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ORDINANCE : B.A./B.S¢./B.Com./B.Sc.(Home Science)

1.

7

.as may be fixed by the Vice-Chancellor.

EXAMINATIONS

The duration of the course of instruction for the B. A’/ B.Sc./

- B.Com./ B.Sc. (Home bc1en;e) shall be three years and the

examination shall be held in threg parts. Part-1 examination
shall be held at the end of Ist year, Part-II examination at the
end of 2nd year and Part-1II examination at the end of 3rd year.
The examination in Part-I and Part-1I shall be held once a year
ordinarily in the month of April on such dates as may be fixed
by the Vice-Chancellor.

The examination in Part-Ill shall be held twice a- year
ordinarily in the month of April and September on such dates

The date of commencement of the examination as well as the
last date for the receipt of examination forms and fee as fixed
by the Vice-Chancellor, shall be npotified by the
Registrar/Controller of Examinations to all the colleges
admitted to the privileges of the University.

A candidate’s admission form and fee may be accepted after

the last date of payment of late fee of Rs. 105/- up to the period

notified by the University.

No one shall be eligible to join the first year (Part-I) class of

B.A./B.Sc./B.Com./B.Sc. (Home Science) unless:- }

i) he/she has passed oge of the following examinations with -
33% marks in aggregate for admission to B.A. Part-], 35%
for admission to B.Sc. (Home Science) Part-1, 40% for

admission to B.Com. Part-I and 45’% for admission to
B.Sc. Part-],

a) Secnior Sccondary Certificate Examination of Haryana ‘
Education Board, Bhiwani.

e OR.

b) B.A./B.Sc. (Home Scnence) Parl I exammatxon under old -
*scheme of this University.

, OR ‘
¢) Diploma in Pharmacy Cgursi,(for B.A./B.Sc.-1 only) |
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d) Any other: examination recognised. by the Academic

Council as equivalent to (a) or (b) or (c) above.

WNote:1. The candidate seeking admission to B.Sc.-(Non-Medical

#

2. The admission (o B.Sc. (Home Science) Course shall be

Group) Part-I should have passed the above examination®
with English, Physics, Chemistry and Mathematics and

those seeking admission to B.Sc. (Medical Group) Part-I

should have passed the above examination with English,
Physics, Chemistry and Bm/ogy

r

open to Women candidates only.

3. Ifacandidate of another Board did not pass in the subject

of English at 10+2 level, he/she may be allowed
_ provisionally to join the B.A./B.Sc./B.Com./B.Sc. (Home
Scicnce) Part-I class as the case may be under new
scheme of this University subject to his/her qualzjymg in
" the subject of English of 10+2 examination at the
-Supplementary Examination of the same year or in the
Jhext annual examination held in March from the Board
concerned. Such a candidate shall have 1o furnish to the
University proof of hisfher having cleared the subject of
English. before’ the decldration of resuli  of
B.A./B.Sc./B.Com.[B.Sc.  (Home Science) ~ Paft-I
exapfination  failing  which  histher  result  of
BA./B.Sc./B.Com./B.Sc. (Home Science) = Part-I
examination shall be withheld. -

No one shall be eligible to join the second year (Part II) class
of B.A./B.Sc./B. Com /B.Sc. (Homc Science) course unless
he/she has passed :

a) B.A./B.Sc./B.Com./B. Sc (Home Science) Part-1
examination as the case may be, iinder new scheme of lhls
Umverﬁny

v

OR

' b) B.A/BSc/B.Com./BSc. (Home Science) Part-II

examination as the casc may be, under old scheme of this
Umvcrsxty .

OR -



~ - / -~
/ . . -

B-A./B-Sﬁ-m-com-,ﬁ3.$c. (Home Science) Examinations

€) an examination recogmscd ag cqmvalem o (a) or {b)
above.

A student who wishes to seek admission/migration o
Part-]I Course after passing’ the' Senior Seconddry
Certificate Examination under (1042 system) or an
examination recognised as equivalent thereto and also
~ after having passed the Ist year examination of any
statutory Umvcrsxty, recogrised by this University a
equivalent to Ist year examination of this University tm‘im
new scheme may be allowed to do so provided, that he/she
has secured 33% or 40% or 45% or 35% marks, as the case -
~may be in aggregate of. the Semor—Sccondaw Certificate
Examination or of any equivalent examination and the
minimum percentage of marks in the Ist year examination
' of the degree course equivalent to the percentage of marks
as laid down in Clause-16. :

A person who has passed one of the following examinations -
shall be ehmble to Jom m year (; c. Part—III) class of B.AYJ

w50 B.Com ./ Base.(Home-Bcieiey) cours

a) B.A/BSci/B.Com./B.Sc.  (Home-Science)  vani-is
- examination as the case may be, under new scheme of this
University. :

b) B.A/B.Sc/B.Com./B.Sc.  (Home-Science)  Part-1l

examination as the case may be, under scheme of other -

_ statutory Universities. Provided that the subjects offered

for. B.A./B.Sc./B.Com./B.Sc. (Home-Scierice) Part-11

were the same as are available at this University and the
syllabi were not materially different.

In case the subject/paper offered.for the B.A. /B.Sc.
/B.Com./ B.Sc. (Home-Science) Part-IF were not the same
as are available at this Univeisity, the candidate may be
given exemption in the Part-IIl for the subject(s)/paper(s)
already studicd/passed by the student and - the
subjeci(s)/paper(s) which the candidate has not
studied/passed in Part-1 & Il shall have to be
Studied/Passed alongwnh remaining subj(,ct(s)/na;‘u(x) of
Part-I1I1.
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7. The examination in Part-11L & III shall be ‘open 1o a student
who :-

a) has passed not less than oné academic year previously the
requisite examination as laid down m Clauqe-4 S & 6
above. ;

In case of a candidate who passed the requisite exam.
under the rule relating to compartment the period of one
academic year shall be counted from the examination in
- which he/she is first placed under compartment.

7.(a) A candidate who is plaucd under compartment in one subject
only in 10+2 exarnination of the Board of School Education
. Haryana, Bhiwani "or of any other Board/University
recognised by this Umverslly may be allowed provisionally
to read for TDC-I exam. and. to clear the compartment
subject in two consecutive chances. If “he/she fails to
produce/submit the proof of having passed the ‘compartment
subject even at the second chance to be held simultaneously
with TDC-I exam. his/her candidaure/result for the TDC-I

exam. shall stand automaticaliy cancelled.

Provided that a candidate who joins Part-1 of B.A., B.Sc.
(Home-Science),B.Com., B.Sc., as the case may be must have
obtained atlcast 33%, 3')'%, 4()%, 45% marks respectively in the
aggregate (by adding minimum qualifying marks in the
compartmental subject) in the .Sr. Secondary: Certificate
Examination (+2 Exammatlon) or an exammauon recognised
equivalent thereto.

A candidate who is placed undér compartment / re-appear in.

upto 50% subject in TDC-1 exam. of this University may be
allowed promotion to TDC-II, Sxmxlarly, a candidate who is placed
under compartment/re-appear in upto 50% subjects TDC-II
examination of this University may be allowed promotion to
TDC-11I. Two additional consecutive chances for each of three
parts of TDC Exam. shall be admissible for passing/clearing
‘compartmentthis is however, subject to Clause 9.2.

¥
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b) has his/her nanie submitted to the Controller of
Examinations by the Principal of the College he/she has |
most receily. attended and , produces the following
certificates signed by the Principal of that college.

iv)

of having remained on the rolls of a recognised college
for the academic year preceding the exam;

of having satisfactorily porformcd the work of his/her
class;

~

of having attended nor less than :

75% of the full course of lectures delivered to his/her
class in each of the subjects oifered, (ihe cowse w© be
counted from the date of admission upto the last date
when the classes break up for preparatory holidays,
viz. 21 working days before the commencement of the
examination); and

75% .of the penods assigned to Practical Work in each
of the Science subject or Psychology or in the case of

. Geography Map Work and Practical (the minimum

number of periods of Practical Work and in the case of
Geography Map Work and Practical required to be
arranged by each col]ege shall not be less than 40% in
each subject)..

of having obtained not less. than 25% marks in the
aggregate of all the subjects in the result of half yearly
house examination held in November/December with 100
marks for cach subject. - '

8.a) A student who is unable to appear-in the annual examination

- due to shorlagc in attendance and has complied with the
requirement in Clause-7 (b) (iv) above may be exempted
from _this requirement while taking the. examination in the
following year as an ex-student in terms of Clause 9.1.

