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Test Series: October, 2020 

MOCK TEST PAPER  

FOUNDATION COURSE 

PAPER 2: BUSINESS LAWS AND BUSINESS CORRESPONDENCE AND REPORTING 

SECTION A: BUSINESS LAWS 

ANSWER 

1. (i) Section 42 of the Indian Contract Act, 1872 requires that when two or more persons have made a 

joint promise, then, unless a contrary intention appears from the contract, all such persons jointly 

must fulfill the promise. In the event of the death of any o f them, his representative jointly with the 

survivors and in case of the death of all promisors, the representatives of all jointly must fulfill the 

promise.  

Section 43 allows the promisee to seek performance from any of the joint promisors. The liability  

of the joint promisors has thus been made not only joint but "joint and several". Section 43 

provides that in the absence of express agreement to the contrary, the promisee may compel any 

one or more of the joint promisors to perform the whole of the promise.  

Section 43 deals with the contribution among joint promisors. The promisors, may compel every 

joint promisor to contribute equally to the performance of the promise (unless a contrary intention 

appears from the contract). If any one of the joint promisors makes default in such contribution 

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

 As per the provisions of above sections,  

(i) Y can recover the contribution from X and Z because X, Y and Z are joint promis ors.  

(ii) Legal representative of X are liable to pay the contribution to Y. However, a legal 

representative is liable only to the extent of property of the deceased received by him.  

(iii) Y also can recover the contribution from Z's assets.  

(ii)  Small Company: According to Section 2(85) of the Companies Act, 2013, Small Company 

means a company, other than a public company,— 

(1)  paid-up share capital of which does not exceed fifty lakh rupees or such higher amount as 

may be prescribed which shall not be more than ten crore rupees; and 

(2)  turnover of which as per its last profit and loss account for the immediately preceding 

financial year does not exceed two crore rupees or such higher amount as may be 

prescribed which shall not be more than one hundred crore rupees. 

Nothing in this clause shall apply to— 

(A)  a holding company or a subsidiary company; 

(B)  a company registered under section 8; or 

(C)  a company or body corporate governed by any special Act. 

In the present case, PQR Private Ltd., a company registered under the Companies Act, 2013 with 

a paid up share capital of ` 40 lakh and having turnover of ` 2.5 crore.  Since only one criteria of 

share capital of ` 50 Lakhs is met, but the second criteria of turnover of ` 2 crores is not met and 

the provisions require both the criteria to be met in order to avail the status of a small company, 

PQR Ltd. cannot avail the status of small company. 
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 (iii)  (a) A wholesaler of cotton has 100 bales in his godown. So, the goods are existing goods. He 

agrees to sell 50 bales and these bales were selected and set aside. On selection, the 

goods becomes ascertained. In this case, the contract is for the sale of ascertained goods, 

as the cotton bales to be sold are identified and agreed after the formation of the contract.   

(b) If A agrees to sell to B one packet of sugar out of the lot of one hundred packets lying in his 

shop, it is a sale of existing but unascertained goods because it is not known which packet 

is to be delivered.   

(c) T agrees to sell to S all the apples which will be produced in his garden this year. It is 

contract of sale of future goods, amounting to 'an agreement to sell.'  

2. (i) An anticipatory breach of contract is a breach of contract occurring before the time fixed for 

performance has arrived. When the promisor refuses altogether to perform his promise and 

signifies his unwillingness even before the time for performance has arrived, it is called 

Anticipatory Breach. The law in this regard has very well summed up in Frost v. Knight and 

Hochster v. DelaTour. 

 Effect of anticipatory breach: The promisee is excused from performance or from further 

performance. Further he gets an option:  

(1) To either treat the contract as “rescinded and sue the other party for damages from breach 

of contract immediately without waiting until the due date of performance; or 

(2) He may elect not to rescind but to treat the contract as still operative, and wait for the time 

of performance and then hold the other party responsible for the consequences of non-

performance. But in this case, he will keep the contract alive for the benefit of the other 

party as well as his own, and the guilty party, if he so decides on re-consideration, may still 

perform his part of the contract and can also take advantage of any supervening 

impossibility which may have the effect of discharging the contract.  

