Part A Introduction

Program: Degree | Class: B.A./B.Sc./B.Com./B.H.Sc./BCA Year: Il Year Session: 2023-24

Subject: Foundation Course

1. Course Code X3-FCBDIT

2. Course Title Digital Awareness - Cyber Security

3. Course Type Ability Enhancement Compulsory Course

4. Pre-requisite (if Compulsory for all Third Year students

S. aCl:)):l)rse Learning After completing the course, student will be able to :

outcomes (CLO)

e Make optimum use of web browsers, search engines and Chatbots

e Creating e-mail account, sending, receiving and managing emails.

e Describe reporting procedure of phishing emails.

o Identify email phishing attack and preventive measures.

e Configure security settings in Mobile Wallets and UPIs.

e Practice safe, legal and ethical means of using Information
Technology.

e Practice and use the various online financial and government services
of day-to-day use.

e Understand the basic concepts related to E-Commerce and digital
payments.

e Discuss cyber security aspects, RBI guidelines and preventive
measures against digital payment frauds.

e Explore and learn the online available courses of his/her interest.

e Use the Digilocker and Academic Bank of Credit.

e Describe the concept of Cyber security and issues and challenges
associated with it. .

e Explain the process of reporting cyber crime at Cyber crime Police
Station/ at online platform.

e Appreciate various privacy and security concerns on online Social
media.

e Guide through the reporting procedure of inappropriate content.

e Perform privacy and security settings for popular Social media
platforms.

6. Credit Value

7. Total Marks

Max. Marks: 50 Min. Marks:




Part B — Content of the Course

Total No. of Lectures 30 ( 01 hour per week)

Unit

Topics

No. of
Lectures

Overview of Computer and Web-technology, Architecture of cyberspace, World wide
web, Advent of internet, Internet infrastructure for data transfer and governance,
Internet society.

Use of Internet: Web browsers, search engines and Chatbots. Difference between
Website & Portal, E-mail: Account opening, sending & receiving e-mails, managing
Contacts & Folders.

Computer Security: Issues & protection, firewall & antivirus, making secure online
transactions. Internet safety and digital security. Ethical use of digital resources,
Measures of Online Self Protection.

Keywords: Browser, Search Engine, Website, Virus, Security, Firewall, Cyber
Ethics.

05

II

Digital Payments and e-Commerce:
Internet Banking: National Electronic Fund Transfer (NEFT), Real Time Gross

Settlement (RTGS), Immediate Payment Service (IMPS)

Digital Financial Tools: Understanding OTP [One Time Password], QR [Quick
Response] Code, UPI [Unified Payment Interface], AEPS [Aadhaar Enabled Payment
System]; USSD [Unstructured Supplementary Service Data], Card [Credit / Debit],
eWallet, PoS [Point of Sale]

Definition of E-Commerce- Main components of E-Commerce, Elements of E-
Commerce security, E-Commerce threats, E-Commerce security best practices, Online
Bill Payment. Digital payments related common frauds and preventive measures. RBI
guidelines and provisions of Payment Settlement Act, 2007.

Keywords:Inetrnet Banking, Digital Financial Tools, eWallet, e-Commerce
Security.

07

111

e-Governance Service-

Overview of e-Governance Services like Railway Reservation, passport, eHospital;
Accessing various e-Governance Services on Mobile Using “UMANG APP”.
Exploring  services and resources of Government of India Portal
(https://www.mygov.in/).

Digi-Locker: About digilocker, features and benefits of digilocker, Registering,
accessing and getting various certificates and mark sheets on digilocker.

Academic Bank of Credit (ABC): About ABC, features and benefits of ABC,
Registering, accessing, getting and sharing academic credits.

Exploring Online Learning resources: Online learning through SWAYAM Central,

(https://swayam.gov.in/) and e-pathshala (https://epathshala.nic.in/).

Keywords: Internet Banking, NEFT, RTGS, IMPS, OTP, UPI, OR Code, AEPS, E-
Governance, Umang.

06




v

Introduction to Cyber security- 05
Regulation of cyberspace, Concept of cyber security, Issues and challenges of cyber
security.

Definition of cyber crimes and offences, Cyber crime targeting computers and mobiles,
Cyber crime against women and children, Cyber bullying. Financial frauds, Social
engineering attacks, Malware and Ransomware attacks, zero day and zero click attacks.
Cyber criminals modus-operandi, Reporting of cyber crimes, Remedial and mitigation
measures, Legal perspective of cyber crime, IT Act 2000 and its amendments,
Organisations dealing with Cyber crime and Cyber security in India, Case studies.

Keywords: Cyber Space, Cyber Security, Cyber Offences, Zero Click Attack, Zero
Day Attack, Ransomware, Reporting Cyber Crimes, Cyber Crimes Case Studies.

Social Media Overview and Security- 06
Introduction to Social Networks, Types of Social media, Social media platforms, Social

media monitoring, Hashtag, Viral content, Social media marketing, Social media
privacy, Challenges, opportunities and pitfalls in online social network, Security issues
related to social media, Flagging and reporting of inappropriate content, Laws regarding
posting of inappropriate content, Best practices for the use of Social media, Case
studies.

Keywords: Social Media Platforms, Hashtagging, Social Media Marketing,
flagging of contents in social media.

Part C-Learning Resources

Text Books, Reference Books, Other resources

Suggested Readings:

Praveen Kumar Shukla, Surya Prakash Tripathi, Ritendra Goel “Introduction to Information Security
and Cyber Laws” Dreamtech Press.
Vivek Sood, “Cyber law simplified”, Tata McGrawHill, Education (India).
T. Bradley "Essential Computer Security: Everyone's Guide to Email, Internet, and Wireless Security”.
Cyber Crime Impact in the New Millennium, by R. C Mishra , Auther Press. Edition 2010.
Cyber Security Understanding Cyber Crimes, Computer Forensics and Legal Perspectives by Sumit
Belapure and Nina Godbole, Wiley India Pvt. Ltd. (First Edition, 2011)

Security in the Digital Age: Social Media Security Threats and Vulnerabilities by Henry A. Oliver,
Create Space Independent Publishing Platform. (Pearson , 13th November, 2001)
Electronic Commerce by Elias M. Awad, Prentice Hall of India Pvt Ltd.

Cyber Laws: Intellectual Property & E-Commerce Security by Kumar K, Dominant Publishers.
Network Security Bible, Eric Cole, Ronald Krutz, James W. Conley, 2nd Edition, Wiley India Pvt. Ltd.
Fundamentals of Network Security by E. Maiwald, McGraw Hill

Reference Books:

M. Stamp, “Information Security: Principles and Practice”, Wiley.

David J. Loundy, “Computer Crime, Information Warfare, And Economic Espionage”, Carolina
Academic Press.




Suggested equivalent online courses: e-reading:

http://egvankosh.ac.in//handle/123456789/9489
https://workspace.google.com/intl/en in/training/

https://www.classcentral.com/course/openlearn-science-maths-technology-preparing-your-96104

https://www.udemy.com/course/free-computer-literacy-101-course/
https:/www.mygov.in/

https://epathshala.nic.in/

https:// www.digilocker.gov.in/

https://www.abc.gov.in/

https://swayam.gov.in/

PART D: Assessment and Evaluation

Suggested Evaluation Methods:
Maximum Marks: 50
University Exam (UE): 50 Marks

External Assessment: 50 Objective type questions
University Exam (UE):
Time : 01.00 Hours

50 Marks

Any remarks/suggestions:
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Suggested Readings:

Praveen Kumar Shukla, Surya Prakash Tripathi, Ritendra Goel “Introduction to Information

Security and Cyber Laws” Dreamtech Press.

Vivek Sood, “Cyber law simplified”, Tata McGrawHill, Education (India).
T. Bradley "Essential Computer Security: Everyone's Guide to Email, Internet, and Wireless

Security”.

Cyber Crime Impact in the New Millennium, by R. C Mishra , Auther Press. Edition 2010.
Cyber Security Understanding Cyber Crimes, Computer Forensics and Legal Perspectives by

Sumit Belapure and Nina Godbole, Wiley India Pvt. Ltd. (First Edition, 2011)

Security in the Digital Age: Social Media Security Threats and Vulnerabilities by Henry A.
Oliver, Create Space Independent Publishing Platform. (Pearson , 13th November, 2001)
Electronic Commerce by Elias M. Awad, Prentice Hall of India Pvt Ltd.