- b)

A student who has completed the required percentage of

lectures but has lailed to comply with the requircments in

Clause-7(b) (iv) may be allowed on the recommendation of

Principal of the College concerncd to appear as an ex-student
vin the following year..
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9.1. A student who has completgd. the. prescribed course of

instruction in recognised college for-1,II, III Examination,

but does not appear in it ‘or, having dppeared fails, may b(,

allowed on the recommenddtion of the Principal of the

College concerned, to appear -in the examination as an

ex-student without attending a {resh’ course of mstmbtlon ‘

This is however, subject 1o Clause 9.2 below.

9.2 The périod of passing TDC Final year examination shall be 6
yeays {from the year of joining the TDC-I for the first time i.e.
within six academic years. -~ .

10. ‘A candidate who re-appears in B.A. Part-I1 examination as an
ex-student (in full subjects) may change one of his.subjects. .

11. The amount of examinatiof fee to be paid by a candidate for-
cach pait shall be as under : .

B.A.Part-1 B.Sc.Part-1 B.Sc.(Home B.Com.
J& H&ll Scwncﬂc) Pm‘t-l,ll &

* Lo RSV

| 11
C‘o]lcge C Rs. 90/ Rs."llo/- Rs. 90/- Rs. 90/-
andidates ‘
Ex-Studen Rs.100/- Rs.120/~ Rs.110/-  Rs. 110/

A candidate taking up a subject which includes a practiéal
examination shall pay an additional fee of Rs. 10/ per subject.

12.i) The medium of instruction shall be Hindi/English.
ii) The qucs;ion papers will be setin: v
a) dindiin case of Sanskrits '
b) the lanéua ge concerned in case of other langua gés.
‘c) -in i)mﬁ Hindi and Engliéh in.case of oliu—:r subjects.
- iii)_-The candidates shall write their answer in : '

a) the language concerned in case of English and Modern _
Indian and Oriental Language except Sansknt in which
case the answer may be written in Hindi; and -

'
-
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b) Hindi, English, Punjabi or Urdu in case of other subjects.

13.1' The examination shall be held according to the Syllabus

prescribed by the Academic Council, A candidate who fails
in an examination, or having been eligible fails 1o appear in
an examination shall unless approved otherwise by the
Academic Council take the examination as an ex-student

- according to the Syllabus prescribed by University for

132

regular students appearing for that examination, provided
that the Syllabus for the candidates for the
compartment/Re-appear examination - to be held in
September/April as the case may be shall be the same as was -
in force for the regular studcnl in the last Annual
Exammatmn : ‘

A candidate for B.A. Examination shall lakc up Enolsxh and
Hindi/Punjabi/Sanskrit/Urdu as compulsory ﬂub‘;cuﬁ and
two elective subjects in each of three parts. Two clective
subjects may be selected from.the subjécts prescribed for the
examination as per syllabus, subject to the following :

\ a) A candidate’shall offer Military Science if he is a regular.

student.

b) A candidate shall offer Statistics if he/she offers it

alongwith Mathematics/Computer Applications.

¢) Every candidate shall offer Hindi cither as a compulsory -

subject or as an elective subject.

d) Language offered as compulsory sublecl cannot be offered

as an elective subject.

€) Acnadidate shall’ ‘offer Computer Applmauon with Malh

13.3

13.4

© Statistics for B.A. only. .

A candidate for B.Sc, cxamination shall ()ffer one papcr of
English .in the- Ist year and -one paper of
Hindi/Punjabi/Sanskrit/Urdu in the 2nd years In addition
he/she shall be required to offer the subjects of B.Sc. as the
case may be, according to the schcme of examination and
syllabus approved iny the Academic Council.

"A ‘candidate for BCom. examination shall offer the papers
-according o the scheme of examinatiop and the syllabus

appmved by the Ac,ddemxc Council.

=
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13.5 A candidate for B.Sc. (Home Scxence) examination shall

offer one paper of Engllsh in the 2nd year and the subject of

B.Sc. (Home Science) in the Ist year, 2nd year and 3rd year,

according to the scheme of examination and the syllabus
‘a ppmved by the . Academic Council.

Note : A candldate coming from a Non-H indi speaking area shall

14.

16.

if, he/she did not offer Hmdt/Punjabl/Sanskrtt/Urdu in the
examination qualifying for admission, :offer in lieu of
compuisory Hindi{punjabifSanskrit/Urdu, the subject of
Additional English which shall carry the same marks as for
Hindi/Punjabi/Sanskrit/Urdu.

College students offering a U.G.C. Scheme of
restructured/vocational courses, shall be required to take up

‘the combination of traditional and compulsory subjects in each

of the TDC Part-LII & IIT as mentioned against each course in
the Scheme of Examination. =

. The nﬁinimum.nfimber of marks required to pass the -

examination shall be 35% in each subjéct in' case of
B.A./B.Scy/B.Sc. (Home Science) examination, 35% marks in
each paper in case of B.Com. examination. Provided that in a
subject in which there is a practlcal examination, this
percentage shall be required separately in written and practical
parts (mcludmg map work in case of Geography) of the
examination.(A candidate of the University who fails in theory
or, practical. or both parts of subject may be allowed to
re-dppear/ compartment in the theory or practical ot both parts,
as the case may be of that subject).

The successful candidates shall be classmcd in three divisions
as under ;- | oo =

i) those who obtain 60%or more of the aggrcgatc number of
marks in all the subjects including the compulsory subjects
in Part-I,]I & III Examination taken together shall be
placed ift the First Division.

ii) those who obtain less than 60% but not less than 50%
marks in all the subjects’ including the Compulsory
subjects in Part-1, I and 11T examinations taken together,
‘'shall be placed in the Sccond Division.

- /



17.

18.

19.

B.A./B.Sc./B.Com./B.Sc. (Home Science) Examinations

iif) those who obtain below 50% marks in all the subjects
including the Compulsory subjects in Part-I, 11 and III
examination taken together, shall be placed in the Third
Division.
A student who has passed B.A./B.Sc./B.Com./B.Sc. (Home
Science) Part-I and or Part-II examination under new scheme
from other University, the marks obtained in
B.A./B.Sc./B.Com./B.Sc. (Home-Science) Part-I and/or
Part-II shall be counted towards division of successful
candidates at Part-III examination by increasing or decreasing
the marks obtained in accordance with the maximum marks
prescribed for Part-I and I by the M.D. University, Rohtak.

A candidate while appearing in the supplementary
examination or the next Annual Examination shall be required
to pay examination fee as for the whole examination and shall
not be eligible for a scholarship, a prize or a medal.

Six weeks after the termination of the examination or as soon
thereafter as is possible the Registrar/Controller of
Examinations shall publish a list of successful candidates.
Each succesful candidate of B.A./B.Sc./B.Com./B.Sc. (Home
Science) Part-IIl examination shall be awarded a degrec
mentioning the division.

A candidate :-

i) who has passed. B.A/B.Sc. Examination of this
University;

iil) who resides within the territorial jurisdiction of this
University and has passed an examination declared
equivalent to the B.A./B.Sc. examination of this
University may appear in a subsequent B.A./B.Sc.
examination in additional subjects prescribed for the
examination except the subject in which he/she has
already passed the examination.

iii) A candidate appearing under this Clause shall sit for Part-I
and Part-1I in annual examination and for Part-III in
supplementary examination. Such a candidate shall apply
on one examination form available at Rs. 125/-. In case,
he/she fails in Part-I/II/IIl he/she may appcar in the
immediate next annual examination. Such a candidate
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shall submit one examination form for Part-] and II or
Part-LILIII (in case of failure). In case, he/she fails to pass
any of the Part(s) in next annual examination, he/she shall
appear in all the Parts denovo. Provided that if the
candidate is appearing in the subject(s) involving
practical, he/she shall study in a college admitted to the
privileges of this University for Part-I, Il & III classes and
submit a certificate from the Principal for having
completed the prescribed course of lectures, one month
before the commencement of examination. However a
candidate who has passed B.Sc. examination may appear
in subsequent examination in additional subject of Hindi
(Elective) of B.A. (pass course) and a candidate who has
Passed B.Com. examination may appear in an additional
subject of Hindi (Elective) and Mathematics in subsequent
examinations of B.A. (Pass Course).

iv) The minimum marks required (o pass in each subject shall

be 35% in theory and practical separately. .