(ii) LLP is an alternative corporate business form that gives the benefits of limited liability of a 

company and the flexibility of a partnership  

 Limited Liability: Every partner of a LLP is, for the purpose of the business of LLP, the agent of 

the LLP, but not of other partners (Section 26 of the LLP Act, 2008).  The liability of the partners 

will be limited to their agreed contribution in the LLP, while the LLP itself will be liable for the full 

extent of its assets.   

 Flexibility of a partnership: The LLP allows its members the flexibility of organizing their 

internal structure as a partnership based on a mutually arrived agreement. The LLP form enables 

entrepreneurs, professionals and enterprises providing services of any kind or engaged in 

scientific and technical disciplines, to form commercially efficient vehicles suited to their 

requirements. Owing to flexibility in its structure and operation, the LLP is a suitable vehicle for 

small enterprises and for investment by venture capital.  

3. (i) Ms. Lucy while drafting partnership deed must take care of following important points:  

 No particular formalities are required for an agreement of partnership. 

 Partnership deed may be in writing or formed verbally.  The document in writing containing 

the various terms and conditions as to the relationship of the partners to each other is called 

the ‘partnership deed’.   

 Partnership deed should be drafted with care and be stamped according to the provisions of 

the Stamp Act, 1899.  

 If partnership comprises immovable property, the instrument of partnership must be in 

writing, stamped and registered under the Registration Act.  
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List of information included in Partnership Deed while drafting Partnership Deed by Ms. Lucy: 

 Name of the partnership firm. 

 Names of all the partners. 

 Nature and place of the business of the firm. 

 Date of commencement of partnership. 

 Duration of the partnership firm. 

 Capital contribution of each partner. 

 Profit Sharing ratio of the partners. 

 Admission and Retirement of a partner. 

 Rates of interest on Capital, Drawings and loans. 

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

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

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

Note: Ms. Lucy may add or delete any provision according to the needs of the partnership firm.  

(ii) According to Section 11 of the Indian Contract Act, 1872, every person is competent to contract 

who is of the age of majority according to the law to which he is subject, and who is of sound 

mind and is not disqualified from contracting by any law to which he is subject.  

A person who has completed the age of 18 years is a major and otherwise he will be treated as 

minor. Thus, Vikas  who is a minor is incompetent to contract and any agreement with him is void 

[Mohori Bibi Vs Dharmo Das Ghose 1903].    

Section 68 of the Indian Contract Act, 1872 however, prescribes the liability of a minor for the 

supply of the things which are the necessaries of life to him.  It says that though minor is not 

personally liable to pay the price of necessaries supplied to him or money lent for the purpose, 

the supplier or lender will be entitled to claim the money/price of goods or services which are 

necessaries suited to his condition of life provided that the minor has a property. The liability of 

minor is only to the extent of the minor’s property.  Thus, according to the above provision, Rahul 

will be entitled to recover the amount of loan given to Vikas for payment of the college fees from 

the property of the minor.  

4. (i)  Exceptions to the Rule Nemo dat Quod Non Habet: The term means, “none can give or 

transfer goods what he does not himself own”. Exceptions to the rule and the cases in which the 

Rule does not apply under the provisions of the Sale of Goods Act, 1930 are enumerated below:  

(i)  Sale by a Mercantile Agent: A sale made by a mercantile agent of the goods or 

document of title to goods would pass a good title to the buyer in the following 

circumstances, namely; 

(a) if he was in possession of the goods or documents with the consent of the owner;  

(b) if the sale was made by him when acting in the ordinary course of business as a 

mercantile agent; and  

(c) if the buyer had acted in good faith and has at the time of the contract of sale, no 

notice of the fact that the seller had no authority to sell. (Proviso to Section 27). 
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Mercantile agent means an agent having in the customary course of business as such 

agent authority either to sell goods, or to consign goods for the purposes of sale, or to 

buy goods, or to raise money on the security of goods. [section 2(9)] 

(ii) Sale by one of the joint owners: If one of the several joint owners of goods has the 

sole possession of them with the permission of the others the property in the goods 

may be transferred to any person who buys them from such a joint owner in good faith 

and does not at the time of the contract of sale have notice that the seller has no 

authority to sell. (Section 28) 

(iii) Sale by a person in possession under voidable contract: A buyer would acquire a 

good title to the goods sold to him by seller who had obtained possession of the goods 

under a contract voidable on the ground of coercion, fraud, misrepresentation or undue 

influence provided that the contract had not been rescinded until the time of the sale 

(Section 29). 