Cyber Laws: Intellectual Property & E-Commerce Security by Kumar K, Dominant Publishers.




e Network Security Bible, Eric Cole, Ronald Krutz, James W. Conley, 2nd Edition, Wiley India
Pvt. Ltd.
e Fundamentals of Network Security by E. Maiwald, McGraw Hill

Reference Books:
e M. Stamp, “Information Security: Principles and Practice”, Wiley.

e David J. Loundy, “Computer Crime, Information Warfare, And Economic Espionage”, Carolina
Academic Press.
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e http://egyankosh.ac.in//handle/123456789/9489

e https://workspace.google.com/intl/en_in/training/

e https://www.classcentral.com/course/openlearn-science-maths-technology-preparing-
your-96104
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FC-IIl ENGLISH
PART A: Introduction

Program: LG Level Class: Il Year Year: 2023-24 | Session: 2023-24
{Degree) onwards

Subject: Foundation Course (English)

1. | Course Code

AS-FCHBAT
2. | Course Title English Language and Communication Skills
3. | Course Type (Core Foundation Course
Course/Elective/Generic
Elective/ Vocational
4. | Pre-Requisite (If any) To study this course, a student should have basic knowledge

of English language. This course will be studied by all the
students of UG Final year under the Foundation Course
category,

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

CLo
) L. prepare for various competitive exams by developing thelr

competence in English language.

2. promote their comprehension and communicative skills by
being exposed o a variety of texts and their interpretations.

3. build and enhance their language competence through
regular practice,

4. develop their knowledge of English Grammar and usages in
3 practical manner,

3. compete in national and state level examinations for
various competitions after the completion of the course.

6. seek a good job and to settle down in self-employment ar
their own business ar profession.

6. | Credit Value 2 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—30)

Total Nao. of Lectures: 30

Umit Topics Mo, of
Lectures
Reading, Writing and Interpretation Skills: [Text-Based)
1. The Express -Stephen Spender
2. The World is Too Much with Us-William Waordswarth 10
3. My Financial Career -Stephen Leacock
4, Running for Governor-Mark Twain
1] Essay writing -Topical essays: Terrorism, Covid -19 Pandemic, India and the Modern
Waorld, The Role of Women in the New Era, The Global Weorld. 10
] {a) Communicative Skills: Words often Confused, Misused, |diomatic Expressions and
Proverbs; etc. 10

(b) Essential Conversations: Introducing Yourself, Intreducing Other Persons,
Meeting Someone First Time, At the Airport, Ordering Food in a Restaurant, Talking
about a Movie, etc.

(c} Filing an F.LR., Writing a Resurme, E-mail Writing, Blog Writing on a given tapic.

Key Words: Manifesto, Self- Possession, Streamline, Rage, Meteors, Fierce, Perjury,
Intent, Carnpaign, Malicious, English Communication, Competence, Soft Skills,
Practical Knowledge, Resume, CV, Blog, Blog Writer and E-mails.




PART C: Learning Resources

Textbhooks, Reference Books, Other Resources

Supgested Readings and Web Materials:

Essential English Grammar - Raymond Murphy, Cambridge University Prass.
Practical English Grammar Exercises 1- A. 1. Thomson & A, V. Martinet, Oxford India.

Practical English Usage - Michael Swan, Oxford

English Grammar in Use — Raymaond Murphy, Cambridge University Press.

Essays for UPSC Exams Mew Delhi.

& Practical Course in Spoken English- J K Gangal, PHI, Mew Delhi Publications.

Speak and Write Effectively- PDF materials on the web-NET

wiww enghizieliuh. com

= Wy acifast.com

- Swayam Portal

Part D: Assessment and Evaluation

Max Marks: 50 | Min. Marks: 17

University Exam [UE)

Total:50

LLE. Time 2 Houss

External Assessment [UE)

Time: 2 Hours

Marks

1. Mu[tiple Choice type questions
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Part A- Introduction

Program: Degree \ Class: B.A./ B.Sc./ B.Com. \ Year - 111 | Session: 2023-24

Subject- Foundation Course

1 C Cod
ore Tode X3-FCAC1T
2 Course Title Personality Development and Character Building
3 Course Type Ability Enhancement Compulsory Course
4 | Pre-requisite (if any) Compulsory for all Students
5 Course Learning 1. Students will acquire the conceptual knowledge of Personality
outcomes (CLO) Development.
2. Students will develop insight into character building.
3. Students will be able to become global visionary citizens.
4. Students will be able to understand Indian knowledge tradition.
5. Students will be able to understand the difference between nature, culture
and distortion.
6. This course will help in character building and overall development of
personality of the students.
6 Credit Value 2

Part B- Content of the Course

Total No. of Lectures + Practical (in hours per week): L-1 Hr / P-1 Lab Hr (=2 Hrs)

Total No. of Lectures/ Practical: L-30 /P-0 (30 Hrs)

Unit Topics No. of
lectures
(Total 30)

e Personality development (Physical, mental, intellectual and spiritual

development) meaning, concept, factors of personality development. 06
1 e Character building (personal and national character): Meaning, concept, Theoretical
factors of character and means of character building.

e Panchkosha, Annamaya Kosha, Pranamaya Kosha, Manomaya Kosha, 04
Vigyanmaya Kosha and Anandamaya Kosha general introduction meaning Experiential
purpose and importance.

e Benefits of Panchkosh development and means of developing Panchkosh.

) e Physical and mental development

e Meaning, concept of physical and mental development 06
e Ideal daily routine, balanced diet, routine, subtle exercise Theoretical
e Ashtanga Yoga-Yama Niyam, Ishwar Pranidhan, self-study, contentment,
patience, virtue, practice of discipline. 0.4 )
e Past glory, social and citizenship awareness, equal respect to all sects and Experiential

scientific outlook

e Nation, Nationality, Democracy, Independence, Suraj, Vasudhaiva
Kutumbakam, Coexistence.




e Moral and mental development
e Difference among happiness, joy and pleasure.
3 e Ashtanga Yoga, Pranayama, Pratyahara, Dharana, Dhyana, Samadhi.
¢ Continuity of Karmayoga, Bhaktiyoga, Jnanayoga in life according to one's 06 )
own will Theoretical
¢ Indian time calculation.
e Self-respect and contemplation of mother tongue and Indian knowledge 0,4 )
tradition. Experiential
e Biographies of Legends.
e Practice of service, tolerance, charity, dedication and self-examination. Self
reliance
Part C- Learning Recourses
Text Books, Reference Book, Other resources
Suggested Readings:-
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Part .r‘i. Introduction

Fl;ﬂj;ljg_r!]:_l_qu_r_uu Class : B.COM ..‘h car:- [l | Sessiom: 2023-24

Subject:
1| Course Code

| hy | C3-COMBID :
| Course Title | MARKETING MANAGEMEN |

H
3| Course Type .
. Pre-requisite (if any) | Open forall

4
5  Course Learning
outcomes (CLOY)

| 1. To understand the role of marketing within society and within an

Commeree [
= L% |

DSE(Discipline Specific  Elective)

On suceessful m.n.lﬁutim: of this cnu"t'"gé-; the students will be a.h-ll: -

economic system.

£, To learn the vital role of marketing within a firm and the necessary
relationships between marketing and the other functional areas of
business,

3. To consider the various decision areas within marketing and the tocls and
metheds used by marketing managers for making decisions.

4, To learn key marketing principles and terminology. Because this is a survey
course, there s an emphasis on basic terminalogy and concepts.
3. To appreciate how a marketing perspective |s important in your own

personal and professional development.

.

“Credit Value [

=
7

Total Marks . Max. Marks: 30 + 70

| Min, Passing Marks: 35

Part B- Content of the Course

Total Mo, of Lectures-: o)

L-T-P:

Unit | Topics

o, of
ectures

Introduction: Market and marketing- definition; Nature, scope and importance
of marketing, Evolution of marketing concepts. A Vedic Perspective of
Marketing Marketing Environment, Recent Tremds i Marketing in India
Holistic Marketing Orientation & Customer Value.,

18

Product Management— Types of Consumer and [ndustrial Products. Product
Related Decisions, Product Line, Product-mix, Product Life Cycle and New
Product Development, Branding labelling and Packaging Decisions. New Product
Strategies, Concept of Marketing-mix Market segmentation - concept,
Importance and bases, Consumer Behaviour - An Overview: Consumer buying
process; Factors mfluencing consumer buying decisions.