20.i) The candidates who have passed the

1

B.A./B.Sc./B.Com./B.Sc. (Home-Science) examination in
the second or third division be allowed to reappear in one or
more subject(s)/in theory papers only of the Part-I, II and
Part-III examinations for improvement of division. The

. candidate may also be allowed to improve their score of

marks upto 45% in the same manner. However, for
improvement of division from III to 1l and 1T to I as well as
improvement of score of marks upto 45% only one chance
shall be allowed. Such a candidate, after his/her passing the
B.A./B.Sc./B.Com./B.Sc.(Home Science) in the annual
examination held in April/May shall appear for Part-11l in the
immediate supplementary examination and Part-I and/or
Part-II in April/May next. His/her result of improvement of
Part-1Il supplementary examination shall be finalized by
taking into consideration the marks obtained by him/her in
Part-I and/or Part-II in April/May next. Provided that the
result of the said Part-HI supplementary examination shall be
declared if the candidate had furnished undertaking at the
time of submission of examination admission form to the
effect that he/she is not interested in the improvement of
Part-I & 1. Like-wise a candidate passing his/her Part-IIl in
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September of the following calendar year. However, if such
candidate gives an undertaking at the time of submission of
examination admission form of Part-l and/or Part-1I for
improvement in the next annual examination that he/she is
not interested in improvement of Part-III, his/her result of
improvement shall be finalized on the basis of Part-] and II.

ii) The higher score in the paper(s)/subject(s) in which
he/she re-appears for improvement will be taken into
account towards the final result and the marks already
obtained by the candidate in the paper/subject(s) in
which he/she has not opted to improve his/her result
shall be carried forward. In case the candidate does not
improve the division his/her result shall be declared as
Previous Result Stands.

21.1) In order to provide opportunity for women candidates who

2

have already passed B.A. examination of this University
with Home-Science as a subject to join the M.Sc.
(Home-Science) Course an examination of B.Sc. standard
in the following subjects shall ordinarily be held once a
year in the month of April on a date fixed by the
Vice-Chancellor:-

a)  Nutrition and Foods.

b)  Textiles and Clothing

c) Artand Everyday Life

d) Home-Management

e) Biology

f)  Psychology and Human Relatlonshxp
g)  Household Chemistry

h)  Sociology

i) Principles of Econom1cs

Every candidate for thm exammatlon shall be required to
produce the following certificates signed by the Head of a
College recognised for B.Sc. Home-Science course:-
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3)

4)

5)

N

a) of having attended not less than 75% of the lecturcs
delivered to the class in theory and practical of each
subject during the academic year preceding the exam.

b) of having completed the sessional work in each
subject prescribed in Clause-21(1).

The last date for receipt of admission forms and fees shall
be the same as for the B.Sc. Home-Science examination.
The amount of admission fee to be paid by a candidate shall

be Rs.110/- and additional fee of Rs.10/- per practical

subject. Every candidate shall be examined according to
the syllabus prescnbed for these subjects by the Academic
Council.

The Minimum number of marks required to pass the
examination shall be 40% in each theory and practical
examination separatcly.

Candidates who obtained pass marks in all the subjects
shall be admitted to the Degrce of B.Sc. Home-Science and
shall be eligible to join the M.Sc. Home-Science Course.

22. Notwithstanding the - integrated nature of the B.A./B.Sc./

B.Com./ B.Sc./ (Home -Science) Course which is spread over
more than one academic year, the Ordinance in force at the
time a sludcntq’&ng course shall hold good only for the
examination(s)f{held'd)uring or at the end of the academic year
and nothing in’ these Ordinances shall be deemed to debar the
University from amending the Ordinances subsequently and
the amended! Ordinances, if any, shall apply to all students
whether old or new.
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Syrlabus & Scheme qf Examinations for B Com Part lll

__ 1999-2000
Paper Name of Paper , : ‘
No. . Time ~~ M.M.
1. Cost Accounting © - 3Hours . 100
II. Income Tax Law & Practice . 3 Hours 100
III. Indian Econemic Development and Policy 3 Hours 100
1V. Management Accounting & Financial o
. Management . 3 Hours 100
V. Auditing : T 3 Hours 100
VI. Any one of the following papers '
i) Co-operation in India . 3 Hours 100
ii) Marketing Management " -3 Hours . 100
iii)’ Law and Practice of Banking in India 3 Hours 100
iv) Management of Agriculture - 3 Hours. 100
v) Computer Applications-III 3 Hours llOOf .

‘ P'aper-.I':ACost Accounting:

Data Base Mgt. and d BASE III"
' Syllabus & Courses of Reading

Max Marks :
",  Time:3 Hours

Note Atleast ten questlons shall be set'in the question paper

with minimum of three questions: from each unit. The
- candidate. shall be requnred to atiempt five questxons in all,

selectmg atleast one’ quest\on but not more than two from
each unit.

UNIT-I - -

(a)

(b)

©.

(d)

Cost Accountancy-Meaning, nature and scope, Financial

Accounting Vs. Cost Accounting Objectives, Importance,-

Limitations techniques.
Analysis of Cost-Cost centre, elements of cost, components

of total cost, classification of-costs, Unit costing (including
tender price) and nperating cost.

Material Control-purchasing, recéiving, inspection and sto-

rage, pricing of material issues, stock audit, material issues. -

Contzol of labour costs personnel’ department, engmcermg

and works study department; time- -keeping department, pxy

master’s department, - cOst’ accountmg departmcnt, methods
of wage payment

1




b

(2)
UNIT-II ' .

(a) Overhezds-classification, distributions of factory oﬂice,

selling and distribution overheads (Includmg machme hour
- rate).

(b) Job and contract costmg S S '

" (c) Process cotting.
(d) .Reconciliation o1 Cost and Financial Accounts

(e) - A brief overview of Cost Audit and: Cosung reporung
UNIT I g

(a) Ma,rgmal Costing and break-even analysis segregation of~

semi- variable overheads, contribution, P/V Ratio, break even

point and break even charts, advantages, hmxtatxon and
application -

(b) Budgetary Con'rol Meanmg, advantages, limitations, steps; :

types of budgets : salés and cash, flexible budget.

(c) Standard Costing and varnance analys:s materlal labour.

Note At least ten quesuons shall be set ‘in the questnon Paper,

with minimium of three questions from each unit. The can-
~didates shall be required to attemipt five questions in alls

. selecting at least one guestion but not more than two from
" each unit.

Unit-I Definitions ; Agricultural Income, Previous year, Assess-
ment year, Assessee, Person, Casual Income “Total Income,

Residence of assessee and incidence of Tax liability Income -

-

variance. , ;
Paper II : Inc‘ome Tax Law and Practice - B ‘
b B ' . _Max. Marks:
. ' ' Time:3 Hours ‘

exempted from tax : Income under the head-salary, house '

- property business and’ profession (1nclud1ng deprecm’uon

allowance and investment allowance etc ) capital gams and
other sources.’

Unit-11 Deduction from gross total jincome, set off and carry for-
ward of losses, Aggregatxon of incomes. AsseSsment of
v 1nd1v1duals, Hindu undivided. famllles, and Flrms (inclu-
ding computatlon of tax.)- -

Umt I1I.Income Tax Administration : Income Tax Author’ities,-
’ Assessment procedure, Recovery and refund of tax, appeals
“and revision, penalties and prosecutlons o
NOTE Due weightage should be gwen to lheory portlon. S

-
e i o s T b e P

o T




» _ (’3) . .
Pape;éll_l Indian Economuc Devolopment and Policy
B . Max . Marks.: 107
Time : 3 Hours

Note: Atleast ten questions shall be set in'the question paper
with minimum of three. questions from ecach unit. The
candidate’shall be required to attempt five questionsin

_“all, selecting atleast one question but not more than two
from each umt

%

UNIT I

Developed and’ developmg Countnes : .their definition and
characteristics : lmredlmcms to. economic growth of India
) and measure of economic growth : vicious circle of poverty;
planning for. Economic growth in India; Logic and-reed for
planning formulation and financ 'ng of Five Year Plans:
‘approach, strategy and objectives of defferent Five Year
Plans with emphasis on the current Five Year Plan: an
aggregate review of the Country’s aecomphshment made in
Five Year Plans in Indla, Human Resource Management :
Trends in-India’s populatlon and their relationship with the
"development and socio-économic changes since 1951, Family.
Planning Policy and Programme-A critical evaluation. -
UNIT-11 '

National Income : Overview of the -changes and sectoral
composition of India’s National Income since 1951; ,Pféblem
- of unequal distribution of income and the concentration -of
wealth-its remedial course: Agriculture; its signiticance in
‘the growth of country’s economy; Developmeﬁt of agriculture
in the planned era; Chief problems in the growth of agricul-
ture sector; measures taken and a critical revicew of ‘their
impact with special reference to the State of Haryana;
- Industrial Policy; Industrial Policy of India since 1948;
Industrial Licensing Policy; Industries Development and
Regulation Act, 1951;- Monopolies and Restrictive Trade
Practlces Act-its main provmwns

UNITIII S IR ®

“Indus nal Growth and Major Indian Industnes India’s
: Industnal development through the Plans Pubhc Enterprlses
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Rationale and _growth of pubhc sector - enterprises in India:

Different forms of public enterprises; Major problems - faced
by public sector enterprises; Small Sczle and tiny Industries;

.. their definitions, significance and contribution 10 the growth

and in resolving thie unemployment problem in India : Main
problems faced by these industries and remedial measures
(this topic may bz dealt with special reference to the State of
Haryana) Salient features of Environmental Protection Act

Papc.-lV Management Accountmg and Financial

Management M.M. : 100
' ' ' Time : 3 Hrs.