(iv) Sale by one who has already sold the goods but continues in possession 

thereof:  If a person has sold goods but continues to be in possession of them or of 

the documents of title to them, he may sell them to a third person, and if such person 

obtains the delivery thereof in good faith without notice of the previous sale, he would 

have good title to them, although the property in the goods had passed to the first 

buyer earlier. A pledge or other deposition of the goods or documents of title by the 

seller in possession are equally valid.  [Section 30(1)] 

(v) Sale by buyer obtaining possession before the property in the goods has vested 

in him:  Where a buyer with the consent of seller obtains possession of the goods 

before the property in them has passed to him, he may sell, pledge or otherwise 

dispose of the goods to a third person, and if such person obtains delivery of the goods 

in good faith and without notice of the lien or other right of the original seller in respect 

of the goods in good faith and without notice of the lien or other right of the original 

seller in respect of the goods, he would get a good title to them. [Section 30(2)].  

(vi) Sale by an unpaid seller: Where an unpaid seller who had exercised his right of lien 

or stoppage in transit resells the goods, the buyer acquires a good title to the goods as 

against the original buyer [Section 54(3)]. 

(vii)  Sale under the provisions of other Acts:  

(i)   Sale by an official Receiver or liquidator of the company will give the purchaser a 

valid title. 

(ii)   Purchase of goods from a finder of goods will get a valid title under 

circumstances. 

(iii) Sale by a pawnee under default of pawnor will give valid title to the purchaser.  

(ii) Expulsion of a Partner (Section 33 of the Indian Partnership Act, 1932):  

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

faith, of powers conferred by contract between the partners.   

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

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

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

• He is given an opportunity of being heard.  

If a partner is otherwise expelled, the expulsion is null and void.   
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(i) Action by the partners of M/s XYZ & Associates, a partnership firm to expel Mr. G from the 

partnership was justified as he was expelled by approval of the other partners exercised in 

good faith to protect the interest of the partnership against the unauthorized activities 

charged against Mr. G. A proper notice and opportunity of being heard has to be given to 

Mr. G.  

(ii) The following are the factors to be kept in mind prior expelling a partner from the firm by 

other partners:  

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

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

(c) it has been exercised in good faith.   

5. (i)  The right of stoppage of goods in transit means the right of stopping the goods after the seller 

has parted with the goods. Thereafter the seller regains the possession of the goods. 

This right can be exercised by an unpaid seller when he has lost his right of lien over the goods 

because the goods are delivered to a carrier for the purpose of taking the goods to the buyer. 

This right is available to the unpaid seller only when the buyer has become insolvent. The 

conditions necessary for exercising this right are:- 

1. The buyer has not paid the total price to the seller 

2. The seller has delivered the goods to a carrier thereby losing his right of lien 

3. The buyer has become insolvent 

4. The goods have not reached the buyer, they are in the course of transit. (Section 50, 51 and 

52) 

In the given case A, who is an agent of the buyer, had obtained the goods from the railway 

authorities and loaded the goods on his truck. After this, the railway authorities received a notice 

from the seller B to stop the goods as the buyer had become insolvent.  

According to the Sales of Goods Act, 1930, the railway authorities cannot stop the goods 

because the goods are not in transit. A who has loaded the goods on his truck is the agent of the 

buyer. That means railway authorities have given the possession of the goods to the buyer. The 

transit comes to an end when the buyer or his agent takes the possession of the goods. 

(ii) Doctrine of Indoor Management  

According to this doctrine, persons dealing with the company need not inquire whether internal 

proceedings relating to the contract are followed correctly, once they are satisfied that the 

transaction is in accordance with the memorandum and articles of association.  

Stakeholders need not enquire whether the necessary meeting was convened and held properly 

or whether necessary resolution was passed properly. They are entitled to take it for granted that 

the company had gone through all these proceedings in a regular manner.  

