Foundation Course: Yoga and Meditation

Part-A: Introduction

Program: Certificate course 5 Class: I‘;Jﬁ T Yur | Year: 2021 | Session: 2021 - 2022

Subject: Yogic Science

. Course Code Al-YOSCIF
2. Course Title Yogaand Meditation (Paper-I)
3 Course Type Foundation Course _
4. Pre-requisite (IT any) For §) (1 Year students, this course is compulsory for |
all,
. ¥ Course Learning Outcomes | After studying this course,students will be able to:
. Take care of their own Physical Mental emotional,
social and spiritual health.
6. Credit Value Theory-2
T. Total Marks Max, Marks: 50 lﬁn. Passing Marks: 17
Part-B: Content of the Course
Total numbers of Lectures (in hours per week]: 2 hours per week
i Total Lectures: 30 hours; L-T-P:2-0-1
Units | Topics No, of Lectures
f Introduction to Yoga and Yogic Practices 10
1. Yoga: Etymology, definitions, alm, objectives and
misconceptions
2. Yoga: Its Origin, history and development
2. Rules and regulations to be followed by Yoga Practitioners
4. Introduction to Yoga practices
5. Shatkarma: meaning purpose and their significance in Yopga
Sadhana
&. Introduction to Yogic Loosening practices and Surya Namaskar
Key Words: History and Development of Yoga, Shatkarma, Common
Yogic F‘ract;;m
i1 | Breathing Practices and Pranayama _ 10
1. Sectional Breathing (Abdominal, Thoracic and Clavicular)




2.Yogic Deep Breathing

3.Concept of Puraka, Rechaka and Kumbhaka

4, Concept of Bandha and Mudra

5. AnulmoaViloma/NadiShodhana

6. Shitali7. Bhramari

Key Words:Sectional breathing, Deep breathing, Bandha & Mudra,
Shitali, Bhramar.

Practices leading to Meditation 0
1.Recitation of Pranava Mantra

2. Recitation of Hymns, in vocations and prayers

3. Anter Maun

4. Breath Meditation

5. 0m Dhyana

Key Words: Pranav Mantra, Antermaun, Breath Meditation, Om

Dhyan.

Part-C: Learning Resources

Text Books, Reference Books, Other resources

Suggested Readings:

b
2.

B.

Singh 5. P & Yogi Mukesh: Foundation of Yoga, Standard Publication, New Delhi, 2010.
Swami Dhirendra Brahmchari: YogasanaVijnana, Dhirendra Yoga Publication, New Delhi,
| 966.

Saraswati, Swami Satyanand: Asana, Pranayama, Mudra, Bandha (APMB), Yoga Publication
Trust, Munger, 2013,

H. R. Nagendra: Asana, Pranayama, Mudra, Bandha, Swami Vivekananda YogPrakashan,
Bangalore, 2002.

5. [shwar Bhardwaj: SaralYogasana, Satyam Publishing House, Mew Delhi, 2018.
fi.
7. Dr. Vishwanath Prasad Sanha: Dhyan Yoga, Bhartiya Yog Sansthan, New Delhi, 1987,

Shri Rai Singh Chouhan: Mudra Rahasya, Bhartiya Yog Sansthan, New Delhi, 2014.

Shri Deshraj: Dhyan Sadhana, Bhartiya Yoga Sansthan, New Dethi, 2015,

Suggestive digital platforms web links:

I.

rizhikeshnath hial T

Suggested equivalent online courses: 1.hitps://sahavii com/athayoga-course

2.

htips;/theyosainstitute.org/




Part D: Assessment and Evaluation

Maximum Marks: 50
University Examination (Objective) 50
Time: 01.00 Hour

External Assessment: Ohbjective questions 50

University Examination

Total 50

Any Remarks/suggestions:
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PART A: Introduciion

Program: UG Level Class: | Year Year: 2021-22 | Session: 2021-22
onwards
Subject: Foundation Course (English)
l. | Course Code X1-FCHBIT
2. | Course Title English Language and Indian Culture
3. | Course Type (Core Foundation Course

Course/Elective/Generic
Elective Vocational -
4. | Pre-Requisite (if any) Ta study this course, a student should have basic knowledge
of English language. This course will be studied by all the
students of UG level under the Foundation Course calegory.

5. | Course Learning Qutcomes Through this course the students will be able to:

(CLO) 1, Prepare for various competitive exams by developing their
English language competence.

2. Promote their comprehension skills by peing exposcd to a
variety of texts and their interpretations.

3. Build and enhange their vocabulary, ~

4. Develop thelr communication skills by strengthening
grammar and usages.

5. Inculcate values which make them aware of national
heritage and environmental issues, making them responsible

citizens.
6, | Credit Value 72 Credit
7. | Total Marks Max. Marks: 50 Min. Pass Marks:17

PART B: Content of the Course
Total No. of Lectures-Tutorials- Practical (in hours per week): L-T-P
Total Mo. of Lectures:
Unit Tapics MNo. of
Lecture
* S

I Reading, Writing and Interpretation Skills:

|. Where The Mind is Without Fear— Rabindranath Tagore [Key Word: Patriotism]
3 Wational Education — M. K. Gandhi [Key Word: Edification] 05
3. The Axe- R.K Marayan [Key Word: Environment]

4. The Wonder That Was India- A.L Basham (an excerpt) [Key Word: Indianness]

5. Preface to the Mahabharata C. Rajagopalachari [Key Word: lndian Mythology]
Il | Comprehension Skill:
Unseen Paszage followed by Multiple choice questions 05

Il | Basic Language Skills 1: Vocabulary Building: SufTix, Prefix, Synonyms, Antonyms,
'| Homophones, Homonyms and One-word substitution. 05
2. Basic Grammar: Noun, Pronoun, Adjective, Yerb, Adverb, Prepositions, Aricles,




] Time and Tense

PART C: Learning Resources

Textbooks, Reference Books, Other Resources

«| Sugpested Readings
Essential English Grammar — Raymond Murphy, Cambridge University Press.
* Practical English Grammar Exercises 1- A, 1. Thomson & A. V, Martinet, Oxford India,
= Practical English Usage - Michazl Swan, Oxford
= English Grammar in Use — Raymond Murphy, Cambridge University Press,

Part [): Assessment and Evaluation -
Max Marks: | Min Marks: 17 University Exam (UE} | Total:
11 S0
U.E. Time 2 Hours )
External Assessment (UE) Time: 2 Hours
Fifty Multiple Choice
- {Objective/True-False type questions
to be asked. Each question carrics
one mark
' s

Dr. A5, Kushwah ~
Chairman BOS Jiwaji University, Gwalior




Foundation Course: ENVIRONMENTAL EDUCATION

PART A: Imtroduction

.ng:ram: UG Level Class: UG [ Year Year: FERET Session: 2021-22 onwards
Certificate M eaw:

Subject: Environmental Education

1. | Course Code

Ri-FCACLT

2. | Course Title

Environmental Education

3. | Course Type (Core
Course/Elective/Generic
Elective! Vocational

Foundation Course

4. | Pre-Requisite {if any)

A courss intended to create awareness ahout the life of human
beings which is an integral part of environment; and to
inculcate the skills required to protect the environment from all
sides. '

To study this course, the student must have a knowledpe about
the environmental components, pollution, biodiversity, and
ecosystem at senior secondary, class 127 level.

5. | Course Learning Quteomes (CLO)

1. To understand various aspects of life forms, ecological
processes, and the impacts on them by the human dunng
Anthropocene era.

2. To build capabilities to identify relevant environmental
issues, analyze the various underlying causes, evaluate the
practices and policies, and develop framework to make
inform decisions.

3. To develop empathy for all life forms, awareness, and
responsibility towards environmental protection and
nature preservation.

4. To develop the critical thinking for shaping strategies such
as: scientific, social, economic, administrative & legal.
environmental protection, conservation of biodiversity.
environmental equity and sustainable development.

5. To prepare tor the competitive exams.

G, | Credit Valus

7 Credit

7. | Total Marks

Max.Marks : 50 Min. Passing Marks:17

( 2 Eﬁ"aﬁ"]




PART B: Content of the Course

. Total Mo, of Lectures-13 Hrs. (01 hours par week):

Total Na. of Lectures: 15

Unit

Topics

Mo, of
Lectures

I

Environment and Natural Resources:

Multidisciplinary nature, Scope and Importance of Environment
Components of Environment: Atmosphere, Hydrosphere, Lithosphere, and
Biosphere.

Brief account of Natural Resources and associated problems: Land Resource,
Water Resource, Energy Resource

Coneept of Sustainability and Sustainable Development

Keywords: Environment, Forest, Mineral, Food, Land, Water, Energy, Sustainable
\Develapment

5 Hrs.

Il Biome, Ecosystem and Biodiversity:

-

Major Biomes: Tropical, Temperate, Forest, Grassland, Desert, Tundra, Wetland,
Estuarine and Marine

Ecosystem: Structure function and types their Preservation & Restoration
Biodiversity and its conservation practices.

Keywaords: Biome, Ecosystem, Biodiversity

4 Hrs,

[T

Environmental Pollution, Management and Social 1ssues:

Pollution: Types, Control measures, Management and associated problems,

Environmental Law and Legislation: Protection and conservation Acts.
International Agreement & Programme.
Environmental Movements, communication and public awareness programme.

National and International organizations related to énvironment conservation and

monitoring.
Role of information technology in environment and human health.

Keywords:  Poliution, Environmental  Legislation, Environmental  Movement,
Enviranmenial programie and organization.

& Hrs,

Supgested activities: (at least onc)
I, Visit to an area to document environmental assets: rivers / forest / flora (

fauna.
Visit to & local polluted site Urban / Rural! Industrial / Agricultural
Study of simple ecosystem,

B-d

Lad

M,

@-mm'ﬁi’mﬂj




FART C: Learning Resources

Textbooks, Reference Books, Other Resources

Singh; 1.5., Singh 5.P. and Gupta, 5.R.; “Ecology; Environment Science and Conservation =8
Chand publishing , New Delhi , (201%)
Divan, S and Rosencranz , A. , “Environmental Law and Policy in India :Cases, Material &

Status” Oxford University Press , India |, (2002) 7" n Edition .

Odum , E.P. , “Fundamentals of Ecology * , Philadelphia Saundres , (1 EI".'-’]}

Bharucha , Erach , “Environmental studies * Universities Press India Pvt, Ltd. Hvderabad
(2014) (Hindi En:litin:nn also available).

Kaushik, Anubha , Kaushik | C.P. *Perspectives in Environmental Studies “New age

Intermational Publishers , (2018), E th Edition .

Asthana, D. K Asthana Meera, “A Textbook of Environmental Studies”, 8, Chand Publishing,
Mew Delhi, (2007)

Mational Dhgital Library (https://ndl.iitkegp.ac.inhomestudy/science)

Epg- pathshala (https://epgp.inflibnet.ac.inHome/Download)

NPTEL (https:/'nptel ac.in/course. himl)

Coursera (hitps:/‘'www .coursera.org/search?querv=environmental +sciencedpage=1)

» T SFE,  wiEw wer, Aiftee steee weae s T et (2014)
o i B, wiEm aerm) St s oo fiee (2o0s)
o T A e s, anfger wew fteseee.(2018)

Suggested equivalent online course —

1. The Health Effects of Climate Change (edx)
i.  Climate Change: Financial Risks and Opportunities {edx)
i, Introduction to Environmental Law and Policy (coursera)
iv.  Women in environmental biology (coursera)
v,  OQur Earth: It"s Climate, History, and Processes (coursera)
vi.  Ecology, physiology, environmental science {national digital library)

M
310 ety Tral )
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Part-C
Learning Resource

Texi-Book, References Books, Other resources
s Singh; 1.5., Singh S.P. and Gupta, 5.R.; “Ecology; Environment Science and Conservation .8 Chand publishing , New Delhi,

(2018
Divan, 5. and Rosencranz , A. , “Environmental Law and Policy in India -=Cases, Material & Staius™ Oxford Liniversity Press.,

India , (2002) 219 Edition .
Cdum , E.P. , “Fundamentals of Ecology = | Philadelphia Saundres , (1971)

Bharucha , Erach , “Environmental studies ® Universities Press India Pvt. Lid. Hyderabad (2014) (Hindi Edition also available).
i " & - i th
» Kaushik, Anubha , Kaushik . C.P. “Perspectives in Environmental Studies “New age International Publishers , (2018). &

Edition .

