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aor4eea{d.a
CHAPTN,R 1_ PRINCIPLES OF BUSINESS ETHICS:

Principles of Business Elhics:

a. Any principle is a fundarnentaltruth valid for alltirnes, at all places and under all

circurnstances.

b. It is a generalisation of fact and indisputable and inviolable

c. Scientific principles are verified with the help of experiments.

d. This is called ernpirical verification.

e. Business is an economic activity with profit objective.

f. Profit is the resultant of exchange or transfer of goods or services for value to satisfo human

wants.

g. Such an exchange takes place frequently.

h. Now Ethics is a word, derived from the Greek word Ethikos, which is eoncerned with "what

is good and morally correct".

Ethics deals witl-r conduct of a person in the society.

,,tr:lLili,

'''''ll.i:iin

:,:i:,:,:,:,:r ""$
rilrrililiiiirl

t .

j . The peculiar nature of money is that, more and more of it...[money], dilt.. tt.,*

ignore social responsibil ities.

k. Paradoxically it is the society whiclr

from.

iii.iiiiiii ..'ii' ' ' rr' ;'...i '.....i.'... '.....ii:
is tlre very source fdr.'.b bugqes5 rnah to earn his profits

,,:,.,,,i:.iiiiiiiiiiiiii: ....,,,,,......',,.,,.;i,l

m.

l. It is therefore unjust to even thi+k'..ofmnkifiS,$rofits ev€n at tlie cost of damage to society.

This would defeat the fundamestal pri:hcipte of humanism " GRATITUDE"

Acccrdi*g to sage,Tiruva;lluvir,
. r : a a  .  .  . , . :  i : , . , ; i ; : .  r .  -  : l ! :

re suiltv of
:::)lt:...:.::::t:tltltlt:tltltltltltltltl::::l:: ;:::::

know,uf nonelli'...ffi

Lr,,,frhnanfi4lkbndtrarkum uivundam uivillai sei nandri kondra maharku ] chapter- 11, verse l0

or:rfi*Ltn.at
n. Thus profits earned by following such unethical means will be regarded as unjust enrichment

at the cost of welfare of the society.

o. Thus if profit is the desired end result, then the means adopted shall be as irnportant as that of

the end. I Mahatma Gandhi ].

SEVEN SOCIAL SINS ACCORDING TO MAHATMA GANDIII

l. Politics without principles.
2. Wealth without work.
3. Commerce without morality.
4. Knowledge without character.
5. Pleasure without conscience.
6. Science without humanity.
7. Worship without sacrifice
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Ethicstalksaboutrv| tatweshoulddoandwhatweshould^, , . ,a(nM,**"

should do, we shall choose such activities which will do good for us and also for the society. In

order to ensure this ethical codes of conduct were developed. When codes of conduct wcre

followed, acceptab le behaviour blossomed.

OUOTATION BY TIRUVALLUVAR:

"Moral law prohibits certain activities. When a person ignores thetn, and proceeds witlr certain

activities. Even thougli he succeeds, the success will bring grief to him.

When a person is selfish and ignores the welfare of the society obviously his activity will result in

harm to the society. Conversely when he works for the welfare of the society, automatically his

welfare is also taken care of. Socrates was of the opinion that the most important effort by the

individual sliall be to realise and improvise the soul. That is wliy Swami Vivekananda said,

"Unselfishness is God".

According to Indian Philosophy, "Viveka" i.e. Discrimination and "Vairarye", i,e. Dispassion are
:" '

necessary for the attainment of Moksha. Therefore Socrates is in agreemenn with Indian,

Philosophy. :::t:,::: '...'.,,......

tnaiviJuat

Yama, NiYama ete*'1.',1; 
",, 

:

I ,;i,,,,ii ,,;;,
::,r'l , 

i:i:i:::::'1:

, , . : , . . .V
Constant'PractiCe

: i.,,,.i. " .1,,.t,...i: i i, i i... ' ' viveka &vairagya
,:;t11,,;: t ;ll ,,,:,,::::::::r ,, . , ,;,,, ,,.,,,,,,,,,:,,,., ::,::,,,,,,:,, I
.:. l ttt:.:::::::: '  ,t:: i :::::::::::::::::::: ,,..,,,. :,,,.:,,, i ,,.,, l ,t. i  I' . , , . '  . ' ,  V' ' :

]:i il 
':'ll: ':::ri:ii::: MOdificatiOn of thinki'g prOceSS

'::l):l'::'1"'

1t:;;1;:;l:: 

" 

: I

l , l l l i  . : l l , . l  I
, : : : : : , i : , : : : : l l l l .  t

I ::::":::::': ACtiOff
I
I

Y
Awareness of ethical good

I
I
t

Happiness of one and all
I
I
I
Y

Moksha

*According to Patanjali's yoga sutras, there are eight disciplines to be followed as under:

yama, niyama, asana, pfanayama, pratyahara, dharana, dhyana and Samadhi.
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MORALS & ETHICS

L Moral relates to principles of right or wrong. But, Ethics lneans Ethos wlrich mealls character.

2. Character is a personal attribute while conduct is a group behaviour' Morals are accepted

from auttrority which rnay be cultural or religious'

.1. Suppose a person accepts the authority of religion and religion forbids stealing, then stealing

would be immoral.

ETHICAL DILEMMA

l. When decisions have to be taken from various alternatives, evry person faces, ethical

dilemma.

Z. That is, professional responsibilities, come in conflict with our deepest values. Profound

truths about dilemma between right and wrong, there is troublesome grey area.

tonata/d'o

,ii,;,,':,::::::::
iii,,iri::il riili

:lil:ltltl:,tlil
:i,ii::i:;:::1,

How did the situation arise 
i.tili:ii $$t

To whom are you loyal, as a person or as member of the ffitt",.,.'|.,,d'..'.s ff.i 
,,,,,ii

lntention in making the decision 
^""^ """"'i'i'i""" 

'...."..i'i: 
".:'i..'.11, 

."...i":"''' 
:

Compare your intention with the probable results. ::: :::::::::::::: :::::,:,, :::::i

who are likely to be injured by the decisjon; ,''','i ,,,,,, ,,,,,,,,,,,,,,,, 
' 
"""."i."".""r'

L

2.

3 .
A

5 .

6.

7.

Define the problem 
\

How will you define it from the opposite side- il i,,,,
iliil iiiiiiliiiririi

, , i : i l ; l ' , i i i : i i ; i : '

ruf i...ii.
,'t,iil'

it:::::

8. Can you discuss the problems wim,.l e patieS.

9. Can yoU::Eiscuss your decision #ith anyUoUy without anydoubt'
::::'4', :::::::i:i: : '' ::::1:

t.,,,.Iffiprgsgd:,socie'.f14, : iiii...iiii'.'' ' : r : : : :  
:  r r  : : : : : :  

f i ;  r : : . ;

2. Maini'enance of in6rat course.
'' '::::::::':

3. Cu'ltfvclg$,..strong team work and productivity.
':l:::l::::::::::l:::::lll:l:::l:llllllll 

:l :, :::'

4. fnSUieS policies and legal compliance.

5. Avoids criminal acts of omission.

6. Strong public image and goodwill.

l r l r l f l l l l . r l l . l r l l l l l l l l . l l l l l . l l l r l l l l l l l l l l l l l t l r r l t r r l r l l l r l l l r l l l . l l l l t l
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Chapter 2-! TE GO ND

CORPORATE GOVERNANCE:

1. It is about promoting fairness, transparency and accountability.

Z. This is achieved by proper structure, process ofdecision, nature ofcontrol and behaviour at

the top level.

3. It is also viewed as a formal system of accountabilify fbr ethicaland socially responsible

decisions and use ofresources.

MAJOR FACTORS OF CORPORATE GOVERNANCE:

1. Accountability of Board Of Directors.

2. Financial disclosure and control which is achieved by corporate structure and audit

committee.

3. Stock options.

ISSUES IN CORPORATE GOVERNANCE :,,,,,,

l. This arises in all categories of Indian companies. Like PSU's, MNC's-,ffimestic bu;iness

groups.

Z. Audit committees not only consider the compliance based,.,, hical,..ls.g$bt, but ffilbok uR
:::::::: j j: :::::::::::::::: ::::::::::: :,ll

Ethics more broadly and pro-actively. 
ii.1ii. ,,''.,;..,, ,,.,,1,,.,

coRPoRATE SOCIAL RESPONSIBILITY (CSR) 
..,...,,.:.:::;.i::::i::i ,,,,,,,,,, ,. 

'i'

There is something more than making profits,alone C$R..,f0cuse$i.$i{'the obligations of the business

as social responsibilities wlrich includes the undertrentioned aieas:

' 
l"o"*'*o**'::l:'oi,tt".i'.'....''i iiiii:iiiiiil..,,,,,, .

. Legal responsibilify ' ,,'i ]i '

. Ethical.R..poolibitiry' ""' 
'

- l i  '  t : : i :

When CSn,l["bu.rgpu Uy..'6urtness it balances ethical, environmental and social objectives, scandals

like ENRON, DAEWOO, etc affected capital markets, all over the world. Therefore issues like ethics,

ur"ountuUiility and transparency became important issues.

