
 Tax Deductible at Source (e} - 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 S L 1,60,000
Less : Tax Deductions : .
(i) w's 80C : On contribution to RP Fund of Rs. 10,000 10,000 :
(i) w/s 80G : 50% of Rs. 3,000 Donated to JLN Memorial Fund 1,500 11,500
Salary for Tax Purposes 1,448,500
Tax on Rs. 1,48,500 4,850
Add : Education Cess @ 2% 97
Tax Deductible at Source () 4,847
Tax Deductible at Source (a) Rs. 8,806
Tax Deduction at Source (b) Rs. 4,947
Tax to be Deducted at Source /s 192 will be (he 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.
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1. &l SIS (I S i @ ot 810 wreyies| aram 35000 Br=pl e =17 |
BIFSR ST WiEN S el mrmﬂﬁ@wlcﬂ P e GIREE (e e
T
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2. 2005-06 *F=f w5 @ow 3w Fem A a3 @i U 2,40,000 Biw w5
o fraisiesics FeafEie wasfE emie

Bank interest—Rs. 20,000
Income [rom lottery—Rs. 25.000
Loss from house property—Rs. 15,000

st #i S e it e ceifiscs Beenie e ai) g s e
T | ;
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aFF 4 0 wiEw F9 ewie (Payment of Advance Tax)

Grri
4.1 wfds w9 aviem i (dE 207)
4.2 RS v95 dom witm Frag A Fdad (= 200)

4.3 Pt wifmfis w6 o wfew st «fme fdiad o sig wioe semita im0
el sl 210(1) @ 210(3)]

4.4 wiem F9 swtE wifae (= 211)

4.5 TEHN WG e S it ovra wfgm T aw (i 2340)

4.6 =i T oW FACT T 90 elom T (4 2340)
4.6.1 =i wiel vy cem RS org Ao s 234C(0D(0)]
4.6.2  cwrIifaE oFE eue g [ 234C(1)(0)]

47 S W ek '

4.8 AL

4.1 wfes F3 emitTa wa (&= 207)

TCAT AL S el 2racy o, Fien BT T duld o) 2077 | Sopre F7 @0 1l
& o sl et s ool e Fa g | RS dow s el o
T (G A | g o{q98] quram wiEE o oEael Tt s v e A fdal o
T (G, afre FdEE @i o e e w9 ccg auT wefle 79 Fd 9w Fdfe
Geopie! (G A1) T 6 e 2ime ol o e o e o w1t visgen Fu e
&l | (g S, AT §B T el el w0 Wi« wiE 5w

Brigae B 9w A, 2005-06 T I908 (3 S T OF SiaE Seim T a0 o A
g Gl el %7 2006-07 Q) g @ wifdle qucas (2005-06) ) T CA9 S Told (2 4
74 ol Hfars § it Turas S awim sacs s

Em wifdE T2 F FdE zﬂwzmwwmﬁnﬁaqwm@@mwﬁf’w
suuuﬁi?ﬂmwmﬁwﬂ&ﬁﬂﬁw%mﬂﬁﬂﬁmmmmmﬂam

4.2 TR o= erowm wieh stam o Fdad (ot 209)

ferafmrowica (4R aiom slem stam AR Rdme w0 )
Step T : SITHA 7% 41T RTAG S Sl wta Giib e sifale Fefr =t sepm w6es

204 |
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Step 11 : #(fEG S Tarad &= 2T 2o (O e G = dEe 90 =4

Step 111 : Ffifis @0 (e il 89 SAMS CHi SRS Ca Am frs 20

Step TV : A6 Fraa ool ARGE (ecdre 2we) @ Rl (o 206 ST CA91 0 8

Step V : Z@ICa T 1 9 (0T Bermet (B GaA 4 A (R o W WA Ak
w23 Tra oifEw apr 91 A 7 #AFd 5000 B @ 7 e & mifdf auce s oF
+9 A FA0S 24 |

S S SR G e A i @A WS Asiea e P o eMe |

43 mdae oifEiEe Tew e wfem staa 2Afd Fdad e slq s
wEEICE Sfels €9 e [ 210(1) @ 210(3)]

211 4 3ffe RS SifEve w0 209 4@ SEpica st ==l fEs 77 208w i
oo TR o Tacs W | frg 944 & G By wlE T e e = v e
wifiilis & FdiEl 51 @i (Current income) €& Toiar Sz &4 2itas wices firs A |
frsftae wifitfEe 28 w2 wol wiE o eicas & e wlle wikra mfisr% wifefe Faraw mqata
ateaa o fie s Fdifes Rk Sl

FraRiResE R el of@s s e G )

(1) Tt el Fdfa oo sl gras @ = S0 Faprs = fdl<et (regular
assessment) FEATE (2 W A O ACAT 8] 9eLEd Tl il wifder T Eo S
wm—a® wba Trar @ @ wA et 18- St s @ e [Mewe w9 |

(i) Ttz efirifes il o ot o) @SR e feae =it wifls wigA f st
s Al | 2t o graTta sfa HeREes el e (e ke et R o el T2
Fibter wifeet waret 4 et wfdeife oo uraa oiem Som Frifiis o9 fdel @ (Th e
ST gl AP =) e e agereit i o |

(i) Fiefaet o e (A0 o2 fre Ao = FaR adwm =il quc o1 =i
eI 0 S e AR Fefiae e @3 S oiffd sl of fers e s | arta
Fadiael Sfarfas s6s Fefr s St Fraw ARSITE el 48 =g Fef wal o ST
el el il % 71 (A a0e Ang | FEk o o Al wefie fren wm Feifre
e SIIe T 5TE S 28A w8 w0 fdfael sifEefEes wiins o, B @ g el ameaE
siEleE (B

4.4 e T4 eneTa oifas (4 211)

wigeE SiEeE 211 wﬁ!uﬁma@%*ﬁﬁwﬁﬁ?sﬁﬂanmaﬁamﬁﬁ
oA A0S 30| a2 Ase FEma Aos cret wi—
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@ emmeTm ey =iferamiel
A5 faey I A it Cav
L. 15 =g K w1 & BT 15%-3 T 7Y |

2. 15 (ACFHHCAT Wiy

e FA 3097 5 77 |

e T 45%-7 T |
wiefle i3 AR @Y o
Hitsta fHfers =ve o am
ficw oo

3. 15 ereEEd wee

wiEs FEF 60%-3 T 77,
wigile, 7w el A
wiesie s 2va F9 9
ficw wra )

e FAT T5%-4 9 )
wifle 7 SAfFe el e
wivda e =va a7 am
fits zray

4. 15 Slicba wrep

Rl EIER o i o U O
6 el e B o ()

oiew HTad we wige

(e =va & i) B

* RS il TaraE s @ emit e Afte 15 TS we 31 Wik St (A b e
1 20 ol AL rifeies et e e Bt a1y o 20 | aoeea ) o evicerr o wiua

A

*  fadiae it fom el ofim w9 o e o R st A g S
FAE WA W w9 vl = |

* 2 e TSl Bl ot A R o=l wfim wra Bl s aree 4l s [
(1R e <t Sfie oS =R caf At e 2oen). wa s Refscs sivs v 0@ o R

ol FAle A |

* ol ewicT S WD (i i 9 dise wig B sinaa e calia anles ool i ol

fofs Wl et (ReAl A | ATHCY (0 TR 2R FE0S 40 1|

4.5 T wIe @ SITOAT S (G el <o el (3 234C)

207 it T TEA A0S G3% S S 972 79 Sicw Sl wiEn 59 aul Tare 0

ARSI e R #Cse et 11 6 #61E) (der SR PATAIE S 5 e 5 7 | B
(A ol 2mivers WS ftae Aie 4l 98 e Wi 28 e & el A A welie S
Bl 2wy 94 =ils Bl ﬂﬁmmwmmmwﬁwwﬁ%ﬁwﬁmm
wia A WS TR 31T WS W4 § T 2 AT LA | Wi e e e 2
Tl TE (RIS S0 &= e o e 5 A -
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4.6 wifel ¥4 eMia FACT AT T TR 7 (4= 234C)

4.6.1 (=i ool O (i T owra etom 3w (= 234C (1 (b))

208 & S i ql il 2w waq a R RS AR s e emm sem
wrd st o oy 2=

AR E e | AN ey A 41 7 | S B o e
L. 15 GRebsces So | 1% s 3 W ST FCAT 30% (Fvaien)
B TR 30%-7 | e FT I5 (e «fy =g
S wliE T 2 w74 |
2. 15 e woy | MR 1% 2 39m A AT 60% (FHrasl)
2T T 60%-9 | FaE 7 15 Toro14 #[2fg eima =iz
T S 9 e 4|
LA |
3. 15 =tha [0an b | = 1% s 3 ¥ GIG 2o = (R 15
2T T LA 9 | T b WAy =e wiE )
BT e :
4.6.2 (=R CFTa even W [t 234C (1) ()
234C i St FEES wita @rifE o o wE)
AR AR BT | 0 R T A 209 | ¢ et et A 4 ae
L. 15 &as aney &g | =il 1% 2l 3 WP ATHE A 159 (st

A 12%-F | FEe W

wfs 7 2WA

15 & #w 2ve wiEm

|

A |

2. 15 OC90aeEE WA | 1% i 3 % ST A 45% (FRcas))
el FCAT 36%-T | s o 15 CiL%wT “1fY ee
3] sl e 2 wildy )
T4 |

3. 15 TerrEEE W | 19 e 3 W oA Fad 75% ([cas)
T AT 75%-7 | Faet o 15 TSt 20 eqa s
] WiE T 2 E g
<=0 |

4. 15 WHT 0 A | i 1% i 3 Wi ey < () 15 wltba

T CATE T AT | ey oy
g EHlE 0 |

AT 2fe il Tl
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4.7 wEigE 7R e

Tatgasl 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.

A
Calculation of advance tax payable by X

: Rs.
A. Income from salary C2,20,000
B. Income from olther sources 22.000
Gross lotal income 2,432,000
Less : Deduction u/s 80C 15,200
Total income i 2,26,800
Tax on tolal 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

(args FaS! qE 2005-06 @7 @ Avw wiEs FER AR 5,000 SRR T, & T2 208
A S X Pl DI T vl R T i A

Tuigad 2 @

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

Es.
Income from house properly ' 35,500
Income from business 1,45,500
Income from other sources 25,000

< 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 §.

HAHF

' Calculation of advance tax payable hy 5

' Rs, Is.

Income from house properly ' 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 380G 3,200 12,400
Total incoms : 1,93.600
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Rs, Rs.

Tax on total income 13,720
Add : Surcharge (not levied as tolal 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 afler September 15, 2005 but before :
December 16, 2005 (30% of advance tax payable) 2,076
Advanee tax payable after December 15, 2005 but before
March 16, 2006 (40% of advance tax payable) 2,768
Enrzad 3 : :
Mr. Rana has estimated the following taxable incomes for the financial year 2005-06 :

; Rs.
Income from house property 1,60,000
Income from business 250,000
Interest from savings bank account 9,000

Mr, Rana is handicapped. He has spent Rs. 12,000 on his train ing 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. '

I _ :

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

Income from house property [,60,000
Income from Business : 2,59?{}9[]
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. R,
Tax on Rs. 3,79,000 : |
Upto Rs, 1,00,000 Mil
Rs. 1,00,00] to Rs. 1,50,000 @ 10% ' : 5,000
Es. 1,530,001 to Rs. 2,50,000 @ 20% 20,000
On halance Rs. 1,29,000 @ 30% 38,700 63,700
Add : Bducalion Cess @ 2% 1.274
64,974
Less ; Tax Deducted at Source "~ Mil
_ Advance Tax Payable 64,974
Instalments Payable :
Upto 1592005 @ 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 : 25,085
Tizad 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
Lass from sell-occupied house 20,000
Other income (including bank interest Rs. 10,000) 30,000

Tax deductible/colleclable at source is estimated to be Rs. 12,000
Compule the advance tax and the instalments payable on different dates.
T

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 /s 80L for Bank Interest Nil
: Estimated Total Income : 3,10,000

Tax on Total Income
Tax Payable 43,000
Add ; Surcharge . il
Tax and Surcharge 43,000
Add : Education Cess @ 29 . 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

Derte on which % of Advance Tax Payable
Advenece Tax Payable

Amarnt of Advance
Tax Payable

On or before 15th September, 2003 AN of Advance Tax Payable RBs. 9,558

On or before 15th December, 20035 30% of Advance Tax Payable Es. 9,558

On or before 15th March, 2006 40% of Advance Tax Payable Rs. 12,746
TrjgAd 5 :

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 estimatcs are : !

TDS from salaries

Investments eligible ws S0C

Deduction w's 80G

Compute the advance lax payable on dilferent dates.

YA

Ks.
3,50,000
15,000
20,000

15,000
30,000
10,000

Computation of Estimated Total Income and Tax Liability of Shri Ghosh for the Assessment

Year 2006-07, relating to the Previous Year 2005-06.