18

Fr_it,flng - F_'ri_ce Jmportance of Price.Objectives of pricing, Factors affecting
pricing decisions, Approaches of pricing, various pricing methods; Pricing
policies and strategies, price-sensitivity, Ethical issues concerning products and
pricing decisions.

18

Sales Promotion - Nature and importance of Promotion. Promotion Tools:
advertising, personal selling, public relation, Promotion mix, Factors affecting
promotion mix decisions, The Marketing Communication, Integrated markcting
commumications  ProcessAdvertising - Definition, Features, Importance,
Functions of advertising, Channels of Distribution

|8

Trends in Marketing - Consumer protection and consumerism. Recent
Concepts: Green Marketing, WViral marketing, Customer Relationship
Management (CRM), digital marketing global markets Cause relating marketing;
Social marketing: Other emerging trends.

18

kevwords Tags: Market Marketing, Product, Fridri;. Sales P'rurﬁntin-u, Trends in- ﬁinrk:ﬁng




Part f -Learning Resources

; =3 Text Books. Reference Books, Other resources
=N | Author Book title | Publisher
|
“[Kotler, T Philip: Keller, Kevin | ';'-:1-!I-I'|'-'i.k'1t[]g Munagement: A South | Pearson Education, New
1 Lane: Koshy, and Jha Asian Perspective Drelli
[ | Bose. BS. 10 = ..M;J.I']-‘.'::[ill_h:’,-m-;lmgm'lll_"]ﬂ I | Himalaya Publishing House |
Pvi.Lid Nagpur
3 | Saxena, Rajan Marketing Management Tata McGraw Hill New
E : = - Delhi. ) |
4 Pillai R.5.N. & Bagavathi Marketing Management chand & Company Ltd New
: - _ elhi _
5 | Chhabra, TN L_o=d Frineiples of Marketing | un India Publication
| ﬁ | MB. Shukla Entrepreneurship & Small Business | Kitab Mahal Publishers,
Management _ ow Delhi
7 amaswamy and Namakumari | Marketing Management - Macmillan Indsa
M ih-ds- JhokLro fol.ku izcUlk Himalaya Publishing House |
L L » Pvt.Lid Nagpur
9 Dr. LK. Jain kaustubh EXREEDCFE] P.Hindi Granth
Acd, Bhopal

Part D-Assessment and Evaluation
Suggested Continuous Evaluation Methods:
Mazimum Marks ; 100

Continuwous Comprehensive Evaluation (CCE) : 30 Marks University Exam (UE): 70 Marks

Internal Assessment : Continuous | Class Test Assignment/Presentation

Comprehensive Evaluation (CCE) 30
External Assessment @ Section{A) : Very Short Questions

University Exam Section Section (B) : Short Questions 70
Time ; 03,00 Howrs Section (C) : Long Questions

0 | Dr. 5.C. Jain T % [Hare Sahitya Bhawan

_ | Publications Agra >
1 | Marketing Management Dr. Amit Kumar, Dr, B. Jagdish Rao | Sahitva Bhawan o
| Publications Agra

Suggestive digital platforms, web links:

1. https://ipsedu.in/downloads/ MBA Books/princi tler.pdf

2. http/‘www.ddegjust.ac Mﬂﬂw
3. https:/‘hiwikipedia, 3%E

YeBFYEQY AL YA ﬂ%ﬁﬂ“xﬁﬁﬂ*{_‘hﬂi%Eﬂ%’gﬂﬂ“@
4. hitps:/'www.slidesharc net/ali ﬁrﬂmmples-nf—mﬂkﬂmm
5. hitps:/f researchgate net/publication/3 1 1810037 Phnciples of Marketing

www.eshiksha.mp.gov.in

{FRIDF PAVAN M MISHRA)
Chairman
Central Board of Studies {Commerce)
Rrepartment of Higher Education Govt. of M.P.




 FHH: IuY T G HH. | T Fgdd T3 2023-24
T AN
1 UBg@H = &1 | C3-COMB1D
G
2 Ugg®H 91 | 400 wEy
HlikED
3 Ueams | &1 | [eraer e soecd(alaes.)
PEALS
4 qafuan w1 & férg U= (Open For all)
(Prerequisite)
5 DIEDER o UIE0HH i qpd S99 U, T e | vy g
yuma @ | 1. T % T AR o anfle vomet & fier Rgom S yfis B
ufyafEml @R | gaeEn
wif 2. U@ BY & ez fAom & neagyl Wit R fRuum o sy
HITFHT) % 3 PP B B HY AP HaY] B GrE |
(CLO) 3. faqure & oftew fafir Pl &1 9w fofg o9 & o oo werst
R IU iR & 8 IuE SR fAftEl i R 3
4, T faoor fagiat o wregmaett &1 ot
5. O A [F mwﬁmmmﬁmﬁﬁﬁmﬁwﬁﬁﬁﬂ
ufifen 9 HEaa gl
6 |wige AN L
7 |F@a® Sffd@an 3id: 30+70 OaH 9Tl 3%: 35
_ YAT &- UrgddH $1 [qugat
RS B T Sl 90
zors | faugg ST
F
HE

UfaY: AR S [a9UE- GO (390 @1 UFd, SHed AR Hed, [uuE
syl &1 e, fuve #1 e 3R ufme, fRuos g, yrg o
famor # srferar wg= 1 w9y v e o aes g

13

TATE VRHA- SUHIET AR S e B UER, SaTe Sal Y, S
e, ITE- M, SIS Sied 9 IR U 9EE [N, sifET dafEn ok
Batem ol 75 Feare Torifagt, A fasm & smuron, aeR faures -
U, HEE 3R YR, JoHiE TaeR - UF daas: JudEE SiE

i wmﬁmﬁﬁﬂﬂmﬁﬁmaﬁamm
ﬁuﬁmﬁnﬁaﬁ"r

Hgﬂﬁtﬁmgﬂ Eﬁuﬁm#aﬁm
wHIfad & ﬂ’ﬂ?ﬂiqﬁqﬁ m?
re Prufeor gl o7 oA, - SeTee: ahﬂa;sqﬁﬂhw

ﬁﬁﬂﬁﬁﬁﬁﬁﬁ!ﬁigﬁtl

@l "aiF - TAR 91 U 3R Ao, Ta 9udul. [dY0e, e (6wl
mﬁmﬁr&muﬂﬂﬁ?ﬁmﬁvﬁrﬁmﬁﬁmﬁmﬁmﬁ
T, fague der ufm e - ofme, fean, Tew, A &

| o, 2 &l

18




(5. TTouom 3 ughdl - Ui SR SR JUiEdG | g @ SEuRems: U9 | 18
n&ﬁnmqﬁﬁnmﬁﬁ%ﬂﬁaﬁch&m;%ﬁﬁﬂ%ﬁﬁ
%ﬁﬁmmmﬁammm fgue o arg v

|
'ﬂﬁ?ﬁiﬂ TR, [4UUH, IaTE, 7Fd i, [t wadE, fooe J e

W - SRR ST HHT ’
S.n. Authnr Book title Publisher
| 1% damaa dl.%. diarag Himalaya Publishing House .Nagpur
2 | STS @A wrgy oo & e M.P.Hindi Granth Acd.Bhopal
ol
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Part A Introduction

Program: Degree Class : RCOM | Year; 101 Session: 2023-24
e COMMERCE
|| Course Code | C3- COMBZD |
2 | Course Title HUMAN RESOURCE MANAGEMEN]
3 | Course Type DSE{Discipline Specific Elective) = ="
4 | Pre-requisite Mot required open for all

5 [ Course ;"‘..IIIL‘_I‘.HI'E'_H“EEH.‘EEFI.II.;i'-ﬂ-ﬁ'l.i.'.li.l:.‘i-j::l.l'; of the course, the students shall be
Learning able to :
oUtComes [. To have an undm’si:mding af the basice comcepts, functions and
{(CLO) . processes of human resource management

2. To be aware of the role, functions and functioning of human
resource depariment of the organizations.
3. To Design and formulate various HRM processes such as
Recruitment, Selection, Training, Development, Performance
appraisals and Reward Systems, Compensation Plans and
Ethical Behaviour,
4. To integrate the knowledge of HR concepts to take correct
business decisions.
2. Evaluate the developing role of human resources in the global
arena.
6. To Dutling the nature and sources of conflict and explain the
different strategies and approaches used in the resolution of
_ conflict.
6 | Credit Value 6
7 | Total Marks Max. Marks: 30+ 70 Min. Passing
4 . Marks: 35 |
Part B- Content of the Course

Total No. of Lectures- 80

Unit Topics No. of
Ii ectures

| Introduction- Human Resource Management: Concept and Functions. Role.