Noie : Atleast ten questlons shall be set in the question. paper

with minimum of three qucstlons from each unit.. The
cmdxda\e shall be required to attempt five questions in

all, selecting atleast one question but. more than two
from each umt. A

UNIT-

Definition and nature of Management Accounting and Finan-

- cial Management; Chief Finance Functions; objectives of
* Financial Management; Short rerm and long term financial

planning, over capitalization and under capitalization; Capi-
tal Structure; Concept, s:gmﬁcance factors, lizoptimum capi-
tal structure (excluding capital structure theories); Capital
gearing; Sources of short- term and long-term financing.

UNIT 11

Study of Financial statements; vcrt;cal forms Relation:hip
between items in Balance Sheet and Profit and Loss Accounts
Interprétation and analysis of financial data; Raiio; Analy-.

sis restricted 10, :

By

a) Balance Sheet Ratios, Current Ratio, qumdxty Ratio,
Proprietary Ratio, capital gearing or Debt-equity Ratio.
b)  Revenue Statement Ratio-Gross Profit Ratio, Operating
‘Ratio, Expenses Ratxo, Net Profit Ratio, Stock Turn
over Ratio. -
¢) Comp: site Ratios-Return.on capltal employed Return.-
on proprietors funds, Return on Equity. Capital: ,'l_'urn-
over of Debtors, Different modes of Expressing. Ratios
. i.e. Rate, Percentage etc., Interpretations and analysis -
of differerit accounting Ratios; Limicwtions of the use of
" Ratios.- 4 '

‘

U




d) Investment Decisions; Mcanitig and ~imporiance of capi-
tal budgetmg, Method for appraxsal of investment pro-
~ posdls excluding risk and uncertainity (only sxmplc prac-
tical problcms be covered). '

UNIT It

Dividend Pollcy Meamng and types of dxvxdend policy

~ importance of dividend pohcy, 1mportant determinants of
. dividend policy. :

- Working capital 'éqncent, estimating working capital require-

ments and management of working capital including cash,
receivables and inventories. Fund Flows Statement, Cash
Flows Statement.

Note : Due Weightage should be givcil to theory portion.-

Paper-V' Auditing -

' Max. Marks : 100
. Time : 3 Hours

Note ; Atleast ten questions shall be set in the question paper

with minimum of three questions from each unit. The candi-

-~ date shall be tequired to attempt “five questions in all,
selcctmg atleast one question but net more than two from
each unit. .

UNIT-1

~

Audit & Audit Process : .

a) “Audit-the attest function, Meaning, 1mportancc, Objects’
and various classes of Audit. ,

b) Audit Process-Internal Codﬂ:rol;’ Internal Audit and’

~ Internal Check, Planning the Audit; Audit Programme;

~ Evidence and working papers : Audit Sampling.

¢) Audit Procedure-Routine Checking; Vouching Verifica-

tion and valuation of Assests an‘d Liabilities. ¢

UNIT-11

Audit of lexted Compames & Pubhc Undertakmgs Quali-
fication and Appomtment of Company Auditors; Their
Powers, Duties and Liabilities; Audit of Share. Capital and
Debentures; Share Transfers .and Managerial Remuneration;
Depreciation and Reserves : Divisible Profits and Dividend
Audit of Public Undertakings. -~ . ‘ o
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UNIT 11X
Audlt of Specrahsed Umts

, a)- Specral Features of Audrt of Banking Companies : I‘Edpw"

cational Institutions and Co-operative Societies.
b). lnvestigation H Meaning; Difference between Auditing

,{and Investlganon and Various Classcs of Invesugatron.
c) Audit Reports -Clean and Quahﬁcd Reports

d) ABrref Overvrcw of Management Audit. _ . o

Papcr -V1 (Optronal) (|) Cooperatlon in India“_

. ‘ . MM : 100
‘ - Time: 3Hrs.

'Note At lcast ten- quest;ons shall “be set in the question paper,

with minimum of three questions from each unit. The candi-
date shall be required to attén pt five questions in all
selecting atleast one questron but not more than two from
+ each unit. '

UNIT-I - S

Meaning and basic ‘principles of Cooperation; Genesis and
Features of growtk of Cooperative. Movement in India,
Structure of Co-operative Institution in India : their Macré
development through the different Five Year Plans of the
_Country; Co-operative Credit Institutions: Primary Credit
Societies, Central Ce-operative Banks and State Co-operative

Banks "Their. establishnrents, objective, function's, progress, .

presents position arid problcms

UNIT-II

Land Developmunt Bank Prrmary and Central Land Deve-

lopment Banks : Purpose of establrshment, main operatrons,

present posmon ‘and problems, objective, furctions progress .

| and problems of farming, marketmg, processing and consu-

mer cooperatnves (including Super Markets), Better living

ASocxetles, Industrial. Cooperatrves, and Transport co-opera-
o Itlves AlmS, operat1ons, present posmon and probloms

:
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UNIT-III .
* State and Cooperatlon in India: Govt of India’s role in

promoting and regu}atmg the Movement Department and -

Ministries at State and Uaion levels; Reserve Bank of India’s

- _assistance to the Co-Operative Credit Institutions; ‘Coopc"ra-;

\

tive Education and Training for the different levels of perso-
nnel including an evolution of the existing facilities. Apprai-
sal of Cooperative Movement in India : An overall critical

_review; Mcasures to strengthen and vitalise the movement;

Future of the Movement; Co- -operative Ideal Co-operation as
“a balancing force between pubhc and private sector; Coopera-
- tive and Capitalism, Socialism and Communism.

Paper-VI Optional (ii) = Marketing.Management

Max. Marks : 100
. - Time : 3 Hours

Note : Atleast ten questions shall be set in the question paper

with minimum of three questions from each unit. The candi-
date shall be required to attempt five questions in all, select-
ing atleast one questwn but not more thea two from each
unit.

UNIT 1

Introduction : Nature and Scope of Marketing; Functions of

" Marketing : Marketing Concent; Market segmentation and

. Marketing Mix: Meaning, importance and base for segmen-
tation; Concept of Marketing Mix; Buyer behaviour : Impor-

tance and difficulties in understandmg buyer behavmurs,
Determinants of buyer behaviour; Salient features of Con-
sumer Protection Act. ‘

UNIT 1I h R

R Product Planning Development Meaning of Product;

Classification of Products : Importance of product innova-
tion; Development of new pr ducts; Product Line policies

and stxatcgles, Product Line ‘and Product Mix; Concept of '
'product Life cycle; Brandmg, packagmg and Labelling; Pri-

cing Objectives and. Price Determination : Meaning aqd
importance of Pricing; Pricing objectives and pricing poli-
cies; Procedure for price determination. -
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“UNIT-II St
Advertising : Importance of advertising: Commumcauon

w0 process in“advertising: Objectxve of advemsmg Planmng and

il Adveltlsmg Campalgn, ‘Advertisement” Copy " Evaluating
- Advertising Effectivehess; Personal Sellmg Determmmg the

2 rieeded, Managmg, ‘the sales force, Supervmng and Contro-

; Se]ectmg Dlstnbhtlon Channels Managmg Physwal Distri-
4 bution: :

. 5 S m lndla

~ .

~ with minimum of three questlons from each unit. The can-

didates‘shall be required to attempt five questions in all,

N ’ selecting at least one question but not more than’ two
- from each unit.

UmtI Bankmg Regulation Act, 1949 and Reserve Bank of

India Act, 1934 Their main provmons, Organisation of

Banks: . Unit ‘and Branch Banklng Negotlabxhty and

fhlghhghted Negotlable instruments accordmg to-Indian
‘Negotiable Instrument Act; Deﬁmtlon .and d1st1ngu1shmg

|

1

| . B .
L : .‘ ‘Transferabxhty 'The terms defined and cha;actensttcs*
|

i

features of Cheque, Bills of Exchange, Promissory -Notes -

. _,and Hundis; Banker and Customer; Their definitions

and relationship" between Banker and Customer-both

|
‘i o ~ generaland special relationship.
:

" Un_it-il Bank Accounts : Various types. of Bank: account the :

} , v p;occdure of their opening and conduct; treament of spe-:

i ’: ~ cial classes of customers; closing of an account Cheques:

1 "* " Forms endorsements; crossmg of cheques forgery- and;
-alteration general prmciples govermng honour of cheques

s :condmons ‘under “thh banker’s’ authonty to° pay
fcheques 1s termmated Statutory Protectlon granted to
“the’ paying and collectmg Banker Bills:of exchange
- Forms, endefsement .acceptance:: Notmx and’ protestlng.
dascharge and. dxscountmg of bills:

“:persenal Selling’ Strategy, Determmmg the kmd of sales force.