Income under the head *Salarics’
Capilal Gains
Long-term Capital Gain
Income from Other Sources :
Dividend on Shares [exempted w/s 10(34)]
Estimated CGross Total Income
Less : (i) Deduction ufs 80C
(if) Deduction u/s 80G
Estimated Total Income
Tax on Total Tncome :
Long-term Capital Gains @ 20%
Cn Rs, 3,10,000 of Other Income
Tax Payable
Add ; Surcharge
Tax and Surcharge Payable
Add + BEducation Cess @ 2%

Lesy : Tax Deductible at Source
Advance Tax Payable

Rs. Rs.
3,50,000

20,000

Nil

3,70,000
30,000
10,000 | 40,000
' 3,30,000

4,000
43,000
47,000
Nil
47,000
940
47,940
15,000
32,940
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Instalments of Advance Tax Payalble

Date on which % af Advance Amouni of Advance .
__ Advance Tax Payable Tax Payvable Tax Payable
On or before 15th September, 2005 0% Rs.  9.RR2
On or before 15th December, 2005 0% Rs. 9,882
On or before 15th March, 2006 40% Es. 13,176

4.8 SRR

1L e i o g evia Sare w0 TEE AT ¢

2. wifEs = fele e =m0

3, SIS IR S W P e e P fe e i sl wdfh g

4. wifEs w9 ey e 2re 9t e o olue wiga sEEiea e e o awe e o
o gl o

I. From the following information submitted by Suresh for the previous year 2005-

06, calculate the instalments of advance tax payable

R,
Income from business 3,50,000
Long-lerm capital gains 40,800
Income from other sources : 60,000
Deduction under scction 80C : 12,000
Deduction under section 80G 3,500
Tax to be deducted at source : 18,300

Specify the instalments of advance tax payable by XY Co. Lud. for the previous year
2005-06 from the following information ;

Rs.
Income from business 5 5.50,000
Income from other sources 28,500
Deduction under scetion 80G 8.000
Tax to be deducted at source ' 32,500
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a&%F 5 0 g f&G6 (Return of Income)

51 witEE & e
52 uitEd cwcd SiTEA RO w (ren SturehE [Hil 139(1), (4A), (4B), (40))

53 AMEA (FCA GG S g A wfea @ waree G w Eﬁ‘ﬁ'ﬂiﬁtw [4f=1
139(1)] 1st Proviso of sec. 139(1)]

53.1

Aiypoigers 461 el (reaE e

54 R wifdem o FHES

55 TR ot oren WS wifed [af 139(1)]
5.6 oI gFasal [yt 140]

57 fafow varra o

5.79.1
57.2
.3

5.7.4

wfen @6 (Return of loss) [g14 139(3))
famfas f6 (Belated return) [t 139(4)]
wereiifis faE (Revised return) [4741 139(5))

gfoelel = welef FOF (Defective or incomplete return) [4fa] 139(9)]

58 e

5.1 wiicg = e

stz B (ncome Tax Rules)yd 124 &SP witcaa ROR 221 fefisi #f9, =i
'@ 2T/ 2ie 9 Tt WYy WS @3 wf (form) | SR WiRA SR o fdiEE =
fafon e T Frie sl @2 T AES FE am, Deial, PAN, Fen 4wes wies
s, calb S ARSI e T vica [ifew o9 @ As T RS few g e
welra ol fare 24|

i 4EF (person) mﬁﬁmmﬁ@mﬁm@ﬁmwﬁmwﬁmﬁ@ﬁﬁﬁ%
T s iy s FoR = fos a9 |
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5.2 Atwd (e SICHA B T (rent tgeiyee [giwl 139(1), (4A), (4B),
40)]

EEE Aol it cremte T wpTen ST

(i) G (@ 139(1)) G (i sy a S
(i) cer=eiifel =it ¢a Cpiel A0 (4l 139(1)] | Tave wics Faw afefs oy
(iil) ST s @ F@ =g 4w

(iv) @ wro At iy Srmey sifie =@ mmmuﬁﬁ@wmmiw
(Trust)-F SR (PF 701G (AT SNTHA AL | SEFIET A (deduction) (WA STAE i)
T AT (4= 139(4A)] ;

(v) FIGTAE WL 40 1€ (43 (39(4B)] | TNE Sitrm Amim ool =g [13A 4=
' TG AR (deduction) (REA HTAT =i

(vi) R oitaell wiestom, Fgam A, | T e s sl o (@ 10 sEEmE
(P ioTe wiipere frmge T, i e il fe | aw cres s )
TE AR, My e, (Ge BSEm
[zl 139(4C)]

mmmwﬁwwﬁmwwnwmmmmmww
wica @O o five o)

5.3 v e mﬁﬁmmﬁmwﬁ“@aﬁtw o et remt
qHrelETe [4El 139(1)] 1st Proviso of sec, 139(1)

wiiFRE M3 6 i gl 1 coln MR ot i s e S sy 9
o fmfeie 66 08 o @ (o @3 730 wa o1 S SRR B e five o 9B
FmrE ‘One by six’ =1l 2 | ¥SeifE wi—

(i) RN =1t coiw cloa i e o @ A i 4

(i) AR af Wi, Srea i s st S (Board) Tl RTRY RFS crad
=Rt (I =i weife frem wiem ainem |

(i) Tt 2t Poea <t oy om afen Fom SR o0 @ T8 T (AT, S,
e, Goetir, AR, Aere, 2o Siefaa Gopice: G @i A1 Gt SEEPTARCS Sl
ety T B B o o M e i e O
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(iv) et o aies 3t =y ool afedineTe @il sints e =

(v) R 40 cotet FTT 5000 29 A SmaE 25,000 B @,

(vi) GFr=2iift 8 SR wret o R Rrggrea Reratam <998 9ucw 50,000 SRt ﬁﬁ
TG P |

i arEl FEife i cstg Beirmm faul e 2 A ) S SnEibe R g4
mﬁar%mmﬁﬁﬁ%ﬁWﬁmﬂmmwmmmﬁﬁmmmwﬁrﬁﬁmm
CF =t 3 o A g8 feree |1 Siom o (i) 9t W el o vfm wEe

ArsigErEsitd [ e fite 7
5.3 19relEre FHE S et W
AlarergET FoH TRt SEoR o —

(a) i @ald S Seer 9 T

(b) Fid 6 wfinfes da ey @ it @fs 18 el Famam |

(c) Tl =R efars st 21

(d) cor==itfsy @ SR wiet @R a5 s s S wfen wh Al

5.4 o wittes oy Affs =

ww%w%wﬁfﬁwﬁﬁwuﬁmwﬁﬁamﬁwﬁ
(b1 o) T [on 2 el ware 20 | 993 o w7 Fdl) s a0 G A 1 it At
|27 il o <G Fdifis FnERe ol $m i o s fics )

it e

(i) I Cml=eiif ¢ 1lea|q1wﬁ1%vﬂﬁ 1
a

(i) oM [Fdia (Gt =t @ 11 @i | 232D
A B Wil AT O e we) e
BIE T W Tl T e B ol

(iii) 139(1) &=l 1st proviso WAL (4 2C
fdist o ke s=0e At A

(ivy 7 fRefat (=i =t o 11 gl e 3 4 3D
G il arE—gT R et =i g
A (A AT G W YE 7T

(v) il =iz cpm i e 11 e 3A

A W HifS e
- (V.mewcwwwmgaﬁwmm% 2B

GEF (I TOF A A @9 B e (Naya Saral)
' 146




5.5 oM el crewia Pl wiffd [t 139(1)]

LS SHCG G O Cofe T, ety Fefiices e secaf i s el s a1 139(1)
4191 Explanation 2 Wit RS wifiwas auaz 165 Fdfiee S wimm o o fins 49 |

T TG AN Ze—
i b [GEIE] T wifiera oo fam
(i) cw=lifssr ownm el agrag 31 wEEg

(ii) (=il =el (y m s e

(0) Gy W4T Brecn BES wls
AT S A eyt

(b) iRl @l weiaE Faang SR
AT greT 3% A i e fide) p
Al AT

(c) 139(1) #=E st proviso e | e

LE ]

Bt e @
(d) ToiffEte P ot o coter 3R 4l A[ES fdlaet 7erag 31 gaie
fadial 25

T WA 234A izt pica TS Sifirds w G o) o e G 143¢1)
<t 1 fafive  fiefavers o 0 s S B 1% i 7w g7 2 e 201 | R
wifeeE S G ficrm =fa s G wiiiem fi o w41 gra |

5.6 [EOIG wrFa=ia [l 140]

St CTCACER G, Acers WAl St it e S el fS e sicy i foE
S W wl (TR | R @2 Rien e renkn e o wejefelE e Afeeta GERE A
A TR I A FACS 2 | T S 140 1 S 7 ARG o wia © wrels
| 50 i ol el ROR 3ot Rrabo 201 s ordl 1 FaBIce <ol Per s S|

Fest ; (FF AP A0

() von e e (i) U ferees a1 _
(i) @ < SiaTed A3 Qb Sy AT
G AT : .
(i) =1 et R orrg St sifealds
T @ Toigg
(iv) O+ cacetT FEe 9 & wie 9
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EEE (T A P

(2) B e wifERiE o (i) #fFaas =6 i,
] (i) AT T8 eRreT IR Y F

Wi e TR 2 SEEaT aid T ey
(3) =i o (1) T #AfEpETE T

(ii) i FEw TIRNe “ifEpEm Fiwe
A0 T ZE (7 (i AEeE

(iii) o= wmiiis e
Liquidator, =i,

(iv) T (Em 1l ﬂiﬂﬂ}@ﬂ“ﬂﬁ@ﬁim
Fata 741 =ifESiET (Principal Officer) |
(4) S . (i) TEH Bl A,

(i) Gl e Aol St s ae
AT H ATl WA

(5) I T 3 e

(6) AGLATST FLETE CHLa ﬁﬂiﬂaﬁmwﬂ%@?ﬁ

(7) A% = AT ; Eﬁ_ﬂfﬁ%mmmﬂw

(8) © 1 (B IReT : wgﬁﬁﬁﬂ‘%ﬁmwwmﬂm
|

5.7 ﬁmwﬁﬁ#

SR SEA S e R e e e wivag A e e 9l 139(1) gEE
eles ST (1st Proviso)d (3 (ol «i=ib 18 #fz) et A8 s e nprsita Sitas [Hos
el five o | et Fdtet eifdfae 14201) 3t 148 g i RaSics o @O o memm
ey e v wifcsen | @ e st o RS wificds sy wES Feifics foR o fivs
o1 | W Siew e Alatals e {hEGE e A

Ect

e 1 ! T g ! _
et e @b fefae B weedife foel  gfosd o
gt 139(1)  wiEl 139(3) gtat 139(4) i 139(5) g 139(9)
5.7.1 wfoa fH66( (Return of loss) [¥iat 139(3)]

o) T G TR IR AR R e @ e ofew e Ry W (carry
forward)3 S % SFES! TR WA e e Tara ww 139(1) i e FoE alE
s 579 | 3 For wive BbE 20 | wwhon R o 71 fite e s & =% /238 um
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2t sy cor (B o aneais AR A A1 | it MR 93 R e e RS w0l
TS wiffrd =i @ o o)

5.7.2 =i B (Belated return) [4=1 139(4)]

139(1) urary BfeR rdt sway A 142(1) i e et st G5 o men
1l 20 AP Ffteet <= (1 2ot & 59 A O T Fedfae sl 2em—az wRcT T il
wist 20 Sl e HD e e @O o fivs siitee | e 139(1) s SRR B

wifftd #f7 @ &5l i meTl 71 vty Fefae For 9w Refe B wiike w90 w1
AT e Sraiel e |

5.7.3 wereiifde fA6H (Revised return) [4a 139(5)]

139(1) it Sl =t 142(1) sty Rl SrepAica f461 wifder i st e 1fi gaice ficas
3 SIS AT ¢, T (et O A oo crent 28 A 4 9 (el qrane wa B &
FIGHT Tt TS AR | @8 oGy 139(5) 4Rt SRpIG Fdia sieeife B w onae |

AP e e ol ZOUE #IF (U 1 T207 A0y 91 T [AiF (assessment) o9 TR
fe—i® b sy caf® wieel 203 1R e e Aspifis b el fivs 20 | ot S T1R0s
| E G, 139(1) 1A 142(1) A e w1 RIS, G S < At g9 e
fabr wifer wat et o Beim o R o9 Pkt =11 =0

5.7.4 oelef 1 ersiel f6H (Defective or incomplete return) [411 139(9)]

e wrart crem RO 4t fFdfaet il afbelel 30 s e oo Fof s R
faef®y e 15 firem e o sgeiiger s (A | 9T et @nfimife o st Ao
A | & FFES T wre @l g el =t o o R st Rorfe witan
T S A 6 O ST T | S Aotz v Ry v Pl s zemmE wie o
qﬁﬁawwwmﬁmﬁwﬁwﬁm%ﬁﬂﬁﬁ*ﬁmwme|
® T I o gfbed =y

Fffe oot <o fowTe gftwd 2w Rravat o 7=

(1) fAfem e wiw, s @b i, mwwﬁ@ﬁ%ﬁwﬁmmwmﬁﬁm

o Ty S FAiveta o w2+ T,
(2) ﬁﬁmwﬁﬁ%ﬁ@wwﬁmmmmwwmw—
(i) TRON ot efvrn g siom e R,
(i) 44AB gt oAl Rrwea e | o @R et BB s greuts it
wifeT 91 W OTa @ Gl e @ ST el
(iii) CTLH LT Al %5, i 3 A it e 9 Bfwa® e T me i
efstielela,
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(iv) carwce fAdidl fafis &ssia (regular books of account) FMYH OHCE,
Manufacturing Afe, Trading A/c, Profit & Loss A/c, Income & Expenditure
Alc, Balance sheet-a aifsf@fs «az niffmrm afgde e adfelE,

(v) Temfeie fetlaela =1 alal e, Sraeice ot fRevas #ifaw, oo =, 0 =it Dol
sl Fafs,

(vi) Feidla ntasia i sital oe WEiErs BoEe@ (Profit & Loss Alc '@ Balance
sheet)-«4 zfeEE o ey afsramcs afoR= )

5.8 wEpEt

ga csdouEh B b LA

I 3 AR Pl = we [ ais e Auehp A B

615 STl o W1 (7 (T G 79 T M AaetErsic 6o o fre
79| @E 66 1S F e

T B e e o o B A | e

wfies faoH T2 @3 G0 wider wam A e

DIl cop 5Pt P00 AL B FRoECa S SRTE Ry Sess |
faBH wifdcsta FIFS sprllsi wicsibl w1

e fEo wee el oreul wigy wisce O Ageim F4) aE e
s g Sl e e il s G e oneula w iR v
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«PF 6 0 9 PP Sieetofg (Tax Clearance Certificate)

‘ﬁ’éﬁ n
6.1 2atE

6.2 T PR wetteig 9 2

6.3 T T AP HeslE A WA

6.4 Tued gavda o o9 R westiolg
6.5 AR

6.1 e

T 94 Blars AT o 1 g (ATE W Yot T e 4alg T3 0l | oy a4
- Gl (R SRS TP SRS @4 S i (o e a FReE Sl 1 A | HERR <11 (A0S
A, e R o T8 w1 RibarE s s s s wiiE | I e S
Wi =t ffora et Wil eme wvi R ore 21 51| =R R A sl [oi ooy
IR GO R (S RS 99 FEe Feie (Tax Clearance Certificate) #7285 Trs
|