Status and competencies of HR Manager, HR Policies. Evolution of HRM.

HEM vs HRD. Emerging Challenges of Human Resource Management; 18
Workforce diversity; Empowerment: Downsizingg Human Resource
Information System. Role of Indian Value system in HRM.

2 Manpower planning : Meaning & concept. need for manpower planning, | 18
types of manpower planning, meaning and concept of job analysis. joh
description & job  specification, uses of job analysis information.
Recruitment, selection — meaning and steps of selection process, meaning of
induction, Staffing; carcer planning:

3 Training and development : Meaning. need & importance for training, | [§ |
method of training, development - meaning of development, method of
development. Employes counseling.  executive development programmes;

evaluation of tmining and development programmes:

career development;




| promation, transfer and demaotion ===
' i - Performance Appraisal- Mature. nhjuulix 5 :||||_-|-_|r||1-u-|'|.'||'|q'._': Modem ! [ &
technigues of performance appraisal:  potential appraisal ind emplovee |
counsclmg: job changes - transfers and promotions: Compensation: concept
and policies: job evaluation: methods of wage pavments and incentive plans;

fringe benelits; performance linked compensation.

Wages and salary administration- Meaning purpose :'ﬂ_pl'iucipln: ol wage & | I8

W |

salary administration.  Methods of wage payvment - time rate & piece rate,
Incentive. Health, safcty and welfare facilities. Social security

Industrial Disputes: causes and settlement machinery,

Keywords/Tags: Human Resource Management, Manpower planning, Training and
development, Performance Appraisal, Wages and salary
administration

Part C-Learning Resources

Text Books, Heference Books, Other resources

Suggested Readings:

S.N. | Author Book title Publisher

I C.B, Mamoria & V. 5. P. | Personal Management Himalaya Publishing HEI_LI
3 Rao Fvt.Ltd Nagpur

4 P.C.Tripathi Personal Management & Industrial | Schand & Enmﬁan}' Ltd M
. Relations Delhi

3 (i.P. Sinha & PRN Sinha | Industrial relation, Trade Union & | Pearson Education
J - Lﬂhc:-ur Relation New Delhi

4, | R.LAET | S T UF ATETeE qeeT | Ramesh Book Depot Jaipy

s |P-SubbaRao Personnel and H.R. Management | PHI New Delhi '

2 Dr. Chaturbhuj Mamotia, | #1#a ##me 72w v Sravi= #eamr | Sahitya Bhawan A ra
* | Dr. Kameshwar Pandit

Suggestive digital platforms, web links:

1. http://14,139.206.50:8080/ispyi/bitstream/1/3317/1/INDUSTRIAL%20RELATIONS. odf
2. ﬂIe.'g'.{,-_';:legg[;ﬂ&ﬂmlmannlng:ls{;rshrm.ﬂf

J.Jmp_;jjmm.upentexthmks.um.hkfwﬂemi[ligﬂeg}gnﬂz.{agﬂﬂ-ﬂ{gdf{ﬂuman Resource

nt 32088.
4. https://backup pondiuni.edu.in/sites/default/files/IRMt 200813, pdf

5. https://www.freebookcentre.net/business-books-downlead/Mana gement-of-industrial-
Relations. html

b .htt;g:,."fwww.haawpu blications.org/abstract/SAMPLE_0412 pdf ( IN HINDI)
7. e |y - BT https://hiwikipedia.org » wiki : 3.,
8. hitpsthi wikipedia,org » wiki » HT..

%

Suggestive digital platforms, web links:




Part D-Assessment and Evaluation
H.I-I;'_'.:L'.i'\h'ft Continuous Evaluation Methods:
Paximum Marks ; 100
Continuous Comprehensive Evaluation (CCE} : 30 Marks University Exam (UE): 70 Marks
! Internal Assessment : Continuous | Class Test Assignment/Presentation
| Comprehensive Evaluation (CCE)

| External Assessment : .Ectinn{.ﬂl} :Ueﬁﬁn_rt alrestinnr.
University Exam Section Section (B) : Short Questions T0
| Tirne : 03.00 Hours | S5ection (C) : Long Questions

_Any remarks/ suggestions: -

% et

——e e —
0. PANWAN MISHRAT

(FROF PAVAN MISHRA)
Chairman
Central Board of Studies [Commerce)
Department of Higher Education Govt.-of M.P,
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: Program: Degree

Part A Introduction

Class: B.Com, | Year: Third

Subject: commerce

."'n-t'r'.tiimt; ].-IJ_I__":_-.};H‘._'.I

.1 | Course Code C3H-COM B 27
2 | Course litle Management Accounting D
3 | Course Type ) . . BhmEy .
4 | Pre-requisite (if Open for all
S L g S e T i
5 | Course Learning After studying this subject, the students-
outcomes (CLOY) * Be well versed in a thorough analysis of any company's financial
statements such as profit and loss account and position statement,
and be able to make accurate estimates of the financial position,
sohlvency and profitability of that company.

= By studying the cash flow statement, you will get the knowledge of
proper use of cash in the organization and adequate availability of
cash in the arganization.

» After getting the knowledge of marginal cost, will be able to make
very important decisions for the company such as whether ta make
or buy the item, fix the price, stop production etc.

* Learn to control costs by creating different types of budgets from
budgetary contral.

* Prepare the managerial report of the company
6 | Credit Value (i)
7 | Total Marks Max. Marks: 100 Min. Passing Marks: 35
Part B- Content of the Course
Total Ne. of Lectures- %0 (3hours per week)
Unit Topics No. of
Lectures
1 Management Accounting: Meaning, Nature, Scope and Functions. Raole of 18
Management Accounting in decision making, Management Accounting vs.
Financial Accounting and Cost Accounting. Advantases and Limitations of
Management Accounting,
2 Financial Statements: Meaning, Nature, Scope, Importance and Limitations, 18
Characteristics of an ideal Financial Statement. Analysis of Financial Statements-
Meaning, objects, Nature, Methods, Techniques and Limitations,
Ratio Analysis: Meaning, Importance and Limitations. Precautions in using Ratios,
Classification of Ratios, Profitability Ratios, Tumover Ratios, Financial Ratios
[nterpretation of Ratios.
3 Cash Flow Statement (As per Indian AS 3): Meaning, Importance and Limitations. 18
Provisions of Cash Flow Statement in India: Familiarity with Accountin £ Standard
3, Classifications of Cash Flows.
e 1




Comeiept of Mansgement Audit. Responsthility Accounting

4 Absorption Cosl Accounting and Marginal Cost Accounting: Meaning, Marginal
Costing and Differential Costing, Usiage, Advamages and Limitations of Marginal
Costing. Marginal cost vs. Differentinl Cost, Meaning ond Process of Decision
makmng, Types of Decision- Make or Buy decision, Change of Product mix. Pricing,
Exploring new markels, Shutdown decizion. Break Even Analvsis.

L

Budgetary Control: Meaning of Budget. Meaning, Characteristics. Objectives,
Merits and Limitations of Budgetary Control, Organization of Budgeary Control
system, Types of Budget: Cash Budget, Flexible Budget. Zero Base Budgeting,
Performance Budgeting.

Management Reports; Meaning, MNeed, Characteristics, Limitations  and
kind.Procedure for dralting reports.

I

18

Keywords/Tags: management accounting, ratio analysis, cash flow statement, marginal costing,

hudgetary control.