The doctrine helps protect external members from the company and states that the people are 

entitled to presume that internal proceedings are as per documents submitted with the Registrar  

of Companies.  

Thus,  
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(a) What happens internal to a company is not a matter of public knowledge. An outsider can 

only presume the intentions of a company, but do not know the information he/she is not 

privy to.  

(b) If not for the doctrine, the company could escape creditors by denying the authority of 

officials to act on its behalf.  

In the given question, Easy Finance Ltd. being external to the company, need not enquire 

whether the necessary resolution was passed properly. Even if the company claim that no 

resolution authorizing the loan was passed, the company is bound to pay the loan to Easy 

Finance Ltd.  

6. (i)  Essential characteristics of a contingent contract: A contract may be absolute or contingent. 

A contract is said to be absolute when the promisor undertakes to perform the contract in all 

events. A contingent contract, on the other hand “is a contract to do or not to do something, if 

some event, collateral to such contract does or does not happening (Section 31). It is a contract 

in which the performance becomes due only upon the happening of some event which may or 

may not happen. For example, A contracts to pay B `10,000 if he is elected  President of a 

particular association. This is a contingent contract. The essential characteristics of a contingent 

contract may be listed as follows:  

(i) There must be a contract to do or not to do something, 

(ii) The performance of the contract must depend upon the happening or non-happening of 

some event.  

(iii) The happening of the event is uncertain.  

(iv) The even on which the performance is made to depend upon is an event collateral to the 

contract i.e. it does not form part of the reciprocal promises which constitu te the contract. 

The even should neither be a performance promised, nor the consideration for the promise.  

(v) The contingent even should not be the mere will of the promisor. However, where the event 

is within the promisor’s will, but not merely his will,  it may be a contingent contract. 

The rules regarding the contingent contract are as follows: 

(1) Contingent contract dependent on the happening of an uncertain future cannot be enforced 

until the event has happened. If the event becomes impossible, such contracts become 

void. (Section 32). 

(2) Where a contingent contract is to be performed if a particular event does not happening 

performance can be enforced only when happening of that event becomes impossible 

(Section 33). 

(3) If a contract is contingent upon, how a person will act at an unspecified time the even t shall 

be considered to become impossible; when such person does anything which renders it 

impossible that he should so act within any definite time or otherwise than under further 

contingencies. (Section 34,35). 

(4) The contingent contracts to do or not to do anything if an impossible even t happens, are 

void whether or not the fact is known to the parties (Sec. 36). 

(ii)  Dissolution of Firm: The Dissolution of Firm means the discontinuation of the jural relation 

existing between all the partners of the Firm. But when only one of the partners retires or 

becomes incapacitated from acting as a partner due to death, insolvency or insanity, the 

partnership, i.e., the relationship between such a partner and other is dissolved, but the rest may 

decide to continue.  In such cases, there is in practice, no dissolution of the firm. The particular 

partner goes out, but the remaining partners carry on the business of the Firm.  In the case of 
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dissolution of the firm, on the other hand, the whole firm is dissolved. The partnership terminates 

as between each and every partner of the firm. 

Dissolution of a Firm may take place (Section 39 - 44) 

(a) as a result of any agreement between all the partners (i.e., dissolution by agreement);  

(b) by the adjudication of all the partners, or of all the partners but one, as insolvent (i.e., 

compulsory dissolution); 

(c) by the business of the firm becoming unlawful (i.e., compulsory dissolution); 

(d) subject to agreement between the parties, on the happening of certain contingencies, such 

as: (i) effluence of time; (ii) completion of the venture for which it was entered into; (iii) death 

of a partner; (iv) insolvency of a partner.   

(e) by a partner giving notice of his intention to dissolve the firm, in case of partnership at will 

and the firm being dissolved as from the date mentioned in the notice, or if no date is 

mentioned, as from the date of the communication of the notice; and   

(f) by intervention of court in case of: (i) a partner becoming the unsound mind; (ii) permanent 

incapacity of a partner to perform his duties as such; (iii) Misconduct of a partner affecting 

the business; (iv) willful or persistent breach of agreement by a partner; (v) transfer or sale 

of the whole interest of a partner; (vi) improbability of the business being carried on save at 

a loss; (vii) the court being satisfied on other equitable grounds that the firm should be 

dissolved.  