6.2 =7 FoP weddiofg F o

AIRTER SRR Sl G TR o Sheicaten 71 e = b e AATSRES T TES A =)
G I STl AR G ol elonm At el i 41 @ ol e S q9mel 3 (o
BAICE— A NG Meilce I Wl (2T @l it FRels <sre 2 | G AP a% 21 <t ]
A= (Tax Clearance Certificate) | :

6.3 e Tl WeslE 91 A
e e 77 FEMl Awtiei seiz s oares w—
() cols i o) s3e1 Fa08 (9t @
(i) TR e, Tnefeie TEers 2o s s ol 51 Gres =) 4 sEemE ai o)
WA (tender) & (RS S | : '
6.4 foed oo sy w1 Bl sediog

- @ SES A A0 9y @ e o P [ 230(1)]
(0 =fw 7R 0l e vEs D a T
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(i) =ft e =, cvr*natmﬁm@mwmi
(i) =i f&f =rTe (T BeH (4TS WY T, ﬂiwmﬁﬁmmmwcﬂmmm
1 e cors TR win e ¢ S MR g (s e Tl Affe e
Tﬂmmwmﬁmwmmwmﬁﬁﬁqﬁwmﬁw
mmm@mwmmﬁﬂmaﬁmawqﬁﬁmmmmmm 30A)
3 oifsuf ST 7% B5T® FYoMF (Competent authority) S TRITT oFe wvH
S o7 | O A G S R ST e 1 (IR URE, Coret A SIER v
BiEre wl S S0 «F W e Za :
S R A SRR ) OEET (R At I (R W ST T el
o el T o «E o AslE (e |
® oErs v aifFFE coroe Fasien | (e 23001A)]
ST @l P P 9 S AR 1 O S Bege e Tite R wa
(Form No, 30C) @ carei ool fiee @a—
(i) SECTR ARG TSR BrHe,
(ii) SEwa afEra Fem AIFER,
(i) ==t o= = (PANY
wefiln Fdfae e 7 9 o @ oRs T PR i O 2eE Wi o1
ﬁﬁﬁﬁ:ﬁnﬂamwéaﬁwmﬁﬁwmwmméﬁwmﬁmw‘w
vz wifdE T |

G P TS AT, (1 U SIS (T Fv (R TR R e W& i
(Customs Officer) | '

Wﬁﬁmﬁaﬂuﬁwm&ﬂwﬁmﬁw oI TSI W (i SR O
Aexivia faca e |

6.5 SREEERI

1. T = Tt i Sirae w9 e
2. Fom e mﬁMﬂﬁ%WMWWI
3. 9 el Aieierm e 1 G AR fes Al ?
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GFe 7 O Fan [0 57 9w 1956

a4 .
7.1 @y e v 9 S
7.2 CSTa tafiey

7.3 gl

7.4 Dealera7 s

7.1 (TaW GFn a7 Soel
(i) Tifs Fidfma ==t =, W@mmf@mmwmﬁmmwﬁwﬁa
Tya F1 9 B 3= =3

(ii) @3 Dot @ 5y, wmmmmﬁmﬁmmwﬁmﬁﬁﬂawﬁma
G+ oI el |

(i) WP RISl 39 TR R S e s 39 2d Sl w9
(iv) Fen T ToT Rea wiaem e [y [y tea =
() g e wsareD fe cwod el w9 R e A 2o |

7.2 CST-q3 &MYy

i e A 1 S FwgA

(i) Tiiwaner vy e ©wde @ 39 4 Tl =,

(ii) Fafs fomm et Bea gent ofF;

(iit) wmiR-aeifE Gem «3 73 o 77 = A,

(iv) @A @l Frafys fem ale oe #im;

(v) SR (1 9 7 e 331 wine, (IR 2R Sl S @ R wiadte G

(vi) 3 ey 9 efwH W GIR Aeer e 3 wgen B e FoE o fivs w @
SFFACTS TS 24

(vii) ¥ FITE 9B TR M TA, (18 IR AT W
(viii) €1 ey Rew =, 7R AMeR ¥ oo 2|
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7.3 =gl

Business Sec. 2(aa) : /19| 99708 @RNT (i) (ol Ay, e, Sesling g (e s
=i Srwplal Al Sich R, @ql TRil-aife, Tesima 4l Sle wves S R @@ @ 9w e Al
SR BIOEA W0 APOACE (T TS TES (e T A @F, @3 (i) 979 T, ‘Eﬁ.‘?ﬁlﬁ
Brglst Al HTERE T TeS I1 HASTT (TR Ee |

Dealer Sce. 2(b) ¢ =g i [ w5 i, Fefe sz, sfiem, sifufie 9 oy om
et elf it [ eeps < sarrena g9 ey, Fem, weaE A 2597 TR el o)
SRSl GER | T— T Py el i wea, e, TEm i, v R e
T, TS| i, B cne «ifEamE, wneel, mma i aifelAfE, Femmm, afiess afsfE,
e ZwTi |

Sale Sec. 2(g) : Rew T @l o =iel, Fefie o owe a1 o7 (1 (W EEE
sfonic Bffmme o afe w9% 9 aftrm FR0 Al afmm 73ma | Sl Aim Tasmee
ATEIG (T (0 [ g oo =1 5 Al

Sale Price Sec. 2(h) : [M230ET 9909 @4y nﬁ sAfEmie @ef 11 vy Rewm afenm Beia
feiaes 2 =1

Tzt el Frsa fgmslf ey g —

(i) wrErE i, 4fi slenie #j=wsiE o = 5,

(i) =8 e 2, '

(iil). #IrifR, <FaiE e 4, I j2eeing (Al el 11 Al @

(iv) CST, sjapsica ST (RAT (2 1 1 o

(v) ST, BIEIIC] 2@l (il &% 4 =it o, Tl |

e e e R Bl sose dam A —

(i) T RIS T ENe Slw! 71 S sifEes e, 4 S S e i A e

(ii) =50 /Bl ;

(iii) CFRTAISY slig-a% & o i) e, Bl |

Turn over Sece. 2()) : (FH A R 1 91=0 Tam o Fac #ife <= 1952 slggel | @zl
ﬁﬁ@mwwmﬁeﬁﬂmmmwﬁ@aﬂ@%ﬁwﬁmﬁ¢wwﬁ@ﬁmw
mﬁﬁ@ﬂﬂfﬁﬂ[@@'ﬂﬁ@ﬂ%&?ﬂﬁﬂﬁmﬁﬁﬁ_@"

)

Rs;
@ﬁﬁﬂw{ﬂﬂﬁ} KK
9 & B e MK
ffee w it FHewm =i WK
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T T x (b B e
Ho 9 =

100 + =739 Hg

* affefl aram & Wi wE o e Rl sare = Tl e o ifie vy G em |

o TR W (T 6 Wt a1te afi colt ) capae, sl 2, GG R A celee a
Wive 24 | wra [P w1 2if¥a (Rejected) =, (12 wAfsel w5 14 9103 (5 Fprmm w1
LRTR Al Ceml wie |

Goods Sec. 2(d) : T T @R G iy (B, WD, Sfbhe; g im
TR RN aTaten i | g <Eeam o, Y4, odurae, Birsffe wy @ febe B H

Buyers : «em Ife [l afewici Rimmn erwsren aiBem s a0 o9 sem) R
Fafs foala @ =it =i sle 70 ol |

Sale or Purchase of goods in the course of import or export (Sec. 5) : (T B .
- ST A R A R 4ol A ol i) 49T wmeE) e el R wiRem e s A
sl ¢ 9eif Ferra Bom errodd Rem w9 o 59 51 =)

IR ST e See. 5(2) + SIS0 A<l SIFIR B w4 wirela siFremR wEmeal

LB W T N FPy R 2 e G @y 3 B wEmibE w39 9 B g
[ 4l w

7.4 Dealer-99 Fa=e

A T8 U los A e (R A R e g Sa o6 emi e 5 1 A
= A (A0 79 F4 i 70 Form C #WiA 903 9 2ed ﬁawwqqﬁmﬁmmﬂwﬁﬂ
frens vy Feyos o |

RSt ey Wi i waf® 3 Form A DI =jael 0 Boigw Fas 7 wgeireT G5
Asreljs FraE 3 G AR & G TS 2 | ISR e oy ¢ fi
et el Awn T wi Oud we o fm (& wo FGT N WEWA Sa0e 50 | b
e 1 ol im TR e g | e o 25 Bl (I0 [ et v 2 | e fomits iy
S IR T, (TR LUCTIHOA Bl STl FAISIE 72 Sj2 Ten P & S
P 204 | g A G e R loen AT T S PRI PRI o1 Al Se
S TN ST T (R | SRty ﬁ:ﬁm—n

(i) TR ieta T — i i,

i (i) =TI i sy — (4 R e
(iii) H. U. F. WA7E 50— 791 9] Wit
(iv) =il s @ — wftms, Wl aoes 7 2 s,
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(v) WA RPIR &= — T4 i,

(vi) RS AR G —Wwwﬁ@ﬂﬁﬂuﬁﬁﬁm

et et iwwelg 518 T99 *@ Assessing Authority T (TR OItawA Hibe «ag
RS SR 3L 6T Security money T FETE (3 AR TR (A0 vlew wafks) wua
Assessing authority Teenars Faraa eeiisf evia 940 | Form B-(® eMsolieie o o 52
e wem o Sre AT | 51 BRI Principal TR Y2AIG CHARA A0S SRotamreR Somed |
wiSfe sl S TR TEIE 90 g1 932 e @it e w0 | s cfie
QT TR A (712, [ (0T % NI MR Feramm e oig e R 2 | 3 e
»fq & F8 e W 71 =iR—eiR v ol 4 RS witw @ o eiEmmea e w9 g
Aoy TR T Sican et 2 A i e aeeare) e ware—dg 1t fiew s @b
witst TR, (1R e (e Tiamm SR 7| Fene oMo+ gerefe o o 9| e ol
P SR (I AT B 3@ oW — T @S oA e e i e | R
| e eriee SRR Al T g ol gaEems ool B e e e am)
W 9 aifn 1 2 R e Bl Rt it ) Al R eimmreen
wi Wi v W e A G A 9 iR wiee S 9 e i R e
Tifee a1 = |

Business (‘lTH'FI'[} T’ e @EE—

(a) G A, Alfde, Sesiiim, piFa e Foeivm Si9E 3o FEm w5 ma@rrmﬂﬁ!
oitBl, @t R, Afeten, Sertii At e wiTSs Srey P @ A A @I A el e
AFERTE (T AlS TES T A T @T, 9N

mﬂﬂwmﬁwj@aﬂwmmmﬂw@mﬁmmwmmwﬁw
(i (FTeIth | -

Pumllasem):ﬂmaﬁ]w;ﬁﬁﬂ;ﬂﬂﬁﬁﬁ A S B B B e o e (o
T @ Taies “Ta” @ | g 3, Reifiveds o wifi-eg em 59 @i e eiR T
o S T A A A

Purchase Price (@ I10) : 3 371 = G198 00 & @ @ o afbn s e
2t elora SraTE—eie A5 BG + F e e 1 Wi o R 1 on e o w5 (amE—
B 16!, FEREIE)/ PRt TR 4[5 [ T AMEE, U 74 435 3 W e I 4 ) |

Sale (Rw) : ﬁﬁﬂﬁﬁtﬁﬂﬂﬁ‘@lﬂfﬁﬁﬁﬁﬁmﬂﬁ’ﬁiwmmmﬁﬁﬂwm
T WERRE TEEAcs (IR |

Sale Price (R 710) : cin fowiare Renm om ofenm 3@ o o el ©ieed 791 =20 e
=0

Goods () : CHFowaicaly com Wi, 5%, cimm 3t fowen fas @ @F SR
e =i e |
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Manufacture (Beslive) : Seolf Towe (¥ (@ TU-AWAT (o1 Al FisER T80 @R
Turnover of Purchases ((36 &t @i9d+) : (I T3 wiad F08 @RIT— .
(i) caiw wifbwa ¢ =0l vt wig Ol w—< S @i R e o sfEe S«

9 e B T (Y EY A AR | A% YE (0T 51 A6 T TR 90 e Wy o e
“ii6 Rl e W ©f am fies a1

(ii}ﬁﬁﬁm%wwﬁmﬁﬁ%wwwwww
(S T A *IFaanesta AffE 1 G Sifferen e sleie wracs ik we o S A WAl

Turnover of Sales (15 Reptam WER) + ol Al o GIfb Rermpen 31 fomniam
el @ A 2 o | SRR S W TR @l AR Sl 9w

Works Cnnmﬂ[ﬁiwm):ﬁrﬁwﬂiﬁﬂﬁﬁﬂﬂﬁ,_(ﬂﬁﬁﬁﬁﬁim o7y ol
3t i e el Rt s ‘gl sie” qE) :

(i) coi A, A, TSR B OTE A O o T e R, Samm A o =,
(ii) 2 >ewst To A TS 1 O P SR T Tl A T

(iif) G caiba St egyer, oT, e 2, Awim wiedl S aiEage (@ TR REE
A RS = '

(iv) G T e, e, AR, svatel, G 3w

Contractual Transfer Price (ﬁ%ﬁﬁl AT ‘{Fﬁ) i Fifve e R unf?‘[ﬁa
(i 7w Ry s 1= 7| : :

(i) 5 o e ARGIRIS (17 TR TR AR NERR 23 9 e seal 3|

(ii) BT EE WEE A9 % TR @ @ 495 |

Dealer (f&112) ; oo Wiwom e <= o

(a) =Fo3mTe +i0 7 a1 ey I T¥ 1 R I,

'm}mwﬁﬁwm

(c) #ibwe q7 9 T B 6 s saE o

(d) Fieeta, e S, 0, Ry wwe, 06, 2fE Fuis, Wﬁrﬁwmw
At = @i FEe W w2 Feee o 99 3 3hrm, AR 9o o R AR
e 2orw Al Awrsid @R o) Ry, s ol 96 T,