Part C-Learning Resources

Text Books, Reference Books, Other resources

Pillai B_S.N. and Bhagwati, Management Accounting, S Chand, Agra
Arora M.N.-Management Accounting .(Theory, Problems & Solutiong) Himalaya
Eubiimdﬁﬂ MNagpur :

ost and Management Accounting- arshiBhattaCharyvy- Peasson education |
T = FTHAT, A T o ,HTPTEI?I“'-'F-'F'FI'.W ﬁé‘ﬁ"
Pandey |.M. Management Accounting, Vikas Publications, New delhi
Agrawal Dr. Mahesh . Management Accounting, Ramprasad and Sons, Bhopal
Mishra Dr. HN. Management Accounting, . GIMs Publication
. Gupts KL, Management Accounting, Sahitya Bhawan, Agra
(B} Suggestive digital platforms weh links:
https:!/mdu.ac. in/UpFiles/UpPdfFiles 2020/ an/Management®:20 Accounting®. 204 % 2 0Financ
tal¥20Management. pdf

hitps:/fwww. academia.edu/I TETI B3 I/ MANAGEMENT_ACCOUNTING STUDY _NOTES

mNmmAL R

Suggested Continuous Evaluation Methods:
Maximumn Marks ; 100

Continuous Comprehensive Evaluation [CCE] : 30 Marks University Exam (UE): 70 Marks
Internal Assessment : Continuous Class Test/ Assignment/Presentation
Comprehensive Evaluation (CCE) : 30
External Assessmant Section|A) : Very Short Questions
University Exam Section Section [B) : Short Quastions 70
Tirme : 03.00 Hours Section (C) : Long Cluestions

Any remarks/ suggestions:

I,é—m
L
e ——
dfe FRATAN BEEHAM

(PROF.PAVAN MISHREA)
Chairman
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Program: Fiugl'l:u Class @ BOOM | Year: HI Session: 2023-24
Subjeet: : Commeree . i
1| Course Code | E=- 'E-GM_L'L_E_T_
2 | Course Title INTERNATIONAL BUSINESS
3 i_(_;u_yt_rE Type [Elective For commerceFaulty :
4 | Pre-requisite | Open for all ot 2 i A
S | Course Learning | After the successtul completion of the course, the students shall be able
outcomes (CLO) e

Part A Introduction

|. Ta Understind the most widely used interational business terms and coneepts,
2. To ldentity the role and impact of political, economical, social and culiural

vanables in imernational business.

3. To Analyze imternational business from a multi-centric perspective, avoiding

ethnoeentrism.

growth of intemational business,

Bank.

market - its characteristics and determinants.

4. Understand the process of globalization, its impact on the evolution and

3. Understand the significance of different forms of regional economic
integration and to appreciate the role played by various intemational
economies organisations such as the WTO, UNCTAD. IMF and World

6. Familiarize students with the international financial environment, and get
them acquainted with the basic features of the foreign exchange

e k=

Credit Value i

Total Marks Max. Marks: 30 + 70 | Min. Passing Marks: 35

Tatal No. of Lectures- ™

Umit

Topics

Introduction to International Business : Concept, Need, and Importance of
International Business, Glebalization and it's importance in world economy International
business vs. domestic business , Complexities of international business. Modes of entry
into international business. International Business Environment: National and foreign
environments and their components . economie, cultural |, political and legal
environments.

Mo, of

18

Theories of international trade- Absolute advantage theory, Comparative advantage
theory, Factor proportion theory and Leontief paradox, Produet life cyele theory,
National competitive advantage theory, Tariff and Non-Tariff Barriers. Balance of
payment account and its components

18

International Financial Environment : Foreign exchange market, Spot market, spot
rate quotations, bid-ask spreads. trading in spot markets, cross

exchange rates, forward markets, forward rate, long and shorl forward positions,
forwards premium and discount. Arbitrage, Hedping and Speculstion .Types of
exchange rate systems- fixed and floating. soft peg, crawling peg, free flont, managed
flot. Foreipn exchange nisk and exposure.

Exchange rate Determinations : Types of Exchange rates, factors affecting exchange rate
. relative imflation rates, interest rates, relative interest rates, relative income levels.
povernment controls and expeciations

18




4 Foreizn Trade Promobion messures and :[:i'l';_::lrliJUIii:41 in India. Specal ¢economic | 1%

zones (SEZs) and export orented umits{with PG export ofiented  units). foreign

mvestment- concepl, type amd Pow, Forcign investment io indian perspective, Findneing

of foretan trade and payment terms- sources of trade finance (Banks: factoring, fo feiting

Bankor's Acceptance and Corporate Guarontee) and forms of pavment (Cash in advance,

Letter of Credit, Documentary Collection, Open Account ).

5 lfeg-,l-nnql-llzmﬁnmlt llltlir,-_:riltiun : Forms n{r:-r::;-,'tunul ntegration: Integration efforts | 1%
amongst countries in Europe, North Amenca and Asia, EU. NAFTASAARC and
ASEAN.International Economic Organisations ; WTO. UNCTAD. World Bank and
IME, e _

Keywords/Tags: International Business, Theories, Financial Environment, Trade Promotion

Economic Integration

Part C-Learning Resources

Suggested Readings: - =
S.n. Author Book title Fublisher
| | Bennett Roger. International Business | Pearson New Delhi
2 | Charles,W L Hill,Jain | International Business | Tata Mc Graw Hill New Delhi
3 | SinhaV.C International Business SBPD Agra
4 | Gupta C.B. Intemational Business | 8, Chand ﬁﬁhﬂishing Delhi
5 | Bhalla V.E Intemational Business | 5. Chand Publishing Delhi =
6 | Rao P. Subba International Busin ess E{:ima]'nyn publishing House New Delhi
7 | Jaiswal Bimal International Business Himalava publishing House New Delhi
SL[_I:,_[_,"E-E-TJ'I.-E' di gital platforms’ web links
hitps:/fehooks.lpude.in/co NAL BUSINESS.pdf
https:/‘'www.sscasc.in/wp-conten t/uploads/downloads™ E{}t'lr[-"[n ternational-Business, pdf
hitps:/‘neertnic.in'textbook/pdikebs 11 1. pdf
https:// o.com/wp-content/uploa rnational Busi r
https:/fwww 0v.in
http:/'sdevoc.ac.in'si

Suggested equivalent online courses:

Part D-Assessment and Evaluation
Suggested Continuous Evaluation Methods:
Maximum Marks ; 100
Continuous Comprehensive Evaluation (CCE) : 30 Marks University Exam (UE]: 70 Marks

Internal Assessment : Continuous Class Test Assignment/Presentation

Comprehensive Evaluation [CCE) 10
External Assessment : Section[A) : Very Short Questions

University Exam Section Section (B) : Short Questions 70
Tinne : 03.00 Hours Section (C) : Long Questions

(PROF.PAVAN MISHRA)
Chairman
Central Board of Studies {Commierce
Department of Higher Education Gove of M.P,
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2| = = A e i fis :-H‘Fr-"f'fﬁ'l:r =AETT SBPD publication Agra
3 | GuptaCB. International Business 3. Chand Publishing Delhi
4 | Bhalla V. K. International Business | 3. Chand Publishing Delhi
5 | Rao P, Subba Intermational Business Himalaya publishing House
M _ : Mew Delhi
& | Jaiswal Bimal [nternational Business Himalaya publizhing House
New Delhi
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L. https:/fncert. nic.in/textbook/pdf/khbs111 pdf
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(PROF.PAVAN MISHRA)
Chairman
Central Board of Studies (Commerce)
Department of Higher Education Govt, of M.P.
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Course Code S = 1,r3_.51"-r '
Course Title Personal tax planning
Course Type Vocational
Pre-requisite No
Course After completion of course, students will be able to
Learning « Examine how tax planning is useful and essential for every tax payer
outcomes (CLO) | » understand the concept of tax evasion and tax planning from direct

taxes point of view.

* Determine residential status and its relationship with tax planning.

* Examine how tax planning is perminted under different provisions of
the Income Tax Aecl.

» Assess the tax liability of individuals and HUFs having income under
different heads, by considering tax planning measures providing for
optimal tax relief.

¢ Choose the avenues of investment with an intent to reduce tax
[iabilities and identify merits and limitations of different means of
investments and examine various provisions relating to deduction and
collection of tax at source and advance tax obligations.