Asthana, [, K Asthana Meem, “A Textbook of Envirenmental Studies™, 8. Chand Publishing, New Delhi, (2007)

Mational Digital Library (https://ndLiitkgp.ac.in‘homestudy/scicnce)

MWPTEL {htips:/nptel.ac.in‘course.html)

.
k]
s  Epg- pathshala (https:Yepgp.inflibnet.ac. infHome Download)
.
»

Coursera (hitps://www.coursera.org’search?query=envirpnmenta +sciencedpage= 1)

o T Ve, WiEY e, dife seeEe agde fafte o Bel (2014)
o i Sl ol srer) Oidtee s Tl Rt (2008)
& T FET T e, Wi 9ee SRk (2048)

Sngrpestiod uq_uiv;lunt online course —

i.
il.
il
iv.
.
vi.

The Health Effects of Climate Change (edx)

Climate Change: Financial Risks and Opportunities {edx)
Intreduction to Environmental Law and Policy {coursera)

Women in environmental biology (coursera)

Cwur Earth: It's Climate, History, and Processes {courser)

Ecalogy, physiology, environmental science {national digital library)

[gu'ﬁifqri‘fh?ﬂ')
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Part A introduction

Pmgramme - Certificate Class:8.C0M.17 Yoar Session 2021-11
Subject: Commerce
Courselofds CI1-COMELT
1 | Couri= Title Financkal Accounting
3 | Course Typs Cara
4 | Pre-requisite riot requinedopen for all
5

Lourse Successful completion of this conrse, the student will be able to:
Learning = Acquire conceptunl knowledge of basics of accounting
e + [dentify events that need 1o be recorded in the accounting records

accordance with GAAP
» Describe the role of accounting information and itslieniistions

nccounts of sale trader

pass book balonces

+ Developtheskillofrecordingfinancialtranssctionsandpeeparationofreports in

« Equip with the knowladge of sceounting process and preparation off in &
+ Identify and snalyze the reasons for the difference betwesn cash book and

+ Becognize circumstances providing for incressed exposure to exrors and

-2 ]

Credit Valus 6

Tutal Marks Max marks - 2575 Minimum Passing Maris 33

Fart B: content of the course

Total Me. af Lectures {in howrs per waek)- 3, Total lectuges: 30

ut Aoopac

Mo, of lectbures

Accoumnts - Indian History , Delinition , Objectives ,Basic Concepl and Principals of
Double Entry Sysiem Journal Entry Ledger, Subsidinry books ,Trial Balance
Introduction of [ndian Acceunting Standard Final Accounis

s

Accoimting for Depreciation (According to Accounting Standard -6)
Branch Accounts

15

Royalty Accoums | Departmental Accounts

15

Accounting of Mon Profit Organisation , , Investment Account
Consipnment Acpoumis

15

Parmership Accounts ;- DHasolution of Parinership (with Inselvency), Amalgamation
of Parnership Firms, Conversion of Partnership firm in to joint stock Company

Computerized Accounts by using any popalar accounting software.creating a
company, configure and features setting, creating accounting ledgers and groups,
creating stock items and groups , vouchers entrp{with maiateanncs of vouchers )
generating report - cash book, ledger accounts, trial balance , profit and loss account
wnd balance shest

15

Keywords Taogs: financial Alc, Depreciation, Aceounting Standardbranch a'e, royalty Afe
Jpartnership wie, Computerized Accounts,

et g?

ROF, PAVAN MISHRA)
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Part € learning Resources

. wempde el do smed, st o gE
Dr. R.E. Sharma/Dr. B.8. Popli Financial Accounting Kitah Mahal Pub Agra

Anil, Rajesh & Mariyva Financial Accounting Himalya Publication Nagpur

Shukls & Grewal, Financial Accounting, 5 Chand & Sons Mew Delhi

Maheshwari 5.H..An [ntreduction to Accountancy, Vikas publication, Mew Thelhi .
Agrawal De. MaheshFinancial Accounting, Ramprasad and scons Bhopal

5.0 5hukla Financial Accounting Shohitys Bhawan Agra

. Gupta R_L. and Radhaswamy M, Advance Accounting S Chand & Sons, New Delhi

5' Dr. Ramesh Mangsl , Financial Accounting , Satich Printers and Publishers Indore
10. Books whmwbyﬂnih}'l Pradesh hindi granth scademy

Eu“uthn digital plarl'nnm, wieh Iilh

Part D-Assessment and Evaluation

Supgested Cunrllunur Evaluation Methods:

Ptasimam Marks - 100

Continuous Comprebensive Evalution (CCE) : 38marks Unbversity Exarm (UE] 75 miarks

Intarnal Assassmant CRyig Tect 15
Gontinuous Comprehensive Assignmenty Presentation 10
Evaluation {OCE)S2S
External Assessmant @ Esctban(A) | Three Wary Short 013x03 =09
University Exam Section: 75 Qeastions (50 Wiords Each)
Thma 1 02.00 Hours Laction (B) : Four Skort Questions

{200 Wards Each) Sectlan (€} : Two | (M4 x09=36

02 & 1% = 30 Tatal 75

Long Questlons {500 Words Each)

&

(PROF. PAVAN MISHRA)
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Part A intreduction

| Programme : Certificate  Class:B.COM.1" Year  session 2021-22
Subject: COMMERCE [Business regulatary Framework]
1 | CourseCode Cl1 COMA I_T
2 | Course Titl Buziness regulatory Framework (FAFER 2]
3 Codrsa Type Core
4 | Pre-requisie Nt reguired (apen for sl
% Caurage The oubcome af thiz course is to provide the stodents with pracical legal knowiedge
Learning of peneral business lave lssues, To Understand the Eszentials of & Valid Confract, Tha
Dutcomes Lanws OF The ct, Consideration find The Varkoes Modes OF Discharge OF A Contract
T Explain the Various Laws with Regard to The Sale of Goods and Performance of @
“xle Contract and Remedial Measuses,to Familarize the Students with Thea Yariou
Law with Regard to Consurmnes Frotection im Indla And the Funciions of Various
Consurmer Forumsand to Understand the Maaning and The Various Legislations with
Regard 10 The Cyber Laws
& Credit Value E
7 Total Marks Biaw marks | 25+75 Minlmum Passing Marks 33
Part B: content of the course
Total No. of Lectures [In hours per week): 3, Total kectures: 90 |
wril ] Mo, of ls=tures

Historical background of Business lws in India,
indian Contract Act 1872 -GENERAL LAWAS

Contact relating to Indemnity and Guarantae

Hegotizble Instrument Act 1881 -General Intreduction
Hegotiable instrument|amendment] Aot 2002

Ganeral introduction of Consumer Protection Act 1986 and 2018,

FERA

indian Partnership Act 1932-General introduction

Limited Liability Partnership Act 2008

Eeywords/Tags: The name of all st is the key word.




Part C learning Resources

Text books:

.. Authar | Boak tila publisher | aw |

1 Ed THTE |

E R Kagoorhi, Buifineia L 5. Chiand Boamipey bad. Mew Belhl

a, et by, e oamtF whT e New Dethl

T WA FriwmaT R
4. Sharma 5P, Buwinaid Lisy 1K Inbemathonad Pubdishing Murmtsl
Hezana Pak. LEd.

5. Gupla Or. R Business regulatory T giEeT Hg
Framewark

B WarshneyOv, 5K, Busines: regilelory SahifyBhawsn Publicaion Aprd
Framework

7. Agraval BC LT e e ol ST HTIET

B, T e s TRy TNTIE ¥F Y T

v yaEa #
8 wret WL, i sarrEfiE Bhaw SakityBhawan Publication |  Agra
gre wormdt

1. Suggestive digital platforms, web links:
1. hitpaiedak24 comftagibusiness-law-nates-hindiWgoogle_vignatia
1. httpsuiivesrw, gipad com/2000beom-books

3. hittpsivwean, geekionight. comibusiness-law-notes!

d. Mtpsuiwearn resparchgate. netpublicaion@31676132_Taxt_Bock on_Business_Law

Part D-Assessment and Evaluation

Suggested Continuous Ev
Maximum barks - 100

aluntion Methads:

Contiruous Compranensie Evaluation [CCE) - 25marks University Exam [ug_;l_l?énu-h

Intermal Bssessmant |

Class Test (objective bype of descrigtive)

15

Contmuous Comprehersive | Assignment/Fresantation 10

Evaluation {CCE):25

External Assesiment @ Soction(4) : Three Very Shart Ouestiond (500 | 03 203 « 05

Linivessity Exam Saction: Words Esch|

Fi-] Section [8) : Four Shart Questions {204

Time 1 0200 Hours Wonds Each) Section (L) : Twa Long [ x03=30
Questions 200 Wends Each) 02 ¥ 15 = 30 Totad

75

PAVAN MISHEA)
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Format for Syllabus of Theory Paper

Part A Introduction

Program: Degree T Class: B.COM | Year: | Year | Session:2001-2022
| Subject:Commeree
1 | Course Code Cl-COMA ZT
i | Coorse Thtle BUSINESS OROAMNIZATION AND COMBMUNICATION
3 | Course Type (Coro - Hinar
CourseElectiverGenoric
_Ekective/Vocationalio..)
4 | Pre-requisite (if any) Mot required) open forall
5 | Course Learning outcomes Aftee eanspletion of this coorss il is expecied I:l"l:_ﬂ'll—al:l.ldlm ahafl
(CLOY urderstand the basies of the business and will abie To iiobibe how any
besiness cam be orgenized succossfully: “The chapters related
communication shall bo shle fa thmdat:hmt":gﬂﬂnunmmm plays an
impartant role in modern bisiness mn-ln
6 | Credit Value [
7 | Total Marks Max, Marks: 25+75 I'.M'tu-.f'ﬂlngh'[az‘mia

Fart B- Content of 'lhlffﬂunc
[Total No. of Lectures-Tutorials-Practical {in hours per luﬁ:]‘:_ 3

L=T-F: = s
Unit | Topics , B3% Mo, of
ot O Letuges
1 | NTRODUCTION: i e 15
ludmmmumuihuumandmmwu structures, Cancepts of Baginess,

Trade, Industry and Commerce - —Elﬁ-afﬁl;hdn Relationship betwesn Trade.
Industry and Commercs - Bisiness- Organization- Concept, Characterigtics,
Importance and Objectives . Furtions 6f Business and Socinl Respomsibility of a
busingss - Steps to Start an Entefpeite,
T | FORMS OF BUSINESS ORGANIZATION: Business Organization - Classification - | 15
Factors Influencing the Ghoic#-of Suitable Form of Organization - Sole Proprietorship
and Partership — Mediting, Definition - Characteristics - Advasiages, Co-Operative
Organization— MegriinfEunctions and Limitations of Co-operatives Socicties.
3 | ORGANIZATION GF COMPAMIES: Concepts, Meaning, Formalion, Characteristics 15
and Significaite of Filvaie Company and Public Company. Multinational Companies
C'S)mgd:the Challenges of their organization in India.
4 Cﬂhﬂ.{mﬂm'ﬂm Drefinition, Mature, Importance, Objestives of Communication. 15
l: on iheories and process. [Informathon theory, Imleraction theory,
& theory, Elements of commumication process. Barriers to Communication:
. Psyu:.hu.lupm] Barrers, [nterpersonal Barriess, Culiural Barmiers,
-h_lﬂml Barriars, ional Barriers.
5 | Wrtten Communication: ‘Writing techmigues and Guidelines. Letier woting - Basic | 15
Principles, Purpose, Types of business letters, Report writing, types ol reports,
Drafting of report. Oral Communication: Bpeeches for different oconsions, Cuidelines
for effective listening, Job Interviews, Type of informaftion.
& [Modemn forms of communication E-madl, Video Conferencing, Intemafional | 15
Communication for (Hobal Business. Information Technology: Form of teehnology,
uses in modern communication sysiem. Rele of Soginl Media in modemn business.