CSR is a continuing comrnitment by business to behave ethically and contribute for economic

development.

CSR is an integrated combination of policies, programmes, education, and practices which extend

throughout the enterPrise.

WHY CSR?

L To retain social role.
2. Fulfil long term interest.
3. Establish public irnage.
4. Abide by the governinent regulations and controls'
5. Avoid abuse ofnational resources'
6. Minirnise environmental damage.



Prof. S.R. Ram Kruhna Sastri, B.Sc., 8.L., M.A., LL. M., M'Com., M.B.A., M.F.M', P.G' Dip'in P'M' & I 'R'

Faculty SIRC of ICAI. ICWAI & ICSI, Chennai. *+ t A
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EFFECT OF CSR:

l. Increased stake holder activism.

2. More sophisticated stake holder engagement.

3. Accountability through value chain.

4. Advances in information and technology.

rW
1. Adherence to labour standards.

2. Respect for human rights.

3. Protection for environment.

4. Avoidance of bribery and corruption

5. Consumerprotection.

STRATEGY FOR IMPLEMENTATION OF CSR

L Mission, vision and value statement.

2. Culturalvalues.

3. Management structure.

4. Strategic planning.

5. General accountability. 
,:riiii:i:,

6. Recognition and reward. , r 
ii: :i,,r

.i. 
l

7 . Communication education and training.,&,,.iftepffigf iiu,

BENEFITS OF CSR

.rlll::i

,ri'..'.
i;i ::ii; . ..lr

a! l i : i :: i :: 
.:: l :

'i.; ',, 
,,,,,' ., :.i:::'

,.'.,:',...,:iiiiii"..,.,,iiiii'
,fi iiiiiiiriiltltitiiiiiilrr"

4. Inc#esed saleS,productivity and qualit

5. Ah.itity to..aftract and retain employees
i i::i,:,:,,,:,:1,:..:: : :.1'
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Clranter 3 - -* Or*, *"n", *fr@' A

The work place ethics means how a person applies values to work in decision making. It is a set of

right apd wrong activities which has impact on the work place. It is about choosing the right thing

everr though it may not be always good. For example, a subordinate knows that the boss is corrupt and

if the subordinate gives eviclence, against the boss tre may lose the job.' But ethicalty it is correct to tell

the truth whatever may be the consequence.(George Washington story).

FAC.I.ORS INFLUENCING THE ETHICAL BEHAVIOURi

1. Individual standards and values.

2. Influence of the managers and colleagues.

3. Opportunity.

4. Combination of all of thern

EXAMPLES OF ETHICAL ISSUES FACED-IN THE WORK PLACE: .

A. Relationship with suppliersl ,,,,,,i.

a. Bribery and immoral entertainment. ,,ii........., ,r,:::,::,:,
:, ::,:::i 

,:i: '::,i :,:,::. ,,1 ,;,,,,

b. Discrimination between suppliers. 
:::::.:.::, .i............ ...tt,li 

iliiii.'.'i....., 
.'.,'

B' Relationslrip with customers: 
,'::":""',r,,"""" ir.i 

: 
.........i:,........,.........'.......':

a. Unfair pricing. .. ..::.,
:  : : :  : : : : : : :  i . : ! : : : i ' :

b . C l r e a t i n g t h e c u s t o m e r . . . l . ; l l l . ' . : . l : | i l '

c. Disl-ronestadvertisement
: : : : : : : : r : : :. *:lilll.frjf.lp*',n "Tl'"Hfi',,,,,,i:,,,,':''"",,,""'.

'Di.#fi'fii.nbtlon in'.h' 
- .- 

lrcffrflehtofernployees

D. Managefnent of,ifesources:'i "' 
'

: : . : : . i : .  ,  a : :  ' l i : : . : l

u.,Mi.rr" of ' .oiganisational funds.

0't','.,,tu* *ild*ion

ETHICAL..DILEMMA

Very often Managers are confronted with Ethical dilemmas while taking decisions. Ethical

dilemmas occur, when two alternatives are equally justifiable. One set of relationships which cause

dilemma are discipline, performance appraisal, internal safety, etc. Another set is concerned with

suppliers, customers, environmental factors, etc.; These are extemal factors.

Ethical issues can be broadly classified as under:

1. Business relationshiP.

2. Conflict of interest.

3. Fairness and honesty

4. Communication.
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Business relationsh ip:

Managers in general, have opporlunity to influence, their authority for employees' action. Eg: A

manager compels a subordinate to use a pirated software. This is illegal. Now the employee is under

pressure and the company is under legal risk. Tlre employee is said to be in Ethical Dilernma.

Conflict of interest: .

Conflict of interest arises when a person has to choose between his personal interest and that of the

organ ization's interest.

Eg: suppose Mr X is the General Manager, purchases, in a fertilizer company. Let us assume his son

is also manufacturing some raw materials which are needed by the fertilizer company. Obviously Mr

X will be interested in placing orders for the supply of the raw materials with his son. The company

follows very strict quality control norms for various supplies made. If the quality of raw material

sLrpplied by the son is ir-rferior, then the interest of the company will be at stake. If he does not place

order with his son, the son loses an opportunity to make profit. Now, for Mr X, there is a conflict of

personal interest & organizational interest.

Fai'ress & Honest' 
::::::::::: i.i......il.l. "'

Every businessman shall obey tlre applicable laws. They are also exfficted no*,.,* n"l" any customer,

supplier whether knowingly or unknowingly through deception, m.i'siOnreseuta#on....fraud etc. Eg:

Ij::ff:;,:::ors' 
Japan 

i j
Miscommunication through false and misleading''Ad+.tti 

'*ti; 
deception, personal selling tactics,

tomers. Trutnfume$t,::aboui the product safety, and quality is very important..

ee' .uny,,,dfr ombrs Ut"O..,'tu*.*t.l$'...A8ai*ft.lbhnson & Johnson company' The company directed the

customers o dis'no$b ofith'o,.:oofitacti.tehtt. I acuvue ] everyday and replace with a new one the next

day ftrse & tnrOWl *rhg $Uit claimed that the "one day acuvue lens?' and the constant acuvue lens were

one and ,nd.,..*"-"'.,filey clairned that the constant acuvue lens can be used for two weeks. Thus they

stated that:,ihe$.,.rirr, $1.1b on unnecessary replacements. The court ordered for payment of a

compensation of $800m.

Discrimination:

This means distinguishing one from the other. This is refered in the earlier chapter as VIVEKA.

Discrimination should be only for discriminating between the good and the bad. But discriminating

employees should be discouraged.

Three basic elements in discrimination:

1. Decision against a few employees not based on their merits.

Z. Decision derived entirely from racial or other prejudices which are morally unjustified. "

3. The decision has negative impact on the interest of the ernployees'

M.,  M.Com.,  M.B.A. ,  M.F.M.,  P.G.  Dip. in  P.M. & I .R.

tra.ern/d'o
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traeaa/d'o
Discrim inating practices:

l. Recruitment practices based on word of mouth reference of employees'

2. Screening practices, qualifications, interviews, assumptions like occupation suitable for

women

3. Promotion practices.

4. Conditions of employment, regular outsourcing et.c

5. Disrnissal - firing an ernployee for flimsy reasons

Importance of ethicalbehaviour: If ethical issues are not properly recognised and practised, following

problems could arise:

l. Unethical decisions.

2. Inability to recruit and retain top people.

3. Diminished reputation.

4. Significant legal exposure ,lill

. ::.:i:::i:::::!:!:!:!:

. . 
t 

,'. '' .;';.i 
'

. : :!::::l::::::::::i1

' ' " " " " " ,

' ': ri ,:::lii
,rrLiiill ,,iillii

i,' l:it :,,,,,,,,,. , . ' , .' . t t t .

,j:i:l:i!:!i:

. liilLli::::
tli::lttltltil:'

ltltltlll:lllll'

* * * tr t( rt rr ?t Jr t( * * * * * * * * * * tr il rr * * rr tr :t tr rr * * * * t!, !k !t * * * rr rr t( !k
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tw.e.taH'a
CHAPTEIT 4 .. ENVIRONMENT AND ATIIICS

..SARVATHRA SUKHINA SANTHU,': LET EVERY ONE BE HEALTHY

.,SARVE SANTHU NIRA MAYAA',: LET EYERY ONE ENJOY FULL HEALTH

With the advent of 21" centilry, the wortd is noticing many changes in the environment. On the one

hand rve have material prosperity and on the other tl-rere is depletion of natural resources, rising

pollution, globalwarming loss of plant and animal species.

Significantly the industrialisation has played its role to all its effects.

SUSTAINAB LE DEVELOPM ENT:

It means maintaining development over a period of tirne and at the same time it should satisfy socio

economic environment. So, on the one hand we have to regenerate the resource and on the other

minimise the depletion of the existing resources.