(e) (17 Besins, wiEE, Feiedl, @ R T ek fE o g9

Casual Trader (SFmfEe i) « AFewme »iifieE giRmPeE At—a? w@eE 1608
s wiafie i aiEl Fefe foem mm | Pt 2t 2o 38 FEes #fsmees R
i o 3 Rrem CoIR Bowel WOl S (PR DR ARG (4TS @ A g U |
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o weftates wga {(Special Economic Zone) : c<pt [ vmle [Mel@g e Rl g
“Ria weitafes s’ AR B w0 fic 3@ 2 (A @eR o @ e wEbds gre)
elfewtT | e (e sfel @ e,

(i) SEZ-4 =afs «fowimm fes e,

(i) SEZ~q s@fes #fsim o,

(iii) SEZ-<3 SHITE G 78 Sngea; Ao et Hem Tenii |

e s BFn Sec, 5(2) @ T (S 9 @R TenE w1 1l @ #lelm MR

wieFeEi e ntmmarmﬁwﬁﬁf@,@ﬁa@iﬁamﬂmmﬁmwﬁaﬁw
L

When a sale or purchase of goods takes place in the course of trade or
commerce outside a state : GO A 279 41 e aleea Wy #3al0e 20108 A2 29 ST
AETE AT A wAre | @R 9 9 @ 993 FeE WA A B ©l @EE o a5
sl e waellE | ;

ffive ey - o Rt g e 4w Rursl P TRemm e TS SRR 2, GeRE
ware e = e

R w0 « v Recm g e o gl B e am)

1T e R e B B o e e 1 1 e o

wftaye g4 « w9 R gl wnn qal of Fero sfEelie = Qe

When a sale or purchase takes place in the course of inter-state trade or
commerce 3 (1 ~978 F¥ 31 B wiwsae afficas g &1 9 fey s FHesl qﬁnm
W a1 *@ e —

(i) =<1 7 3 FFCE TE A0 GF A AT S AN Gl T 2y

(i) SIEEATEy 9 Gl A W wiEsmE e e o

(kg o (s i S s e T R R G 3 T R e R e R
LT e B B s B B e Rl o B G R = R i o o W i Sl
AR 100-0 e #i1dle | aowca Raued) Ray <4 Moo ala dikeee )

T el D TS (AT W G0 A0S CEIRe T T €= o ey celae S e cAEie i
Form F cataefieig o6 9 Bele fAoy o7 wgeiwcs vile 1 2 o’ o (b i) Fars
“f[Ta, @3 #i ceel Stock Transfer; DAy [{em 77 | wasen fFag CST 9wieE G i
ord 7| Ae A @B e clor Wi wald aice Hiele s

Levy of Ceniral Sales-tax

(i) GFol-=er YRR 3 R TR R I A (3 AR e m%mmﬁwwﬁc%
A

{a}ﬂﬁﬁmﬁwwﬂad%awﬂmmiﬂmim e e o 29 | 9w
(TR (PR ST g
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(b) % sriveTa Rz 029 29 4% a1 @ o) T Ry e o =4 4% | 5 T (e
Form D (P 42 |

(i) cpol—fTafare fG=iia (TRt wae Rpsr wieftafes wars Gestind, eifureas sefor o
R i) mr dgfo—caifie 91 wicafie |

(a) SaT (i)a)-a e 54

(b) =ICeMA (i)(b)-a ek 22 7 @1 Form C (o) e I

(iii) ol —FRfs Gl —a9infos Ry s G, affmee eelon G sl e
Al AA—CTAT [0 TG AR 2Em— | Gam Form H A TG A |

(iv) @Foi—afiafe fEmm)

Al—aifio—ciity R Fem 78 = a5 R v 2 fasel |

T —SRIRIS—CST % 20 3 A% 1 27 977 271 CST = 717 954 21 R T e — .
CiZ 9 Al 10% Gl @)

Goods of special importance in inter-stale trade or cofmmerce : ;

Declared goods—Meaning (¢aifi{® siop—F) . (it Ry on IR 4= 2(0) SR
“Calfis <19y” ecs T T @iE i Tesmrer TP 3 A0S 4R 14 SRR goods
of Special importance 9t71 I ¥ 20ACR) SIRSH FHRATE Article 286(3)(a) Sy
Parliament-¢= goods of special importance 0+ (AR Fia o TEA WA o A b4 FEeiE
T 9 AR 4% ¢ Ri¥-Fieay iansis Tste s w3 TACE |

(3 77T &1 special importance 9c71 (Kl 1 A S List fics HeT TF—

L (i) Ceréuls Le., paddy, rice, bajra, jowar etc.:

(i) Coal and Coke in all forms excluding charcoal:

(iii) Cotton in unmanufactured form but not Cotton Warte:

(iv) Cotton fabrics, Cotton yarn;

{v} Crude oil;

(vi) Hides and skin;

Cvii) Jute:

(viii) 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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4 8 0 FEUIE 9, 2003

o

8.1 oW 74 ¢

8.2 VAT et Wy

8.3 VAT-a A

8.4 Input Tax and Output Tax

8.5 1Input Tax Credit

8.6 Return filing, Payment of VAT and Assessment
8.7 Excise duties—Only Introduction :

8.1 WeIT ¥ &2

 Beaiifis T BerReR I (A IR TR (Mgt Rfw 9 o1 e @l 2 o
et a4 A 4 T T O OIS AT T A0 | 909 Multi Point Tax "6 @ |
T 79 = (Rera o1 - 29 1) x 79 2 g« 1fdre Iem Sem 7w e 2 A
P, 104 it SIS 0 e TE W04 4% VAT T9 @ieg | PG SIiiems Som 15 Biw 4
A G 5 Bl S e M-S R 0 | ML Aol S0 O 12.5% VAT 2l afeet | M Siig
& TR TR 2G5 10% A R T VAT TR 12.5%! '
25 (WY P 104 B! T Ca {51! 39 TR S T 100 BRS HEMIET 7 @3¢ 4 B
VAT | Rtz 71 @1 135 Bioote At Remm ot it 1040 120 Bih! #Ale 357 @ A6 15 TRl VAT |

15 M-8 SRR ITEY 120 B! | 43 et 10% =11 [ 12 5 <=8 12.5% VAT widfle, 16,50 Bipl
et 3 REm F T3 148.50 B |

e fifen s =7 dom e —
@t Fow Wy ows FA | Rt W e w9 5 emwm VAT
FipTeT Rt = 4 Bl 4 Bt
P 4 G 15 B 15 — 4 = 11 Bl
M 15 it 16.50 Biw!  16.50 - 15 = 1.50 Bt
(G 2t VAT 19 Giwt 35.50 et 35.50 - 19 = 16.50 B/t |
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8.2 VAT emitea wiw

(3 7 AR T SMICT A0 e 52 (HAl0s S1el 91 AT 9% VAT i3 S |
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(i) @ 73 TR siFoaes Fen 71 wits 1944 oz @ Bey 0 wiga 1956 SR
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Bl el |
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(iv) o itz weemra 41 e 3 et 41 aeif v

(v) (1 77 FEa FomE fie == fics 9w
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(vii) Tl ARGETS! way Bestir 41 oy = <9 B A T o G sy Al
5 #7% G e =g |

8.3 VAT-q Faem

@ e oI sl VAT Wi St 10 =24l 491 11 Gt 9m 14 sem g 27C(3)
S B4 Al A (See, 23(1)) O ATOFECETE T TS 24| qeiere s
st e s =1 T ARoTares) e s40e wEER q—

(1) B et meaemm Al wieee A6 36 w0 9ge FieaE,

(i) ST St Ao pier woies sy 5 o7 Bield @,

(iii) GeIF=rRpIT a1 i o ol Reo s Swmﬁ (it

{.v}meﬁmm

(v) fe=iig st | 4.2005 e wifest “Aoae) (e e W% SR 9 AR wEe ol
“If¥ G| VAT wizs St fafys fGam s oy wigra g wiefie wa ﬁtﬂm-{tﬂwﬁﬁﬂﬂ
WQWI

- R W Feeew e A ot crfi ool e e wE =E o o 30

e Seay e o e S
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(s e AR gy g wifEs eEi Fels T 14,2005 AEE @i s uim
A A el AR T A S Al A8 e el 1.4.2005 97 #7120 fea
Ty w1 A TS oA Form No. 2-98 Si4ies |

forersrtera e WA [w/s 24(1) & Rule 5] : [ Form No. | =9 98 Goye Fgoiar
i il FATaR QIic (@ St afedm sakes | SiramsnE sl 100 B o @, o
1% i zlfEwricen oE el ciee | 2R A fR e e wiE weE)

BT T WA TI5E w04 T TR T, 93 5 Form 2-06 Fers w15t o0
EI‘?i-l?l-‘fl

Framm wift Rt w02 core =ifedt w2 .« afia Lﬂmﬂ@ﬁmﬁmwmmmwmﬁ
wifi (et 30 Woea e SicawIsig wn e wiaee veuia e s wIfGRRET Sides! o s
G el (A0 ] A | ;

frme NS aifdermead (Sec. 29) ¢ 4 o sy <2 Wl w9E = ¢t st it
T A e 41 O AEPIE (I ST 9% A VAT Sifft= 10(8), 11 30 14(8) 41 SR 51
I WA T8, (1 (0@ 29(1) 4l SRR St ey 1 Fiae Abieeas ilest wm o |

wwm’ﬁmﬁ@mﬁwwmmﬁmmmsmﬁ1uﬂﬁwwwwm
e e om0 Titea W ATTS i A0S A

(a) (%A (7 T ST SO Fed, O 4 o i 15 i winst v wia ol
Fepra Raa gar a8l s fan Raadl aics oo (ol 7 7o SR R 2eure wim 7l
o e =3, 9. \

(b) @b carelFa fire o= 1iee S A o, (i}mmﬁﬁwﬁtmm@?:w%wﬂ
T A <R (i) ST TERAETe (1 el ST 993 R T

A Golgw Fgos 9B 1 3 [Gaas S I9e @ R s o R bR
et WHor orewl =

8.4 TInput Tax and Output Tax

(i) e Wt fGw AiFoaans o7 el Falae fGeiem dre R 59 $9 TR 7
(4 VAT fie 2, =t

(ii) i Sl fGeag e (AT =i =7 F4 7 G SfEte TerEs s U 20 W
Sl 30 T ey e S $h0e 56

(iii) 9 BTG AGC] #/40) 5 41 2 A8 PO T T (RSN ZH O IR Input Tax
TE |

VAT =it sl e fetem R Ta-aem o G, 39 g3 femi sred &0 @
ﬂﬁﬁm’{ﬁ%‘lfﬁ Output Tax =0T |
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8.5 Input Tax Credit

o S T Fafre foeiia o{79 S0 (PR 70 W ST Output Tax-97 el @
FA-FIE Input Tax-47 997 F1 709 211, 9098 Input Tax Credit 9661 | VAT-« BRI
=«

() T e ST, BeAMTT SRR U @2 GHGTETs 54 ST CTFCE (4 4 241
A Ol @ @ AT i ;

(ii) VAT @i b1 2exia =l e o wegoviel foe ol Bom <2 Fpcatel witeat A

(i) 1 I BT <& e sl T | BT W e IR S ol €3
Heatst et Tt A |

(iv) =[Epraa &= 7 A0S &% Tl wlenl |

(v) fipimiae @2 s sivaw, el iem o @ s TEee 31 TLACE ©F T |

Tnput Tax Credit it <of6 -l T A O oSt Fa-<bicem <38 ORI +laadt 1em

R w6 A sree W O A Feifiverz fbam ol cme A |

8.6 Return filing, Payment of VAT and Assessment

TG VAT W8 Rate of Tax &9omia gi6—4% @t 12.5%, oTa=y Return WiEe =
A A 2% | T et Fle e aw e el Rem e e e (151

VAT 1% ST i Tax 2ifd S0 47| Retum Sits sreis o o S0 o aeaia |
wifReT TS 28 | T T w2 o fs T Retum e Retun wife et w | Tuly
to Sept.- Return T3 T08 %7 31t Oct, :

T (4 VAT WiE #iblere arame ors e Self-assessed T Fdiarem T
T | feslat Fremiz “Output Tax” C40F “Input Tax Credit” 5199 39 Return GHEERE o e
7t | TR, TSR T FdaeE @ TErelE A O wiEe : :

Liability of a casual dealer to pay tax (Sec. 15) : sicorafs wufs fam Fraffis S
R R B T AW S Wi

e ot T ¢ o @i i vl e o R o sl PGSRSE AEE (o
a9 A e fey s a1 Bl vl < oIt @ Wi T | Ry 7o o2
feraffe Gy e 4l ity A o Soim fowtars 79 e T0e 21 .