'ﬂmg Salesmeu Dlstrlbutxon Types of’ dlStI‘lbUllOl’l Channels,k

Paper-VI (Optlonal) (lll) Law and Practnce of Bankmg-

_ A Max Marks : 100‘
P R AR ‘ " Time: 3 Hours.
] > Note: At least ten. questlons <ha11 be set in the questxon paper, .

»
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Umt-lll Banker s Credit. Traveller's letters of credit; circulas-
notcs. bank drafts, pay order conﬁrmed and uncenfir-
med banker's credit. documemary credit; ruolvng

credn, employment of Bank’s funds: lmportant factors
governing cash reserves Statutory provisions regarding
liquid assets; Profitable uses of funds; Call loans invest-
' ment in securities, cash credit, over drafts and loans;
banker’s lien. Pledge, mortgage, -hypothecation; banker’s
security, for advances; advances against marketable

1 ~ securities, goods and documents of - title of goods, real

property, guarantées, life insurance policies; unsecured
advances; bank balance sheet and accounts; Law regar-
ding the preparatlon of bank’s balance sheet; various
, types of Account Books and thclr uses. ’

) Papér- VI (Optional) (iv) : M‘an'ag'emyent of Agriculture
' ’ ‘ '\ Max. Marks : 100
T Time : 3 hrs.
Noto At least ten quemons shall be setin- the question paper
with minimum three questions from each unit. Thecandi-
dates shall be required to attempt ﬁve questions in all

selecting atleast one questiof from each but not more
than two from each unit. :

Unit-I Bole of agriculture in economic development with special
reference to India and the study of Haryana. Farming
as Business : Method of .Farming; managing the farms
for better resource allocation; apprarsal of agriculture

a . . project cconomic principles' of agrrcultural production;
' ! Farm Management and Basic Productlon Relationship.

Unit-11 Consohdatnon of holdings; agranan reforms in Ind:a.c ,
’ Mechanization of agriculture; . Education and training the

. farmers for transforming agriculture; Agriculture Price
Policics; terms of trade between agrichlture and Industry.

>

Unit-II1 I‘nt‘erhational trade in international commodities; Trends
problems and remedial .measures; marketing of  agri.
culture produce- and inputs; Problems and measures to




—~

. Command Files :

(o)
. resolve them. Agriculture Fmance Nature of the problem
and lhe dxft‘erent oxganued and unorgamsed sources, Rnsk

~ aversior, thvough agncultural msurance, A detailed

- study of the problem and management of Coﬂ‘ee, Sugar
_and Tea Indusmes : . \ .
Paper VI Optlonal (v) Computer Applleatlons-lll Marks 50
, Time: 3 hrs. -
b Database Management and d BASE. lII +

2l " THEORY

Note Ten questlons shall be set in the questlon paper w:th five .

questions from each section. The candndates shall be

required to attempt five questnons in all selectmg atleast‘ T

two questions from each section. . .
- ~ " Section-l . ] ‘(5 quesiions).
lntroductlon to Database : ' '

'Whatis a databsse? Problems with Manual Databases,
Ob_]ecn\cs of database, Using computers for Database. What is

-Database file, Record and Field, Popular Database Management

Systems. B
Introductnon to d BASE L4, -«

What is d- BASE 111+ :Loading d BASE [+, Openi}n‘g‘Screen
ASSIST Mode, Creating a databasé, Entering data, Listing

) contents of database file, Llstlng Selected. fields. Sedrching -with

LIST, Getting help with ASSIST, Dot Prompt Mode, More

options with LIST, Adding more records with- APPEND, Using -
SET commands,  Features of CREATE, Olher Field Types, ‘
Qu1t1ng d-BASE III+-.. .. '

Vlewmg dnd Edltmg Data; Modlfy structure,’ Memo' Field <o

~ and File utilities; Sorting and Indexing Database; Printing Reports -

and Labels; Memory Varlables, T:me and Date Funcuons and
Function Keys.

!

-Sec,tio-n-ll« - B (5 questions)' '

" Whatis command ﬁle 2 Creatmg a Command ﬁle, Runmng&--" '

“it, Programmmg in'dBASE-IIl+; DO WHILE -ENDDO; " Edi-

ting. Command Flle, Adding Comments-to Executable Commands.

e, e e T s

¥.

N

PE—
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Co Programmlng with d-BASE Il + : S
b _ Using with dBASE III+ in Interactive way, Makm‘g Deci-
s:ons with IF-ENDIF, Compact IF Function<-I1F.\ ), DOCASE-

ENDCASE Executmg commands from other files, Macro substx-
. tution. :

Mathematical Commands and Other Functions; Mulnplc
’ .- database files; Designing Custom Screens; Error conditions and

\ Program Debugging Aids
, ) PRACTICAL

.o Marks : 50
¢t R - :  Time : 4 hrs.
L Programming in d BASE I+ - '
- .~ COMFUTER APPLICATIONS

VOCATIONAL COURSE
SCHEME OF EXAMINATION
A student opting for the above said course wnll be- rcquu'ed

to take four papers each in ‘all_the three years of B.Com. The
| syllabi of these papers shall be common to the existing syllabi of
B.Com. Part-I, II & III. These four papers will be as under :-
B.Com.-l Year : ~

1. Communication Skills

2. Financial Accounting
-3. Business Mathematics and Statistics

4. Business Management

B.Com.-ll Year
1. Mercantile Law N

2. Company Law & Secretarial Practice

3. Business Statistics

4. Higher Accountancy V
. .- B.Com.Ill Year . - , o
1. Cost Accounting - o T » ‘
o 2. Income Tax Law and Practice -
. *. 3. Indian Economic Development & Policy.
‘ 4. Management Accounting & Financial Management :
P In addition to the above mentioned four-papers in each of
the year, every student who has opted for the above said course
1 shall have to pass the foliowing papers in the vocational area of
Computer Applications in B.Com. Part-f,l II'& IIl.  The

t

/




under - v I g
Paper No =~ O Tltle of paper ' MaxMarks Tnmo
- Paper CA-I Computer Fundamenta & ﬂ ‘ 70 3 Hrs.

‘Introduction to IBM PC -

Papef CA-II Operating Systems and ;, £ 70 . 3 Hrs. -
: * Business Data Processing S ‘

) Practxca.i Exammatlon Ist Sitting ' . ‘ 15"  4Hrs.
' _ 2nd Sitting - 15, . 4Hrs.
On the Job Trai«ng Rebort o o030 . 4 weeks
’ \‘ . R ‘ © - duration -
B. Com. Part I ‘ g o ’

P rper CA lII Dgta Base Managcment : “‘ 70 ¢ 3 Hrs.
Paper-IV. Structured ongram'nmg & 70 ¢ -3 Hrq .
, Computer Grap* 1cs . '
Practlca Examm tion - Ist Slttmg~ o 15 4 Hfs.“
: 2nd Sitting | 157 4 Hrs.
) On the job Training ~eport ' , .30 4 weeks”’

;.. duration

B. Com Par«t n

. Paper CA-V Computer Aided f)raftmg &

Advanced Topics in Computer 70 3 hours
. " The ry - o ' '
Paper CA-VI Projec Report ., ~-100

(Last date for submission of

Project Report will be Ist
 March of the academxc year-~

concerned) '

Practlcal Examma'non . \ S 30 4 hours

e

’ The duration. of th‘s vncauonal course shall be threg

aeademlc yeva.r_s The cmdadlte; Shl“ be issued, B Com (Pass)

G

s A P,

e e . o e
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degr ce wuth Computer Apphcatrons. They :hall be elrglble to get -
admrssxon in M Com and- other Post-graduate classes’ after
passmg the sand cour«e just like' otber B.Com. students. -

'B.A./B. Com. (Computer Apphcanons) Part-IIT
(Vocatlonal Course) o
Paper CA-V ‘ Computer Alded Drafting & 3'
‘Advanced Topic in Computérs -

Max Marks 70 (B Comh.)
: © 35 BA)
Time : 3 Hrs.