POLLUTION & RESOURCE DEPLETION:

Air pollution caused by leakages of methyl isocyrate, from union carbide factorlji.in Bhopal, on 3'd

December, 1984, kilted 3000 people. Carbon di oxide, nitrous acid methane and'.lCh,loto flUfb,,,carbon,

occur naturally in atmosphere. They absorb and hold heat from the,;stm. They $fevent the,he -fibm

escaping back to the space. Thereby the temperature of the earth is...niaintalned...,at an.i:ave e,.i$f 33-

degree centigrade. If this did not happen, the ternperature of the 
"ffi 

*oUil..O,iap...io low thus making

the existence of life impossible. Due to industrialisation, aVota$e E!,h-Ual'1[e4erature has gone up by

l- degree, higher than the temperature which prevailed,d,urine,l,9b0- It is expected to rise by 4.5

degrees. This will expand the deserts, menl i'b'. bl ;ca Ua$r aiid also raise the sea levels.

Ozone aeptetiOnr.:.lafid consequer,rtiai'ii$ob.dl,,Wming'ti the topic discussed world over to find out the
). t. :,;::, ,:,:l:::t::,::::::: :,:::il:ii I r rl

ways and means of preveUtin$,,,*nA,sh*b Tlib layers of the atmosphere, tlre effects of gases raising to
.:t

the diffe[ent la.y.ers and tna eoitElqr'ential changes are depicted in the form of chart in the next page.
, ' ' .

OZONE DEPLETION"

EXOSPHERE

+
THERMOSPHERE

I too r*tI
Y

MESOSPHERE

I 80 Kms
v

STRATOSPHERE

I so *r,I
V

TROPOSPHERE

I t+.s r*t
V

EARTH

Atmosphere
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CFC gases rise up to the level between stratospliere and mesosphere and destroy ozone molecules.

Tlrey remain there for 75-130 years and continue to break the ozone molecules.

WATER POLLUTION:

ln 1985, I1,000- oil spills 24 million gallons in ocean was found to contain traces of plutonium &

caesium which are radioactive. Per capita water supply is sinking and is 30% less than what it was 25

years ago. On the other hand due to increased urbanisation to meet the demand for drinking water,

water from agricultural irrigation is diverted to human consumption. Tliis results in short supply of

water for agriculture.

LAND POLLUTION: Solid wastes:

1. People in cities dump tons of solid wastes.

2. These wastes emit toxic gases like methane, hyderogen sulphide etc.

3. There are also toxic and poisonous substances found in the solid wastes like Cadrnium in

rechargeable batteries, mercury, lead ffrom car batteries], from TV pictnre tubes, vanadium

3 .

4.

Benzene causes Leukamea I blood ca4c.*,.].,,,, .:i.'i,1:llll ,try"'i:.....'.,i..i.'"i

lndustrialchemicals usecl to pr"dUCb l$itiil.'#*n fi$ti damages, birth anomalies, respiratory

S. #ffiu"nts from S.*r*iffiUUlw$,iCtftea Laundry chemicals for washing linen and certain
: ' i i i i : i

l1$iierml1;#i$it" p$#il4;6;1ffieat affect the environment resulting in drastic changes in

ei;f$[i*f ,g$yi€h Demand contents and Chemical Oxygen Demand contents.

disopdg$,;*tc. ;::::::,1: :::,::,:

1. g[$iSEilA systern refers to an interrelated and inter dependant set of organisms with

environment.

LAKES

I
I

Y

FISH DEPEND UPON LAKES

I
t

FISH SURVIVE DUE TO AQUATIC ORGANISMS

I
V

THESE ORGANISMS DEPEND UPON DECAYING PLANT & FISH WASTE
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toneulA'o
ACID RAIN:

I . When there is combustion of fossil fuels, oil, coal and natural gas it causes great threat to the

environment.

Z. Coal contains sulpltur and nitrogen: When coal is burnt, large quantities of sulplrur dioxide,

nitrous oxide are released in to atmosphere.

3. When these gases combine with water vapour in the clouds, they form nitric and sulphuric

acid.

Rains, carry these acids and when they fall in the lakes and trees water resources and other

vegetation get acidic.

Due to this, aquatic organisms are unable to survive and rivers become acidic.

Acid rain directly damages forests and wild life.

Acid rains can corrode buildings & can cause damage'

4.

5 .

6.

*d . : f  * { .  { . * * *  t : t * * { .  * * t  *  *
iii:it::i:i:.'ii:rl:ir:ii

,,t:t:i:

r::r' ..rl



Faculty SIRC of ICAI, ICWAI & ICSI, Chennai.

toartta/d'o
CHAPTER 5.-ETIIICS IN MARKETING & CONSUMER PROTECTION

It is the task of the marketing professionals to influence the customer to buy their product or utilise

their services. They use several methods to achieve this. They are as under:

1. Design ofthe product

2. Offered price for the product

3. Message used to describe the product.

4. Place,in which it is made available to the customer'

5. We know that ethics is a study about the. "STANDARDS OF MORAL CONDUCT".

6. To act according to the moral standards is called Ethics.

7. Generally people are ethical.

8. But when pressurised by the circumstances, they face dilemma.

g. Marketing professionals are prone to such situations very often.

10. Furthermore it is very difficult to draw a line between what is ethical uq$,,*,.u, is not ethical.

11. It is also a wasteful exercise to draw a two column table with List of nthful items on the ohe

side and list of un Ethical items on the other side. ,# iiiiiii$ ,i''il',.,.,..,i ,,,.]
. .. .,.,.,. :!::ir:i' ' . . . ,,r,r: .,.,,r ::lr:r

12,. .ldeally one has to act according to the situation ....'lf!'r ,i,,,......:.,iiii.......,* ii 
riiilill-i...i1.'""'

What are the reasons for Ethical bel,aviour? ..i..ii- ";r l1;:l'i.'i:ll;lr
: ::::::::i::::::: ::::::i:j ::::i':::::::::::::::::::::i

l. To reverse the declining public confidence in lnatl*q,ti:ne: 
,,,, . 

i 'i ' '

a. Suppose an organization adopted,s*S*me,runefi{ic#{fira0tiC6S in the past so as to maximise

its profits, like misleadingpaek$$iiiabobls;.,rut$'e claims ads, phony list prices,

,.,,,.,,j,,iafrruirfr'&*entof 
estabitisne$',raoemarks'btc'

5r' 
'f,sxssquently 

tbe image..bf the organization would have spoiled'
'  ! ,  ! . :  :  I  i : : l i i l :

.:c, .f,,lan." it bEdofiE$lilil"Cdirury to reverse the situation in order to survive and grow.
..i.:'.: . ..,.. . ,: .; :i::: : : ::'.

2. To avoid ineti6a3'8 in Govt Regulations:
,:::,::l::::t:" ...,,t;tl::::::;::l:::ltit:t:t::i"

a1 ,,, When.,,Un organization shows business apathy I lack of interest ], resistance or token
' : " : : , , ' : : t ' , , ' t  

' '  
,1  ^  . ,  - , - -  - , - r  t - -

responses to unethical behaviour, the Government imposes more regulations.

b. Most of the Government regulations are as a result of unethical practices followed earlier

by some of the business entities.

c. Again this is due to the failure of the management to follow ethical practices'

d. It is also important to note that any regulation once introduced is rarely withdrawn'

e. Hence to avoid further Govt regulations

3. To regain the power granted by the societv:

. a. It is the customer who by buying the products enables the enterprise to earn profit.

b. Thus the power enjoyed by the enterprise is granted by the society.

c. So, it is the colfidence irnbibed by tlie enterprise by keeping up its promises made to the

customers regarding the various products.
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Io
d. As aptly put in tlie arlnual report of Procter & Garnble, "\ffi;ii6tis-feis5rif-om ProcterAl

& Gamble walks into tlie customer's place, he is not just representing Proctor & Gamble.

He is Proctor & Gamble Himself!".

e. This means that the commitment of the sales person is the commitment of the

organrzatlon.

PURPOSE OF COMPETITION ACT.2OO2

1. Prevention of practices having adverse effects on competition.

2. Promotion and sustenance of competition in the markets.

3. Protection of interest of the consumers.

4. Ensure freedom oftrade carried on bv other traders.

5. Other incidental matters which ur. 
"onnr.t"d 

there with.

PARAMETERS OF COMPETITION LAW:

1. Prohibition of certain agreements which are anti competitive in nature.

2. Abuse of dominant position. ...',1iu.'.,. ,r:::i:::::::,,
, , ,

3. Regulation of business combinations which may give rise to domimance of po$ition;which

in turn might enable the enterprise to resort to unfair $ilot."r,,,,,,,,,,,,..,......, "rl'1i;.1.'.....i..,iiiiii'
UnitedNations'- GUIDELINES ON CONSUMER POLICY: 

,:,' ',. 
'i' 

' ' ' 
::::rri:::;::::::i

1. Physical safety. ,,,,,i,i11,, 'ilil":"' """" 
''

.:,.,:: i '  
i  

t 
: :

Z. ECOnOmiC intefgst. ],,,:.,:,, .:::::r:,:r:::r:;, ,,:::: :i::i:ii::::,i:::.:::::

" : : : : ' : ' : : : ' "  

1 : : :  '

3. Standards. 
I 

;': ;ri .',,,,',,,.,
:1;:,:::, ::::,:,,,;.,.::,lt :,:,;,;1;1;111,1:;i1:;::,t

4. Essential goods and servicei,,

',.,51i'R66Obrs 
I Sofving the djspUtes D'etween consumer and the supplier or service provider ].