() 4R 21 R 0w R, e

(b) wiwzarEy Ry @3t T i e gafia e

TR Q9 A 1| 16(2) ST
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s o R e O T | 6 R G G | B 1 o R e e e LA GIf6 @ager

s e o A e < T T A9 Gl Bep
(a) 4t 21 SR FATT TR P
(b) rssien 7 @3 wnF-aefE s,

() “Fcarres Fafue e @is o 70 T 29 24 da 16(2) S |

Taxable Turnover :
Rs.
Apggregate of Sale Price as Per Sec. 2 (41)
Less : Sale price of goods tax on which has been pﬂid on the
maximum retail price at the time of purchase

Sales returmn within 6 months from the date of sales

Less ;i) Sales declared tax free u/s 21
i) Sales in the course of inter-stale trade or commerce
iii} Sales in the course of import or export
iv) Sales of goods which are zero rated
v) Sales of poods through auctioneer or agent

i) Sﬁles of goods through broker member under private
treaty sales u/s 16(a)(d)

vii) Other sales u/s 16(1)(d) .
Taxable Tunmver of sales (upon which VAT: is levied)

#

Vs
K4
%
s
s/

s
Ll

tif

HH

L

ek

ek

Zero-rated Sales/Tax free Sale of goods Sec. 2(59) : Zero-rated Sale FCS e
A 8 e wrEr e A1 B HE Gl 0 e e 2 1, 9 Input Tax-99 Credit #iteat 3 |

G 57 Schedule AA-(S FWS w1 wite 9t Fs orewl =9
(a) Spaciai ﬁcunnmic Zone-¢ TS0 w0 Hea )
(b) Export oriented units (EOU)-a fomiamsa sz |
(c) @ Terfa (i =y fomiam W @8 Special Economic Zero-9 |
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Rate of Tax ufs 16 _
Types of goods Rate of Tax (%)

1. Sale of Scheudle A poods (No Tax is payable) Exempt from Tax -~

2. Sale of Scheudle AA Goods NIL {n}'

3. Sale of Schedule B goods l

4. Sale of Schedule C goods | 4

5. Sale of Schedule CA goods 125

6. Sale of Schedule D goods As may be fixed by the State

Govt. not exceeding 30%

Custom Duties only introduction : IR5F @ 430713 SI=GTF T9 | AYETS U3 F4 Wiy
TR e SEPIT] Y A | SRS AT wel 9l Al Ror ot e s smi Gvim
4 *[% Tl T 28 S ARl a1 Custom Act, 1962 SHET < 7 WAl @ Ty w41
23 | SR W 1= CRgAY, 1963 CACs IeaS TR FATE €9, SCSH e 98 9 elraiey | i3z
24 Customs Tariff Act, 1975-@ 4 =31 =1 = =fSfb a2 @ w0 = = ¢ 3 wiwif
aql =) adiE el MR ace ST SiEel 6 221 Customs Act, 1962 20479 EIﬁﬂ =,
HIqs 71 Sca custom Aet; 1878, LEl.ﬂd Custom Act, 1924 @35 Indian Air Craft ﬂq, 1911-
AfFT aTias |

8.7 Excise duties—Only Introduction

TG G LA ST A il | @ Nw SeoleaE e @ s 6
eIl wia Beelne Trard niad e O 9 e TE @a9g Sl Sl o s = |
T e R ST wmiE el (a9 Sl BAE (R R TR B gl
AR D Py AT Sofe % 4 IR ) 416 HHI Sef A | (ISl
o, wifers) s Fraflass w4y | (et TREIEE AG0E 9t B! e Wi O W (e | 2ifel
AL o Seels 4t @ it S S SiE & | o 4w a1 6 S i e @
TioeT | % & 1944 e Rifem siEnafens «aiae s aefb @it g T = o SigEl 1m0
Central Excises and Salt Act, ]'-344 | t-i}?‘?il‘l?ﬁ 28.02,1944 Cr=r 5l TLACE =% FET (A0 T |
AT *[FA 84 (4 59 Bpemdl Economi ic Znne < ed) Beg ol Aieh) 9l Siane SedvE 9t taal

w1 e M A T R G FofR SR e G ARG, el WO Bl s di

! = | @Al G wierl Central Excise Tariff Act, 1985« Srma 7t =g )

165



—

T S Al
(s 6 +@MF T4)

Law and Practice of Direct

and Indirect Taxes

.

ST 6 “ICAIT TR G

T TEwE] Auis e orfE

VAT—Value Added Tax |
The #Vest Bengal Value Added
Tax Act, 2003

Indirect taxes

Law and Practice
Business Tax action
Study Note; Paper-8
Intermediate; State-1
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9Fe 1 0 Afekm e, @Ffe @ amemel (Definition, Nature

and the use of Ethics)

st

1.1 S%Es

1.2 Afiefmm wse

1.3 sl empfe

1.4 feRm & sivad g wefEm

1.5  Wfsfm oithe erareTae
1°6 Wi
1,7 &hifFEt 8 S@a Auss

.1 &QEa (Introduction)

W (7R O @A g Fe ST, o (T G, IR e, R G, e (@1,
IR Al T | A% @Al e aefe, wm Gt A s wie e sEl w
a3 A, R 7E | @ el A sl Sde Sefen@ wfms i Aoyl 77 |
A% wgfen e e e G om Al fgere w0 e Sam @ e wre
Sit1al *d == e weies i

S Tl sieg o sEefetfE mirm we R wE om T or s
NI TS 2] LA S | I TS TR 9406 =, 3 A wiE Sfiveme TE0s 2 ) 5
B (BB e e v e e BT i e et e e o e e HNS iR s
W] | : s

Sl g elfefs A qaamen e wEaee) ora—asB e o e g1
s fvem e | g2, il wRas] TR Oin TR MG G AR Sy, (wE @E
B 1% @ i el o o Fidis e e wdle TR SR e et
e fosem | : .

e elf wre] @ e ol aresi—al 5 ATden SR Sre iseEm A
A | i T T g o o wee o, cm—wfEs, Am, WL e, foaify Eenifi |
A% 1 6 el AFERE SR T TR AT qF T w0 (SEE T s |

R VAR oAt e efS i i ereet W, RERTEE -SmeE e
B | '
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e SRR 0 FEAR G eTd RIS | aieie fory oo S s g dE
SRR SIS CIEE S o Srm AtE | SEANT wEren Srwel] WA WIS | SR e
Al wmarEa AAET wETesle AT, o AEE v Al e ST A0 @i weEa
|, elfors fem al T e Bestma Tl FE SEAEaE S wEEsl Sl ST | o7
1 BOWAIE TEEE MG T Al @, 9 B T STl A0 T, R @ e a9 6l om
iewsE AN TeET o) ude IFAR OF TE TWEE T FArey ofe s eeeErad
wiwerd efs o AT AEFESIT MG GTUE SR TG A w0 | SHIETE T, TiEiEe
FTE (Mission of the business) " FH1E (1 T i s e 1 B s T R P& A Y
siaE Gafie arm SEeEEE v @ el s e Swmown

|2 SefawiE ke (Definition of Ethics)

i), wtw 2 9 Erhics’. G Al 7% Ehiskos’ (40 leTl TR, 1R B A
a1 wE | BAfEE Ethics™ *Ffba @lorm A7EER 7 1321 4B A | Ethics” =i Selg R
am Moral Philosophy” 914 TfeT W | SEE Moral W90 @R 4% Mores” (4T apie, 19
@ef s ) werm | peak Afsm e e TeTle 3 e e R @i
g o qaaifie IR Swpie w9 o@ R Ben T sl sfa ame e i
Tiferea Bew | ot Tirm 2wl cwe ~ia ikl gt sfe 3 abm S e B e
@ A7E e sIEEE AfEceie wdfie S By Tt v Fon S 3 e Sfef
are | Mfsfm el e B o oo st A, TR wwepr R e e s
2fer 4l g (‘Ethics iy be debined as the study of what is right or good in conduct) | SHETE
wibed @ Sfarea s e wdle yr SE-am | 8fber-urAle) ReE st wE-w, Shw-
wfren e o s R @ fl otEeE war s T e ek e EE
(Lillie) @3 famrirs areifad fem am afefs smes | on ae, et 2= smite ompme
arpEs wsad Ao mel Fer, g wee e e e smm, e e s, B
oA SIS sfefes R ey B el BEE = 98T 8 (e may defing erhics as the
normative science of the conduct of human beimes living in societics—a science which judpes this
conduct to be night or wrong, to be good or bad, or in some similar way) |
Toirare AW (o AR ST @ qEsl ehenl T e Fewe

o ArslEAnE Wil G g aETEn s |

o a5« Wﬁ'ﬂ%{'ﬁf ol

O 1751 e M T 8 1 o 7 B AR e 3 ) e
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1.3 NMefta epfe (Nature of Ethics)

Al REE A ey A6E)-nfe), SE-wa weii @ [em T awl e o
wi Afsf 2| ud Faw g e ewEke =

(@) e o3 Fem : TR Rt Bie e 39 20 o fen 3y e 9
oo R @ PR SRS FeR 30 | AleRaEiR Sy e sl e
o I it | v e |FfEcen wR 1E e w9 Rede e e gle, e 9 o,
@i FaEE gres FE 9 @ 96Al M SiElsEl A0 ) SEEE s fE omd
el e | SRers mate f o Sefem et s | AeRate @af o3 R
T A CREE TEd (RSl TEry 4FE o

() MR ot s fem o SR wF BEE (Positive Science) T, «ff
wrpdfl Rt | wkcE S @ R ameds amt dsife zem B arm, w91, fT 9 R, o
b wmef e Fren o e e s Ror | were, e g e ar e
wfwefqee slael e SR WEem wivad S| A % S Fel e A 9w |

() wsae MRt sl By« wive = sFre cpege w0 3 aiesie) | dfasie
R PG Bl T (Al YIRS A, WA e AR P | S QiR w i
fgul 31 e Tvm Fare Fares AAEE, WEE ate AR | wpad g e fieRwiE st
= A | b 5 7w 2em Bfe off ERETm ey Je ) W yerksras Ay Nfekse
BiET |

1.4 Mo B “wivad wpie sa@@r (Is ethics an ‘art of conduct’?)

T siva Rt Al G e Feas [Gen ae e | FeR amme Bee fae s@
oml a0 e | N @2E e St ¢ UIaET e 9 IR
@A (Practical scicnce) | TR wifge oy wreafEe ) AERw S @iee Fere
o et Tre G P enn W el Aifeemd nenl g, AfeR B crins A
| Aol cm e /i ), caufs Fifme ) e e e

el B (Prof. Lillic) RO wibad Auate =i B ez ataves, 1fte waye(s
i Tefom sy ARRE taRnTe TR S0 | St N0e, Bl Sl e e
g e Frp e wtee, confA TSl WAEE W T T Tare whEl Freme wE |
Fmﬁﬁiwqammmﬁwﬁﬁﬁﬁqmﬂm R A SR Ume SR =
AfitarE <fRe TS Yif)

i i e ware i TEne T Wieled wee ParsseiEae e St
wtelfiry =rere et Rue @ s e T 2o, Afcfmes @@ wrd wenfmm R b9
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At R o 2R W s, R siA T A s dive, ade wel are @ v |
seale AT AT TR iewR e wE | iR AT S e SREEE A e el
wifn, frg wgarfers o s B dele o) o 3w, FiEe SRhm e
@ mw A RS e i T @ e mhes Ny Rt e sfvem e, Sear e
wfesiinry GoE, @i FeEa B0 ey @ 9 IEiET YT EEERE Y iees awin
sl | awiig cona PR AR Em Rer e o i o oifEe S e el [ ) ot
wwiifElls @ 4@ T wE wbre siEa /R sare erfaem, whee 53 R F R
wraren | g sifen orre Tl g o ubader SR E AR 1R weE s R o e
S Hived afmiegeie |

1.5 Mfefmi eiesa ecaraame (Uses of the study of ethics)

Aifafam Arr e, Fs anasT Th @ -

(<) ffen s, ffSa wpatte ST S ©F-, E-SE e oA aEe e e
Trelfe 77 0, S feE 9, ST e e winet ARE 50 )

() el 7o) @ Ty e TH0Y SEnE 4R o6 | He SRR TS 9 0 e
gt eirmme w1 e fHmE e s A |

(i) el yoe Wi, qagilhs a0 AfefE S e e T WR o | e
T 2w $BE AifskEaE w8

(9) Afsfam game o Sifeiwn = oF s ﬁlmm weete, FrEsrs s g s
TR WEE SHET deibie Fars i |

(i) +NfafRmm Swmm T S A9EE o BT mald o8 e 19 T0e, U w0, owlfee
A ST BT SN STl ¢ WHler WA oo e fre i

1.6 I (Summary)

oAl T e s eny | wEEE e eim el g3 B[R el ae ) o oW e A
SR AT G SR TS B A @l (W iewend Wuiis i |« fEg ameisam i
stte Afafm o A el Lo | _

Sifsfram s fom = T umEeR e At ety Aed e grow | @2 B
T WA N A W S 1y A, FEAE wiwe Toge @ «F ST S
trrerar s wars < | Aifefen epfs = of6 ol i Fem a1 e s
frn w50 1 5w e L ARSI, O] B A draen Atenl aEm w
e s AEsERR B e e |
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1.7 eui=slt @ S@d HuTe

nfre erar :
| AtfefEme e i . (Saq 12)
2 R o= e Rem—fR® smmr g e (w7 1.3)
3w B AEETe e feme (¥ |4)
RisierltT $
| lifsRmE emfe e sirEsD o9 (G | 3)
2. A B e e F Ra—eiEnT w590 | (B | 4)-
3. AR wice = o Mefmm sitka ammive) ST w7 | (Bw7 1 2. 1.5)
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GFE ) FAeF 6 WHGF FIG (Moral and non-moral actim_t;

Jri

2.1 AgkE

2.2 @ 9 Nferm [ R
2.3 dfves faw ¢ 5@ [fon w1
2.4 FuaE 9o fvmd

2.5 S, gl @ WIEE

2.6 Sy e i

2.7 tafes fsia wge

2.8 ‘o wpEwi Gl

2,9 (AR fvem Raray

210 fEs fomae A we
210 AR

2.12 EEEl 6 TEd AuEe

2.1 &@BEA (Introduction)

T b 1 e B O v i v R o 1 2 B A 2 O
TfefmiEe g dets @ a0 @2 ) 9 it s o fBeE w-sel e
1 el | s FG @Ie GiE FE TEEE G T W e 0 sidie sEy 9 Ty Gerg
T | SIS, (4 A G WA @Al AT ojd ¢1E, wefle GrE wEE ©@ ] W, W Al
T A S Rl N A, T T ST | (RS FIEEE (e FhE (wdfie SR )
T WA T S BiEE e | S Sk SiEE (R | E CEge SR (e
camll , 5Ref e et R o e i, ouE o e e« ) o S
WAy AT A, By ATEEES S A ol 4wl |« qETel den e G sen e
T, T T WS SR 95 Fate o | ST T 20, Gles S e 6 W
s w0 7 | e T A e o el wl e ol | wiEE el w9 e efve,
wd © wae ww ) e A W yuE eE SR @R A, Sfe-affe siee @R
Dsfaam e e wfes wwh Tage o)
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2.2 wie o NoRwme [ Ty oy (Actions not come under the

purview of ethics)