TR, tﬁ%ﬁ:?’rﬂ

[DR. PAVAN MISHRA)




Part C-Learning Hesources

Text Books, Refercnce Books, Other resources

Suggested Readings:
. Author Sumname, Initials “Book Title™, , Publisher®s rame, City/oomntry of publication, Year of
publication. Editlon Mo, if any.

Text hooks:

£ Auntlor | Baoalk title | publisher | ity

1. | soauiy (Bel a0 Simwme, WigE @ gersl =

2 T.H. Chhabea, Business Communlcation | Himalaya Publishing | Mew Diefhi

Hose
3 F.E. Sihan, Essentinls of Business WE Glabal publications lguiﬂ.a.l:lul
Communication L%,

4. | Dr. Ramesh Mangal| Business Communications | Universal Publicatiod _ ‘:_.I"l-ﬂa
2. Supaestive digital platforms web links: Pt

L]

_n"'

 Sopgested equivalent enline courses:

Part D-Assessment and Evalulﬂun

Sugpested Continuous Evalustion Methads: N
Maximum Marks : 100 -
Continusus Comprebanshe Evaluation (CCE] : 25marks Umﬁqu‘énh’rﬂlilﬁ marks

Imiger sl Assessrment : Class Test e oo 15
Contiruous Comprehensive .u.sllmmmuﬁremur.hm_l_ ey 1o
Ewgluation [CCE)ZS
External Assessment | Sectionfa) ; mmﬂﬁqﬂﬁq 03x03=04
University Exam Section: 75 | Questiongy{S Wq;i:l!:ﬁf—
Thm £ 0200 Howrs Section B =Four Lhaestions
(200 Wards:Ech) Secthon [C) : Twe | 4 £ 09 =36
LongOussticns {500 Words Each] | 03 x 15 = 30 Total 75
Any remariod suppestions:
F-_'T_—H_-_:" 2 ﬂ
W
LA Xl 4
E L, (DR, FANVAN MISHRA]
.:"_1-- i'- d
F:._ Ty gy
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Part A Introduction

Progmmime ; Cerificats ClagnB OO 1" Year  session J021-22
| Subject: Caifments
1 Courselode CI-COMCIT
2 Course Ttk Bassieezs Econdmics
3 | Course Ty Gienzral Elective
4 Pre-requisite Mot reqiredopen for all
3 | Coumse Lipan stscoessful completion of the course a student will be able to
Learming 1, Understand how households (demand) and businasses (supply} interact
Outeoines In varicus market struetares ta detesmine price and quantity of a
goodpradisced,
L. Underctand the linki between howsshold bohawior and the pconomie
miodels ofdemand,
3. Represent demand, in graphical foem, including the dewmeard slopo of
ke demand eurve and what shifis the demandeunie,
4, Understand the Foks between production costs and the sconomic maodels
afsupply.
5 Understend the concept of Pricng
6. Analyze operaticns of markels under varying competitheconditions
& Credii Valos &
T__ | Total Marks belan ok : 25475 Minimum Passing Marks 33
Part B: content of the course
Tetal Mo, of Lectures {in hours per wesk)- 3, Tatal lectures: 90
it fopic Mo. of
lechares

Historical background of economics in India with special reference o
Kauatllys, Definithon of Economies, Coneept of Micra and Mncro Economics,
Miethod of Economic shedy, Econombcs Law and thelr aatee, Significancs of
Economics, Basie problems of Economies

13

Elasticity of Demand, Concept and measurement of Elasticity of Damand,

Price. Incomes and cross elasticity, Average Revenue, Morginal Revenws ond
Elasticity of Demnand, Determination of Elasticity of Demand, Imponnnce of
Elasticity of Dremand,

15

Factors of Production- Land, Labour, Division of isbour, Efficiesoy of
Labour, Capital, Organissiion and Enferpeises, The seale of production,
Thearies of Population.

(b

Producticn function and Law of nétums, Retum of scale, Equnal product curve
analysis, Market and their classification, Theory of cost and concept of

TEVERLE,

L3

Price dutermtination wnder pecfisct competition and Equilibeium of the fiem,
Monopoly-prics and cutput determination and monopoly control, Price
determination under monopoly, Imperfect and monapatistic compatition-
price delermination.

15

Fent- cancepd, Recordian and modem theorles of Rent, Quessl Reot, Wages-
copcept, nominal andreal wages, iheories of wags datermination; Profit-
Mature, concept and Theories of profiL

15

EeywordsTags: micro economics, macre economics,Froduction, perfect competition, Reat
i

(PROF. PAVAN MISHRA)




Part C learning Hesources
ey BEl dw sl s o ogas)
Eenmedy John Fandamentals of Business Economics Himalays Pub Magpue
Singh Dr3. K. Business Eeonomics Sanhityn Bhawan Publication Agra
Bhatiya H.L. blicro Ecomnomics Modeen Pebfisher Mew Dedhi
Ginha Dr. ¥.C. & Dr. PushpaBusiness Economics  SBPD PublicationAgra
Fpaatadt sraETisd A e

Suggestive digital platforms, web links;
1 hittpesivwans sl eduimedisiwebell = Business 52 0E conoemics % 2KFndProg) pdf

2 wipiiwww. dodegiust ac infstudymsteralibbalbba. 103, pf
3.hitpsfold musc.infwp-contentuplosd sl 202001 FYBCOM-BUSSINES-ECO-HERG, pdf
4 hitpNelibrasy vasdoollege ac infwebidalabooks-com-selboom HBLSINESS W OECONOMICS pdi

[ T U U

e g i el R
o el
W 100

AW =TT TR (CCE) @ HS et (UE) sw: T4

st grwten s 32 (g ar A e ar £ el ) 1%
HAE =TT e | C0E); ECiEErns i Tedlie e ] i8
qN 25
A - WO (F: A AT T T (A 50 =) 03 <02 =09
Fraframerior sitem: TR (3 W, W W (R 200 04 5 09 = 36
- O, D0 5 s () o il el w500 s 02 w15 =30
o dw 75

fsfory?
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Part A: Introduction

Programme: Certificate/DiplomaDsgree  Clasga: BAOOM. | Year Session 202 1-22
| Subject ; Commercs
Courgs Code ClI-COMCIT
Courss Title : Banking and Insurance
Courss Type: Eleclive
Pre-requisite: Mot required {open far all)
Course Learning The successful completion of this course shall enable the stadent:
Outcomes « Tp understand Bonking and insuronce services for the econamie
growih ol o country and impoctanss for (he entioe business procedune.
» To undesstand the banking sysiem, banking prosedure, practical
banking, &ba.
e To understand the Insurance systemn, Insurance procedure, regulation
of banking and insurance,
& They alzo shall be capable to sarn employment in the figld of banking
and Ensurance
Credit Value &
Tatal Marks Mg Bdarks —25-+75 | Min. Passing Marks 33
Parl B: Contenl of the courss
"~ Tatal No. of Lectures (in hours per week)- 3
Uni Topic it
Unit—1 | Introduction te Banking: Himcrical background of banking, Definifion, principles

and importance of baink. Classification of bank, Puncticns of commercial bank,
Ssrecture of commercial banking in India. Features of Indian banking system. ceedit
crealaad.

Ceptral banking: BB and its fimctions. Credit control,

Natismalization and Merger of basks: Gapsral Inftreduction bo Malionalization af
Banks, Objective and Infraductian 1o Private Banks Funetiening and Usefulnass or

Importance, effects. Evaluation of nationalization and merger of Indian hanks.

Linat-2

Bank Dieposits bMeaning and types. Features of hock necounts. Procedurs 1o open
and close bank accounts (Including online procedure).

Logns and Advances: Principles 1o sanction loans and advances. Clossificstion of
loans and advances. Procedure to apply for bouss koan, perscnnl Joan, education loan
amd commercial lown,

I8

Linit=3

Imsurance: Hisorical background of Insurance. Meaning, slements; busic principles
and impostance of insurnsce. Kinds of insurance, Regulation of insurance in India.
IRDA:Functions snd role io regulate insurance in India

Unit- 2

Unit- 5

Life Insuramee: Historical beckpround, meaning, objectives, importance, essential
elements, Life insumance pelicy and ms types.'Insumnce proposal to policy’-
Procedure. Conditions of Life msurance policiesClaim filing precedure  and
seitlemient of claims.

1%

Life Insurnnce Carporation of lmdia: Functions, nand Ewaluatian.
General [nsurence; Meaning, objecives & importance, Rinds of general nsurance
aned itz features. Basic principles of general insurance. Procedure to apply general
insurance policies. Clalm fifing procedure and setilement of claims

General Insuramee Corporntion of Indis: Fupctoss, propress and stousiure,
Performance of privals sector companies in general insurmnce sectar,

15

Key Word :- Banking,Insurance, Nationalization, Leans and Advances Progress, Hegulntios,

Gk Gorre

(DR. PAVAN MISHRA)




Fart CC learning Resoorces

01, samie fel dr sl sitorer o g

42, D OP. Gupta & Dr. Sudhlr KEumar Sharma Banking & Insurance Sahitya Bhawan Pub.
Agra

), De B L Nolakhhs Principles of Insuranes F.B.D. Publcation Jaipur

4. Dr¥PM. Sendomam & Dr P. W Varshney Banking Theory, Law & Practlcs 5 .Chand &
sons Mewy Delhi

od. 7t W9 AR wE ¢ A @ R o RS §E A

Sugpestive digital platforms, web Haks:

1. hitp:tveww eniversyefealiout nfofSDERsnkingontSMey2018. pdf

2_httpe e gdcboysang. s infAbouttdrold upload sfBESthSemBeom,. pof
3. hitps:Vabooks |pude infmanagamendbbaiterm_SOMGTI03_BANKING_AND_INSURANCE pdf |
o hitps: fwww subhshi in/202 103 Bima-avr-bank-ke-prakar-nates-FDF . him|

Part I Assessment and Evaluation

e imnum Marks @ 100
Continwous Composheasive Evaluation (CCER 23 Marks University Exam (UE}) 75 Marks

Internal Assesmment: Class Test L5

Continsaus Comprehensive AssignmentPresentation 11}

Evaluation (CCE) 25

External Assessment: Section (A) Threa Very Shon M3x0d =

University Exam Section: 73 Cuestions {530 Words Each)

Time: 02200 Hours Section (B) ; Pour Shor M x05=G06
Quastions (200 words Each}
Section [(C) 1 Two Long (2x15=30 Total 75
Cussstions {500 Words Each)

s
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Part A introduction

Programme : Certificate__ Class:B.COM.1" Year _ session 2021-22
Subject: Commerce
I | Course Code C1-COMB1T
2 | Course Title Business Mathematics
3 | Course Type Core | (PAPER 2)
4 | Pre-requisite Mot required open for all
5 Course + Toapply bagic terms of integration in solving practical problems field
Learning of as of business. To explain basic methods of business calculus,
Qutcomes types and methods of interest account and their basic applications In
practice.
s To solve problems in the areas of business caleulus, simple and
compound interest acoount, use of compound Interest account, laan

' | and consumer credit.