*'.:6.: na,**tion .:&,lfiffiati'oh'
7;.,.....SF6"ifit.aLrea; concern in g health.

U,,...., t"**tntble consumption.

EIGHT C9N.SUMER RIGHTS :

l. Right to basic needs.

2. Right to safety

3. Right to choice

, 4. Right to redress.

5. Right to information.

6. Right to consumer education

7. Right to representation

8. Right to healthy environment "

{< :& * rf * * * *,lc :f * * * * * tr {. * * * * :r {. :B * rr * :r :r * {< :F * *
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tmetald'o
CIIAI'TER 6. ETIIICS IN ACCOUNTING & FINANCE

l. According to Henry Ford, the founder of Ford, "if a business makes rrothing but money is a

poor kind of business".

2. Until recently globally finance and accounting professionals were ranked very higli in tenns

of professional eth ics.

3. But. tlie various scandals have raised big question mark about the ethics followed or practised

by them.

4. In orgalizations Iike ENRON, Global Crossing, Adelphia, Quest, Xerox, the accounting

information used by the Finance depaltment was false and misappropriated.

Working as consultant

He shalt take steps to identiff the circumstances which would pose conflict#f interest. For

example if he professional accountant, enters into a joint venture with a tngo-t"'cotpetiter of his
:::::::::.::,: '::li:::i:,:.:::i.

client, then there will be a conflict of professional interest and vosted inter#i i.:.ii ii,iiliiir iiilii

working as employee 1*i"ri.. ..........,:,:.i.,..1i ;,, 
....'.','.,...,,..,...,..,.......'l""iiiii

The finance and accounts professional may face pressure in tHe.:follo#ing",s;t#tstances:

b.

Employer wants him to do an act contrary to taw' :,,::::;:i';iii:::::i,,,, ',,,,,-' .,'"i'i 
:""""""':

l : l l l :  l l l l  i l  . . . : : :  1 ; ! l l i l l i i : : j

Employer wants him to do an act contr#Ytoteehniehl.sgiiiprofessional standards.
. ,:::iiriiiiii::: 'iiiiiiiiiiii:ii:i: i" ::i :i ' ' : : ' : '':' 

:::' :.i '

Facilitate unethical or illegal earniil$sl'.',,,., ::, , 
' ' :

Lie or rni:slead intentional.l#",others fit" crdl8rn.rs or auditors etc.
' ' ; ' ; ' . ; : ; . i i i l i i . i . ' : ' . . '

ENT

iEnrnoingi,+il"r,h,b"infitoy""l ur. aware of their legal and ethical responsibilities. This is done

Ut i*r" emp.ffib;t$lnitiation from the top. The employer usually providesethics programmes.
'::::: ::::i : ::i::::::::::::::: ::r

lliindia }PRO organized a set of which would guide business conduct. The company
':,:::i::::rtit::::it:::i:i:i::i:ii:i ilt:ll:,','

"iifidiiih"O 
an integrity manual which guides the employees when they faced choice'

Z. Providing a communication system by which any employee can report about fraud and

mismanagement without the fear of being reprimanded

3. Ensuring fair.treatment to those who act as whistle blowers.

REASONS FOR LNETHICAL BEHAVIOUR

1. Emphasis on short tenn results.

2. Ignoring small unethical issues.

3. Economic cycles. For instance when ENRON was doing well no one bothered to understand

the real financial position. When the economy took a downward trend, the finance pbrsonnel

had to take decisions, which were compromises over the established ethical codes.

4. Accounting rules. Due to cross border capital flow, accounting rules have become very

ccimplex. Hence it is very difficult to identify deviations from these complex set requirements'

ROFESSI
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tongald'a
I. PRINCIPLE OF INTEGRITY.

2, PRINCIPLE OF OBJECTIVITY'\

}. PRINCIPLE OF CONFIDENTIALITY.

4, PR.INCIPLE OF PROFESSIONAL COMPETENCE AND DUE CARE.

5. PRINCIPLE OF PROFESSIONAL BEHAVIOUR

THREATS:

1. Self interest threats. Example: Over dependence of client's fees. In appropriate personal use

of corporate Assets

2. Self review threats. Example:Reporting on an operation of a financial system, after being

invblved in its design.

3. Advocacy threat. Prornoting shares in a listed entity when the entity is Auditor's client.

4. Intirnidating threats. Threat of dismissal over the disagreement of accounting principle

,1,1,,'ljllrlll
]i,,l:l, ::r:r:

lni]]1. Created by the profession, legislation or regulation'
::::ll:l::.

l,l,:,:,:,:,:i,:a' Education lliljljij'.jiit.
b. Development & training. ,.ili......i:

c. Standards .:....:.
d. corporate governance regulations. 

t:t::.:,::::t::::.:i:;:::::::::.:::: ,,iii,'iiiiiii: Itlir ,,, ,',i"i

rf employingiiiargailiibiio$.t::;:1:::1111;';1;:1';:::'

b,.............$tibng internal .Cofitroli$i i i, 
I ...r.r.,,,,l

......cr.. nnrrobriate,rdiscinlinary procedure.

d, 
'.',.*6tt 

esehiliShad and streamlined Policies and procedures'

",,., 
t*ut*Ufi, communicating system.

STEPS INi SOLVING ETHICAL CONFLICTS:

L Relevant facts.

2. Ethical issues involved.

3. Fundamental principles related to the rnatter in question'

4. Established internal procedures'

5. 
'Alternative courses of actiou

* * *  *  *  * { . *  * * , 1 . * * * * *  *  * , 1 ' * f  * { ' +  * *  * * {<  *  * :F *
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i : i : l i i i i i
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:::

: :il):,t.::::
] t  :

l l r l
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ac/r&Ada(d.A
I}USINE SS C OMMU]IICATISN

ESSENTIALS OF COMMUNICATION

1. Meaning of conurumicoliott:

- a. Every individual, every living aninral, plant and any being communicates'

b. Communication is a process.

c. In this process tlrere are two parties, viz Sender and the Receiver.

d. The sendbr has a message. This message may consist of information, order, command,

circular, letter, advefiisement, or any such matter.

e. The sender codifies the message using well accepted symbols. This process is called

encoding.

f. Then he chooses the proper medium and transmits the message to 
lhe 

receiver.

g. The receiver in order to understand tlie intended meaning, ae code$,,1fe messa€e'

h. He encodes his reply, chooses the proper medium and sends backltb tfie t""$91*1 
,lii,

2. Principles of effective oral communications:

i1:iii* 
i 

_ 
rali$e worffi$iaid,$6i]$;li:i:ii

' ,.h'ri..: Allbw tirnei.to- re$pond.
.i'.: ,,:::rii.'. i

3. Some of:fhbi'i.urons for choosing oral communication are as unddr:

b. Clarify:
' 

The terms and usage of words shall be un ambiguous so as to provide the exact meaning

to the receiver.

c. Completeness:

The oral communication shall be complete in all respects, namely, the content, the

meaning 
"ind 

the grammer.

d. Conciseness:

e. Correctness.

f. Courtesy

g. Concreteness
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4. Body language

a. The various parts of the body like eyes, eyebrows, nose tips, head, lips, hands and legs

convey the nrental state ofthe sender. For instance the anger ofa person is knolvn from

the DIALATED PUPIL of the e1'es.

b. The science whiclr deals with the study about the body language is called KINESICS.

c. As a matter of fact, according to Paratos principle, 80% of the message is communicated

by the body language and the remainin g20% is conveyed, by language.

d. Psychologists have proved that even if a person cleverly hides his mind his body reveals

the truth without the persons having control over it. That is how the Police personnel are

able to detect the lies uttered by the culprits. When a person tells a lie he avoids direct eye

contact with the opposite person.

e. Some of the body postures and the corresponding hidden signals are given below:

a. Paralinguisitics is a study about the vocal characteristics in communication.
tl rlllit:t: :i::::::::;::::::

b. They are tone, pitch, speed etc.,

c. The melody of the tone associated with language,, .seo inai*ai['tnt int*ttlary:]ln'
,,,,,,,,,,,,,.,,t:',',.,,,,.

emotion, attitude and the character of the senderiot'the.messa*et

d.ThespeakeruseSavastrangeofvocalcues:::ihsulH:der:.:;::..!.,.:l:l:.:lll:;:lil.i
' ' : ' : : ' ' ' : ' | '  :  ' ' ' ' : :  ' :  !

l. Pitch variation. I the .ung",,o.f,th" o$bVo,,,tr 1.'',', ii''',iiii.i'

2. Speakingspeed. :ii:i:r:r::iriri;i::

i,.,:,, 
3 Pause' 

,,,,.,.,;.;,,,,: ,, . 