R 3t i 6 ifies i w9l wr—af a1 Wit | afbem @mE W ST s
QR O AT, WAt R St @) A A1 afer fem S J S S
s e, fg wtafes e cwe Som Rt Rl OFM (72 | Affes G ifee o g
i wwm1EWW+ﬁﬁﬁﬁsmwiﬁWmﬁ%Wﬁmﬁﬁﬁwmaﬁw

T ;
(%) orEEaetlE @ (Imitative action) - o[ S B G D R Sl SR
Mﬁamwmlwmmmwmwmwmrmw
PR SrA s A | (ORI Re S SeiE) @3y @2 e R v e T v
O 7 G G St wdie em-ee 9, i AR [ w9 = ) S
mmzﬂ&wamwﬁﬁw%mmqmmﬁqﬂﬁmwm,wﬂ
fore wrs frafs e wace way | _

(4) oS T (spontancous action) : 92 G A cwg @tmRay sl A
A @Al S e e e (B | 2 o e Frm o 2R @ fg o
wetq FplD Ol S A | S TSP T RAfe W A |

() e eijfEwie @ (Instinctive action) : & o sxafs 213 ovea RIS @ e
AT, %% 7 3 A 9% WG T W O] G A SO 9 R S e
wmﬁwwmwaqf%wwﬁm@ﬁﬁﬁmmﬁ%ﬁma&@m

(%) efE=el 189 (Reflex action) ; 1R @ 9B et oz @ wewidn efsfm wm v
el fmt 7 | off Wil ww | a2 BeE o wmior cor fEe e e eifsfem
T (Rl aE A REe AE TR o 6l e Ruag fag T

(&) JAFSEFT FO (Compulsive action) : CHI T 7 o= Fgey Fiw 20w 14 w41
oA ol e e Wiy o M, e B @Ry wewE @i o e e
Gl Hfee Mo wesfe 71, snd aRE 4 v e wmh

23 afes fFl @ oin Rfem W= (Voluntary action and its different
stages)

ﬁﬁms@m@nﬁi@mﬂmmmmmmw@
Enﬁﬁiﬁwﬁmqmmﬁmmﬁm@mﬁhﬁwmuaﬁwmmm
TS AR IHCH AEC AT | UG A T WA G 9B DG WS e s
I TS T | YO, e TG ARE RG] AR @ G e Bfos-wrifee, sm@-ws
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Tayifn @Afew [Hramd s T afves s Jese FEe A ey unE [AR—-awbe, i
S A W

(%) afre T (Mental Stax) . FETHT T Tire B m [fes faom G e eifefzn
T YT, Sdle dveT T e W SE SEeTE e Giee 3 a9 sere o |
% ergfen g e = aftes o aEEE e e [l vg 1 Sl wing e e
fr

1) TEEEN (Fecling of want) | (@A 2006 (G092 B @ 57 dftes e TE BeR
o7 WERETAlY | @B SIEEEN A e e, SRE wRfee 209 7T | TSP & R |
FTAMTE SEfaEd s Jes fFam 5

i) ¥} (The End) : T8M 4RTHE O] W& DS A 403 9344 T AR A | G Y (40T
=l g wd Oie e ware A | weney sfewsl e afe g @nft T s sig 1 Ae
TAF WER 1 WA | g Agh =T affeE E e ek 9 G WiE, SSEne e
FAEE 4Rl T Al A AT T T e AT '

i) B (Desire) : (1 TG0 <A SMSE ¥a WA O AT AR el SRE o o wiE
o 4 W ] AW A1) S 4l el BEE| A SR, TR TR U G e
wam el 1 Al oE FAre sEaile wa

w) B %6 (Contlict of Desires) - BEAL 40a2 =ifdwe =@ 409 S5y | GFH7I0Y SIGes -
I A A el e weifEE fon s S 9 i s AR g o
gl GFlfEe FEAI AT G WA T A R e @ oouft @ i |

v) oo farasat (Deliberation) ; Fhi-Rraty Jtm Gofa fget efdfdn 9 v ond v wo
Fetfe eaem | T EefEE g [or wE o Sl YT TS A gy v ©l
firdtom w1z w@e vfefua w wew zewl Ofbw | geak Rita s wy e gses s
aTa W W Bl T @ aER e

(). RfEw W (Bodiiv Stape) ; AP wrs wwE o wdie wrwg Bieifes zema v,
werS F0E AT T W RS AREerE w9die e REETeE ernee T ) e e
we e WA W wdewl gred Y [l wEa, eRe et *@1@ QAR trle
“feetare Bret =m
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2.8 "©IF wivared @Y (Features of ‘good’ conduct)
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4FF 30 AN (TfOFe! (Business Ethics)
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“Even if every company on the planet were to adhere to the standards of the best socially and

enviromentally responsible companies, the world would still confime toward envirommiental degre-
dation .
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“In the conflict of the clams of socicty with the claims of the individual, two ideal and absolule
confront one another. There is the demand of the group that the mdividual should subordinate
himself more or less completely or even lose his independent existence i the community, the
smaller must be unimolated or self-offered 1o the farger wnit. He must accept the need of the
soclety as his own need, the desire of the society as his own desire: he mast live not for himself but
for the tribe. class, commune or nation of which he is a member The ideal and absolute solution
from the individuals standpoint would be a socicty that existed not for itself for its all overriding
colleetive purpose, but for the good of the individual and his fulfilment. for the greater and more
perfeet life of all its members. Representing as Far as possible his best self and helping him 1o
realise it it would respect the freedom of each of its members and mantain itself not by law and
foree but by the free and spontancous consent of its constitulement persons.™
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TH 1 i e fy TarEmd 2o :

219




TRAESA, (F9 (ACCOUNTS. FEE)
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T AATE FAE, T (COMMAND. COM) STEresd Faf@jra| 539 TR Arel Jrei
TR AT T A, G, G, 6w e
@E (Break). (8 (Del), @9 3§87 (Mkdir), 76 (Set), 7 @%5 82 (Chdin), & (Dir).
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Copy | < BEE ¢ 5| |« #ETT =)

222




| < BES = = [« #lram o
|/F&] a1/ (@)
Copy < “1UGAT > 4 < PG > < 20T > (SE) |
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7.6 O FAMG

Crifafie sulsdrErs ol 2 95 TG | GFE A eEinm oRE e g3y =g o |
FurEiE g
(%) ECHO |
Brualr —y GFT 376 S0 O (on) U= BT (off) TECS AR T
T :
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e
ECHO (OFF)
U
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(#) GOTO
Ty A WEE et ga o wieke Tuis aEe w
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(i) 1F 1 AR
TR oy AT TES arEhn oF oy wiefas sure aage wm
oI IF = %@ 5« TS -
1 & = Conditon > < Command =
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BrE] oy A6 FEER TE TN TR TE |
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(&) (REM)
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S T |
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(WINDOWS) - e e
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s o Fo-@n R IS e A w9 2, Py SEreren oRGa Wi @R s
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R G SRS be FO0 SiEeAl 999 |
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D. My Computer
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s e R T R R AR S TR '
BT (Start) CFRA AAHE ¢ B JaE_ GO @ Tl stent fifen R avw o ana )

[] Documents »
[[] Programmes
: GF PR T e s
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o e o fivn @S =9
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(@) feme (Display) @H0% B WS AP W | eum ivim, Faw

(8) fE6m {Printer) JF HEE T femm wa G L fEom TE
AN oranl T :

(5 WEF (Mouse) WS IS ciffweq T )
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7.10 F==e

Barw! FEAGOR e «l wmeTE W cie Rien w1 v A o A G
R R R

BIAATaE M6 (Start) A s @3y Fobw G aum = B 9w |

| e ot cefb 2R 4TS, ST T wiged | arerel e wierl wEm e
sifafafeg =02 | @9 My Computer, Network Neighbourhood 2gf® |

G, . SR (R ARSI e WA e e WA |
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FEGE A AR WUENE R weenta T vl A quel Sif, s, 9o
bl defe el 1 |

7.11 SrEpAreal

.

Tl e A . :
() oAb FrvweE = — — |
() ————— 9fo wEEEE | :
() Bowd wiFe avg =P e @ w9 9y ; : |
(%) 1F-a7 FEeTm ——— |

(8) CLS-9a P ———|

(5) A A THE ———— |

(W) GOTO-F Febs ——1

(@) “Hurras Al go o —— |
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() BSm e ————
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(%) TR 3.
(B) WA 3.4
(8) SRty
(%) To 3.2.8
(a0 wwrET Qe
() TR 3 b

7.13 &=}

(%) B.PB’s Books on Windows, Word, Excel, Access
(2) Computers Today (Sceond Edition), 1985

—D. H. Sanders

McGraw-Hill Book Company
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s (Processing)
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ey sfesfs Feg 9@
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8.4 I geed e
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8.4.1 7@=F (Accumulator)
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l
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o
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$.4.2 # (Loop)
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|
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8.4.4 AHBIES (Operator)

cielie ieife st & Rfenwmen vl e | el A esie R
B i

o fififET «fasts {Methematical Operator)

® WHS-emE #FFE (Relational Operator) |

® - #ifEnEm (Logical Opcrator) |
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W AL=0 91 B=09R QI =0 S, 1% ARaeTieE 1 (AVC) = TC/Q

(A, B &R TC 7904 S99l 0.8 91567 S emasal weafE )

T Briead e sl g IfF-se ARBE | gl ‘SRt el 1fe e
ARBETT SiE B G @ ‘wet—al i PIRBFTRT QTSI R G —HEaE e
w41 u |

8.5 cellalitaa aresEs
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8.6 cellelific-am eraty Swizae

IRl S S FAfE el erafy {fen et e | @R rapFE st =% bfire
AT Sl T R (Basic), (REGA (FORTRAN), (38 (COBOL), C, C**, Zwnifw | wipsrar
93 @fr stafics Fry e s e o2 S fer e e e CTBhe gl |

8,6.1 @B (Basic)

T At 2 T Beginner's Al purpose symbolic Instruction Code | 9% S ceiafii
FNE & YR w, IR YW erad G% wrEwe @il s el T Bile s
Al A A (g TG vt AFT @RS TR AR T ) we wa-esE o g w2
T T FEE 9% SRS @ RS AT O BT | 19631964 S AP Sl efr w
AT S i asi wRfe sraifite e AffEa e il @b s e Ao (@
Il G WA o, 1Y i e I @R 9 e | gam e @B s ae
ciel A

8.6.2 (ABE (Basic) c2Mans

el g Sl T T R e @l s eidine ol TAITEE Fars

A T 4T Gl TofE W A ol wieh el S Bl teR wwe
TS it wafs e, B, Wi g o A WA O Y, G Beefm 4,
WS A O AR WS o T G T el @3 R (A <R | e @i
cenelee Rl sl o @ R g wEk e T A = e

N § = T am

ADY = witdg fam

D§ - weireg fim

() = Berf wEpE S

L = &fSras A3

W = 3

K = Yol wrara =ifaane

R = e

TC = ip =7

A = =T T A

B = TA4E S 9

F =P amm

A S e e i | _
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10 RIM READ Name, Address, Day of the week, Quantity produced, Labour requirement,
Capital requirement, wage, Rent, Fixed Cost, ;

20 READ N §, ADS, F

il DATA “XYZ FIRM™

4 DATA “12-AB STREET”

Al) DATA-500

o) READ D$. Q. L.K.W.R

it IFQ=-99THEN GO TO 270

sl LETA=L*W

et [etB=k*R

10 LETTC=A+B+F

[1{1 LET AC = TC/)

120 PRINT N¥

130 PRINT ADS

14i) PRINT D$

A0 PRINTYA=ULA

Il PRINT."B=1U: B

170 PRINT “Total Cost = = TC

150 PRINT “Average Cost™ = ) AC

199 GO TO 60

0 REM INPUT DATA

210 DATA “Monday™

220 DATA 430, 50, 30, 80, 100

230 DATA “Tuesday™

240) DATA 400, 45, 28, 80, 100

250 DATA ~Sunday™

20l DATA =99, 0.0, B0, 100

21} END

$.6.3 celiaice A

Wit aeEe EfHe eEm Gwh e e ) g3 SR elEem ol @ikEm foed
e, @A @l e B e i e w9t ot o @ ellior sfel @it 1,
20, 30 T T frn Bfes wom ) 98 Bfeewsd oRm (NeE TRNE U i
el PR Grite FodeE Tive fra s 1 | wiE edwlie o erm e s g
T | el 70 WEE AEA ¢ 190 T TS GF 964 NI00E | GO TO—ml aTSi @i
e qenE FJe) AT T .

10 T AR REM"#Falb T @1 B0E RS T 1@ (O Array 9% 55 Fifsfe
By siom U8 QUi w9 I |
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20 77 TR READ ——%f6 Seraifioffer siinafo amaf e s w950 20me Nd ox
b fow ment wme ot gof Alphanumeric 5591 @RIFRE @9 1

30,406 50 99 TR FREBTET U FAAANL T WAL | DATA' 8 43 SUpiRRITE Hiow
TAES =T Wi Alphanumeric M TR TR O 0w -Brew T AT Ll

G THA FRLAT WTEA 20 TFF ARGE GWwiD .