« To discuss effects of various types and methods of interest account.
connect acquired knowledge and skills with practical problems in
economic practice.

G Credit Valua 1 G
7 | Total Marks | Max marks : 25475 Minimurm Passing Marks 33
Part B: content of the course
= Total MNo. of Lectures (in hours per week)- 3, Total lectures: 90
unit topic No. of

{ectures

1 Brief history of Vedic mathematics in Indian knowledge tradition, methods 10
and practice of quick caleulation of addition, multiplication, division, square
and square root of numbers through Vedic mathematics, method of quick
verification of answers from Digit Sum .

7 | Rules for sign in Algebra and practice, Rules for calculation (RODMAS) and | 13
practics,

Simultaneous Equations- Meaning, Characteristic, types, calculations (with
ward problems)

3 | Theory of indices (preliminary knowledge only formulae), Logarithms and 15
Antilogarithms-principles and ealculations, Percentage

4 | Ratio, Proportion, Discount, Brokerage 20
5 | Commission, Average, profit and loss 15
6 | Simple interest, Compound interest |15

Keywords/Tags: Vedic mathematics, Logarithms, Simulteneous Equations, Ratio, Propoertion,
Discount, Brokerage, Commission, Average, interest

E S

( Prof. Pavan Mishra )




Part C learning Resources

Magar Dr.AbhilashaBusiness MathematicsHimalaya publication Mumbai
Sancheti & KapoorBusiness MathematicsSulian chand and sonsMew Delhi
Qharma LK.  Business MathematicsIK International pvt.Ltd.New Delhi
Kumar MritvunjayBusiness MathematicsS.Chand Publishing New Delhi
Agrawal DrivaheshBusiness MathematiceRamprasad and sons Bhopal
Gouray TekriwalMaths Sutra Penguin BooksGudgao
uggestive digital platforms, web links:

GR O Ln B e 1R b

3 mlgzim'nwjgnnuh:lﬁlnﬁmnu-hmc—]E-Htudz-mm:riglr

3, |;ttgst.f.fignni.iggin[gamﬁtgdggg@xllahu;-
201 2/Study Mnterial Newjﬁqnndntlng-l“agﬁ:rll-Ewiﬁ:ﬂ,uﬂf

4, hﬂgwy_\ﬂ.mut!!EmmfeugugehMCkIEumﬁEklEE“;EI'ﬁ]w-w

5. hgm;u’fwﬂ,xnutuheﬁgmmrntgbw-kxﬂlnum‘sﬂhﬁlﬁs

i hgm:I.’www,fgutuh:,ggm{:_egultﬂE;uh:h ﬂgﬂlﬂugﬁnhsﬁmﬁhighgﬂun
ation

7. hitp:Fhmwv.hinmuh.cnmfdm:uments.fﬂlt-ptnrl‘Eﬁ-.pull‘

Part D-Assessment and Evaluation

Suggested Continuous Evaluation Methods:
Maximum Marks : 100
Continuous Comprehensive Evaluation (CCE) : 25marks University Exam (UE) 75 marks

Internal Assessment ; Class Test (objective type or descriptive) 15
Continuoas Comprehensive Assignment/Presentation 10
Evaluation (CCE):25
Exiernal Assessment Section{A) : Three Very Short Questions (50 [0B3x03=09
University Exam Section: 75 | Words Each}
Time ; 02.00 Hours Spction (B) : Four Short Questions (200

Words Each) Section {C) : Two Long 04 x 09 =36

| Qruestions (300 Waords Each) 02 = 15=30 Total
75

/s ﬁg'b/’

.|l::l:'ri::|fr Pavan Mishra :)
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Format for Syllabus of Theory Paper

Fart A - Introduclivn

Program: Certificate | Class: B.Com Year: | Yeor | Sessiomr 20212022
i

..‘sul:lJEl:t ‘:'I.'Ij'i-fl'lli-lrIE Sules Promedion and Managemant

1 | Colrse Code PA1-ASPMZT
2 [ Course Title . Sales Promation [ Paper 2) o
3 | Course Type {Core
Course/Elee tlveeneric Ef ot T
ElectiveYocatinoall....} )
4 | Pre-requisile (if any) Open lor all

5 | Course Learnlng owicames | Students will be abie fo understand -

resuli tor increese sales of orgenization

(LY The Meocing and [mportance of Saics promotion. Types,
teols and Progranune of Sales prometion, Sal=s promation -

“_ﬁ- Credit ¥aluwe ) N G )
T | Total Marks Maz, Marks: 25573 | din. Pussing Warks:33

Pare B- Content ol the Course

Total N nf Lectures- 90 {3 hours per week:

| Historical Backgmund af Sales Prometion in Indie. Matre and 15
impantanse af salzs prometion - DeGaition, Fupeiens and limitations,
Ojeciives, Sales Promation Budger, Kole in marketing,

LR LM —

Unlit Tores ' Mo, of Leclures

2 Forms of sales promotion - Conaumer Criznted, Trade Qriented, Seles 20
| Fores Orented.
3 Wajor tools of sales promation - Samples, Display and Tlempnstration, 210
Fashion Shaws, Salzs contest, loltenes, pift offers, rebaizs, rewards
4 Sales promotion — Requirenent jdentification, Designing of sales | 20

proencdion  cempaign,  Involvament of  22lesmen and  doalers,
Chigourzing sales peoraeton, Mational and International promaticn
slralegies, Coordination within the variows promnetian techniguaes

5 Develoning sales promotioral proorainine, pre- westing implenenting, 5
cvaltiation of results and making necessary medifications.

Keywords/Tags: Sales Pramotion, Forms af =ales promaiizn, Promotion s.tra[-&!___;-ss Salesmen

Part C-ELearning Resonrees

Text Books, Reference Boaks, Other resources

>3 512
['['.':Er Pﬂ.ﬂ?[{g Oana }




Sugpested Headbngs:
L. Bugeestive digilal placfocmes web links
01- Fosan- Manapement Ssles Force - WoGrave Hill
02- Anne Cougilan, Brin Anderson - Marketing Channels- Steva & Adel El-Ansary, Pearson,
A3- Sachin Ben - [Professional approach 1o mademn salesmanship - MeGraw Hill
04« 3 HH Kazmi, Salish K Batra - Advertisineg And Sales Pramation - Meow Hill
053 Zamjay - Advertising And Sales Promotion — SBIL Agva
06- Tavler, John (1978} How to starl and sucessd in A business of your awo. p. 290,
07 =1, T At S 7 A g, By 19 RBare - i R o
08- Belch & Beleh — Advertising & Pramotion — Tate e G Hill
08- Kotler, Failip and Ammstrong, Craty, principles of Macketing, Prantice Hall. 2, Buskirk.
aelling: Principles and Practices. MoGraw-Hill. 3. Futeell, Charles. Sales Management,
aourh-'Weatarn Collegs.
10- Walker, Stenton, Pandit, Ajay, Macketing, MeGraw-Hill
3.4 Lhenawalla - Advertisiog, Sales and Promation Manazement, Flimaluya.
2 Bugrested weh linbos;
htipiiraven wols.com/blog/S-link-marlseting-tachnigues-for-smhs!

Huppested equlvalent ooline courses:
hitpsa/iwww.classeentral. conlcourse’sales-marketing-aligumen-9729

hitps-fvww.coursera.org Speeta lizations/the-art-ol-sales-mastaring-thesellin Goprocess

Part - Assessiment and Evaloation

Engpested Continuows Evaluation Metlhods:
hda=iznurn LAacks ; 100

Continueus Covsprohensive Evaluatlon (CCE) - 25marks Unlversity Exam (UE] 75 marks

Intarnal Assesatnanl @ Clazs Test asslgnment/Presantztion | 15
Continuous Campre)spsive 10
Evuluation (CCE)2G
External Assessmmend Sactlon(A) ; Three Wery Shart SERTERN
University Cxar Section: 75 Queeestlons (56 Words Eachh
Tiwe 102,00 Hours FECLion {B) ¢ Four Shorg Cuestions
{200 Words Each) Sectlom (€] : Two 04 w00 = 35
Loy Cuestions (500 Words BEacs) | 92 « 19 = 30 Total 75

ANy remarlsd sugreslions:

2x 15 ke
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Pari & Introduction
Frograni: Cerilllcate Class™: B.Coem. | Yeay: First Sesmion:2021-22
Subject: Commerce (OFFLCE MANAGEMENT AND STENOGRAFHY)
1 | Course Code MI-OFMSIT
1 | Cowrse Title Fundzmentals of Stenography {paperli2)
J | Course Type ) ErecHir=
|4 | Pre-requisite [if any) Mo Pre-requisiies
3 | Course Learpiu? ouleomes | Student will be able to:
(CLO} 1 Vdderstand the basic coneepés of  stewography
with gromumalopuss and logngram.
1 Umierstand ihe basic concepr of virele and T.00ps
in Stenography.
3 Undersinud and practics the wse of inital and
Mol hooks, halving aed doubling principle.
4 Undersiand and apply essential vowels, prefives
and seflives.
5 Apply advaueed pirases,
6 | Credif Valug 4
7 | Toal Marks blax, baks: 25475 fdin, Cassing hlarks: 33
Part B- Contend of the Course

Total Mo, of Lectures-Tatorials-Practical {in hours per week):

i L-T=E: 4-0-0

Unil

Toplcs

o, of Lectyures

I

[NTREODUCTION OF STENOGRAFAY

Mcating, Tmportance & Objective of 3tenography.
Deefiniticn  of  Consonants,  Classes of constenants,
Joining of strakes,

Definitior. ot Vowels, Types of Vowels, Places of
Yowels, position  of  Vowel  Cremmalogues,
Alwrnative Sign of R and H, Diiphthangs,
Phrasengraphy

20

heywords Tags:

Consonants, ¥owely, Dipbthongs

TI

CIRCLE, Logrs, HOOKS

Cirzle, Strokes, Loops: Rules of Citcle 5/Z, Bules of
strokes 572, Large ciele: W, 55 and 82, Loops-5T
& ZTR and their dilference,

Huoks: LUsc of inigal hooks 13 straight smokes and

curves, alezenarive forms for 1F, wvr e, Listerveniogg

12

'ﬁ_ﬁ::—.-___
poEE




vowels, Cirgles or Joops procecding initial ooka.

Keywrorda Tapgs:

Ll Eoops, Hoolis

m

OTHER HOOKS aND LOars, THE HALVING ahD

CDHEELING FRINCIFLE

{Char Tlaoks and Lacps: ‘e’ and 7 fooks, Circles and
Loops te Final Heoks, the st [looks, the Aspitate,

The Halving and Dowbling Prineiple: The Halving
Pringiplz Section — [ and 1, The Deubling Principle,
Tmeard and deswnoward # £ and s,

12

Kervwords!]'ags:

Halving_ Principle, Dowliog T cigeiple

Iv

LssENTIAL VOWELS, PREFINES AND SUFFINES
Essential Yowels, Diphonic ar Lwip Viowe| Signs, pedial

Semicircic

Prefiaes and seffizes

}{e}wﬂrds-"régs:

Trefises, Suifizes

¥

CONTRACTIONS

Conraciians: General  and  special  womactions,
Tntzrsection, Advanced Mieaseoaraphy.

Practics of tbopes subject mather for speed dictaticn.