)

:i,::i:::i,:::::::::""''u, VolqmUil,ta*tnEf:iQnt.llttttttiti,ii,;,,,;it,it':t'
: : : : : ! ! : :

5. WAn ff ueo"iei, I using fill ups like I mean, you get my point, oh, hum etc]
::':::::' : : l

,,:,:,,";"""" U..',',,,,,*OtU t,t"tt

. :!HAVE, YOU SEEN MY NEW BOOK? "

:.:.
..HAVE YOU SEEN MY NEW BOOK? "

..HAVE YOU SEEN IryNEW BOOK? "

..HAVE YOU SEEN MY NEW BOOK? "

*FIAVE YOU SEEN MY NEW Eg3 
*

When you read the above sentence giving stress on the bold and underlined words, you will get

different meanings although it does not make much difference when you read without word stress'

tta+zald'a
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ARTIFACTUAL COMMI]NICATION:

l. In general we react to people depending upon their appearance'

2. The use of personal adornments like clothing, accessories, make up, hairstyle, provide non verbal

communication about their age, positiott, socio economic status etc.

PROXIMICS

1. This refers to tlie space tlrat exists between people when we talk or interact with each other.

2. We can also calltlris as space language.

3. There are four space zones as under:

a. Intimate space zone- Physical contact to 18 inches.

b. Personal contact - 18 inches to 4 feet.

c. Social contact - 4 feetto 12 feet.

d. Public contact - 12 fet to as far as \ve can see and hear. ,',,,iiii:,,
i,,:l:.:.ll,'

.i.l'..'..'l.ir:i: 
'1"'1".l'.. 

::
: i i . : l " ' ' ' ' ' ; i i . i l i i i i i i . ' . .

1. This is also known as time language. ,; 'r,, i i i i : ir i  l i  !

3. While some people perform best in the morning, o1$ers J9.';"1..aijgf[ilt.''""''

4. Punctuality is an important factor in cornmuni.uti6;.t ..:ii...............i....iiiil 
':ri

' ' : :::::::::::::::::: r ":: 'r:, 
'

5. Time lag in clarification of certain...do'obns''.*r*isunde*stbndings will result in widening of the

qJaO, ..:.:ll):.:::::.

I''*#....is'..*...$ofi mq,nffi ion.i't'h rou gh tou ch'

2. Ho#'we u.st*...tbuih, sends important messages about us.

3. 
ffi,***tals 

our perception of status, our attitudes and needs.

4. THe lbnguage of touch is culturally coriditioned.

SILENCE:

l. Sometimes the absence of paralinguislic and verbal cues will also communicate.

2. Silence is more eloquent than words. If speech is silvery then silence is golden is a proverb'

3. Silence allows one to organize ones thoughts.

4. Sometimes nothing can express better than silence'

5. For example respect, fear, resentment, lack of interest, can be understood from silence'

6. Before and after making an important point a small pause [silence] can make the point have

its impact.

7. The pause before the point creates a suspense while the pause after the point indicates that

something important has been said and the speaker wants the audience to assimilate it.

gap'
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BENEFITS OF EFITECTIVE COMMUNICATION:

l. Quick problem solving

2. Stronger decision making

3. Increasedproductivity

4. Steady work flow

5. Strong business relationship

6. Professional irnage

7. Stake holder image

BARRIER TO EIi}'ECTIVE COMMUNICATION:

l. Noise
2. Poor timing
3. Inappropriatechannel
4. Lack of planning
5. Syntaxproblem
6. Semantic problern [circurnlocution]*x
7. Cultural barriers
8. Wrong assumptions
9. Socio cultural barriers
10. Emotions ""

13. lnformation overload*. ' 
'

1 4. Poor,retention i ,,,,,: : ,
1 5. F-oO.r,iilistening , ,,t:,, ,,,,,,i,,1 ,,,iiiii,,,,,,i,:rl ,1,,,:tt1:,',,,;,;;::::::t' ""::::::':':::""

16 O. ffe-nsive:sfyle of communichtion
1 7. Insuffisibnt pe-tiodrfor adj ustment

1 8. Los,s,'by tranf,missiotl
t 0 Mb1di*:,,d:ir$!orti on
*An interestins communication:

[After reading the following, you will see how things get distorted when an information gets

through many channels down the linel

From : The executive vice president. Head Ouafters New Ygrk

To: Qeneral Managers:

"Next Thursday at 1A30 pm Halley's comet will appear over this area. This is an event which

occLrs only once every 75 years. Notify all the Directors and have them done all arrangements

for att enryloyees to assemble on the Company Lawn & inform them of the occurrence of this

phenomenon. If it.rains cancel the day's observation and assemble in the Auditorium to see afilm

about the comet".

too+e"ta,(d'a
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From the General Managers

To: All the managers:

"By the order of the executiye vice president, next Thursday, at 10.30 pnt, Halley's contet v,ill

appear on the Company Latvn. If it rains cancel the day's work and report to the Auditoriunt, with

all employees where we will show films a phenomenal event u'hich occurs once in 75 years"

From: The Manageis:

To: Departmental Chiefs

"By the order of the phenomenal vice president, at 10.30 pnx next Thursday, Halley's contet will

appear in the Auditoriunt. In case of rains over the Company Lawn, the Executive vice president

will give another order, something which occurs once in 75 years"

From: The Departmental Chiefs

To: Section chiefs:

"Next Thursday at 10.30 pm .the Executive vice president will appear in tha;'lu4.tuditoriunt witlt

Halley's Comet, somethingwhich occurs every 75 years. If it rains the Exelfi:tive Vice:Wsident
ii:ilil:::,:: ',,t1'i.,:i:.,,,,,, 

:i.will cancel the Comet and order us all to our Phenomenal Comp,any Lawrfi:',ii .,' l 
l,,i

...'i ' ' ' l '" li ' i '.ililiiiiiiliilliilllli ', 'i ' i "'t' ' '."'i '."i:iiillili li:;f

To: Assistants ,'.'.','.ii.i:, .iiiiiiii ,.,'i:::i;',,,, 
ji

When it rains next Thursday at 10.30 pnt, ov.er the CoWany lfunr,,,tffiA",bhenonrcnal75 year old

Vice President, will cancel all work and appear:itb"fulb afi:ith*'enb'Ioyees in the Auditorium,
' ' '::::::rrl ::: 

'i"""""" """'''; 

'"'t""""''

accompanied by Bill Halley and his ,eUneis;tr' ,.t ,,,,,,iii',',,,,,,,,,,,',,',''

** o"ffiDrJorrnson,r * he classl

.:..:i;i:i.;.:'..::...:.::::i:i.i.ii:::...i...:..i|.;|::i||;:;|.:|..i.:;||:'_
1. 

'".. 
TglJ:ili$ibtfieruir" called LETTER HEAD. Here the name, address, phone, email

uddi"tti,li* l,Site reference etc.

2. Every business letter shall contain a letter reference. This serves as quick

reference and linking with a chain of correspondence. Helps identifo specifically tlre letters

using the reference as key field.

3. Date: Abbreviated forms like 1511112002, SHALL Bn AVOIDED.In all business letters, the

proper way of putting the date is as under:

"February, 22"d,2001".

4. Inside address: Here the address of the organization or the individual TO WHOM the letter is

addressed, should be mentioned as below:

Ranbaxy Laboratories Ltd.,

23, Sector IV, Block-6,

Gokliale Industrial Estate,

Prabhadevi. MUMBAI-400 003
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5. Mode of A,ddressine:
a. Individuals are addressed as under:

Sir, Mr, Miss, Mrs, Ms, Messrs [plural for Mr. And used to address partnership firrn]
The best usage of Messrs will be if the firm contains tlre name of some person like:
Messrs Lal Bros
Messrs Makhan Lal & sons
Messrs Verma & Verma etc

b. Use of ranks:
ColA.K.Chopra

Capt. R.N.Singh

Dr. Gopal

CA. Jaison

Padmasri. Srinvasan

Rev Daniel Joseph

Flt Lt Vijay Melrta

Dr (Mrs) Uma

c. Addressing b), Designation:

. Ref,:,Yb-ur February, 12'h ordei reg::
8. Bodi of the tThe:rnattbr to:be,Cornmunicated shall be written here.
g. Formal close : "you$S.l.#itnfully - for fonnal letters"

:'.,,,1.',,...1iii!{bu.is Sincerb$ -, r D.O.Letters".

10. Sienature block:
ip.L. vgnfUA) -------- WHEN THE INDIVIDUAL SIGNS IN HIS OwN RI6HT
(P:CiV.ePYa;
(Sales Manager)--------When he signs in his capacity as Sales Manager.