 (iii)  (a) A company being an artificial person cannot own property and cannot sue or be sued 

 Incorrect: A company is an artificial person as it is created by a process other than natural 

birth. It is legal or judicial as it is created by law.  It is a person since i t is clothed with all the 

rights of an individual. 

 Further, the company being a separate legal entity can own property, have banking account, 

raise loans, incur liabilities and enter into contracts. Even members can contract with 

company, acquire right against it or incur liability to it. It can sue and be sued in its own 

name.  It can do everything which any natural person can do except be sent to jail, take an 

oath, marry or practice a learned profession.  Hence, it is a legal person in its own sense.  

(b) A private limited company must have a minimum of two members, while a public limited 

company must have at least seven members. 

 Correct: Section 3 of the Companies Act, 2013 deals with the basic requirement with 

respect to the constitution of the company. In the case of a public company, any 7 or more 

persons can form a company for any lawful purpose by subscribing their names to 

memorandum and complying with the requirements of this Act in respect of registration. In 

exactly the same way, 2 or more persons can form a private company.  
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PAPER 2: SECTION-B: BUSINESS CORRESPONDENCE AND REPORTING 

ANSWERS 

Answers 

1. (a) (1)  There are no minimum necessary conditions /guidelines making  quality education in India  a 

distant goal. 

(2) c 

(3)  Some states follow lenient marking in order to ensure good performance.  

(4)  Teachers oppose new books as they are not familiar with them. 

(5) a 

(b) (i) Title: The Art of Effective Listening Notes: 

1.  Eff. speaking depends on: 

1.1  eff. Listening 

1.2  concen. on listening 

1.3  concen. on understanding what you hear 

2.  Reasons why incompetent listeners fail: 

2.1  their attention drifts 

2.2 they find counter arguments 

2.3  they compete & then filter  

2.4.  they react 

3.  Ways for a listener to be more eff.: 

3.1 concen. on the msg. reed. 

3.1.1  mental alertness 

3.1.2  phys. alertness-positioning body 

3.1.3  note-taking-aid to listener helps speaker-gives him confidence 

encourages  

  the eye contact 

4.  Impce. of posture 

4.1  helps listeners in concen. 

4.2 seen by spkr. as a +ve feature among his listeners 

Key 

Eff. – effective 

concen. – concentrating 

msg. – message 

reed. – received 

phys. – physical 

+ve – positive 

impce. – importance 
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spkr. – speaker 

(ii) Summary:  

Effective speaking and effective listening are two sides of the same coin, both equally 

important. An incompetent listener will always fail as he drifts away from counters, 

competes and finally filters what the speaker is saying. To be a good listener 

concentration is important combined with mental and physical alertness. The importance 

of other factors like note-taking and posture cannot be ignored. All these are effective 

listening skills and are viewed as a positive feature by the speaker among his listeners. 

They have an impact not only on the listener but also on the speaker. 

2. (a) (i)  Clarity: Any spoken or written communication should state the purpose of message clearly. 

The language should be simple. Sentences ought to be short as the core message is lost in 

long, convoluted sentences. Each idea or point must be explained in a separate bulleted 

points or paragraphs. Make it easy for the reader to grasp the intent of the communiqué.  

Coherence: Coherence in writing and speech refers to the logical bridge between words, 

sentences, and paragraphs. Main ideas and meaning can be difficult for the reader to 

follow if the writer jumps from one idea to another and uses contradictory words to express 

himself. The key to coherence is sequentially organized and logically presented 

information which is easily understood. All content under the topic should be relevant, 

interconnected and present information in a flow. 

 (b) (i) c 

  (ii)  a 

(iii)  All the old letters of her dead lover have been preserved by her. 

(iv)  Pinki asked Gaurav if he would help her in her work just then 

(c)    Earthquake - The Great Destroyer 

Earthquake is the mankind's deadly enemy. Earthquake strikes all without a distinction of 

nationality or political affiliation. The power of a quake is greater than that of any man-made weapon 

of destruction. An earthquake strikes mankind without a warning. A modern city when struck is 

reduced -to a nibble. A quake strikes plains, seas and mountains causing all round destruction. 