Heywords Toms:

Contrachons, Intersection, Mhraseography

Part C-Learning Resources

Text Books, Referonee Rooks, Criher resources

_. Swgwesbed Readings:

Engish. PO

1 Sirlsase Piman, Sir [ssac Pitman & Sons Lid., Pitman Hpose, Latest edition

2 Pitman Shorthand Instruceor and Kay Pitman. Firman Publications, Tatest edition
3 Aldyer. K. & Heporter's Phrase Book, A, H. Wheeler Publications, Latest edition
4 Bhatia, B, "Principles of Shorthand Theary™, G. Lald Co. Latest edilion

5 Kuthizla, O. F., Shanband Mede Eqzv, Pitmaa 5. 5. Publications, [agest cdition

b TR e R, T s, off Ry & e, v
2. Feitag R i i R

Adifipnal Resonrces:
hitpfinbsrgcgdenic. nic. indweehmateri 0 micab gV ocational? 0L EStulvmaterial X 1L3horthagd

Suggesied equivalent gnline courses:




Tt dar fofe
hitp: A panotbaak com

hatpsfepustakalay coim

Temat wan Tarlyy (=l s,

Part D-Assessment and Fvaluation

Maximeen karks ¢ 1000

supggested Continuous Evaluarlon ethods:

Continunus Cormpeehansive Pealuddion: (0OCLE] - 25maeks Univecsity Exam (IR 73 mavks

Two Long Cucstions {506 Wopds
Erch]

Lnterml Assessmont ; Class Test Assignuncat/Fresentatiaon | 15

Caninuoks Cororekens ve 10

Ewalupiion (CCERLS

External Assessmpnt ! SaceloniA)  Three Yery Short 05 x05=00

Universily Ewinn Section: 75 | Creestions {50 Words Each)

Tioe ; ;2,00 Flunrs Sectinn {B) = For Slor Ouestons .
(200 Waords Fach) Sectlon () 04 x 09 =36

U2xi5=30Total 73

Any remarks’ sopoestions:
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1 ITEEH | FE MI1-OFMS2F
2 | sTorTEm = ofE aTiRTY & e T (R e 212)
3 | oTewww Em TR . - L=
4 | =TT (Prevequisitz)
ol IR CIRE G E |
5 | ST e WARARET | g S OO W % R AT gue g A
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ST d e e R aratfie - (w wmg sy L-T-Pr 0-0-2 EN
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Farl A Inlrodueetion
Program: Certificate Class: K.Conr. Year: First J Ression:2021-12

o Subject: Comimerce (OFFLCE FLaNAGEMENT AND STENOGRAFHY)

1 Course Code MI1-OFNSIP

2 rCourse Title Fundanentals of Srenography (paperi2)

3 Course Ty pe: Yy

4 ! Pre-reqguisite {if any) Mo Pre-reguishics

5 | Course Learoing outeomes Aler completinp, (he courss, the studead shall be abls to: -

{CLO}

COl: get the proficiency of typing on cr_l-rnpul:cr through
tonch method.
CO2; el the pmﬂ..lum,}r of I."l.']'.I]I'lE -afﬁ-:;:al comrCsponidenes
and manwsicript matter using signs end symbals,
CO3: ger the  peoficisncy o syping  stenography
IAnsCTintGNS, .

0 Credit ¥alue 2

T | Tosel Marks Max. Marks: 25475 | Min. Passing Marks:37

Part B- Conitenl of the Course

Total No. of Tectores-Tuiorials-Practical (in hours per week): L-T-P: 00-2 £

L.nit

Topic: Mo, of Lectures

[

Accuire knowledae abaut the Compuer hardwarc: [dantify
the compuier hardwurs, demonstratzon of the computer
pecepherals, wses of computee  peripherals and  their
Operating system, connect the compular ACCessorizg.

EeywoerdsTags: C

smputer Hardware, Computer Peripherals, Operating Syslem.

Tt

Recogmize  the  warlous tepes  of  computer  kews:
Demonstrate all types of computer keys and its operation,
Practice on key boend for touch and sight nvpewriting with
speed amd decuracyyose al proper specing Ancd punchiaticn)
af the rare of 40 w_p.m_, Practics of official comespondence
i proper menner, Practice of typing Manuscript {osing
Jhnuscripl siem and symbals for editingamendaent}

EeywordsTags: €

Correspondence, Typing dManwseript

e paler Keys, Key Board, bouch and sight ppewricing, O feial

1

hevwordsTags: IH

Practice of diclation of seen Passazes feol Piomen
; Sheorthand  Inslructor st the speed of 80 wpam amd
_ trbnsenbs an the computee,

teLation, Fitman Slhorthand Lostructor

v

Prectice of diceation of unsees Passages imom shorthand
magazines, newspapers 2te, at the speed of B0 w.pm and
ranscribe on the computer,

| Kevwords Taps: di

clainm, shorthand,

Fart C-Learning Rescurces

Text Books, Reference ﬁuu-ks. Oiber resources

Suggested Readings:

1 Fitman, Sirl

saac, it 1saag Pitrnan & Suns Led., Pilmen Howse, Latest Addidian.

—r

H_\%‘/JL_H‘“—_______.
28§ e




"

Firman, Si Isaac, Fianas Sharthand letrocior and Kev, Pitman Peblications, Larest Addidan.

Aiver, K. 5., Reporters Phoese Book, A, A, Wheeler Foblications, 1atest Addition.

Bhatia, F.C.“Principles of Shorthand Theory™, 5, Lal & Co,, Latesr Additicn,

Fumsiala, O, F., Shorthaml Made Edsy, Pimen 5. 5. Publwations, Latest Additaon.

Gupta, R., Freficiency in English Typeweriling [Ilieh Speed Typewritting), Ramesh Publishing
Huwse, New Daelhi, 2021 (2 15t Edition)

Additinnal Bespurees:

L= T R T FUEN =]

hilp:ficbsevalamis. micinfwebmateril) .| ’ jopak 201 BEndymaterial X Ehorthand

enalizh-LLE

Sug_gesmd_ equivalent online courses:

Part D-Aszsessment and Evaluation

Sugpested Continuous Evaluation Methods:

Interoal Asgessnient Ml rhs External Assessment 1y BTy X
Class Tateractbon iz - L1 Yira Vore an Pracrieal 1=
Attendaner 5 I:"‘rn_rl':.-l:'_:! Hecurd File Ik
Assigmnenis (Charts” Model It Table work  Lxperiments st

Semlnar ! Rural Servioe
Technoloy Disseminatn)
Eeped of Exvursion’ Lab Visits!
Forrey ¢ lodusirial visit)

TOTAL 15 ]

Auy remarks’ soggestions: The assessment of above praciical part shall be done in accordance
to tecoummendolions of Experts { Suhject Faculty,

R
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]‘u:rt A Imtroduction

 Program: CERTIFICATE | Class : UG | Year: | vear | session :2021-2022
= Subject : Computer Application
L. | Course Code S1-COAP2T
2. | Course Title Data processing Software
3. | Course Type Core course
4. | Pre-requisite At lepst Intermediate in Any course / stream
5. | Course On the completion of this course student will be able -
Learning * To understand the basic concept of various Applications of
Outcomes software,
(CLCY) * To gain knowledge of MS Word , Excel , Aceess and ['umeJ
point,
*  Toapply acquired knowledge in office automation tasks,
*  To study various methods of formatting of documentation and
use of spreadsheets.
* Todevelop and enhance presentation skills using power point.
6. | Credit Value [ 4
7. | Total Marks | Max. Marks: 25+75 | Min, Passing Marks: 33
Part B: Contents of the Course
Data processing Software
Total No. of Lectures =60 (2 hours/ lecture per week) :2-0-0
Unit Topics ' ' Mo, of Lectures
I MS Windows: 12
Introduction to MS Windows: Features of Windows; Variou
versions of Windows & their use; Working with Windows: M
Computer & Reecyele bin ; Desktop, Ieons and Windows Explorer;
Screen description & working styles of Windows; Dialog Boxes &
Toolbars; Working with Files & Folders: Shorteuts & Autostans:|
Accessories and Windows Settings using Control Panel: Start button
l& Program lists: Installing new Hardwares & Softwares.
[T Basics OF MS Word: 12

Creating Word documents; The Word Window |, Entering Texts .
Editing Document texts; Selecting Texts, Copying and Moving Texts,
Applying Text Enhancements; Appiving Fonts and Font Styles in Word,
Highlighting Text For Distinctive Look . Aligning and Formatting;
Adigning Text using identification options, Setting Line Spacing Options

using Tabs. Creating Lists, Numbers and Symbols ; Numbering and
Bullets, Creating Special Characters. Replacing and checking Text ; .
Creating and  Applying Frequently used Texts, Finding and Replacing |
Texts , More about  Spelling and Grammar using the Thesaurus
Command, Getting Print using Print Preview, Changing Page
Orientation and Paper Size, Aligning Text Vertically, Setting Margins,
Printing Options,

Advanced Formaiting Techniques in Word :

Formatting Pages; Formatting Sections, Creating and Modifving

Page Numbers, Creating Headers and Footers , Taking Care of
Loose Ends, Working With Columns ; Working With Newspaper

—7=]
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Columns, Revising Colomn Structure. Constructing High-Quality
Tables : Creating and Revising Tables , Modifying Table
Structure . Formatting Table, Creating Qutlines in Word using
Templates, Use of Mail Merge in Microsofl Word

MSAccess |
| Concepts & terms : database tables ,relational database . records |
fields , controls & objects . queries, forms, reports properties. |
wizards , macros , MSAccess requirements , starling & quilling'
IMSAccess, MSAccess workspace, tool & views ,

Creating database & tables with & without wizard , field name , data
types & properties | adding & deleting fields, renaming fields & their
caption , resizing fields , freezing columns , primary key field &
indexing fields.

MS3Access Form: Form wizard . Saving & Modifying forms
Entering & Editing data |, Finding . sorting & displaying data ,
creating queries , using select queries and wild cards.

M5 Reports @ Creating reports, Previewing reports, Printing reponts,
odifying & Saving reporis. Relational databases: definition,
purpose, creation, viewing, deleting. Expressions , Create PivotTable
or PivotChart views in an Access desktop database,

12

Creating Excel Worksheets ;
Entering and Editing Cell Entries : Excel Application Window |
‘Workbooks and Worksheets, Moving the Cell Pointer, Entering
Text and Numbers, Revising Text and Numbers. Working with
MNumbers | Creating Formulae, Formatting  numbers. Changing
Worksheet Layout ; Adjusting Column Width and Row Heighr,
Inserting  and  Deleting Rows and Columns, Inserting and
Deleting Cells . Moving and Copying Cell Contents . Namin
Worksheets | Selecting  Worksheets , Copying and  Moving
Workshests, Inserting  and  Deleting  Worksheets,  Other
Formatting Options ; Aligning Text, Border and Color. Printing
in Excel : Prant Preview, Changing Page Setup , Checking
Worksheet Spelling.

Advanced Technigues in Excel

Using Functions and References : Use of Functions , Entering
Functions, Relative and Absclute Cell References.

Create Named Ranges, Creating Easy<to-Understand Charis ; Pie
Charts , Series Charts , Creating Charts , Moving , Sizing and
Printing  Chart Objects . Editing and Formatting Charts ; Adding
a Data Series , Deleting a Data Series , Modifying and
Formatting Charts. Macros. Creation of PivotTable to analyze

I»«'urkshcﬂ data

12

-
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V  Creating PowerPoint Presentations: 12
Creating a Basic Presentation . Building Presentations, Modifying Visua

Elements . Formatting and  Checking Text, Adding Objects, Applyin

Transitions, Animation Effects and Linking , Preparing handouts.