For Verma Associates,

(P.C. VERMA) ---------- When he signs as Partner in his representative capacity
(Partner)
Enclosures
Post Script 

{.{ .*: f  ***!N.*:F:!{.{ .*t  **d.*:r***!rd.{.* '1.**:r*

€tauna/d'o

'i''iii

liiiiiliiii 
i'iiiliiil'

ii:iiiiiiii

6. Salutation: :.::: ii:; ,,i,,... .,,,,,i,,,, .,,,,i,,"
a. Sir, Madam, Dear Sir, / Dear Madam, [for formal offio,iat lati€tsfli:1:::::::1,,l1;'1,:11:1,1,;::';::':'

b. Dear Mr Verma I if it is a Demi Official letter:,SplQularlf kno*n1bs D.O. tetted.
c. Your Excellency, I while addressing AmbassadOfi..high...co issioner of foreign country]

d. Gentlemen I while sending circular,]:,,,,'':.'..:,.::;1::: i , 
::j

7. Subject Line: ttj:ij:t:,itit:ittiitt tiiii;ii;;,"":.,,,; ','i' : '::':

., Sub: Your December l6th er'rfti$ abo :.;.i.t':.......

11 .
12.
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INTER PERSONNEL COMMUNICAT-IOi\i SfILLS 

- -

Introduction: An organization is regarded as a structuralframe work of positions linked horizontally

and vertically through fonnal relationship. The communication between the personnel is called inter

per;onnel communication. The following are the principles of inter personnel comnrunication:

1. Inter personnel communication is inescapable. That is to say, one callnot avoid the inter

personnel commun ication.

Z. Inter personnel communication is irreversible. According to a Russian proverb, o'once a word

goes out of your mouth you cannot swallow it"'

3. Inter personnel communication is complicated. No form of communication is sirnple. This is

b6cause a number of variables are involved in communications. Actually we do not exchange

ideas but symbols which stand for ideas. This complicates communication.

4. lnter personnel communication is contextual. That is the comrnunication does not happen in

isolation, but it is a phsychological whole. :ii,,,,,,,,,

5. The communication has to be understood in the context of Relation, silg*ion, en,i*.ironment
;;'lll'lll' 

:iir r: ' :::::::::::rr::i:

and culture. ;:iiiiii: ffiiiiiii ,,,,ii'iliiii.,,,,,,.,,.. ::::

,,ii..,iiiii .l.lil.l.lll': iii'".fl..l. .'.''.'l:
1. Gaining information ,,iirt.iL ti.....li 

..........'.1. ". ',,

2. Building understanding ::::,:i:::; ,,,r,'rffi ;iii':i':,;,,.,.'.i..ii'
3' Establishing identitv 

r*ii:i:.. i+........l','iil.i..ll' 
r*1'-1';'.i: i!ri''ii

4. Inter,personnel needs 
ii:i:::iiiiiiiii ,,1:,ttattl,r.,,,:,,::r:tttt' ,:,,:t:ttt 

tttttttttt:tttttt:tti:'t

How to inrlp#grihter persq*1ff1.,.,$liillg,ii:lli..i..................,,,:

::::::::::::::: :: I l: i::: ::::::::::::::::::: : r::::::: i::::::::

it8eftfi$hi}atingelements. i.e. words, body language, facial expressions shall

b€:congruent.

z ,iiitpr*u,lg9r:roffectivety. one has to send the message to the sender that sufficient attention is

$iV6n to his communication.

GUIDELINES FOR ACTIVE LISTENING

1. Look at the persotr and suspend other things you are doing.

2. If you do not, your brain will be dishacted.

3. Further, you must understand the other person's concern for the organizational goals.

4. Keep your mind and bodY alert.

5. Every person is interesting in some way or the other.

6. Be interested in what the person is saying.

7. Look at the body language, tonal modulations. These may carry unspoken message.

8. Restate what the person totd you. In this way you are giving him a feed back as to what you

have understood.

trr:iii:r:r:::::"
lli,ir,C-on
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a
9. Ask questions occasionally so that your alertness is made clealFurther the other person

be enthused to clarifl, your doubts also.

10. Be aware of.your feelings and opinions

I L If you liave any pre conceptions then tlrey are nothing but critical thinking.

CRITICAL THINKING:

l. Critical thinking involves the questioning the following:

a. Have you considered all the facts?

b. Have you tested your assumptions?

c. Is your reasolting sound?

d. Can you be sure yourjudgement is unbiased?

e. Is your thinking process logical, rational and complete?

This type of questioning is called Socratic questioning. By developing to think in this way, rye stand a

better chance of being right. To do this effectively, we need to develop the skils:ito:

wil l

a. Analyse iurr. und effect.

b. Classiff and sequence

c. Compare and contrast.

d. Infer.

e. Evaluate

f. Observe 
"'

g . P r e d i c t  , : ,  , , i :

h,  Rat ional ize 
,  

, '  :  ' : :  : '

,,'i. Prioriti2e ,:,::, :::,:,::::,
:::::::t . :.:::::.:.

] lu'":ux'^ 
r::

K, Syntnesize
l 
:::l l::;::::l:l::::,1,1,,"1:,::,,,,,:,,"':""'

OUALITIE]S:]]:OF A CRITICAL THINKER:

iiiiii.iii

,,i.,i:.:l:1. . :" ": ,
: ' ' ' :  : l

:liirilr:l'
:i:tli:il:l:

i.i.i.iii.

"i
, , , , , ' , i

tiit,t,ti:,l: :,:i:liir,r:rlr:r,r:':ii

l .  Open minded.

2. Well informed.

3. Experimental I Think through "What if' situations and test with probable actions]

4. Contextual.

5. Reserved in making conclusions.

EMOTIONAL INTELLTGENCE: I E.O']

l. Emotions play avital role in communication and in turn guide our decisions.

Z. Our emotional actions and reactions decide our personality as to who we are.

3. We witness increased incidents like, teens with guns in the schools, disgruntled employees

killing colleaguei, freeway mishaps ending in shooting.
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4. No one is insulated [protected] from the erratic tide of outburst of anger'

5. Our passions when well exercised results in wisdorn and equipoise in the society, leading to

peace and harmonY.

5. Aristotle said,"the problem is not with emotionality but with appropriateness of emotions and

its expression"

7 . How can we brirrg intelligence to our emotions ?

8. Emotiolal intelligence helps us to recognize our owlt feelings and tliose of others for

motivating ourselves'

g. This helps us to manage our emotions in a balanced way'

10. J. Krishlamurtlry, a greatthinker of 20th century analyses the functioning of emotional aspects

of the mind, endorses the Patanjali 's yoga sutra's recommendations in this behalf. According

to him "The awareness of the inattentive nature of the mind is itself attention"

1 I . Accordingly, observing oneself in retreat helps understand oneself. Praa$ayaama,

accompanied by this observation accelerates the process because, when,snotionull{i,,,,

disturbed, fwhether happy or angry or grief stricken] the breathing is i#egular 
"tte 

tt.$. gtOV

convulsions die noticed. 
.iliiiiii,'i i,,,,11i1:1.::::::::l lir, 

r:rlit,iri, ,i...'.'..''.."

12. Human personality is a combination of physical aspects anU.'.also ihe,,,,*letaPhVsical [mental

and intellectuall aspects. Mind being the thought ffidratit$,ffiCtll$enerates all sorts of

thoughts leading to different kinds of emo,tions. i , : ,...'i: '

13. Thus emotions are unavoidaUte,.,,Sbi..the.pieicfiption is not to avoid tlie emotions but to use

thern.j.udiohusly at the appropr,iite tinre and...o the appropriate person in proper propo.rtion'

14. T,,hi;',i"uhi"u"O.ontj,*nrn,,"uJ.y *ii*ulu. is responded with the help of the intellect aspect of
.,'iii'i i i ,,,,i ,,"' . , :,r,r.,.:::l: ,,: : .j ':::r

:i:tfib nilifiU:i:$fid noi1Withi e €ifiotional aspect of the mind.
' : : : t  : : ' '  : : : ' : : : : : ' : '

f S. ffris is aifnoutt U$i not impossible. Viveka [discrimination] and Vairagya fDispassion] wlren

practiced:aC[ us equipments to modify the personality in human beings develop into more
tl:: : I i:t lt I t::tattt:t:tttttt:tr

desiiable personal ities.
* * *,t( * {. {. * * :F rl. * t( * r/< !t< * * {( * {. * * tr {< t$ * * *'f * * * + * :l'
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SPECIMEN OF NOTICE TO TIIE ANNUAL GENERAL MEETING

NOTICE is hereby given that the 5tl'AnnualGeneralMeeting of the mernbers of ABC Ltd., will be

held on Friday, the24't'September, 2004, atthe Registered office of the Cornpany situate at 33,

Pantheon Road, EgmorChennai-600 008, at 10.00 A.M. to transact the following busiriess:-

Ordinary Business:

L To receive, colrsider and adopt the Audited Balance Sheet of the company as orr 3 l " March,

2004 andthe Profit & Loss Account for tlre year ended on that date and the Auditor's and

Director's Repoft thereon.

2. To declare Dividend for the year ending 3l't March, 2004.

3. To appoint a Director in the place of Mr.............who retires by rotation and being eligible

offers himself for reappointment.

4, To appoint a Director in the place of Mr.............who retires by

offers himself for reappointment. .,,,,.i

',,. i ,':

beins €lisible
':.t ::::: r: ,:: . ::.