Note : Exammer should set five quesuons from ‘each sec ion,

-making a total of ten questions covering the entire sylla-
_bus. Candidates are required 1o attempt any five questions
'selectmg two questlons from each sectron

Section : A c

Introduction of AUTOCAD (Release 12) Advanced features
of this package. Drawing the plan of a buxldmg usrng

{AUTOC AD Analysis features’ of Autocad

Sectxon B

Computer animation Artlﬁcral lmelhgence Dedlcated compu- .
ters. ATMS. Data encryptlon Da'a communication and net-
workmg - ‘

Note : Course to be mod:fied every year 1o take care of the latest

_ developments. Visits to computer mdustry

Paper'CA-VI.  Project Report** Max. Marks : bl‘OO (B Conr )

50 (B.A. )
-(Last date for subnnssmn will be. Ist March of the year concerned)
Practlcal Exammatlon : Max Marks ~ Time'
' 30 (B.Cum.) 4 Hrs.
15 (B.A)

Design of layout .of a bulldmg. Des1gn of interior - of its.
rooms. Prmtmg and plotting the prepared drawmgs

; **Notes : (i) Each students will be required to undertake real
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hfe project problem related to the develOpment of
- . software embody;ng novcl idea or it may be form
L th; _part. . of Commcrmal/lndusmal softwate
, development -assignment. The pro;cct report w:ll
( be evaluated jointly by. two examiners (One Exter-
nal&one Internal). In caseof difference  of -
“opinion among them, average of the marks
awarded by both cxammcrs will be taken.

(i) Theoretical and pract:cal work - of paper CA-V ~
-will be completed in the first half of the session.
' The second half of the scssnon "will be  utilised by
_the students solely for project work. :

l Com (Pass) Tounsm & Travel Management
: Vocatlonal COurse
(Scheme of Exammatlon S
‘A student optmg for the above said Course will ‘be requlred .
to take four papers each in all the three years of B.Com.  The
syallabi of these papers shall be common to the existing of B Com..
Part I, II and 11I. These four papers wxll be as under:

B, COm -l Year

1. Commumcatlon Skxlls.

a
f

2 Fmancm‘l Accounung

3. Business Mathcmatlcs and Statistics. '
4. . Business Management.

. B.Cgm.-li Year -

-.1. Mercantile Law. o
2. Company Law & Secretarlal Practice.

3. Business Statistics: 7 ~
-4. Higher Accountancy. - ‘ g

B. Com -lll.Year o . ’

1. Cost Accountmg , .
2. Income Tax Law and Practxce
3. Indian Economtc Development & Pohcy

4 Managemcnt Accountmg & Financial Managemcnt. ‘

’

[ 3]




Besndet the above mentroned four papers in. each of the year,
each smdent who has opted the above said course shall opt two
theory papers each of B.Com.-I, B.Com.-II and B. Com. IIT level
in addition to ‘Field Trip Report and Trarnrng/PrOJect Report.
‘The distribution of marks of theso papers shall be as under.

B Com Partl™ - - ‘Marks
Papcr-TTM-I . Tourism Business‘(GAroup‘ 0 70) =100
. Discussion.& assignment) 30)
Paper-TTM4II' - Tourism Products (Group ~ 70) ;100
‘ . - discussion & assignment) . 30 J ‘
B.Com. Part-1l e o
Paper-TTM-III Tourism Marketing - =70
’,Paper-TTM-IV ) Travel Agency. Tour Busmess = 70
. . and Accommodation. .-
~ (Field Trip Report) = 60
B.Com. Part-Ill “ o '
Paper-TTM-V Emergmg Concepts for )
) "Effective Tourism. Development = 170
Paper-TTM-VI - Information, Commumcatron : k
L. and Automation AR =70
(Trammg Pro;ect Report) = 60

Exammatnon of each theory paper shall be of 3 hours

deuration. The students shall be sent for Fleld Trips and Tram-_
ing at the end of B Com.-1 and B. .Com.-II examination for a'q

period of 4 weeks ‘and 6 weeks respectively. They will have to
~submit Field Trip and Trammg/Pro;ect Reports at least one.

month . before the commencement of B.Com.-1I and B. Com -1
examinations respectﬁely 60 “mdrks for two vocatronal papers
30 marks in e¢ach ‘written paper) in*'B Com. Ist. year shall be
Assigned for group discussion, - -assignment and classroom parti-

cipation. A record of such assignment must be preserved by the

concerned teacher upto three months from the date of declaration
of the Annual/semester Examination. ‘

- ) Y
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The duration of this Vocational Course shall be three acade- N
_ mw years, The candidates shall be issued B.Com.’ degree (Pass)
with Tounsm and Travel Management They shall be eligible to:
get admxss:on to’” M.Com- and’ other Post-graduate classes after

passmg the saxd Course )ust like other B.Com. students -

: lﬁcom.-lll Tpurism & Travel Managoment

Paper-TTM V Emerglng Concept for Effectlve Tourism -
Devolopment . MM.:Te
B - ' Time 3 Hrs.

()

Relevant Concepts and Practices for effective ‘Tourism.
Development. . .

—National Development Councll Report on Tourism Deve~
lopment. : : :

- Natlonal Actron Plan 1992.
—New Polxcles on Tourism and Civil Avratxon
" Tourism Traffic and its Improvision.
- Destination Devélopment.
- Substainable Development.
Man-Power Deyelopment 'Need57
“ Managernent Strategies' C
‘Tourism Pohctes Analys1s
| Tounsm Leglslanon—A Necessity. .
NOTE: The paper setter should set ten quesuons The examinee
* should be requu'ed to attempt any five questions. .

'SUGGESTED READINGS

l. . fNatronal Development Councrl Report

2. National Action Plan, 1992.

3. Reports of World Tourrsm Orgamsatton

4. Report Workshop on Tourism LegrslatromAugust

.7 10-10-1987 HITTM, New Delhi.

5; ""Report Workshop on Tounsm Legrslatxon-February. B
- 22-23 88 IITTM New Delln
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Introduction | , i
This course civrs Tﬁéﬁni‘ﬁﬁé‘g ot 'éémmﬁ‘mééﬁon, Presenta-
tion & Collection. Inforhittion - Bata: ' 1-also includes - Basic

- knowledge of Cotfiputér ih Travel Fiélds. “The attitude and

Behaviour. . The Pattern w.r.t. Customtr Services and théir
expecianon Proﬁle of v1snors from varnous Destmenons 1s part
of the- §t'iiay o
—-Consumc'r Expéctation and Sérvices and Législation
—National Tourism. Civil Aviation and Polxcy '

- Informaiion Technology.
- Market Research.
— Data Collection.
- Consortxums of Airlines. Hotel and Wholésalers. ,

should be required to attempt aily five qUesuoné

Fneld Trip Report L . ,
The students shall be requlred to undertake F1eld Tfip for
four weeks at the end of B. Com I examination eovermg atleast

cxght main centres relatmg to monuments, wild life Parks and
Sanctuaries and sports centres, etc. Students shall submit the

. Field Trip Reports consisting of about 50 typed pagés atleast oné

month before the commencement of B.Com. Il -examination. Thé
report will "carry 60 marks and will be evaluated jomtly by the

internal and external examiners to be appomted by the Under-

graduate Board of Stud:es in Commerce . through :-vivd<voce

’exammat\on.

~ Training/Pféjéct Réhﬁfi L M M 60

© The students’ will be reqmred to ﬁndcrgo §ix weeks. practlcal
itﬁmmg after B:€8in. I éxariifatibls is over, in & tourism entér-
ptise (Tidvel Agenty, Hotél, Airlinés, Tourisin Corporaglon)

duly approved by the Head 6f 1hitit tioh. T ey shall be 1 quxred'
‘to submit a comprehenswé {taining/project repéirt ‘atleast” oné’




"B.. Com.-l Year . -

1
2
"3 Businessl-Staxistics :
4
B.

‘.(18)"

1

month beforc . the commercement of -B.Com.- III examination
The: trammg project’ repori ‘will carry 60 marks and wrll be
.. evaluated Jomtly by tre internal and external examiners to be

) apoointed by the Undergraduate Board of Studres in Commcrce ,
through viva voce exammatlon ‘

B Com Part-lll. Tax Procedure & Practnce : L
Lo : (Vocational Course) '
o Scheme of Examination

A student optlng for' the above said C ourse wrll be reqmred :

to take four papers éach in all the three - years of B. Com The
syllabr of these papers shall be common to the exrstmg syllabus

-of B.Com. Part-1, 11 and III (Pass Course), These four papers

w1ll be as under :

1. Communication Skills

2. Financial Accounting

" 3." Business Mathematics and Statisties _

4. - Business Management L s T

B.Com..ll Year

- Mercantile Law ~ -
Compaily Lawand Secretarial Practice

\ .k
Higher Accountancy L , -

Com Ill Year .

S
.

Cost Accountmg -

Auditing S :

Indian Econom1c Development & Pohcy
{Management Accounting & Financial Management ;.

., Besides the above mentioned four pepers in- each of the year,
each studem who has opted the above said course shall take two

theory papers each at B.Com.-I, B.Com.-II andB. Com.-111 level X

in addition ;1o ‘Training/Project. Report.- The dlstrlbutlon Of
marks of these Papers shall be as: under-— RIS S

() -~

e
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. m T Marks
Paper-TPP a0 'lndlan Tax Systcm & lnc0mc Tax 70} 100“*
. Group Discussion znd Assignme ent 30 v
Paper-TPP-11 - Central and State Sales Tax N .