The quake struck Lisbon in 1755 killing 450; Peru in 1970 killing 50,000; Alaska in 1968 moving it 

80 feet into the Pacific Ocean. Scientists are trying to find out means to combat earthquakes, to 

predict the origin of the quake so that precaution can be taken to save man and property from 

destruction. 

3. (a)  Visual Communication: Visual communication through visual aids such as signs, typography, 

drawing, graphic design, illustration, color and other electronic resources usually reinforces written 

communication.  Sometimes, it may replace written communication altogether. Visual 

communication is powerful medium. It is the reason that the print and audio -visual media makes 

effective use of visuals to convey their message. Visuals like graphs, pie charts and other 

diagrammatic presentations convey clearly and concisely a great deal of information. They are an 

essential part of official presentations these days.   

 (b) (i)  b 

(ii)  c 

(iii)  Butter is kept in the fridge. 

(iv)  A soft voice behind me asked if I was alone.  
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(c) 

Oct 3, 20XX 

The Sales Manager 

XYZ Enterprises Pvt. Ltd. 

B-70 Electronics Enclave  

New Delhi- 1100xx 

 

Dear Sir, 

 

Subject: Enquiry about Laser  Printers  

 

This is with reference to  enquiry about heavy duty  Laser  Printers capable of printing 50 copies 

per minute.  You are requested to submit complete features with brochures of the brands available 

with you along with the price, warranty and servicing details. We require 5 Black/White and 3 

Color Printers within a fortnight.   

 

We have been your customers for the past 3 years and have procured many devices from you. You 

are requested to work out  specific  discounted prices as you send the final  quote.   

 

You are requested to submit all the pertinent details by the end of this week. Looking forward to 

your earliest reply. 

 

XYZ 

Senior Manager( Administration) 

ABC Solutions Pvt. Ltd.   

4. (a) (i)  Vertical: Information can flow upwards or downwards in the organization. Data that is 

collected flows up to the top levels of management for review and decision making, while 

instructions and orders are passed down from the management/ seniors to the subordinates 

for implementation. 

Horizontal: Horizontal communication that involves communication between two 

parts of the organization at the same level. For example, the managers of a 

project in a company may hold a regular daily, weekly or monthly meeting to 

discuss the progress of the project. 

 (b) (i)  b 

(ii)  His diet program had been kept up for a month. 

(iii)  She exclaimed that it was a very beautiful scene. 

(c)  Article Hints: 

 It refers to a self-reliant India in terms of developing/encouraging/empowering : 
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 Skilled Human resource,  

 Indigenous technologies in every sector mainly defence, infrastructure , agriculture and 

manufacturing 

 SME/MSME sector by facilitating easy financing schemes and  consultancy 

 Research  and innovation ; Top technical schools /institutions to develop incubation 

centres for focused research 

 Industry and Academia to collaborate and innovate to evolve new products and services 

 Alternative fuel/power generation technologies to meet the growing demand 

 Capacity building in every sector 

 Entrepreneurs to scale up their  businesses 

 FDI by further easing the norms for doing business 

 Indian partners of MNCs 

Report Hints: 

 Total number of active cases 

 Total number of cured  cases 

 Total number of casualities 

 Total number of containment zones 

 Total number of tests being conducted on daily basis 

 Active cases increasing due to increased testing 

 Most severely affected people in the age group of 60-80 with comorbidities 

 Testing Centres 

 Dispensaries 

 Private Labs 

 Wellness centres in the city 

 Facilities at these centres 

 Food/water 

 Hygiene 

 Medicine 

 Doctors 

 Covid-19 Hospitals in the city for critical patients  

 Number of beds available in hospitals 

 Number of ICU beds/ventilators 

5. (a)  Gender barriers-Men and women communicate differently. The reason for this lies in the wiring of 

a man's and woman's brains. Men talk in a linear, logical and compartmentalized manner whereas 

the women use both logic and emotion, and are more verbose. This may be the cause of 

communication problem in an office where both men and women work side by side. Men can be 
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held guilty of providing insufficient information, while women may be blamed for providing too much 

detail. 