Part C: Learning Resources

Suggested Digital Platforms, Web links
L. hitps=iwaw webicator.com/how-tohow-use-mail-merge-
microsafl-ward.chin
2. httpszifsuppornt microsoft.com/en-us/office/create-pivottable-or-
pivotchart-views-in-an-access-deskiop-database-83e5 244/
dfbd-456d-0dd0-0adBe | an6 752
3. hitps;/fsupportmicresoft.com/en-us/office/create-a-pivotiable-
to-analyze-worksheet-data-a%aB4538-bfe9-40a9-n8e9-
134456576
4. htps:ywww voutube com/watch™v=2v3 XMBbIVEA
3. hipdiwww.digimat. inmptel/courses/video 121 10600
7/L12.html

Suggested Readings:
I. Microsoft Office 97 . Will Train , Gini Courter)
Annette Marquis ,BPB Publication.
Microsoft Office 2000 : Gini Courter & Annette Marguis,
BPB Publication.
MS Office 2000 for Everyone ;  Saxena Sanjay , s schnd
Writer's Guide to Microsoft Word : Kari Holloway
Access 2016 Bible : Michael Alexander, Richard Kusleika

Excel 2019 - Greg Harvey
Microsoft Powerpoint Made Easy : Chris Smith

e

N E e

Part D: As-sesir_;lént and Evaluation{Theory)

Maximurm harks 100
Continued Comprehensive Evaluation (CCE): 25

University Exam{UE): 75
Time:02:00 Hours

Internal Assessment : Class Test 15
Continued

Comprehensive Assighrment/Presantation 10
Evaluation (CCE): sy %

External Secthon{Al: Three Very Short Questions[50 words 03 X 03 =09
Assessment: each)

Undwersity Exam Section(B): Four Short Questions{ 200 words each) 04 X 05=36
Section({C}: Two long Questions|500 words each) 02 X 15=30

| =
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Part- A

Introduction
Program: certificate | Class : UG 1 !.Y-:ar: 2021 | session:2021-2022
Subject : Computer Application
l. | Course Code S1-COAP2P
2. | Course Title Data Processing Software (Practical)
1 Course Tvpe core =
4. | Pre-reguisite(If any) —
5. | Course Learning Un the completion of this course student will be able -
Outcomes (CLO) * To understand the basic concepts of various Applications
, of Softwares.
' * To gain knowledge of MS Word , Excel , Access and
Power point.
= Toapply acquired knowledge in office automation tasks,
=  To study various methods of formatting of documentation
and wuse of spreadsheets.
= Todevelop and enhance presentation skills using power
point
6. Credit Value 2
7. | Total Marks Max. Marks: 25+75 | Min. Passing Marks: 33
Part- B _
Content OFf the Course
Data Proeessing Software (Practical)
Practical Lab will be conducted based on the theory Syllabus
M S Office Practical

Th

I. To ereate a documenl and insert header and footer, page title, page

mark, page color and page borders.
To creare a document using mail merge by connecting data base.

6.  To Printan invitation letter using mail merge.

numbers
2. Insert a table, picture, clip art and chart into the document. 3[} Kes
3. Tocreate a document for writing mathematical equations. I
4. To create a document, set the margins, orientation, size, column, water

Pl

( B4 p N gosunmt)



5.5

14,

16,

I,

19,

To design a table, form and report in Access.

To design Queries and macro in Access.

To get external data from elsewhere and move to Access.
Access Data base, generate report and label.

To encrypt Data base with pass word in Access.

Creating, editing, saving , printing, securing & protecting operations of

an excel spreadsheets,
To Prepare different tvpes of charts in Excel

To create student’s data for identity card along with photo | sign etc.

and print i

To create bar chart & pie chart in Excel for analysis of five vear's results

of vour institute.

To prepare an attendance sheet of 10 students for any 6 subjects of your
syllabi. To calculate their total attendance, total percentage of attendance
of each student & average of attendance,

To create Pivot Table using multiple sources of data in Excel.

Applying themes and layouts to power point slides and inserting
pictures, graphics, shapes and tables into presentations.

To create power point slide make using transitions and animation,

working with master slides.

To create a professional slide for presentation in Power point.

—

(B8 B N gosummi)



Part -C
Learning Resources

Suggested Digital Platforms, Web links

1. https:/fwww webucator.com/how-tohow-use-mail-merge-microsofi-
word.cfm

2. https:/support.microsoft.com/en-us/office/create-pivottable-or-
pivolchart-views-in-an-access-desktop-database-83¢324d(-dfbd-456d-
Sdd0-Oad8c laab?52

3. https:support.microsoft.com/en-us/office/create-a-pivottable-1o-
analyze-worksheet-data-a%a84538-bfe9-d0a%-a8ed-1991 34456376

4. https: mwatchv=2viKMBh3IVEA
5. hupwww digimat.in‘nptel/courses!video/ 121 106007/L.1 2. him]
Suggested Readings:
. Microsoft Office 97 : Will Train , Gini Courter, Annette Marquis
BPE Publication.
2. Microsoft Office 2000 : Gini Courter & Annette Marquis, BPB
Publication.
3. MS Office 2000 for Everyone ; Saxena Sanjay ., s schnd
4. Writer's Guide to Microsoft Word : Kard Holloway
3. Access 2016 Bible : Michael Alexander, Richard Kusleika
6. Excel 2019 : Greg Harvey
7. Microsoft Powerpoint Made Easy © Chris Smith
| Part D: Assessment and Evaluationi Practical )
Maximum Marks : 100
Continued Comprehensive Evaluation {CCE): 25
University Exam{LE): 75
' Internal Assessment Marks External Assessment | Marks
Class Interaction 10 Viva vOee on Practical {15
_Attendance 5 Practical Record File 10
Assignments{ Charts/Seminar/ 11 Table Work/ Experiments Si

Technology Dissemination/ Report
of Excursion/ Lab Visits/ Survey/
Industrial visit

TOTAL | 25 ' 75

_ '——(mf
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FTATAT WOTET FT A4, gonieral, whEared od Rt
qerfert & Ave vd Hmm, st P (g,
SERTT), FTH-TATE =972 (FIH-9978 W G900, 9972 972 &7
TUAT),

FTATEA A FHHT0 T WA, FTATAATT, TTHT] FT HEA
A FuEfiEy, e wefE Fowwe, wrEtede
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TuTTw, WA Far Wi T SEE wE,
Frateata geffeT va Fywet i qre, AR FrEea

THTFUTAAT 7% 79T
e g (t 3/ wratern gonferat, wratefia oo, wr-wEre =, e aie
v Fr e Feem v T e 12 |02

Fife, wratay § mreg Fiid v gy F ol 519w,
aifis o f ol Fronr F aveww & IO, FET
wEaT (AET # HEATHETT a9 Afm aftsT), wEe,

1, mﬁ@{ﬁﬁmwmww,mﬂﬁﬁwﬁmm

AT H- AT AAEA S

UTET e, HTA TS, A7 AT

IR TETa e IR TS ST T Hre

. Aswathappa, K; Organisational Behavior, Himalaya Publishing House, New Delhi 2018.

. Balachandran, V, and Chandrasekaran, V, “Office Management”, Tata MeGraw-Hill
Education Private Limited, New Delhi, 2009,

. Bhetia, R. €., “Karyalay Prabandh (Office Management)”, Atlantic Publishers and
Distributers (P) Ltd., New Delhi, Delhi, 2017.

. Chopra, BLK; and Gauri, Priyanka, “Office Otganisation and Management”, Himalaya
Publishing House, Delhi, 2017, 17 revised edition & updated.

. Mills, Geoffrey and Standingford, Oliver, “Office Administration”, Pitriian Publishing Lid., |
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London, 1984

Monappa, A; Personnel Management. Tata McGraw- Hill: Bombay, 2001.

Mora, 5.P., “Office Organisation and Management”, Vikas Publishing House Pvi. Ltd. New
Delhi, 1980,

Prasad, L. M; Principles And Practice Of Management, Sultan Chand and Sons, New Delhi,
2015,

Reddy, P.N. and Appannaih, HR., Office Organisation and Management, Himalaya
Publishing House, Bombay, 1990,

Robbins Stephen P; Organizational Behaviour, Pearson Education India, Eighteen Edition,
2018,

Singh, P. , Chhabra, T.N., and Taneja, P.L., Personnel Management and I[ndustrial
Relations, Dhanpat Rai: Delhi, 2000,

Singh. 5.P. and Singh, B., Office Management and Secretarial Practice. Gyan Publishing
House, Dethi, 1987,
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Part A Introduction

Program: Certificate | Class: B.Com. | Year: First | Session: 2021-22

Subject: Commerce (OFFICE MANAGEMENT AND STENOGRAPHY)

1 Course Code MI1-OFMSIT

2 Course Title Office Organization and Management (1)

3 Course type | Core

4 Pre-requisite  (if | No Pre-requisites

anvone) .
5 Course learning The course would empower the students 1o develop the idea about
outcome (CLO) the office environment and its working of daily life. After

completing the course, student should be able to:
COl. Understand about the pature and scope of office
management,
CO2. Acquire the knowledge of administrative arrangements and
facilities of an office.
CO3. Acquire the knowledge of modem office environment to
work.
CO04. Understand the systems, procedures and methods of office.
CO5. Acquire the overview of office control and other
miscellaneous dimensions of office Management.

f | Credit Value 6 (Theory 05 + Tutorial 01)

7 Total Marks Max. Marks: 25+75 Min. Passing Marks: 33

Part B Content of Course

Total number of lectures (in hours per week):-Tutorials-Practical L-T-FP: 5-1-0

Historical Background and Tradition of Indian values in Office
Management, Meaning of Office, Functions of Modern Office
(Primary Functions, Administrative and Managerial Functions),
Importance of Office and Office Management, Modern Office
Crganization  (Definitions,  Principles, Steps  in Office
Organization, Organizational Chart), Nature and Scope of Office
Services, Decentralization and Centralization of Office Services,
Office Management (Elements of Office Management, Major
Processes of Office Management), Depanimentalization of Office,
Office Manager {Qualifications and Status, Functions)

Unit | Topic No.of | Noof
Leetures | Totorials
l- NATURE AND SCOPE OF OFFICE MANAGEMENT: 12 02

Keywords/Tags: Office Management, Office Organization, Office Services,
- Departmentalization

R
29 D2




11 ADMINISTRATIVE ARRANGEMENTS AND FACILITIES: 1% (4
Office Accommeodation and [is Importance, Location of Office,

Choice of Location {Urban vs Suburban, Factors to be
Considered in Selecting the Site), Securing Office Space, Office
Layout {Objectives, Principles, *Vaste Shastra’: An overview,
Steps in Layout Planning, Advantages of Good Layout), Open
Office and Private Office, Steps in Moving Office

Kevwords/Tags: Office Accommodation, Location of Office, Office Lavout, Vastu Shastra.

111- | MopERN OFFICE ENVIRONMENT: 15 3
Components of Office Environment, Interior Decoration (Color
Conditioning, Floor Cowverings. Fumishings), Furniture and
Fixtures (Types of Furniture, Choice across Furniture of
Different Materials, Principles Govemning Selection of Furniture),
Lighting and Altemative Energy, Ventilation, Noise (Internal
Moise, External MNoise). Cleanliness, Sanitation and Health,
Safety and Security, Time and Motion Study, Exterior
Environment of the Office. Human Environment (Work-life
balance)

Keywords/Tags: Components of Office Environment, Interior Decoration, Time and
Motion Study, Work-life balance

V- FFICE SYSTEMS AND E 5t 18 4
Meaning of Office System, Ditference between Systems,
Procedures and Methods, Major Office Systems and Procedures,
Advantages and Limitations of Office Systems, Office Manual
{(Importance and Types), Work Flow Chant (Problems in the Flow
of Work, Use of Flow Charts)

Office Equipments (Introduction to Office Equipments and
Machines, Importance and Utility of Office Equipments, Kinds of
Office Machine, Advantages of Office Machines, Installation,
handling and Maintenance of Office Machines, Office
Communication Machines and their Barriers, Security of Office
Machines and Equipments, Modern Office Equipments and their
Importance, Office Equipments and Human Productivity, Effects
of automation on office establishment and its cost effectiveness)

Kevwords/Tags: Office Systems, Office Equipments, Workflow Chart, Office
Machines.