Expected Job = Tax consultant
Raole / career »  Accountant
opportunitices * Tax policy Analyst

» Financial Analyst

# [nternal Analyst

* External analyst

* Employment Tax Specialist

* Personal Financial Consultant

Credit Value 2 [Thmr_v] + 2 (Practical) = 04
Tal Mo, of Lectures/ Practical: L-HI .l'P‘uJI] {ﬂ] l:lrs_] .

Basic Concepts-Meaning, Need of Tax Planning- Principles and
objectives of Tax Planning, Obligations of parties to Tax Planning, Tax
Avoidance and Tax Evasion- Legal thinking on Tax Planning, Scope of
Tax Planning.

Tax Planning with reference to residential status, Tax planning through
exempled income for residents/ non-residents, Tax planning through
permissible deductions for residents/non-residents, Tax planning
withreference to ¢lubbing provisions.

1l

Tax Planning under different heads of Income, Tax planning measures
relating to income from salary, Income from House Property, profits and
gains of business or profession, capital gains and income from other
SOUTCES,




IV

Tax Planning through investments, Tax planning through various tax
saving investment avenues available for individuals and HUF like
Mutual funds, unit linked insurance plans, Bonds, Equity linked savings
schemes, Post office savings schemes and others. Tax deductions under
Income-tax Act”

—_—

Practical Exercise
The learners are required to:

|. Computation of tax liability of individuals and HUF having
different sources of income by considering the special
exemption and deduction provisions under each head as well
as the deductions from gross total income 1o minimize tax
liability.

2. Computation of tax liability of an individual and HIUF under
the general provisions of the Income-tax Act, 1961 and under
section 115BAC to determine which is more beneficial in each
case.

3. Assess the remedies available under the Act by way of
rectification, appeal and revision in case of aggrieved assesscs
hased on the issue involved and threshold time limat.

4, Filling up return forms based on the details of income and

deductions provided in respect of an individual/HUF and TDS
details gathered from Form 16, Form 164 and 26A5.

FArt a=Laarning Hesouices

Tert B, Reference Books, Other resou H -

Reference Books
1. Ahuja, G., & Gupta, R. (2018). Direct Taxes Ready Reckener. New Delhi;

Waolters Kluwer India Private Limited

2. Singhania, V. K., & Singhania, K. (2020). Direct Taxes: Law & Practice. New

Delhi: Taxmann publication

3. Mehrotra, H. C., & Goyal, S.P (2023). Income Tax: Law & Practice. Agra:

Sahitya Bhawan publication

4. Saklecha & Saklecha (2023). Income Tax: Law & Practice. Indore: Satish

Printers and publication

2.

Suggested equivalent online courses: e-reading:
|. www. incometaxindia gov.in

(PROF.PAVAN MISHRA)
CHAIRMAN

Central Board of Studies (Commerce)
Department of Higher Education Govt, of M.P.
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Text Books, Reference Books, Other resources

Reference Books
1. Eima e e Y o s it YEe A
2, Ahuja, G., & Gupta, R, (2018). Direct Taxes Ready Reckoner. New Delhi: Walters Kluwer

India Private Limited
3. Singhania, V. K., & Singhania, K. (2020). Direct Taxes: Law & Practice. New Deelhi: Taxmann
ublication
4. ]I'Ju'[ehml.ra, H. C., & Goval, S.P (2023). Income Tax: Law & Practice. Agra: Sahitya Bhawan
publication
5. SaklechadSaklecha (2023). Income Tax: Law & Practice. Indore: Satish Printers and
publication

Suggested equivalent online courses: e-reading:
1. www.incometaxindia.gov.in
2 mw.mliugmumcﬂ.swngmﬂ.acfm
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(PROF.PAVAN MISHRA)
CHAITRMAN
Central Board of Studies (Commerce)
Department of Higher Education Govt. of NLP.
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Personality Development
Course Type Voeational
Pre-requisite {if any) Diploma Course
Course Learning After completion of course, students will be able to
outenmes (CLO) 1. Students will aequire the knowledge of different skills of
personality development.
2. Students will gain insight about the Importance of attitude
in personality development.

3. Students will be capable of assessing the personality.
4, Students will be able to develop the ability for use of

pr;lilgﬂmm and personality inventorics.

e
e

5. 19‘:1! aware about the psychological tests and
'f.lr@ hpwsmﬂlih' eviluation.
Expected Job Role /
career opportenities

Credit Value 2 (Theory) + 2 (Practical) = 4

Total No. of Gectures + Practical (i hours perweek¥: L He | P-1 Lab Hr (=2 Hrs)

Totsl Na, ﬂwm I.-suman (60 Hrs)

Attitude and Personality Development:-
Meaning of attitude, role of attitude in Personality Development,

positive and Negative attitude, advaniages and disadvantages of
attitude, ways to develop positive aftitude, difference between

personalities having positive and negative attitude.

10

i

Skills of Personality Development:-

Concept and needs of personality development skills, types of
personality development- Rapport development skills, skills for
successful Im:u"lrhw., thinking and problem solving skills, skills of
social media management and personality enhancement skills.

10

fovad T

< IT 't.-_t

HH?LAI



J iy | Personality Assessment:- .
Purpose of personality assessment, Methiods of  personality
assessment-  observition methed, Interview method. Types of il

}I Eﬁhﬁh’g‘“‘ tests for personality assessment- personality Inventories
Projective tests.

1

8 : i

3 Report on smﬁm Management. };:1
4. Write up the ways of personality Grooming. m';::
5 Personality Evaluation through Projective tests. -

Project/ Field trip:
I. Interview of a pammhamg;}ﬁﬁiﬁa’m
2. Attitude survey mmanr current social issuc.

Sugoesied Readings:-

I. Andrews. Sudhir (1988) Huwmswmdﬂ h‘l:m:m- 21th {rep:) Tata McGraw- Hill, New Delhi.
2. Covey Stephen (1989). The 7 qunrmgldr Effective People NY: Free Press

3. Hindle, Him (2003) Reducing Tress, Eml;il Manager Series D K Publishing.

4. Lucas, Stephen (2001) Mﬂ%hwmm Hill. New Delhi.

5. arda vy witene Frere: ands e

6. Petes § 1 Francis (201 1) Soft Skills and Professional Communication Tata M-:Eirav-- Hill Education
New Delhi.

7. Wil @ foie) “wiE sty e

. Smith, B {2004) Body Longuage. Roha Book Company, New Delhi.

9, srearn o m f [re00) ity wenften Sde e waoad A

Suggested digital platforms web links:-
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1. Andrews: Sudhir (1988) How 1o Succeed at Interviews. 21th (rep.) Tata Mclraw- Hill, Mew Delhi.
2. Covey Stephen (1989). The 7 Habits of Highly Effective People NY: Free Press

3. Hindle, Him (2003} Reducing Tress. Essential Mannger Series D K Publishing,

4. Lucas. Stephen (2001) Art of Public Speaking. Tata- Me-Graw Hill. New Delhi.

5. A e mfE e s T

6, Potes 5 ) Francis (2011) Soft Skifls and Professionat Communication Tata MeGraw- Hill Education
New Delhi.