Procedure and Practice 10 } =100
(Group Discussion & Assxgnment) 30

‘On the job Training

B Com Part-1

4 weeks
B.Cm. Part-Il .

Paper-TPP-III  Direct Tax-1 Procedure & Practice 70

Paper-TPP-IV Direct Tax II Procedure- & Practice .~ 70

- **Project Repert , - - 60

A“On the Job.Training 4 weeks
B.Com. Part-1ll - ) ) ‘

Paper-TPP-V Indirect Tax I Procedure and Pra;tice .- 70

. Paper-TPP-VI  Indirect Tax II Procedure & Practice .- 10

‘ **Project Report ‘ i ) 60

Examination of each theory paper shall be of. 3 hours dura-
tion. The students shall be sent for the practical training in thé

organisations appréved by the Head. Department of - COmmercé '
. of the College concemed at the end of B.Com.-I and” B.Com.-11

examinations for a penod ‘of 4 weeks and 6 weeks respectively.

.They will have vo submit Project Reports related to on thc job
training report atleast one month- before: the commencement of -

B Com.-II and B Com.-III examinations respectively. The report

‘duly typed will be submitted to the Controller of Examinations,

M.D. University Rohtak through the Principal of the Collcge
concerned for evaluation in duplicate 60 marks for two vocational

- papers (30 marks in each written paper) in B.Com Ist' year shall

assigned for group discussion, assignxr;ents‘ and class room parti-
cipation. A record of such assignments must te preserved by the
«concerned teacher upto three months from thc date of declarahon
of the Annual examination result. :

‘The duration of this vocational course shall be three acade-
mic years.: -On the successful completion of the course, the candl-
dates shall be issued B.Com. (Pass) degree with (Tax Procedure
apd Practice) as Vocational subject. They shall be eligible to get
admission to M.Com. -and other Post-graduate
passing the said Course just like other B.Com. students.

class “after .
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, ‘Proper trammg should be gnven to the ltudctlts to p:cpam
various returns/forms documents etc. relatgd to Incomp Tax and
Sales Tax/Exctse duty to' cuablc thc studpnm to acquire necessary
skills so that they can prepare thcsc documents mdcpendently

Students can be attached for the pgrpoce pf training withlocal ~

mdustrlal houses, Bxcise and Cqstom departments income and

sa‘es tax departments «nd - pract'smg firms of Chartered’ Accoun-’

tr?nts
A

""'The pro ject report shall be evaluated by two examiners (One
,mternal and one external) In case -of difference of apinion
among them, average of the marks awardcd by both exammers'

will be taken:

«

~ B.Com. Part-lll ‘
(TAX éROCEDU&E & PRACTICE) ~ Max. Marks : 70

: . Time : 3 hours-
‘ ;Paper TPP-V Indlrect Tax-1 Proceduro & Practnce

the The examiner qhall sct ten questions covering the whole

syllabus and the caudidates Shall: be required to attempt
five' qucstlonl ,

SECTION—-A " '

1.© Naturéand meaning of Central Excnse Dtstxnctmn hctwcgn’ i

"©  Central Bxcise duties and Customs, Sales Tax, Octr i Duty-

Bash of Exmse Duty Spccxﬁc duty, advalorcm fduty levy of \

slabs, compounded Quty

*Lev:abllvy on wha,t duty is levlahle and who is ltable to

~-discharge thp dpty hahlhty

S Id(mds of Excise duty Basic, addltmna,l duty of excnse, spccntl
uty

2. Org';msatlon of Gentral Exctso in Indna Admmtstratwe and.

operational authorities. .

- Regulatory Framework An overview of Central Exclse and

\ Salt Act, 1944; An overview of Central excis¢ Tanﬁ' Act 1985
Central Excise Rule 1944."

. lmportant terms and deﬁnntions-ﬁsﬁesS&, ' Assc'ssablc v‘alt}_e‘:
excisable goods, manufactu ¢, manufacturer.

.

e
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A

4. Gcmral Precedure under Gentrai Excnse

A chlstranon for Central Exc;se Purpoqc and proccdure
there: f, exemption from regnstratxon, filling ot‘ declara-
Aion for clmmmg exempuon, forms and apphcatmn for
reg:stratxon and filling of the same.

B. Classification lists filling and submgssmn,
Cldssnﬁcauon llst and its approval,
Form Classification lists of exciseable goods prov:ded

C. Price lists- thn prior approval of price lists required,
when submlssmn of price lists not required : !
Submission of price lists ugdgr Part-1 and part-ViI.

‘Valuation of exciseable goods-Items included and exclu-
ded in the value. , :

D. Maintenance of production rccords RG 1 Rezlster of -
daily production; Stock Register for issue of raw mate-
rials under Form No. RG 23A (Part-1); Account of raw
material in form No. 4.

SECTION—B
Clearances : ‘ »
Type of Clearances o .
‘Clearances of excisable goods under physical control self-remo-
val procedure compouading scheme; clearance of non-excisable
goods; removable of goods for home consumpnon, remgval of
goods for exports. . ' -

{i) Removal of goods for home consumpuon

(a) Clearancc undcr physical. control-—-makmg an apphca—
tion under Form No. AR-I to circle Inspector ‘before
removal-of goods.

Preparation of TR-6 and deposmng of duty. removal
pf excisable goods under GP:1

oAb ,Removal of goods qnder compqqnded levy scheme
‘ Apphcanon for exercise of this option. -
(¢) Self removal procedure-applicability and its salient fea-
tures-Record based control arid production based con-
trol Depositing of excisé duty under challan TR-6

B
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Preparatxon of GP~I and Mamtenance of other records
of removal like P L. A TG 23 A Part II chlster
—d) Clearance of non-exc:sable goods :

Removal of goods for export :

‘Export of CXClSdeC goods, exercise condession in case of

w Books of accounts;- records and their preservanon -

exports. Types of exporters Manufacturer exporter and

merchant exporter Export of excisable goods under claim for -
‘rebate, export under bond and proce dures thereof, Form No. .

A4 and A.A. )
MODVAT : L -

What is MODVAT, saliént features of MODVAT.
: MODVAT declaration . under Rule 57G for claxmmg MOD-
VAT under Rule 57 A.

Small scale Industry , :
1) Ehg1b1hty of SSI whtch are exempted from hcensmg

ii) SSI availing concession rate of duty. General exemptlon
©Ap small scale Exemption Scheme under Notification - No.
17586 :

a) Records PGI, EB~ 4 dally productmn and clearance

© b)“Account of Prmctpal raw matenal Form No. 4
: c) MODVAT and Proforma Credlt Record

RG 23A (Part-I) Ter e ) T :: EE)
RG 23A (Part II) i

d) Personal 1edger account

e) Goods recenved for reprocessmg—Form No 5

Return’

sy .~

f) EXC]SC Control Codc No o

i

RT- 5 Perxodtcal/Quarterly Return of materlal used

RT - 11 For obtaining excisable goods for special industrial

purpose without payment of whole or part of the :

duty and state the nature & quamxty, of such goods
used for finalised:products.
RT-—-]Z Monthly return under S.R.P.

Q.
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TPP-V! Indirect. Tax-1I Procadure & Practlce

N RN

Max Marks 70 -

Time : 3 I—Iours

Note :* The examiner shall set ten questlons covering thc whole

. syllabus and the candldates shall be required to anempt :

~five questions.
Deta‘il of Centents: . " o
1. Role of customs in international trade.

2. Orgamsatxon of costoms m Indla--admlmstratlvc and opera~'
~ tional authorltles

3. Regulatory framework An dverwew of Costoma Act. 1962
An overview of Costoms Tariff Act, 1975.

Imporiant terms and definitions: , .

Assessable value, baggage, bill of entry, bill of exports,

Suitable goods, duty, export, foreign going vessel, aircraft.

goods, import, import manifest, importer, prohibited goods,
shoping bill, stores, bill of lading, export manifest . DOB,
FAS, CIF, GATT Letter of Credit. ' ’

4. Kind of duties, basic, auxillary; additional or contervaxlmg
Basis of levy~advalore spec:ﬁc duties. _
5 ‘Prohnbmonv of exportation and importation ;of goods and
E provisions regarding notified and ‘specified goods.
6. Import of goods—Free import and restricted import;
Types of restricted xmport—prohlbncd ;oods, canalised goods
xmport against hccnsmg

Typcs of unport-:mport of cargo, 1mport of pcrsonal baggage

1mport of store. - , _
... Import of cargo———(,a) itﬁport by land, sea or air route.. ..
‘ N (b) by post '

Clearance procedure—for home: consumptxon, for warchous—
ing exbond clearancc poi :
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Step and dotlimenfs fo Be brepéfed ahd ﬁeld vli blil of
rentry—

Forin Né. 22 bill of entry for home consumptxon B
Foriii No. 23 bill of entry for warehouse.