70 7T AZAD Freszrn T AT WA | ST R T S 5 oo
Q-9 3 99" FIrw TERE fTe 203 | AT BiE Q= —99° firs =rA

80,90, 100°8 1105798 AL (2iSmam spiefen wabe e L eT i e A B.TC
¢ AC (RIEIE DIFEETA SICT 9 TRelR TOR1 A, B TC @ AC @1l 9% 9ol st '

120 (0B 180 =194 @1 2R0E G1l Forsf et erei s w7 w690 | PRINT sl
% A SR feET i o v

190 747 #iEH celistifr A o0 A B o oS wre sEal e fie
(G| AW+ 210 (4T 260 75T FEA *[% SAPERRAT T w01 2060 T 150 (WEg T -
= -9y TR weafe | SR 70 TE AR S e g e g

270 799 S CEND' -0 el oy ape fne i

(AR G o T 0.0 b ke dasifrl o0 Bals T S e .8 A
CITE FREET @ FAR s el e e ehdefice S fm

B.6.4 it weliwe

mm-ﬂ-ﬂmmmﬁmwm?mmmm?mmmwwwﬁﬁmﬁmwmm

SRS TARR (UCT #A | WE ein e @ Output S5 (67| 74
XYZ FIRM
12-AFB STREET
Monday
A= 4000
B = 3000
Total Cost = 7500
Avergage Cost = 16.67
Tuesday
A=3600
B = 2800
Total Cost = 6900
Averapge Cost = 17.25
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WA -a
() READ
(2) GO TO
(®) DATA
(8) LET
(e} END

8.9 shdeidl

(2) Computers Today (2nd edition)
—Donald H. Sanders
MeGraw-Hill Book Company
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GFF 9 0 Ms Excel

sl

9.0 G

9.1 gt

9.2 MS Excel-9a a1

9.3 Menu'¢ Dialog box s wiae
9.4 Format Menu-7 Fuifio faad
9.5  Formatting .Tﬂﬂthl'l'l”'l-fm LIRS
9.6 Worksheet 7 wiine g vy
9.7 Excel Programiv *f © o8 Fal
9.8 Excel-w @4foa el w=

9.9  SEpEL

9.10 &Fa=hg

9.0 ©THA

G GTBH (U HE AE—

SEPRHD Spreadshect '@ S et ;

MS Excel-9% TafEef ;

MS Excel-as (R Beitinem #1659, o rows (S i) column (Sarg 517,
cell (SFH T F), cell pointer (2TFY FOM) 2w

Worksheet-a ffén o P ¢ v fHarm—

0 UEE 0 ¥ 3 R O AR

Toclbar ¢ Menubar-&9 =524 ; :

@R iR eioe ge wifen wam owfee el

Worksheot~99 SFEe WiTEd "Iﬁ‘i@/ﬁ;
Worrkseel TRE®d @ 9 |
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9.1 ewla

eSSl TUprE AfAfe Fratm 7 Ms Bxcel -8 S SR | @etfes [
FE MS Excel-i@ Tz Goirs 31 wanf Fobd o PRausig 99 99 T0es e | avE
sgeAd we ARG (computer) SISGTE Hifgw T AW 4% worksheet-99 SOTNE | el
worksheet-6F TR SPRAT Werd ey w1 afb wfve e Wit forwsn e
e T, af (1 G CRLEE Slrae | a8 A e TR opafe AT Adai 6 ol
) A |

9.2 MS Excel-&d bl

Software packape TR aifeifEaE = spreadshect 3 PA=A] il §o A%Am TG o |
@ iy e crafbaia Tagn afRi e @Uba (graph) SFS T AT L 9T rows (S99
firs 1) @98 column (BRF AE) AFufe «ah Fue cfesmibrET SwETTE waorkshest 3
spreadshect 7 | Excel-a <l 9842 [@fen. el R wuqf ®ien worksheet-d ToPRH
=4 = -

Rows, Column <38 Cell :

ol row 9 Sphs AwWR@ o9 470 column A AT AR MCIGPYE T gTH T |
- Worksheer-a2 ¥ @s wrefirs #ifEa 9 ov@ e A 1,2, 3. 29 e otenl e | @
sheet-d 9897t 16,3845 row WIEH | WGASTA columi -1 9 (I BERE SAMT ALB.C...
orif sl a BiE o A i 2 o) 6T T 71 column-FTE AA AB.AC. AZ,
BA. BR.. BZ, CA 2801l 719 crau) 201 3B sheet-4 a7t 25608 column I8 | 93f6 worksheet-
@7 el B = AL (column A, row 1), F1die g6 wRre BES TG G @0T column-
@7 MR @ i@ row-wi A TEES T | A —cell B6 T column B9 row 6-<F FREANPEE |
3 3t wrafie AfiEe FHFTs S @ aEl @RI T OR—E3 B 12 TS @R
E column-¢% - gell 3 (A 12, @& 100 FHH1 €3G 20 06 ARE worksheot-44 g
el % (3 'a SRFTE SRS W G 20 A SRM merRaes | g w18 row ¢ 56
calumn FTE o116 00 % =41 GG5 C 3G 20 cell range- 90 <78 cell range GRS S91 '
b Mareas) =6 €3¢ G20-97 Wy @b o wE wREd T wehe T

i SlTag, T, 91 e ©ur oM FREY S U EF el Al TEDIS et

@A ETA WS income cell B 2-09 U @] WITR 35045 (Fig. 1), T qft e wa
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A B C D D N
! Income :
fikiaia” 35045 45061
3 21010
f 4 66071
fow |

R @R AR T OE 2 cell-9% WM 45061 <® E 3 coll-9R IF B 2101093 = B 6
4 B 7 il gy e WREEe wE @Am 66071 TR G UEE | AT (R we e
Gefba aem evme | AT 199596 a3 il foma Refe e an Bife w6 1890
it e wam 1?'5‘?,- 10us-06 @B A FE BEte o9 | Worksheet-a 7z =75 st
il @b weErerw FE o am aR ARG 498 =421 399 Worksheet-97 G 4 @sfie
D 4-F 4 #igei @l @, wieadn oge Ao am seRdl G4 30 95 6w | b Bl 3
e e T e R e B B L R e B R o B o b B e L G e o
VT G 4 SO S)0EA @b Al e e = i el ma; Fof T 1007 iR
i A Fine =@ | =i wl B Enter Gt press SO0E T ufd cat FifER wiewm &
(T T W WA T S G oeolumn-93 Ui gioes SRl =i coursor (572 472 FAe
a1 TG AT eMwE] WS #ArA cursorld MO EAE

Worksheet-<% BaaTE WP TR scroll bar-ra ¢#ita ¢ S0 e3FW T30 worksheet
fow Towa @ TUp eaEsl 041 worksheot-99 A6 SRPS g7l 9wl SHSNE seroll bar W7
worksheet -G8 SR 31 4 frs =l 7w

9.3 Menu € Dialog box

Worksheet-9f @71 wehre Aifre @il ffes Mow -4t erad 9@ @0 mouse-Bre
wE ArE W click T WA @EGe Aly AEED Bl sem R Moy ot aeeh
Brol 1621 Mepu-6o CTEIN A | 98T Meny -0 AT O i owife ffen Readf@ o
TeEa Mouse Click T2 eraeam FEhre FEEa =2l o

© Menu bar-9 F#¥0 command- sgf g

l File 1 LE:Iit | | \-’iuwl 1tnsert[ i]?m'matl l'l‘uu[si ll]atn”\’finduw” I-{efln}

File— Mooy -0 TR 9909 504 Mouse-B0F & Menu(S 508 B click F909 E'Fl.t Al
FamEgl ae 9S8 Slg = AR File |Menn 05 click A0 ﬂTEﬁF Dialog luuxﬁ AT 2T
(Fig, 2)
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™ i e i "
Mow S elick FETE O GRD AER 8 BT workshoot sereen-9 YU BT

File Open : 9% dialop box-B4 THT worksheet-4 “rd Tﬁl‘ﬁ

[ . , CFE file N, rE 4@ W, ArE reml @ Wi w Ten
New Ctel+ N , i
HE Open-4 click T (Al F, ). Sugafars wesef File
Open Ctel Q) T & 1 Excel workbook-9% File-\{F@ 108 XLS. ¢ig] ¥z
i AREAN FilefT= coursor click #2@ FH% File®a worksheet-
* SO ([ R T B o T i T G s e e R
Save Cirl+ 5 oG W g
Save As Open=9 click T77 &6 box (14 %1% | Box-49 W47 ook
m-d FH File coam s s e Fota @ am Lok
_"‘i:‘rt Workspace i Ve SRR SHREE click TR, MleB A drive-d
Propertics MEETE disk drive-9 ﬂn;}pyﬁ ot S wEeE file/Qpen

3, Floppy 590 A drive-a W9® filef il ama | @ o
AT movse click ¥09 AT (il YFes @) ey pe e
Print Aren File Meny =#T81 B/ A6 50 9959 File G0 700 | 0w
carm s wEpile WEZ File ol G orm e e feriva
File T (47 7871 2l 423 A% workbook C40@&L 30

Page Setup

Print Preview

E‘i Dl {"th"uj__ il workbook 318 FIE8 window-08 TR 20 (Al W, 1)
L. Population, XLS. AL 2R, (Al w. 2) B TS workbook 2eTfd (4 e |
3 GDPXLS, - Open dialog box-4% A5 File name s File tvpe B open
3. National Income, X1.8, | click 205 fafd? il a0 A1 Mouse-BT3 window-3
s T Al drap (BT I @0 HAEN) A window-% SeH
Affads T4l AT, T sereon-a 9% WIS 9 HEE  workbook
i e T

Clase ;05 %560 worksheet-10 % S0 @uisie (Al + Fd) @9 Program =75 cafbon G
TGS sereen-9F BRTS GATIR AT (2)-4 click ¥R TG TR FET

Save : FHETS FEEMA Fyeel-9 @A workbook A% 2140 70701 File/Save € File/Save As %@
Taolbar-4 Save-9 click 608 File %0 4921 471 (Col + 8) T File/Save-a% 7iFrg #pals | @7
FE FEATA ST worksheot B9 BAPE RRANST computerd FFZ File-ire mafre Tm

Save AS @ Ut 7€ FEAS worksheet-B A Save A 20 Wi, 902wl walh Ci-T File
e JEE SavedAs @9 T (AL FA) 79 w0 w909 0 drive A1 Floppy A T A
Gl

Page Set up @t workbook-4a =TT ﬁf‘ﬁ TS RIEET %0 |

Print Preview : ¢ 5@ ST & 106 worksheo-Br® eraforem s asfre o -
AT L G .

Print : 4% command 95 FHET  worksheet®  Printer-@f TR Rl T amEe
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Print @ 9% command 97 #Rfaw worksheet-T  Printer-93 SHce =19iic T Gl
Toolbar-9 Print bution I9EE FAe 9% F% Tl 7@q |

Exic 9 (Al F.X)-99 TR Excel Program (972 (e wewn wy | wea Excel Exil T8 s
T W ARCE T @ warkboolk -9 FiFEy AR @ gyye T TTY S |J"~'|cm| =
click #0753 dialog box-B G141 A0 [Fig 3] 1 93 Meny (4108 @[ Sy T8 N (delete).
AR @ (copy). FOE T HIAS EAR W (cut) T NG TS 1 Redo/Unda GIEIRE
w41 T AIdln T TE C W W (R T e A AfeE w0 worksheet-BrE G GIREIE
frar wham wm

Cut : TT27 T 5 worksheet-93 TG 989 mouse drag ¥4 block FHw == &
ST cul-9 eursor click 08 TF | _

Copy : copy TR G TG Sl block FI0T A, copy-0¥ click TAE 474, <497 Q4
copy TS TI cell pointer G4 FIT B0 paste click T8 block 721 wurfE wRE e
A FIN T WA | cut. copy ¢ paste 99 § ‘Toolbar-a3t MR rsmmeite ATER T (A0S
A | aRgle @ SRHM Edic SR @A cell pointer GTAA T BT Right click Tte Bdic-
a7 fafen option-#7 740 AL | AP shorl cul meny T | _

Paste Special BRI &taE-in s (311, i %’E’ﬁ} copy T T | @b OK button {Fig
o) AR < FRE S e o

Edit

&% Redio/Unda Cirl + 7,
Can't Repeal k4
Cul Cil + X
Copy - Ctel + C
Paste Ctrel + ¥

Paste Special
Filt

Clear

Delete
Deleie Sheet
Move or Copysheet

Find Ctel +F

Replace Ctrl+ H

Go To / Ctel + G
fBg-o
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Find : Excel-g (P Fifd2 ®e re 2@ wam 596 T o0 sheat-B 71 60 Find 70 =
(@ A T TG e AT TN AL | 6% RS coursor-B eI ffiE fafie e
A T

Paste Special

— FPaste ———— — Operation
® All @ MNone OK
@ Formuolas ‘@ Add
& Values & Sublract M
® Formals @ Multiply
B Notes #® Drivide
foa 4

tnsert micnn-©%  click T4 iﬂrm dialog hox-T 79l WU (Fi i, 3} Option cell-4 click
e wF wwifs = 5EB option T8 (Fig, 6) | @slfeg wuca o5 [z awee sl 2
Sirse Froe SRl A4 | TS Entie row/OK click F961 & wlbn eomfits @ ol =)
nw."ﬂf?}f W oe 0 TRl @ row-® W ﬂﬁ"iﬁ O i R i B W{{*ﬁm Entire

Inserd

Cells
Hows

Columns

Comment

Piciure
Map
Object
Hyperlink

B FEnlive row

& Entire Column

Worksheet .
Chart

g Insert
Page Break : .
Function ® Shilt cells right OK
Mame ® Shift cell down Cﬂnﬂ;‘:!

“fmE s

B 6
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column/OK click =tz A8 =957 (1w @omm cell pointer SICE) T1T “< 9T <7 colymm 9k
774 | :

Inster/Row/Column TAG L e @ TG |

Insert/worksheet T 956 =il worksheet T8 %3 31 Status Bar-<@ 3% 6213 ) 717§

Chart ; @5 23 TS FA | Insert/Function-49 W4 stieres ffey - R
@4l T | @ER—Trigonometry, Statistics 2o |

9.4 Format Menu-4 Feiffe Gamd

Worksheet-a2 Fifén wupfs 2faes o #f=dT T30 Worksheet Formatting 8 | Format
Meni T #5793 T FRd A A e = an )

Format/Cells-a 210 RSTFE Format T40 M4 90 | Format/Cell-93 dialog box-4
Number @1 74, ©ifdd T A0 Format ¥91 37 | '

Alipnment ; @l fiffe Trwa weEie @ By AES] Forma T4 oS qEEe TH | (F
R R T e i (W 1P s i M A o = O e e

Front : Pt Wt wrEieT @R, oR T, b (style), ToARAA, 75 @ SO0 TAEH format
WA EE AR

Border : 6 3 Sreifes wou seiera Jwmm @@ Gfew w9 w0 9ags =)

Pattern : A% GO T0F 76 T BAM Format T9E T0E A | :

Protection : &7 Wil B S0wT ALAT AL FAGAL W A AT REWE AL oiteE FE N

Format/Row : 4B 7% oF smqefie Aff Tuel Frea sam w9 ois o 31 e
TR G RS T |

Format/Colun : <6 #1678 (o6 S5 Al e feed 9@ @4 a1 o sk ofem =
2 TR G S 1E | '

Format Sheet : Al (P worksheet-49 AN ARAER Tiw w7 9 ©F oleF A anfE 9@
R | B B G o - :

Format/Auto Format : Computer-4 sooilE sERARE WA 6 worksheer-97 TN
LT TACA T | 92 Format option-0 Taws wifae surs vy wwud yriFrers [E
4R BT =m0 : !