7. wit ®F (ors) “mfi Swwr smr o

8. Smith, B (2004) Body Langusge. Roba Book Company, New Delhi,
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Course Code V3- ComM-T4 LT

Course Titie COMPUTER APPLICATIONS IN BUSINESS

Course Type Vocational

Pre-requisite No

(if any)

Course Aftercompletionofihecourse, learnerswillbeable to;

Learning 1. Explainthebhasicconceptsofcomputer system;

outeomes 2 Knuwabnuti}p:mtingsﬁmﬂvewfwnfmriuusEmmpmer,&Muhi]cDSandApp
(CLO) lications;

3 Anal}rzeandnnmparetheﬁmlummﬁwiausmuhilepafmmlapps;

4. F'Erihrrm'arinusl’e.ummauﬂr’nrdpm:sﬂngsmhmatTahlmMaiImarge,H:.-'p:rlink,e
tc.;

3. PrepareabusinesspresentationonMS PowerPoint:

. P::rfmmuaﬂnusmaﬂmmﬂml,lugi:al,andath:rﬂumﬁﬂnanmlargesemfdat
ausingMSExcel;

7. Analyseand report aceountingdata usingMS Excel;

8. DemonstrateskillstouseRDBMSandMS Accessinbusiness processes;

9. Developmacrostostresmlinethebusinessfunctions;

10. ExplainvariousfunctionalitiesofA ccountingSoftware

Expected Job | Software  Developer Database Administrator,Systems  analyst,Computer Network

Role / career Analyst, Computer Operator, Office Assistant,Data Analyst, Internal Analyst, External

opportunities | analyst.Information Security Analvst, Web developer,Computer Research Scientist efc. |

Credit Value 2 (Theory) + 2 (Practical) = 04

'L B- Content of the € OUFEE

Total No. of Lectures + Practical {in hours per week): L-1 Hr / P-1 Lab Hr (=2 Hrs)
Total No. of Lectures! Practical: L-30 /P-30 (60 Hrs)

I Ward Processing

Introduction to word Processing, Word processing concepts, Use of
Templates,
Wm‘kingwimurmddﬂcummt:EditLrbgteﬂ,Findandrep]ﬂcemxt,Fnrmming,spu
licheck, Autocorrect, Autotext: Bullets and numbering, Tabs, Paragraph
Formatting, Indent, PageFormatting, Header and footer, Tables: Inserting,
filling and formatting a table; InsertingPictures and Video; Mail Merge:
including linking with Databasc; Printing documents.CreatingBusiness
Documents usingtheabovefacilities

Page 1 0f 3




1

Preparing Presentations
Basics of presentations: Shides, Fonts, Drawing, Editing; Inserting:
Tables, Images, texts.Symbols,Media; Design; Transition; Animation;

an Egusin:ssﬁﬁsmmtinnsusingabﬁwfanﬂil.'t-es

] 1 - RS AL A RULPRES

: Spreadsheet coneepts, managing worksheets; Formatting, Entering
data, Editing.
andPrintingawrksheet;HandlingnperamrrinfmmulaF'mjectinmlving
mu]ﬁpie&pr:ﬂdshﬂh,ﬂrganiﬂng Charts andgraphs.
Spreadsheet functions: Mathematical, Statistical, Financial,
Logical, Date and Time, Lookupand reference, Database.and
Textfunctions.

v Creating Business Spreadsheet

Creating spreadsheet in the area of: Loan and Lease statement; Ratio Analysis;
Payroll statements; Graphical representation of data; Frequency distribution and
is statistical parameters; Correlation and Regression.

DEMS Software: Environment: Tables; Forms; Queries; Reports; Modules;
Applying DBMS in the areas of Accounting: Managing the data records af
Emplovees, Suppliers and Customer

B L
1. Create a document and apply var
2. Design greeting cards using word art for various lestivals.
3. Create your resume and use page borders and shading.
4 Create a document and insert headers and footers, page titles, etc.
5, Set Margins, Orientation, Size, Columns, Wa Marks, Page Color and
Page Borders to create the document.
6. Insert the table into the document.
7. Prepare a mark sheet of your class subjects.
g, Apply Securing Creating, Editing, Saving, Printing
9. Waork on the following exercise in the workbook:
A. copy an existing sheet
B. rename old sheet
. Tnsert a new sheet in an existing workhook
D. Delete the renamed sheet,

Projeet/ Field trip:
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Text u-l-u, E‘em:e Enks., Other resources

[. Dr. 5. Sudalaimuthu, Mr. 8. Anthony Raj, Computer Application in Business Himalaya Publishing
House Pvt. Ltd

1. Sanmjay Saxena, A First Course in Computers, Vikas Publishing House, Mew Delhi

3. Pradeep K. Sinha and Preeti Sinha, Foundation of Computing, , BPB, Publication.

4. Deepak Bharihoka, Fundaments of Information Technology, Excel Book,New Delhi

3. V. Rajaraman, Introduction to Information Technology, PHI. Mew Delhi

6. K. Hunt, 1. Shelley, Computers and Common sense, Prentice Hall of India New Delhi
7. Leon, M. Leon, Fundamentals of Information Technology, Leon Vikas, (4) Scftware manuals
Suggested equivalent online courses: e-reading:

I|tt|1s:ﬂ'\mv,himmlh.cnmfdn-:umgnts.f{:‘]mglerl127,@1‘
sHomsbdu.ac.i min‘contents/171 168ACAQB2 2020051908 df

hitps: fcati

tps:/inowac.indw nt/upload LDI/BBA-Co ter-Applicati

httpas:! Imcintra ER% 20K Bt 200 ) Lo 20 koey ¥ i

https: i helor-of-business-

phisde=

(PROF.PAVAN MISHRA)
CHAIRMAN
Central Board of Studies (Commerce)

Department of Higher Education Govt. of MLP.
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UIed YIF, HoH TP,

1. Ii1g A, FET TS 9H,~ Ue $e9el, -3 [goul
2. g%ﬁﬂﬂ,wﬂwﬁm}ﬁ%ﬁ?ﬁmm
3. Wi AT H HIER ST HIge Wa R,
4, Dr. 5. Sudalaimuthy, Mr. 5. Anthony Raj, Computer Application in Business, Himalaya |

Publishing House Pvt, Ltd |
Sanjay Saxena, A First Course in Computers, Vikas Publishing House, New Delhi |
Pradeep K. Sinha and Preeti Sinha, Foundation of Computing, , BPB, Publication,
Deepak Bharihoka, Fundaments of Information Technology, Excel Book, New Delhi
V. Rajaraman, Introduction to Information Technology, PHI. New Delhi
. R. Hunt, ). Shelley, Enmpuuters and Common sense, Prentice Hall of India New Delhi

D fo g Lh

1. hitps://wwwiyoutube.com/watch?v=p2l43PCB4tg

2. hitps/f'www.gkpad.com/b-com-computer-application-in-business-books/
3. httpsy//www.mybigguide.com/2018/07 /Computer-Notes-In-Hindi htmi

4. httpsi//swayam.gov.in

5. https:/fwww youtube com/watch Pv=YEBfnRFHMY

6. hitps/fvwenw bbauacin/dept/Law,/TM/1.pdf

7. httpsffwwne youtube com/watch Fv=5NpHkB8Swys

8. httpsy//lawbhoomi.com/ip-issues-and-cyber-law,/

s/

e
T masrsks hEvmealky

(PROF.PAVAN MISHRA)
CHAIRMAN
Central Board of Studies (Commerce)
Department of Higher Education Govt. of MLP.
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Total Mo. of Lectures + Practical {in hours per week): L-1 Hr / P-1 Lab Hr (=2 Hrs)

Course Title CONSUMER AFFAIRS AND CUSTOMER CARE
Course Type Vocational
Pre-requisite (il any) No
Course Learning After completion of course, students will be able to
outcomes (CLO) » know the concept of consumer, consumer buying process,
consumer dissatisfaction and consumer markets and their related
formats;
» learn about consumer rights and various standards for consumer
protection in India;
* learn about consumer protection available under various laws;
» analyse the role of industry regulators in consumer protection;
+ learn about various issues related to consumer affairs
Expected Job Role / Front Desk Manager, Retail Store Manager, Manager of Consumer
career opportunitics Aftairs, ;
Cashiers, Call Center Representatives, Teller, Flight Attendants, Patient
coordinators, Guest Service Agent ete....
Credit Value 2 (Theory) + 2 (Practical) = 04

Total No. of Lectures/ Practical: L-30 /P-30 (60 Hrs)

Introduction- Concept of Consumer, Consumer buying process and Post-
Purchase behaviour, Factors affecting voicing of consumer grievances,
Alternatives available to Dissatisfied Consumers: Private action and Public
Action; Conciliation and Intermediation for out-of-court Redressal.

Nature of markets: Liberalization and Globalization of markets with special
reference to Indian Consumer Markets. E-Commerce with reference to
Indian Market, Concept of Price in Retail and Wholesale, Maximum Retail
Price (MRP), Fair Price. GST, labelling and packaging and relevant laws,
Legal Metrology.

10

Role of Industry Regulators in Consumer Protection -
Banking: RBI and Banking Ombudsman

Insurance: IRDA and Insurance Ombudsman
Telecommunication: TRAI

10




Food Products: FSSAL

Electricity Supply: Electricity Regulatory Commission
Real Estate Regulatory Authority

| Contemporary Issues in Consumer Affairs-

Evolution of Consumer Movement in India, Formation of consumer
organisations and their role in consumer protection, Misleading 10
Advertisements and sustainable consumption, Mational Consumer Helpline,
Comparative Product testing, §pstainable consumption and cnergy ratings.