:li ,:,:ir:: .:i,r,i::

5. To appoint Statutory Auditors of the Company and fix theit...iemu*eru,ion,'...Spebiali'Business:

6. To consider and if thouglit fit to pass with or without moAiniatiOli ttre following resolution as
.:.::::

ordinary resolution ,,.,,,,,,,,,,,,,,, :

"RESOLVED that pursuant to the prwisions of seiii.-a ,;;: 109 and 309 and otlier
. ' ' : : . :  .  . . : , : : : t

applicable provisions, if any, oe.;he',,Cornpa*ies ACt, 1956, the consent of the company be and
. . ::: !:::!:!:i !::::: : r!:i:: :r .:::::::::::::: : :: : :t:: :t: .. ::i:i:i

is hereby accorded to *e ieappoi"f*eot of Dr.Vittal, as tl,e Managing Director of the
: : ' . ' . .

...,.',Cdhpunyi'..'for 
a...0efiUn..of,.fi+e Vears with effect frorn l" July, 2005, on the following terms

and Conditions"

a Salary: Rs.. .. .... .

U:......;fatdAtSities.............

i . . . . . . . . . . . . . . . . . .

i i . . . . . . . . . . . . . . . . .

I n . . . . . . . . . . . . . . . .

i v . . . . . . . . . . . . . . . .

v . . . . . . . .

Regd Office:

33, Pantheon Road,

Egmore

Chennai-600 008.

For and on behalf of Board of Directors

Chairman of the meetins
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Notes:

. A member entitled to attend and vote is entitled to appoint a proxy to attend and vote instead

of himself and the proxy need not be a member of the company'

r 
' 
Explanatory statement relating to special business is annexed to this Notice as required under

section 173 of the Companies Act, 1956.

. The Register of Members and the Share transfer books of the Company will remain closed

from 7tr' day of September, 2004 to 15tr' day of Septernber,2004 both days inclusive.

r Members are requested to notify immediately change of address, if any, to the Company's

Registered offrce. While cornmunicating with the cornpany please quote the folio nurnber.

Shareholders desirous of obtaining any information concerning the accounts and operations of the

company, are requested to address their questions to the Companies Head office so as to reach at

least five days before the date of the meeting so that the information may bf,,.ud" available at the

meeting to the best extent possible. ,,;,,;,iiiitif,l
',iiiiiiiiiii'i'"i'
tii:i:itiriii

**{<i'**d<*****{<*{<{<**** 
,,i i i i, i i l. i i i i i

DEEDS AND DOCUMENI]$ iiiiiii ' 
'.'.ii',ri,,.,: 

,,,
,:1: ,'i 'i'i:: 'i;: i ' :::::iii::::: ::::::

Document as defined under section3 of the Evidepce Act: ,.,,..,'...........:i 1';'ii 1'.i";'i',.......' :"
.  : . : : : : : : t  . , iL: :  . ,  ,  , .  . , , , , , , . .

- 

"oii'ii'i'r't 
::iiil:'' r' 'iiri' l

E& Document means ,,l,.ir:r,,n i'iillir;11,

"& 
An1,matter .,.iiiiiiiiiiiiiiiii::,iii.,.: .'. ,,,' , ,, ,i,": 

i';

,,,::iiiiiiiiiiiiiiii:. :::i:::i:i:i:i:i:ii:i:',' :i::ji.:: ..:.i:,i:i:::i , ,,::iiii:i:' ,::i:i:i:::::

"& Expressed or described .;tiiiiii iiiiiiiiiil 
i .', 

,,:,r:,:L.r::: 
i:::,:,',':'

....,t. , :' ': ::i:i:i . : "
: 1 : :  : : '  :  

: :  

'-*, Up-oti.,Any substance, , , ,,,,
'::::::: : :::::: ::::::i::r ::::::

'i ,,By rneans of lettbrs;i...fl$ures or maiks, or
:,:,:,:,:,:,,,:,:,' .,,,::,;l: ' i::ii ' : :.,i.r. 

'

*6'....,.,...py,,mai€rthan OnC :bft'lie means
..:i:::::: ir't:iilr ':i::1.

*1 Inf$ded to.,,i$6 uibd
't:l:ijf .::::::::::tii:iiiif

*:ai. ..,riii:iiiiiiiiii:liiiii'

;iiiiiiliiiir.
.!ili:iiiiiiiiii:;:j.

iiLrt ,i,,|lii ,ri

iil',iiri:iii:liilil:iriiiiliilj:,,f

of recordins that matter
':*ti::riitir:rt:t:t:irl

* W fihO the same definition Under Sec 3(18) of the General clauses Act, 1897 also.

Instrument means

"& A formal legal document

*& Which creates or confirms a right or

t Records a fact

* Drawn up and executed in the technical form.

4 'Having legal effect

.& Either as creating legal liability or

qL As affording legal evidence.

Instrument includes every document by which any right or liability is or purports to be created,

transferred, extended, extinguished or recorded.
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Deed is

"4. An instrument in writing

'* Or any other legible interpretation or

-L Words on parchment or PaPer

+ Purporling to effect some legal disposition

-l Deeds are instruments but instruments need not be Deeds

,l- But in practice we do not make any distinction between the deeds and instruments.

* * {< * * * :& * * rf *:& {. i< :F {< * {'

PARTS OF PARTNERSI-IIP DEED:

l. Date: Every deed must be executed in aNon judicial Stamp Paper, of appropriate denomination as

prescribed by the stamP Act.

The stamp paper may be purchased in the name of any one of the partners ol the firm name if

there is o'e' 'l..rlll....l ,:irii.:irrii,:':
The stamp vendor puts a serial number, date of issue, his rubber,.stamp bearing his licen$o number

and address and his signature. il',I,, i" .
The date of commencement of partnership cannot precede the,d#e of.tfte...Starnn paper'

Names of partners. Here tl-re names ofthe partners arq..,, tiOned as,,u'ader: t'" 
"'between

Raju, s/o Ramu, r"esiding at ' . ' . . . .""..(address),-..aged atbut """years"""" '

preamble: Ilere, the origin of the partnefshifi','11.116y,,,*iaUUb as under:
: : : : : : : : : : : : : : : : : : : : : :

. tt 14,f',,.,ffiffp.^otn 
tl,,,,fl,,i..tlnt!ii! r1'*n ii'..is:mentioned, "WHEREAS the aforesaid parties

ttave .o*i togetSen:;t6:,bJi# an *,,,$U$iness of buying & selling Textile goods'............ "as
:  i l i i  i  i i  : : :  : l : :

from,.,.;;':,,;i(dut"i. ,. .,"n4 in. t".*r and conditions of the partnership as agreed to hereby are
1 

"""" 
:

set doWn in wriiiiig".

. If,,lh$ R#*hershin coincides with the date of commencement, then it is mentioned,

.,Wfi,EnbaS the aforesaid parties have come together to carry on the business of buying and

selling Textile goods.. ...as from......(date).'... .in Partnership and the terms and

conditions of the Partnership are hereby mutually agreed to as follows"----.

ip. then it is rnentioned, " WHEREAS

the. . . Is t . . . . . . . . . . .par tyhadbeenrunningabusinessofbuyingandsel l ingText i legoods,as

sole trader, under the name and style of .. . ... .....and WHEREAS by mutual consent the said

proprietary business is taken over by the 1't and 2nd parties to work in partnership the terms

and conditions of the partnership as mutually agreed are hereby set down in writing"

7. Recitals:. Here the parties mention the terms and conditions as mutually agreed upon alnong

themselves. Here the following matters may be mentioned'

o Name of the business

6.
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. Place of business

r Duration of partnership

t Capitalcontributiotts

r Interest on capital

o Profit sharing

. Accounts

r Borrowing powers.etc

8. Attestation: The signatures of the partners are attested by an Advocate in practice or Chartered

Accountant in prdctice or a Company Secretary in practice.

9. Custody:

10. Specialrules
*  t < * d <  * *  *  *  * * * : t  * * *

[Model AGM and Board'minutes drafting are done in the class

* {< * *  * * {< * * : f  * * * * * r .

dl*ffiuirrrrrrr"

:t:iii:

.:l:ii:l:i:jl
.,,,tlillilii::i::::,,
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Draft a Letter of Indernnity to tlre Bank to pay the deposits to the lega

of a person with imaginary names and figures.

heirs consequent to the demise

I,ETTER OF INDEMNITY

a

To

Tlre Manager,

State Bank Of India,

R.K.Nagar Branch,

Chennai-600 028.

In consideration of your paying me the sum of Rs 5,90,000/- (Rupees five Lakhs and Ninety thousand

only) standing at the credit of Late Sri. S. Ramnathan, D-17, Sri Apartments, 1,00, R.K.Nagar,

Chennai-600 028, in the account more fully mentioned hereunder with your BpnHby the,,,production

of Legal Heirship Certificate, as the documentary proof, I, Jayanthi; w/o late..$#i. S.Ranrnitliant'
. . : . , , , , , , : , , , . : :

residing atD-ll,Sri Apartments, 100, R.K.Nagar, Chennai-60OOef1i,Uo 
ffi..1"O"rtaiidl::t 

::;$ind

myself and my legal heirs and legal representatives jointly and sovefallV,,'to in.6$rn.nit, defend and

relieve you from all or any claims, damages and expense*..#dt.@,,Ur",miS against and incurred by

you by repayment of the sum as aforesaid alone...with all'ibx$h*eS, Efiarges and damages that you may

incur. iirl,i: ',i ..,.,.' ,,:,:,,.:: .