.Plncemem F G graphic BEF Excol-93 o (@6 S R F@o9m

9.5 PFormatting Toolbar-93 F=Qd

Formatting Toolbar Menu bar -3 fies s ‘ﬂﬁﬁ*ﬁ Hifre FeeiE button e g =w
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Iixcel Program CHEIREEE wE Formatting Toolbar screen-4 41 24 | W Wl oA T wE View!
Toolbar-€ Formatting click 907 &% Toolbar-B screen-93 er@fa @4l w2 |

9.6 Worksheet a1y e o2 w9

Lisell] I"rugrmu'-f'? W’}W worksheot-a9 s Tepeivre =31 ﬁi"fﬁ'ﬁﬁ shoet-1 G
Shoet 16 —93%1) 167 sheet 96 File-a #oT T | Screen-4T 4F7% A5 sheet TRAYF F4
TR SEH SR Insert/shoet W whelda worksheet T2 T W Mmasu.‘if%ﬂ' frlarn w= i
worksheet-4® RfEa gice olern 3w Aes ffes e fpe '\5‘;‘111‘1“151_%5 WHTH  worksheet- 07
gricy Ll (il

Pp Up, Pg Dn > 438 AfSE wwsm #1el ¢ = “ion Tied am )

Cirk - right £ left arcow - AP G o AT o T A W

Ctrl -+ Up / Dovwn arron - HaARR WA o WS SrE genl 1

Home —» FamE e owyglie 7k avs wpee ajenl 1w |

lind + Right arrow — TR (5 Selis Al ofm w08 Thell 17 |

Clel + Hame - > H2FETE A 0% Taql 17 '

Clel + P Up - 2044 worksheet-@ h6al |

Cirl + pg Dn —» PI0TE worksheet-4 Atent T )

F5 - (192 305 wham wi _

aey ferfmeaas . Tun @ 9 FFE coll T FHE cursor R Aelt 1, S AL cell-
B etiea =) orare AREE, TR 9 e @ |

Text : A0y B @@ oFh Taw A welte Al Bamm o g @EE Note,
dash 3l symbol-€ &3 0G|

Number : (FF F0% A FEEE @A AR @ 12,0475 11,23 50 1 9B ARnEEe
Format 2@ 91 Menubar-2 Format/Cell IHEE1E F=08 =2 1 RFLA (Al 0, B) 3 Cirl + |
FEE coll format 0 AW 1 At FlERe Fam T e i wife fe, sewn 2enh henE
@A A @ AR AT @Y Format/Column/Width %31 Fes 3l 0/ | S99/ Al +0, C, W
48 FE A 9TErE @F 93 WRE wfe aniwT ared siel e Ay wt weE Ao
Fit A Execl-9 SRE @72 Fa A

Formula : 481 TS, E7E§ 094 IFMDe 6= EQ FOF F70T 404 | cursor-i6 9@ iz
fira gotars =, Y 57 0% B Click 7909 94 | @399 + B E 8 99 T 9T G5 click
T & TP Enter press T IS ST A | GTE FACGE HeE TR T E O 0 i
toolbar-93 Euto sum (X)) WG FEE F69 | GA7F Enter-99 FRLH wElz @nTAb sitem
7871 4T workbook-@7 B sheer-95 e TRaFE wape AT Al @9 A
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Sheet-1 ¢ Sheet-2 93 B 5 5407 90 Sheo 3497 T0F BS @R oo cell pointer-Brs Shew
J-0q B S FOF A MO WA OTHA = Sheet 11 B $4Sheet 20 B S FUA Enter (ol Aoz
FAE WA | QUG Sheet 39 BSIF ccll pointer-Brs @wa, = LY, Shea |-93 B 5 gell-«
cursor chek T + |“T"’FJ, Sheet 2-9% B S T cursor click ¥4, Enter Areal aEzE Tl e STE
TE A Exeel-q 5% 420 w0 (=, 1, ete, () FTOR) PR Coll 2ire 9 Gfred wams o |
. IO AW FEE G = SUMIC S C15) P cs ¢ ¢ 15 % <=1fe 1R e
wirera WAl aE A HEd

9.7 Excel Program- g @ ¥ T3

| Microsoft windows *[ 0% %7, .

2. Program S CTF Microsoll Excel9 @ Cursor Click $90€ 207 1

3 9TSEA 93 G0 workbook YA @ O WA Book | BT BEE Q9E W scroo-d
g e* WM AN WA | Sereen-97 GFFH TG Sheet tab-a Sheet | ETU A 24

4o (AL P AL (AL E, X)) TER = “urkﬁhul et Afay umduu & Cﬂhﬁ‘ i

file menu -9 ¥R Exit- Click ¥A8 Lol (03 @0RMAT 107 | :

3, Excel @ B8 File R &9 File menu-09 B open-4 chck T5E 50 1 AT9R T
diive-To (o 62 File-fB click 272 amme 2@ '

9.8 Excel-wq adfoq tefa =

Fxeel-9 [BfEm shogr-wa A AT BT Serem = T EAloE I chart (81§ w2@
&1 sl s el eI FEm TS S e o | W Insert/ Chart 31 Chart
Wizard button 1l Standard toolbar-4 €10F 1 progs THE Excel 5@ 390 SRR 200 Chart
2T s (wlE A

LT A W A D < (6 e @l e ﬁéﬁﬁ T B (@S BrmE) |
a% el s § T A AT i o« e ol ﬁ'ﬂfﬁﬂrfﬁmm{hg.?}l '

“iasf@ wanmn affe == -

I, Exeel program *ff 908 2T ¢ WIS Fig 7-49 P00 W9 @ q0e ‘E“!T‘Iﬁ Al ﬂ“ﬂ.‘*ﬁ ¢

m:?‘d *rf*ﬁfﬂaﬁﬂwm~ :
' LM AL CLe A2: A4 IR TS | [AL : CI| FE T, urlp:ex-;m»:amﬂ
A A |A2 L Ad] TR BT Ctrlﬁ"i{“‘ ﬁ?ﬁ! (Ctrl + B) press F08 40T |
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Miscrosoft Excel Book |

A B C
| Year Total Revenue Total Cost
2 1994 2624 1739
3 1995 e 1795
o 19496 2891 \ 1820
i | 1997 2920 1903
i 1948 . 2073 LoRd
Fig. 7

3oAL 4 cel vange AR ST format Column/Auto Fit #9i@ T909 2T TS Excel TkfEwema
Gy wifm e Fam A @3 @ OJAL: C4 (Al O, C, A) 908 T3 |

4 Al - C 4 7@ T8 SN Charl wizard button click TM9 T | 997 worksheet-u?
S chart-I6 SIS %96 mouse drag ¥ O18 Y6 Hies sae @3 @ ww o sl
D 1@ D |39 SR SEeEE ol m T chan-® AR mar

5. Chart wizard Iml_inn-ﬁ‘ press T ?[ Range-9 (=3 A$1:8C§4) Tﬁ‘ﬁ_‘iﬁ_ B

@R Next = 9 elick TG ARG chart (740 9103 | A¥TA *Colunmn’-a 9TA click 09
A ¢ 937 Next > Click 69 RSl #pfy cne @4 |

7. *Colunn’ select L9 Next click 931031 Column-w@ & option-3F Step 3 of 5-4 T
TATA AR (A 6 TF oplion-B AN TG WA ¢ GHEE Next > click FE09 %74 |

% Next click %68 @3B R0 Chart G T Step 4 of 3 A1 Power button click 08
Setting-T 4 Column setting-9 7t SIPT® 17 @ 9@ Next click 908 204 |

9. Next-9t Click T0A Step 5 of § (741 A | Chart Title box @ Chart-B3 «=fs w1 fire ==
& Tl Type FAT T | @F—Yearly Revenuc and Cost, A8 Finish Click T8 %4 worksheet
data -8 T4 Fig, 8-3 W@ Chart-0 D1 (9% G 13 T%F WEe 903 906 8|
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Charting XL§

A B C D E F L
I Year | Total Revenue|  Total Cost Yearly Revenue and Cost
2 1904 2624 1739
Al 1995 2782 1795
1 1996 2891 1820 I
5| 1997 2020 1903 g
ol 1998 2973 1984 r
i T 'ﬁiE
i
e i
i i
ool P HE
i
1 [l
I il
|2 i
13

1, @ Ctrl + 8 9971 save T4 913 Excel (0% (99 IO o9 | |
@R AL, 489 (9 Fig, 8-3 @Abal weire @) w3 w5 FaERe e wepe
LA T ;
| Excel program =1 (Ctrl + (1) 5 ltfl\nrling*xﬂ fiity Open-9 chck T=HF 21
2. File/Print Preview B Chart-T7 @36 799 o A0e =9 : (AlL F, V). 1 Chan-
Landscape-a FAIF 20 OTF set up-9 BT Portrailf-a click 905 =4 A9 Chart-6 #@m
erseieicy Tl O GEeEeTT pUNE =)
3. Margin-9 . click ¥9a1 elfEr Fg T 1Wg)
4. Set up click A, Marging tab click ¥, Center on Page Horizontally-% Click ¥8 0K
click T8 =4 |
5. Zoom-4 click T3 a4l @YBA 6 WHTAE AFFESIT screen-4 LB TorA |
6. Print-4 click 3 Print dialog hox-93 S Setting T4 A | GG T A1 Pring
e waf AP TwER Copy I W Bl A A0 |
7. Print Preview/ Close 905 Chart-F% Print-97 &y ol =3
8. @317 Exit click P9 Excel (405 GR1CE W3
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9.9 SERHTETT|

| wrEEr 0f6 ates e OEEi aE orem =1 99 Excel-93 @9 worksheot-

@ e a7

{iy Andrapradesh - —— 73727541

{1t} Anmachal Pradesh —3 2 ooy
{ii1) Bihar — B2RTRTUG
{iv) Chhatisgharh = 20795956

(v} Goa ———) 1343998
(vi) Ciujrat —_— SN5U6HD97
(vii)  Harvana —_— 21082989

(viii) Himachal Pradesh r— GOTTEE
(i) Jarkhand — 26909428
(%) Karmatoka —y 527334954

2 ©E worksheet-TB e 10F 2R TR @il 9 @ % AFE 1Y A
 SeTAT 99 10 TEE (36 GERAE Ol wem onen @

Year Pellution (millipn)
1990-91 S = R43 4

190192 —— 8568

1992-93 Aoy L

190304 — 8492, |

1904-05 —_— 910.5

199306 PELE 924 0

1996-97 ——— 943 4

199798 L —  Opdd

19UK-0Y = 082.7

199200} i Hon1.1

TATEHE WEE U @R g 2l @ |
|REFE ¢ #e Column-¥ Year ¢ #F8 Column-9 Polution &y Tars =3 ?@'ﬁ
Column-4 Fj‘_m E-ARE LT Population-43 ﬂ‘fai Wﬁ'@ TATE WA | (HE—

A B [
1 Year Population Difference
i {million)
) [ o0 H43 .4
3 1991-93 ; U368 134 (=B3 - B2)
4 1992-93 8732 16.4 (= B4-BY)
5 1993-94 %92 | - 189 {(=B5-Bd)
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584 (Column-4 D-3-09 #7 (= 13.4% 100/843.4) formula 718 27
R ATER I coll Welte D4 (9T D 10 0UE WA col|og @F formula copy '@ paste =78
5T |
1. EETEA |0 A ST Y e didE, WTEES na e s e wm G
TR o A @2 TG

Polulation {(Million)

Year Male ; Female
[9an-at 2389 §39.2
[99]-92 6342 53335
992093 Ghl 3 5452
(R XSS 6735 3408
| gud.gs Had o 3553
15455490 Qur 7 YR,
[ USG-07 HYs R 5702
9oty 3.2 5753
[ OGR4y T15.7 3785

RN R L ETR T T200.5 SR0.21

5 BETEH o 6 WA O Gross National Produet (GNP) at factor cost (RS 58 | (5 weta
GNp-3 i@ 2 0T & ©f Bxcel Program 9181 (3% T | @8 GNP-2 M9t Wil
@ Chart (55 Tl |

(Current price '8 1993-94 Price 7|24%S{73)

Year At current prices | At 199394 prices
1950-51 9306 1349912
1900-04 16148 ) 203196
1970-71 24352 : 293043
J9R0-8 1 33750, : 401970
Tas-u] 53650 : HR3a70
2000-01 o450 FIB1443

forg weay e sefR R BE ) e wreE Ay« e @R

9.10 &A@

I Russel AL Staltz @ Popdar Application Seriex : Microsofi Excell 7.0, BPB Publication,
MNew Delha, ; :
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gl FETE AE A1 P 62 ARG i wEE e e gt e
i cEmE iR < S (el 2y )

— i i

GlrEE GFE mission Slick, bl (TGN ©ETE O, 3 EfETe ORTeT
CaaifaE] TTHIE | ofonl GIFTeF JioT &fon SRS Abal w4l G5 w7 | 92 [T
s GCETE N HT o T T TG A, SrGplIE FONT A PAS A,

_ R FegE STl aa i elsies 4fEe FaTe A |
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Any system of education which ignores Indian conditions,

vequirements, history and sociology 1is too unscienlific to

commend itself to any rational support.
— Subhas Chandra Bose
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