Gender bias is another factor in communication barriers. Due to traditional mindsets, many m en 

find it difficult to take orders from, or provide information to women.   

 (b) (i)  a 

  (ii)  b 

  (iii)  She asked her why she did not go that day. 

(c)  Minutes of the Meeting 

Participants in attendance: Director Sales and Marketing, Retail head, Supply  Chain Head, 

Procurement Personnel and other senior members 

Date: 12th October, 2020 

Meeting started at 11: 00 am. 

Mr. SS, Director  Sales and Marketing informed the agenda of the meeting i.e lack of demand 

due to the pandemic and suggested tapping the local youth to popularize  the joint. 

Mr. RV, Retail Head expressed concern over the matter; discussed ways of increasing demand by  

opening new take-away outlets and free home delivery within 3 kms range.  

Mr. AP, Supply Chain Head gave a detailed analysis of the raw material being over procured  and 

suggested  the stock be procured on daily basis from the local suppliers. To avoid wastage.  

Mr. AS , Senior Product Head presented a detailed analysis of the customer demand  in the 

past one month and suggested introducing combos, new finger- foods and snack items on the 

menu along with decreasing the size of each serving by 10% . 

Procurement team: Proposed ways of effective delivery systems and aligning with the increased 

production. Patent laws also discussed.  

Mr. SS, Director  Sales and Marketing  Gave a vote of thanks and appreciated the views and 

suggestions of members present. 

All the participants agreed to the concern and come back with a detailed report.  

ATR to be submitted by Oct 30, 2020 to the Director  Sales and Marketing   

(c) Cover Letter 

(a) Cover Letter 

 To      Date: Oct 12, 20XX 

Manager (HR) ABC Consultants 

21/3 Lane-1  

Prahlad Market,  

Karol Bagh 

New Delhi.  

Sir, 

Subject: Application for the post of  Articled Assistant 

Greetings for the day ! I am writing this letter to express my interest in the position of 

Articled Assistant in your firm. 
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I have qualified CA Intermediate both gropus in a single attempt in November 2019. 

Thereafter, it took me some time to complete the mandatory ITT and Orien tation programme. 

Shortly after that lockdown was imposed in the country due to sudden onslaught of the Covid -

19 pandemic.  Therefore I could not join any firm earlier.  

Now, I am eagerly looking for an opportunity in a prestigious firm like yours so that I am able 

to learn and grow as a professional. I am ready to present myself for a personal interview. I 

assure you that I shall work with utmost allegiance to your firm.  

My detailed resume is appended here with for your perusal. Looking forward  to  a pos itive 

response. 

Best Regards, Gaurav Sharma  

12, Civil Lines 

New Delhi-1100xx 

Resume 

Name: Gaurav Sharma 

Address: 

NewDelhi-110044 

Email id: youremail@gmail.com 

Mobile No.- +91 XXXXXXXX 

Objective 

 I seek to join a firm where I can  learn various aspects of profession and  use my skills 

and knowledge of MS Excel, MIS, Tally, and Taxation with GST.  

 I wish to contribute towards organizational goal through my technical skills, hard work 

and creativity.  

Academics 

Qualification University/Board Year of Passing Score/Marks 

B.Com DU Pursuing  

CA Intermediate ICAI 2018-19 67% 

CA Foundation ICAI 2017              75% 

XII CBSE 2016-17 92% 

X CBSE 2014-15 90% 

Skills 

MS-Office, Tally, Advance Excel, Payroll, MIS 

Good analytical and decision making skills 

Achievements 

 As captain of the school cricket team won 3 consecutive zonal inter - school 

championship matches  

© The Institute of Chartered Accountants of India



14 

 Stood first in school in Maths Olympiad 

 Stood second at the state level ‘Sudoku’ championship 

Personal Details 

Father’s Name: 

Date of Birth: 

Nationality: 

Declaration 

I solemnly declare that all the above information is correct to the best of my knowledge 

and belief. 

 

Date:         Gaurav Sharma 

         Signature 
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