, :,, "'
FD.Noir,.,., ' l:r Depositd p i., ',,.i , 4 ,.!lsit-vdate Arnount

ffie+s*:;l::::::i,., 5tr,1 o*n'.'noO*

62fr189,;':.,;;;{s----

9th Nov.2007 Rs.545000

----do--- Rs.45000

In witnesi ilhlreof I have hereunto set my hands at Chennai this the lTtr' day of December,2007.

Jayanthi

Witnesses:

l .

2.

{ (  * . *  *  * *  tF  i .  t l . *+**  * i<  *  * * *  *
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POWBR OF ATTORNBY

When a person is authorized to act on behalf of another person tlrrough a deed / documerrt the person

who represents the person is called tlie Agent and the person so represented is called the Principal.

The law relating to power of attorney is based on the law of agency. The person who represents is

called Power holder [i.e. Agent] or Power of Afforney. There are two categories of powers of attorney

namely, General Power of Atton-rey and Specific Power of Attorney. A specific power of Attorney is

given for a specific act. For instance the Vakalat or Authorization given by the client for the C.A. to

represent his Income Tax case before the Income Tax Autlrorities or other matters relating to

Company Law are all specific power of attorney. But in a general power of attorney tlre following are

covered:

All acts relating to the execution of a deed.

The power can be presented for registration, admitting execution etc can,,::be done.
:tlt:tl:;t:::

Attested before the Notary public or a First class Magistrate. .iii.r.i.iiiii. 
ii......... 

.,,.

ii is in Rs100 non-judicialstamp paper. iiiiiiiiiiii iiiiiiiiiiiiii' ',,,, , ..ii
;.,......'....i.i. .....ii...ii."....ii'.ii.. "."':'.".i'""""".' " 

'
It is usually registered' 

ii.:ii.'.i iiii..i :,,ii,.i''iili i..iii. ir:' 
::ri:::::::::::::: ::r

A notification irt an English news paper and in a local dai'Ifi.iiin tnu:::ilemutular shall be given
: :,:,:!:!:!:!i::: : :. i. 

'

about the execution of power of attorney' 
,''",,, .'..".':':ll 

:'i' 
..' 

'ti ' ' 't"' 
"'

But when an irrevocable power of utt9ffi*s eX$cgted and registered no public notice is

needed.i.'...'...'.'.'''.'.', 
::::::::::::::: .iiiiiiiiii,'tiiiiilii.i 

t''ii.' 

""...." 

- 

-""' --

'i"tt""'"il!i' 
i,,,a'''"' 

-,'1$L*111"".."'il'tt* AUTTT.RITTES'

f ------.$i-:.ii;.iesiding at--------------hereby authorize--------------to represent me /us/our

nffi,1n...con 6ction with the Income tax Assessment of my/our firm for the Assessment year

ZOU3,XfU0+. The statements made by him / them whether oral or in writing, copies of

statements provided before the authorities duly signed by him / tliem, explanations provided

by him / tlrem in connection with the Accounts relating to the financial year 2002-2003 for

the purpose of the Assessrnent proceedings, will be binding on me / us. He is authorized to

receive all orders, notices, refunds in connection with the Income Tax Assessment of the year

2003-2004.

sd/-

DECLARATION

a

a
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I / we hereby declare that I arn I we are duly qualified to repr6ent the person / firm

mentioned above in Income Tax / Company Law /Sales Tax /Central Excise & Customs

matlers.

Date:

Place:

sd/-

*  *  *  * : t < : f  *  * { < * : t  { . * * * *  { <  *  { <  * , F d < *  * *

BEFORE TIIE R.O.C.

We, the subscribers to the Mernorandum and Articles of Association of the proposed

Company, XYZ Ltd. do hereby authorize M/s------------, Chartered Accountants / Advocates

and Solicitors / Company Secretaries to present the MOA, AOA and other connected

documents for the Registration of the company under reference before.thb',Hon'bte,R.O.Cs of

Andhra Pradesh, Tamil Nadu, Kerala and Karnataka and to make sucE:,ooiiectiol$l:,,..iii1, ','
alterations, additions deletions as may be required to be done as direffi Uv tfre.......Re istiar, in

: : , : , '  . ,  : : ' : : : .  .
the documents and to receive the Certificate Of Incorporation and....A0lchbw1.edge the'iame'.

Sd/- ::::::::::::::r:::::::::':::::: ::::ltl:: -":ii:l::' ":'

' , '
.,.,,,.

I  I  I  I  M  I  I  I  I  I  I  I  r  r  I  r  I  r .  1 1 1 ; ; a : ' 1 : l : ; : 1  i : . i  r  l : l f  r  r  r  r  i  r  I  t  I  r  I  I  I  I  I  I  I  I  I  I  I  I  I  I  I  t  I  I  I  I  I  I  t  I  I  I  t

. 1 , . : ' : , '))) | ))l:. ): I,,); ,,',,',,;: '.: '',i',,, GENERAL PowER oF ATToRNEY
. . . , , . . . . . . . . . . . . . . l i i l i , . l l . l i l l l l l l l l l : l i l . . . -

KNOW aflften bV.. li" pr"s"nts that I,--------(narne), aged about-----years----------Hindu,son of ------

resiUifig'.,.at-- (address), do hereby appoint and constitute Mr.---------, sott /
: : : : :  i  i  l : : n

daughter of----------, residing at --------------, (herein after called Attorney, who has subscribed his /

her signature hereunder in token of identification), to be my Lawful attorney in my name and on my

behalf to do any one of all of the following acts, deed and things namely:

[Assuming a person residing abroad, executes the above power for obtaining a mortgage loan]

e To apply for a loan from Can Fin Homes for such amount as is necessary.

@ To acceptthe loan offer letter, signthe acceptance.

@ To receive the disbursement of the said loan, give effectual discharge.

GP To mortgagerny property------(describe it)

@ To deposit on my behalf the document of titles.

€ To lodge any other documents in this regard.
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Aorte/zA{d.A
€ Execute any loan agreement

€ Acknowledge niy liability

@ Book a flat on nry behalf in the city of Hyderzbad/Secunderabad, execute Registration of the

same in my name.

€ Admit execution of the agreement

@ To obtain possession of the flat when the same is ready for occupation.

@ To receive documents on my behalf.

e To sign forms or documents or papers required for the purpose of registration.

@ To open a Bank account in any bank for the purpose ofexecution ofthe above mentioned

transactions.

Dated at -------------(Place)-------this,tlre -------------day of -----------(Month), 20?? (address)

sd/-

Specimen signature of the Power of Attomey

Named above.

Before me

,j...:....i.'

..'..'.t 
"
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Sdf (Signature of Notary Puutic a &ft) '""".i"".""':'1* " 
' - r"r'

Notaly,Public Seal. .,....,i.i.,.: .,.',:: 
:'. : 'i:: ',, ,,,

., i ::,::, i :T ..

, ., i .,,, 
i i  

. :r ' ::r:::::: 
t '  l t : '  '  
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'  :
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tourrta/d'o
LEASE DEED

*
Here there are two parties Lessor and the Lessee. Tlre lease deed contains tlie following terms:

@ Period of lease

s Amount of rettt

@ Usage and Prohibitions

@ Facitities like telephone, water heater, gas, fridge, washing machine etc

.G- Bills regarding tetephone, intemet connections, electricity.

G' Permissiolt for the Lessor to enter into the schedule mentioned properly for periodical

inspection.

e Lessee shall quietly and peacefully hold, possess and enjoy the schedule mentioned

property during tlre period of lease'

€ Termination of lease procedure:

By serving --"'-days / months notice

Passage of the tirne mentioncd in the lease :iii.ii ..,,.,..,,,
: i : : : . , , , , , i , i i i i i ; : .

'  : : ' : '  ' : '  :: j

Witliin -----days /months if rentals are not paid consecutiVbl$ foffistu*t1tU.

: : : ; : : : :  : : : :  " '  

'  
"  

t ' t " " ' '

Handing over back, the conditiont of tht''.Fid o,,'time of handing over.

Repairs distinguish betwee-n,ma.i6i:and'mi 
':f,,, Lessor to meet and Lessee to meet.

sd/
::tii,::::::::l::::,,

',,,' ,,, ,,,,,,""'

"l:l::::" 

,:i

Lgssor .,,::!::::::::,,:::.,:i
,t:tl:'ttttt:tt,lttt::j:

;iiiiiiirr' :!:::::::::::::::::::::::

Wifn:e$s:
#

til Npme & address

Name & address sd/

* * * *. * * f :t< {. tF i< * !f {< :f :F * *tf

Lessee

Sisnature of the witngss

sd/

sd/

2.
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