The leamers are required (o
I. Analyse leading Cases decided under Consumer Protection law by
Supreme Court/National Commission:
Medical Negligence;
Banking; Insurance;
Housing & Real Estate;
Electricity and Telecom Services;
Education;
Defective Products;
Unfair Trade Practices.

e o B

=L.earn III-IF:"_- Hesnirces

Text nnls.a, Reference Books, Other resources

1. Dutla, Consumerism and Consumer protection in India, Himalaya publication ,Nagpur

2. Khanna, S. R., Hanspal, 5., Kapoor, 5., & Awasthi, H. K. (2007). Consumer Affairs,
Hyderabad: Orient Blackswan,

3, Choudhary, R. N. P. (2003). Consumer Protection Law Provisions and Procedure. New
Delhi: Deep & Deep Publications Pvt, Ltd.

4. Ganesan, G., & Sumathy, M. (2012). Globalisation and Consumerism: lssues and
Challenges. New Delhi: Regal Publications,

5. Kapoor. 5. (2019). Consumer Affairs and Customer Care. Delhi; Galgotia Publishing
Company. Lemner, A. P. (1972).

6. Misra, 8. & Chadah, 8. (2012). Consumer Protection in India; Issues and Concems.
New Delhi: Indian Institute of Public Administration.

7. Rajyalaxmi, R- (2012). Consumer is King. Prayagraj: Uttar Pradesh: Universal Law
Publishing Company.

% Reena Yadav, Deepti Gupta , Consumer Affairs And Customer Care JSR Publishing

(PROF.PAVAN MISHRA)
Chairman
Central Board of Stedies (Commerce)
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Sugzested equivalent online courses: e-reading:

el i il

hitps:/'www kopykitab.co 0ads2030/05/Class-12-Chapier-12-Business-
Studies-Revision-Notes pdf STETT mmnaar
hitps:edurey, in't/73 048/Chapter-Notes-Chapter- | 2-Consumer-Protection--BS T-
hitps:/'edchoysang ac.in/About/droid/uploads/CP-BeométhSem pdf

o =content/uploads 2023/02/12.

https:.l'fw'n-w-kwstﬂt:,:dufengagemmﬂdncﬂpdf‘s.fﬂessinn%lﬂI-%Zﬂﬂptinn%ﬁﬂiﬁlﬂl Jdf
Chromeextension:/efaidnbmnnnibpeajpeglelefindmkaj/hutps:/warw.srec.edw/sites/defau v files Cu
tomer*s20A ffairs%20and%20Customer%2 0C are%20by % 20K avita%2 0K ambaj, pdf

Chromeextension:/efaidnbmnnnibpeajpeglelefindmkaj/httpss// iritm.indianrailways.gov.infinsti/up
ocads/liles/ 143616782109 1-Notes%20on%20Consumer®%20Protection%20Law.pdf

phish=

{(PROF.PAVAN MISHRA)
Chairman

Central Board of Studies (Commerce)
Department of Higher Education Gavt. of M.P.
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4 .Dutta , Consumerism and Consumer protection in [ndia, Himalaya publication Nagpur
5.Khanna, 5. R., Hanspal, 5., Kapoor, §., & Awasthi, H. K. (2007). Consumer AfTairs.
Hyderabad: Orient Blackswan.
&.Choudhary, R. N. P. (2005). Consumer Protection Law Provisions and Procedure.
New Delhi: Deep & Deep Publications Pvt. Lid,
1., G, &Sumathy, M. (2012). Globalisation and Consumerizsm: Issues and Challenges.

b i 1]
1. hupsiwww kopykitab.com/blog/wp-content/uploads/2020/05/Class-12-Chapter- | 2-Business-

Studies-Revision-Notes. pdfl
2. hitps:fh in/t/73048/'Chapter-Notes-Chapter-12 ner-Protection--BST-
3. https:/fedchovsang ac. i tidroid/uploads/CP-BeombthSem. pdf

https:flsms.ac’w itent/uploads/2023/02/12 pdl

(PROF.PAVAN MISHRA)
CHAITRMAN
Central Board of Studies (Commerce)
Department of Higher Education Govt. of M.P,
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[ Session: 2023-24

Course Title Import Export Finance Procedure
Course Type Vocational
Pre-requisite (if any) Diploma course
Course Learning After completion of course, students will be able to
outcomes (CLO) @ linderstand updates information of RBI guidelines for foreign trade
® Equip stidents with institutional financing system in foreign trade
® Understand Pre-shipment finance documents and procedures
® Understand Post-shipment finance documents and procedurcs
® Understand Export incentives
® Undersiand Payments system in foreign trade
Expected Job Role / Import/Export Finance Expert, Consultant of forcign trade, Merchant Banker,
career opportunitics import Specialist, International Trade Finance Manager, Supply Chain
Manager
Credit Value 2 (Theory) + 2 (Practical) = 04

Total No. of Lectures + Practical {in hours per week): L-1 Hr / P-1 Lab Hr (2 Hrs)

Total No. of Lectures! Practical: L-30 /P-30 (60 Hrs)

Import Export Finance- Import/Export credit, Financing foreign
receivables advances against collection, discounting trade acceptance,
Institutional support for export/import finance in India — RBI
suideline, international chamber of commerce, stages of export/import
finance, new schemes for export finance, foreign exchange guideline
by RBL

10

I

Pre and Post shipment Export Credit- Introduction, need of export
finance, Financing facilities, Pre shipment finance for exporters, Pre
shipment credit in foreign currency (PCFC).

Meed for post shipment export finance, Mechanism of dispersal post
shipment finance, gold card schemes for exporters, Interest
equalization schemes.

10

Payment terms and Procedure- Introduction, advance payment,




documents against payment, document against acceptance, letter of
credit, Understanding the risk matrix in payment mode, factors
affecting the choice of payment mode, modes of payment, methods of
funds transfer.

*

T

10.
11.
11.

Proposal of Export Credit
Flow Chart of RBI guidelines

Identification of Foreign Exchange Dealing Process in India

' Listing of Foreign Exchange Dealing institution in India
Proposal for Pre-Shipment Finance

Listing of Commercial Bank Dealing Foreign Exchange in India
EXIM Bank Working Mechanism

Preparation of Letter of Credit

Listing of Export Incentives

Listing of Pre-Shipment Finance Documents

Listing of Post-Shipment Finance Documents

Calculation of Risk matrix in Payment Mode

Project/! Field trip:

Text Books, Reference Books, Other resources

o b

Export Import Procedure and Documentation by Madhurima Lall, Sultan Ahmad: S.Chand and

Sons Mew Delhi
Export and Import Management by Ram Singh: SAGE

Foreign trade and Export-Tmport policy of India by Madhusudana: H.5. New Century Publications

Export Import Procedures by C Rama Gopal: Mew Age Internaticnal Publishers
IGNOU e-gyaankosh E-Library

¥
2
X
4
5

Suggested equivalent online courses: e-reading:

hitps i/ Arade, ide 1 in

. hitps://msme.gov.in

hittpsy/fwww.chic gov.in
o) unionbamn ia

. hitps://dde.pondiuni.edu.in

54—;-;4%

—it
(PROF.PAVAN MISHRA)
CHAIRNMAN

Central Board of Studies (Commerce)
Department of Higher Education Govt. of MLF,
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. purt Im Procedure and Documentatian by Madhurima Lall, Sultan Ahmad: 5.Chand

and Sons New Detlhi

Export and Import Management by Ram Singh: SAGE

Foreign trade and Export-Import policy of India by Madhusudana: H.5. New Century
Publications

Export Import Procedures by C Rama Gopal: New Age International Publishers
IGNOU e-gyaankosh E-Library

o o

hitps:/legacy.trade.gov/guide_to_exporting.pdf
hitps://msme.gav.in
https:www.chic.gov.in

]‘lltE;;Eg.w,ggjgnhanl:gﬁﬂia,m,in

hitps:/dde.pondiuni.edu.in
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(PROF.PAVAN MISHRA)
CHAIRMAN

Central Board of Studies (Commerce)
Department of Higher Education Govt. of M.P.
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