V- OFFICE CONTROL AND APPRAISAL: 12 2
Office Control-{(Meaning and definition, Need), Time keeping:

Importance of iime keeping and punctuality in office, Motivation
through economic and non economic factors, Personnel
Management - Recruitment to retirement (An overview),
Supervision, Coordination.. Brief of performance appraisal

Keywords/Tags: Office Control, Time keeping, Personnel Management, performance
appraisal

ﬁ,{‘m



Part C-Learning Resources

Text Books, Reference Books, Other resources

Suggested Readings:

Suggestive digital platforms web links

Aswathappa, K; Organisational Behavior, Himalaya Publishing House, New Delhi 2018.
Balachandran, V, and Chandrasekaran, V., “Office Management”, Tata McGraw-Hill
Education Private Limited, New Delhi, 2009,

Bhatia, R. C., “RKaryalay Prabandh (Office Maonagement}”, Atlantic Publishers and
Distributers (P) Lud., New Delhi, Delhi, 2017.

Chopra, R.K; and Gauri, Priyanka, "Office Organisation and Management”, Himalayal
Publishing House, Delhi, 2017, 17 revised edition & updated.
Mills, Geoffrey and Standingford, Oliver, "Qffice Administration”, Pitriian Publishing Lid.,
London, 1984

Monappa, A; Personnel Management. Tata McGraw- Hill: Bombay, 2001,
Mora, 5.P., “Office Organisation and Management”, Vikas Publishing House Pvi. Lid. New
Delhi, 1990,

Prasad, L. M; Principles And Practice Of Management, Sultan Chand and Sons, New Delhi,
2015,

Reddy, P.N. and Appannaih, H.R., Office Organisation and Management, Himalava Publishing,
House, Bombay, 1990,

Robbins Stephen P, Organizational Behaviour, Pearson Education India, Eighteen Edition,
2018.

Singh, P. . Chhabra, T.N., and Taneja, P.L., Personnel Management and Industrial
Relations, Dhanpat Rai: Delhi, 2000,

Singh. S.P. and Singh, B., Qffice Managemeni and Secretarial Practice. Gyan Publishing
House, Delhi, 1987,
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Foyer, srordrgrars, o, = gt W, STErrTEd, 2009 (57T 290 -318)
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Sugpested equivalent online courses:
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Part D-Assessment and Evaluation

Suggested Continuous Evaluation Methods:
Maximum Marks : 100
Continuous Comprehensive Evaluation (CCE) : 25marks University Exam (UE) 75 marks

Internal Assessment : Class Test Assignment/Presentation | 15
Continuwous Comprehensive 10
Evaluation [CCE):25 |
External Assessment ; SectionfA) : Three Very Short 03x03=09
University Exam Section: 75 Questions [50 Words Each)
Time : 02.00 Hours Section [B) : Four Shart Questions
(200 Wards Each) Section [C}: Two | 04 x 09 =36
Long Questions [500 Words Each) 02 % 15 =30 Total 75
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1S B T NS A ST T ATt
1 Jacob Robinet, Indian Tourism Products, Abhijeet Publications, Delhi, 2008

| Basham, A.L.. A Cultural History of India, Oxford University Press, USA, 2007
Ball Stephen, Encyclopaedia of Tourism Resources in India, Butterworth —

Heinemann. 2007

Dixit Manoj & Yadav Charu Sheela. Tourism products. New Royal Book Co.,
Lucknow, 2007
[ Douglas. Norman Ed., Special Interest Tourism, John Wilsy & Sons, Australia. 2001
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[ Rowland & Benjamin, The Art & Architecture of India: Hindu, Buddhist And Jain,
Penguin Books. London, 19353
[ Singh Sarina, Lonely Planet [ndia

[ Sahai Surrendra, [ndian Architecture: Hindu, Buddhist and Jain, Prakash Books,
2006

L Gupta 5.P, Krishna Lal & Bhattacharya M., Cultural Tourism in India: Museum,
Monuments & Arts: Theory & Practices, D.K.print World Ltd.Delhi 2002

[ sampscn Leela & loshi Jagdish, The Joy of Classical Dances of India, National Book
truse. 2002

2. wepeitae fefores vt &y s
O Tmvel & Tourism | National Ponal of India
O Indian Tourism lodusiry. Tourism Indusiry in Ingia, Tourism Industry, Tourism
Indusiries (indisnmirror.com)
[ Salient Fepipres of Tourism Product | Rashid's Blog: An Fdugational Pormal
[rashidfaridi.com)

0 Handbook on Tourism Product Development | World Tourism Organization
[e-unwio.org). Handbook on Tourism Product Development
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Part A Introduction

“Program: Certificate/Diploma/Degree

Course Code | ~ VI-PSY-DEVT

Course Title PERSONALITY DEVELOPMENT

Course Type Vocational

Pre-requisite (If any) Open for all

Course Learning After studying this course the Student will be able to

outcomes (CLO) e To cultivate skills for successful life and learn to handle failures

» To learn the process of goal setting and SWOT analysis
s To understand the importance of ime and stress management
= To develop core skills for employability

« To develop effective communication skills

» To realize the role of technology in personality development

Expected Job Role / e Growth and value addition in the respective job profiles
career opportunities
Credit Value 4




Total No. of Lectures + Practical (in hours per week): L-1 Hr / P-1 Lab Hr

Total Mo. of Lectures/ Practical: L-30hrs/P-30hrs

Personality, Success, and Facing Failures

Concept of Personality. What is success? - Hurdles in achieving success, Factors
responsible for success, developing effective habits. What is failure? - Factors
affecting failures, leaming from failures, overcoming failures, power of faith,
practicing faith, SWOT analysis and Goal-Setting (Specific, Measurable,
Achievable, Realistic, Time-bound- SMART goals)

Time and Stress Management and Employability Quotient 10
Time as a Resource, Identifying Time Wasters, Techniques for better Time
Management, Introduction to Stress, Causes and Effects of Stress, Managing

Stress

Resume building, The at of participating in Group Discussion, Interview-
Frequently Asked Questions, Mock Inferview Sessions

Communication Skills and Digital Etiquettes 10

Communication Skills; Effcctive reading/writing/listening skills, Hard skills &
soft skills, overcoming stage fear, role of body language, art of professional
presentation, use of audio & visuals in presentations, social etiquettes

Use of Information & Communication Technology (ICT) in day-to-day
management, Effective use of social media, E-mail etiquette, Netiquette, Uscful
electronic gadgets and mobile applications

WOT analysis
Goal-Setting (SMART goals)

Time Management

Resume writing and mock interview sessions
Communication skills

E-mail writing

BN o i o

Project/ Field trip

1. Submit a report based on your learning from the life of any one successful
personality.
2. Visit to personality development training institute and submit its report.




Part C=Learnine Kesources

Text Books, Reference Books, Other resources

—

Suggested Readings:
1. Andrews, Sudhir (1988). How to Succeed at Interviews. 21st (rep.) Tata McGraw-Hill,

New Delhi.

Covey, Stephen. (1989). The 7 Habits of Highly Effective People. NY: Free Press
Hindle, Tim (2003). Reducing Stress. Essential Manager series. Dk Publishing,

Lucas, Stephen (2001). Art of Public Speaking. Tata - Me-Graw Hill, New Delhi.
A&, We, “wiead o1 [{Fy, e daw|

Petes S, J., Francis (2011). Soft Skills and Professional Communication. Tata McGraw-
Hill Education, New Delhi

o, @ ., (2014) “oufkw ey, WRdd yeEE|

8. Smith, B. (2004). Body Language. Rohan Book Company, Delhi,

=

o

Suggesied equivalent online courses:

1. Basies of Communication: hitps www.glowan arcers.in/en/courses it-150/hasics=
of-communication

2. Social Etiquettes: hitps:iwww.zlo velveareers.in/en/course-detailienglishedge-904/5social-
etiguette

3. Self-Presentation: hEs:."Mw:.mllnw:E:nreg.juaguﬁuune-demllinﬁt-lﬂﬁgij‘:g[;gntalinn|
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Tut Books, Reference Hmlu. l:th:r resources

Suggested Readings:

1. Michsel lecy, Barton A Weitz and Ajay Pandit, Retail management, Tata Me Graw Hill Education Pvt. Ltd. New
Delhi.

2. KVC Madaan, Fundamental of retailing, Tata Mc Graw Hill Education Pvi. Lid. New Delhi.

3. Swapna Pradhan, Retail management, Tata Mc Graw Hill Education Pvt. Ltd, New Delhi.

4, K Rama Mohana Rao: Services Marketing, Pearson, 2 Ed. New Delhi,
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Chairman
Central Board of Studies (Commerce)



Part A Introduction

Program: Certificate

Year: First Year Session:2021-2022

Course Code

VI-COM-REMT

Course Title

Retall Management

Course Type

Yocational

Pre-requisite (if any)

Open for all

Course Learning
outcomes (CLO)

After the successiul completion of the course, the student

shall be able to-:

Understand the Fundamental Concept of Retail Management.
Understand the shopper’s behaviour

Understand the consumer’s behaviour

Understand merchandise management.

Understand visual merchandising.

Understand E-Retailing system.

Understand E-Payment svstem.

Expected Job Role |
career opportunities

Business Opportunities

Retail Qutlet Owner, Retail Management Consultant, Retail Service Provider
Job Opportunities

Window Dressing, Retail Outlet Designer, Retail [nventory Manger,
Merchandise Professional in Branded Companies, Visaal Merchandiser, E-

Commerce Business Operator,

Credit Yalue




—_——

Part B- Content of the Course

Totzl No. of Lectures + Practical (in hours per week): L-1 Hr / P-1 Lab Hr

Total Mo, of Lectures Practical: L-30hrs/P-30hrs

Topics

I Fundamentals of Retail Management 10

1. Basic concept of Retailing, Types of Retailer, Multi-Channel retaility
organized retaility Organised Retailing in India, Retail Market Strategy,
Retail Format and target market, Growth Strategies, Pricing Strategy.
Consumer behaviours, Determinants of consumer behaviour, Consumer
Marketing strategy, Consumer decision making Process, Organisational
consumers Behaviour, Post purchase behaviour,

2. Service Retailing- Importance of service retailing and its Challenges.
Consumer Behaviour in Services zone of Tolerance, Service Perception and
Expeciation, Service strategy, Service triangle, marketing mix, Marketing
segmentation.

I Merchandise Management 10

1. Merchandising Philosophy, Merchandising plans, Merchandise budget,
financial inventory control, Pricing Strategy.
Basics of visual Merchandising, Retail Store site and design, Store layout,
Image mix, Store Exterior and Interior, Color Blocking, Signage and
Understanding Material Planograms, Window Display.

Il [‘E-Retailing 10

Introduction:
The concepts of E-Commerce, E Business and E- Marketing, Evolution

of E-Commerce, E-Commerce Vs Traditional Commerce, Network
infrastructure for E-Commerce, Intermet, Extranet. E-Commerce
applications: Consumer Applications, Organisation  Applications,
Procurement - Online Marketing and Advertisement, Online Interactive
Retailing, E-Commerce - Business Models: B2B, B2C, CIC, B2
Government, Government to Government.

E-Marketing: Information based marketing, E-Marketing Mix - Cost,
Connectivity, Convenience, Customer, mterface, Speed of delivery. Wb
retailing, Process of website development. E-Retailing/reverse Markeling.
Electronic Payment Systems: Introduction to payment systems, On-ling
payment systems-Prepaid E - payment systems, Post - paid E-payment
systems, E-Cash or Digital Cash, E-Cheques, Credit cards. Smart cards,
Debit cards.




Product based Store Layout 30
Product Segmentation

Product Mix

Window Dressing (display)

Analyzis of Online Retailing { Product based)

Indexing of product based online retailer

Payment App Procedure

Case studics

Practical Sessions by Industry Experts, covering all aspects of
Retailing. :

Project! Field trip: - Visit to Branded Retail Store

Text Books, Reference Books, Other resources

Suggested Readings:

1. Michael lacy, Barton A Weitz and Ajay Pandit, Retail management, Tata Mc Graw Hill Education Pvt.
Ltd. New Delhi,

2. KVC Madaan, Fundamental of retailing, Tata Mc Graw Hill Education Pvi. Lid. New Delhi.

3. Swapna Pradhan, Retail management, Tata Mc Graw Hill Education Pyt Ltd. New Delhi.

4. K. Rama Mohana Rao: Services Marketing, Pearson, 2 Ed. New Delhi.

5. Valeri Zeithmal, Mary lo Binter,Dwayne D Gremler and Ajay Pandit: Services Marketing, Tata
MeGraw Hill, New Delhi.

Kalakota & Winston- Frontier of E-commerce, Pearson Education.

Eugg:srnd equivalent online courses:
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(PROF.PAVAN MISHRA)
Chairman
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Program: Certificate |

T

Part A In

.

e

H.r. I'Etﬁl‘ :

V1-COM-TALT

Course Title Accounting and Tally course
Course Type Vocational
Pre-requisite (if any) Open for all
Course Learning After studying this Course, the Student will be able to-
outcomes (CLO) Understand the elements of electronic accounting process
Apply the basics of accounting with the help of sophisticated software
like Tally
. Create a Company,Ledgers and Groups creation, stock groups, Stock
itemns, stock units formation, various Viouchers Entry, etcin tally
software.
. Make adjustment entries through Tally and preduce financial
statermnents like PEL account, Balance Sheet ate.
. Develop skills to prepare account manually and computerized.
Expected Job Role / Student can find a job as an accountant in any business firm,
career opportunities

Credit Value

4




Total Mo. of Lectures + Practical (in hours per week): L=-1 Hr £ P-1 Lab Hr

Total Mo, of Lectures’ Practical: L-30hrs/P-30hrs

I Financial Accounting 18
Concept of Double Entry System, Golden Rules of Accounting, Preparation of
Journals

I Prepamation of Ledgers and Trial Balance L0

Brief Introduction of Trading and Profit and Loss Account and Balance Sheet 02

Tally ERP 9.0 S

1. Introduction of Tally ERP 9, Info Manu, Creation of a Company,
Gateway of Tally,

2. Account information: Ledgers and Groups creation

3. Inventory information: Determination ofstock groups, Stock items and
stock units

4. Accounting vouchersEntries: Receipt WVouchers, Payment Vouchers,
Purchase Vouchers, Sales voucher, Contra Vouchers, Journal Vouchers,
Debit Note, Credit Note,

Report: Trial Balance, Day Book, Accounts Book, Statement of Accounts, S
Inventory Book, Trading and Profit & Loss Account, Balance Sheet,

Project - make a project to record Day to Day accounting and generate Trading & P&L account and
Balance Sheet




Suggested Readings:

* HBehera Soumya Ranjan, Learn Tally. ERF 9, B K Publications Pvt Ltd

# Singh Shraddha Mehranavneet ,Tally ERP 9 (Power OF Simplicity), V&S Publisher, Delhi

* Agrawal Dr. Namrata ,Comdex Tallv.ERP % Course Kit, Comdex Publication Delhi.

o Aprawal Dr. Mahesh Financial Accounting, Ramprasad And Sons,Bhopal

o wH ARia uF amt awy |, weegedtpe e wnreft |, anfer srae affse, anrr

Sugpestive digital platforms web links
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https:‘www.sarkarirush.com/tally
hitps:flearnmech.com/fundamentals-of-tall SO-tutorial-pdf-free-download!
«inst Lin/tall 4
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Year: First Year Session:2021-2022

l‘;rngram: Eerl:iﬁc:ute

Course 'I:.l.]ﬂt

VI-COM-GSTT

Course Title E-Accounting and Taxation with GST
Course Type J Vocational
Pre-requisite (if any) I Open For All

Course Learning Learning Outcomes of The course

outcomes (CLOY) After the successful completion of the course the student shall be
able to :
1. Know the of concept of E-Accounting.
2. (Obtain of theorctical and practical knowledge of Income Tax Act,
3. Achieve Information relating Computation of Taxable Income and

Tax Liability.
4. Know of historical background and implementation of GST Act.
5, Know of Concept of supply and Information of Input Tax Credit.
| Expected Job Rele /| |, Income Tax Consultant

career opportunities | 2. Taxation Research Analyst
3. GST Consultant
4. GST Compliance Practice

Credit Value
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Introduction of E-A::nunti ;

e i
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Concept of Business and Profession, Types of Accounts,
Rule Accounts.

Converting the business transaction into Journal according to
the Golden Accounting Rules.

Concept of Ledger Trail Sheet and Final Accounting.

Ine
1.

b

s

Computation of Taxable Income.

ome Tax :

Introduction of Income Tax: Important concept and
definitions. f
Theoretical knowledge of various heads of Income Tax.

Procedure of Tax Assessment and Types of Tax Assessment.
TDS and Tax Refund Procedure

10
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Introduction, Important terms.

Structure and classification of GST,

Concept of Impact Tax Credit.

Mezaning, Scope, Place and Time of Supply.
Computation of assessable value under G5T.

BT =1 A
. :

Filing of ITR.

Application process of PAN.
Procedure of ITR Challan.
Payment of TDS.
Registration under GST.
Submission of GST Return

Procedure claim of Input Tax Credit.

10




PART-C : LEARNING RESOURCES

Text Books, Reference Books, Other Resources

o

Texthooks:
L

HC Mehrotra & Prof VP Agarwal, "Income Tax Law & Account” Sahitya Bhawan Publications,
Afra.

Shripal Sakhlecha, “Income Tax Law and Account”, Satish Printer Indore.

HC Mehrotra & Prof VP Agarwal “GST & Cusioms Duty” Sahitya Bhawan Publications, Agra.
Shripal Sakhlecha, “Goods & service Tax and customs duty”, Satish Printer Indore.,

Muodi, Gupta BJ'JI:[IGIJ.]:I[J:. “Goods & service Tax and customs duty™ SBPD Publications , Agra.

Reference Book:
L'
2, Singhania V.K_, “GST & Customs Law”, Taxmann Publication, Mew Delhi.
3

Suggested equivalent online courses :

Singhania VK., “emdent Guide to Income Tax", Taxmann Peblication, Mew Delhi,

Bansal K.M., “GST & Customs Law", Taxmann Publication, New Delhi

., hitps:/hwrarw, gst. gov.in
2. hitps:/www, icmai.in

3. hitps:fwww, cleartax.in
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l. Export Import Policy, Publisher: Ministry of Commerce, Government of India, New Delhi.
2. Electronic Commerce by M. Janardhan, Publisher: Indian Institute of Foreign Trade, New Dethi.
3. Mabhi's Exporters Manual and Documentation, Publisher: Nabhi Publication, MNew Deihi.
4. Mabhi's New Import Export Policy, Publisher: Nabhi Publication, New Delhi,
5. Expor-What, Where, How by Ram Paras, Publisher: Anupam, Delhi.
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Suggested equivalent onling courses:

(PROF, PAVAN MISHRA)
Chairman
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~ Part A Introduction

Program: Certificate/

Year: First Year Session:2021-2022

Course Code

V1-COM-EIMT

Conrse Title

Export/Import Management

Course Type

Vocational

Pre-requisite (if any)

Open for All

Course Learning
outcomes (CLO)

After the successful completion of the course, the student
shall be able to-:

s Understand the Import & Export Procedures in India

e Jearn the essential documents for importing and exporiing

s Understand the different types of tariff and non-taniff barmers

» Understand marine insurance and its uses.

s Infer the Government's Export Assistance and promotion schemes
in India and various policies framed under it

s Cather the differences between Risk Management, Treatment,
Avoidance and Reduction along with Business Continuity
Practices.

Expected Job Role |
career opporiunities

Business Opportunities

Manufacturer Exporter, Merchant Exporter, Manufacturer cum Merchant
Exporter, As a Consultant

Job Opportunities

Shipping and Logistics, International Marketing, | Documentation and Legal
Banks / Trade Advisory , Airlines and Cargo

Credit Value

4
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il P
he Course

FAarl =L 0nteEny of

Total No. of Lectures + Practical (in hours per week): L-1Hr / P-1 Lab Hr

Total Mo, of Lectures’ Practical: L=30hrs/P=30hrs

Module Topics
|
|
_. e | e e - e |

International Bodies, Export Import Cyele, IEC Online Application, Types of
Transportation, Containers and Packaging, IncoTerms and Pavment Terms
s Continents, Opportunities and Myths
» International and Local Bodies
s Expon - Import Cycle
e Online IEC Application Types of Transportation, Containers and
Packaging
Different type of Delivery Terms and Cost - Risk involved
Different type of Payment Terms and Risk involved

11

Product and Market Selection & Research, Verification of Buyers and
Importance of Exhibition Visits and Identifying Buyers, Communication

e Sclection of Product for Export
Imporance of Product Selection and Source of Finding New Products
Selection of Market for Export :
Importance of Market Selection and Identifying Potential Market
Importance of Trade Fairs and Exhibition for Export Promotion
How to find Genuine Buyers
Buyers Communication and Verification

10

Performa Inveice, LC, Pre and Post Shipment Documentation, GST &
Custom Clearance and Documents Practical
slmportance of Proforma Inveice and various aspects

#«Full LC Clauses

#Pre and Post Shipment Documents and understanding its need
#GST and Custom Procedures

« How to fill Pre & Post Shipment Documents - Practical

Import Procedures and Documents, Risk Management & Government
Benelits

sImpont Documentation and procedure

#ECGC, [nsurance, EEFC and Forward Contract

» Export Incentives

10




Preparing Quotation 30
Finding Buyers and Gathering Data

Discussion on Product Portfolio

B2B Listing

Omline Marketing

Social Media Marketing

Buyers verification

Buyers calling

Practical Sessions by Industry Experts, covering all aspects of Import and
Export

Project/ Field trip :- Visit to Import /Export unit

Text Books, Refercrice Books, Other resources

Suggested Readings:
1. Export Import Policy, Publisher: Ministry of Commerce, Government of India, New Delhi.

2. Electronic Commerce by N. Janardhan, Publisher: Indian Institute of Foreign Trade, New Delhi.
3. Nabhi's Exporters Manual and Documentation, Publisher: Nabhi Publication, New Delhi.

4. Nabhi's New Import Export Policy, Publisher: Nabhi Publication, New Delhi.

5 Expori-What, Where, How by Ram Paras, Publisher: Anupam, Delhi.

Suggested equivalent online courses:
Jimptel.ac.i ntent/storased/conrses/ 11010 fpr pdiModule-31%20pdf.pdf

hitps: iNECOrses, ac.innockl] m W

(PROF.PAVAN MISHRA)
Chairman

Central Board of Studies{Commerce)