_Form No. 24 shipping bill for exbond clearaﬂce for heme

consnmption.
and other accompanying documents.
Clearance procedure for import by post. ‘

Clearance of baggae itapott of buggage~meaning ahid kindé

of baggage rules and procedure of import thereof— general

management passenger, tourist passenger and transfer of resi-
dent passenger, {(Form No. 37) Form for baggage declara-
txoh) . .

Exports of goods Afree export and restrlcted export;
Type of restricted exports—prohiblteﬂ ekpoits; Carieiil.hed

-exports, exports against licensing.

Type of exports— Exports of Cargo; exports of baggage,
Type of exports Manufacturer exporter and merchant exporter
Export of Cargo (a) by land sea and air route

(b) by post
Clearance procedure=procedure and ﬁlhng & ﬁlhng ‘of reles
vant documents :

Form No. 94 - Shlppmg Bill. for Export of Dutlable goods
" Form No. 95—Sh1ppmg Bill for Expoit of Duty free goods.
Form NG&. 96-—Sh1pp1ng Bill for ExpOrt of Duty free goods

Form Ng: 98-=Bill for Expott of dutiablé goods. e

Form No. 99:~Bill for Export of duty free goods:

Form No\ 100—Bill for Export for Export of duty free goode
- -ex-bond. . . Lt

Duty drawback—Meamng/Scheme, Procedue and documenta-
- tion thereof :

Form No. 93——Shlppmg Bill for Export of goods under elaxm
for duty drawback.

Form No: 97-—Bill of Export for export ef gaoi!s dnder.
'+ claim for duty drawback. - = -

EE AN
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B Com., (Advertising, Sales Promiotion and Saies Mana-

gement) .
- Vocati‘on'él‘ Cb‘urSe o
_ Scheme of Examinations
Astudent opting for B.Com. (Advertrsmg, Sales Pl‘OmOthﬂ
and Sales Management) Vocational Course W111 be reqmred to
take four papers each 1n all the three YC(!I'S of BCom The
syllabi of these four papers shall ‘be common to the ex1st1ng
syllabus of B.Com. I, Tl and LI (Pass Course) These four papers
will be as under :

Com Part-

Commumcatlon Skills
' Flnanmal Accounting
Busmess Mathematxcs and Statrstxcs -,
‘Business Manzgement . I o
. Com. Part-Ii ‘ \
Mercantlle Law
Business Law and Secretanal Pract:ce
Busihess Statistics : ‘ ‘ : N
" Higher Accountancy ) . -
. Com, Part-1lI ’
Cost Accounting
Income Tax Law and Practice :
'Manage,ment Accountmg and’ F1nanc1a1 Management
: ,'Marketmg Management

f

U In addmon to the above - mentloned four pdpexs in each of ’

the ycar, every student who has opted for the above said VOC&th'v
nal course shall have to pass the following papers, m the

vocauonal area of Advertising, Sales Promonon and ‘Sales -

Management 1 B.Com Part-I, 11.and III The . distribution of
marks and Scheme of Examinations with - ‘regard to these papers
sliall_'_be as under. . - , o .

B. C’om‘ Part- e e o Me[ks
Paper ASM 1 Marketmg Commumcanon R 7() 100
. (Group Discussion & Asszgnment)r 30

Paper A"SMSI-I - AdVertxsng
e 0T (Group Dlscussth& Assngnment)‘“ 467 100°
*On the job Training......4 weeks 30

W’v SRR




P

- M.D. University, Rohcak before the commenccment of annua[ .

R

B, Com. Part-II I ... Marks
: Paper ASM-IIL. . Advertising-1T . - ..., _..-170
- Paper L\SM lV Personal Selling and Salesmanshlp . . \',70 ‘
*On the Job Traning . 4 weeks = -
Field Trip Report (Report on Train- - 60

ing oblamed after Part-I and Part-1I -
.annual vexammatlons . : :
B Com. Part III

Paper ASM-V Manqgement of Sales Foxce o 10
Paper ASM-VI Sales Promotion and Pubhc Rela- - ... .
a ' iions o S R (]

“*Project Repors ' ' o 60

The Examinttion of each theory paper shall be of three hours

‘ ;duratlon In two. papers of the vocational course’ during Part-I;
- 30 marks for each paper (15 marks for B A ) shall be ass:gned to

Group Discussion and Assignment. The evaluation for Group

Discu.~ion and Assignment shall be made mternally by the teacher -

conicerned who shall be teaching these.-papers in the college.:
Teacher concerned shall “preserve the, record of evaluation of

- group discussion-and assignment and galso the basis on wh:ch

such evaluation has been made, upto three months from. the “date
of declaration of annual examination result. The Principal of.
1he collcge concer ed-shall submit the evaluation result of group
discussion and assignment to the Controller of Examinations,

examination. ‘
" *on the job trammg shall be arranged by the Prmcxpal of

‘the College concerned immediately after Part-I and Part-1L
*, annual examinations in the organisations of repute. The duration

- of training in each year shall be four weeks. The students shall

'seek training in the Marketing/Sales ﬁepartments of the ofgani-
sations so that they become conversant, with the practical aspect

_ of variots marketing activities. A Field Trip Report about fhc on
- the Job Training received after Part-I'and Part-II exammatlons
_ shall be submitted” oﬁly once by the candidates wnhm six"weeks

of completion of training after Part-I1 annual exammatlon This

Field Trip Reéport shall contain” the detalls of Trammg recenved'

afier Part-I and Part-I1 annual examination and also’ the certifi-

cates from the -organisations “where the training was recéived.
- Two typed copies of the Field Trip Report of all. the students

shall be'forwarded by the Principal.of the College coticerned to-
the Controller of Examinations,. M.D. University, Rohtak for
evaluation. ‘The evalpation of. erld Tnp Report shau be mad&
by the external exa mmer ouly. . .

N : -~
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" #%The students shall bé : aSsigned a project in Part<11I by the

' Head of the Department/Incharge looking after this vocational

‘course in le coliege concerned.  A“téucher surervisor shill «1so
be assigned to every student 1o supervise the Projc ct. The Project
should be relevant to the vocational course. Two typed copies of
the Project Report must be submitted by the students thrcugh the

Principal of the college concerned 1o the Controller of Examina-

tions, M.D. University, Rohtak =ztleast one month before, the
commencement of Part-IIT annual examinations. The Project

Report shall be ¢valuated by two examiners (one externaland
one-internal). The internal exemirer shall be the supervisor-of .
the candidate. In case of difference of opinion among examiners, -

average of the marks awarded by both examiners shall be taken.
The duration of this vacational course shall be three acade-
mic years. On the sucessful completion of the Course, the candi-

dates shall be issued B Com Degree with Advertising, Sales:
~ Promotion and Sales Management as' vocational subject. They

shall be eligible to get admission to M.Com. and otner Post-

_graduate classes afier passmg the said Course Just hke other
B Com: students. :

Note . The distribution of marks and Scheme of exammatlon

.with regard to vocational sub _|ect paper for B A. students

shall be as under s

'BA Part-l . : . Marks.
Paper ASM I  Marketing Communication = - .35 50'
(Group Discussion & Awgnment) .. 15 o
Paper‘ASM—II "Advertising-I © : ... 35 ,’5‘0 '
' - (Group Discussion & Ass1gnment) 15
*On the job Trammg.., ...... 4 weeks.. .
_B.A. Part-Il . ) ot
Paper ASM-111 Adverusmg-II LT 35

"Paper ASM-IV  Personal Selling and Salesmanship. " o

*On the job Training......_ 4 weeks. —
" Field Trip Report (Report on Training obtamed ‘ 30
after Part-I and Part-1I annual examinations) 2
B.A. Part-1ll
Paper ASM-V Management of Sales Force 35
Paper ASM VI Sales Promotion and Public Relations = 35
*Project Report 30

\

N
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_‘——Sales Planning and Control Market analysxs and sales fore- ¢

2. Philip Kotler.
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B Com. i Advertlsmg, Sales Promotuon and Sales
Management

Vocanonal Coursc .

Paper ASM V Management of the Sales Force

&

Max. Mark< (B Com. ) 70 : '

7

"Note : The examiner shall set ten questlons covermg the whole

syllabus and the candxdates shall b requlred to attempt

five quesuons

Importance of the Sales force and its Management.
= Functlons of Sales Manager.

Recruitment and Selection.

~—Training and Direction.”

" Motiv tion and Compensation. S

' -Appralsal of Performance
. +—Salesfore size, orgamsatnon of the 'sales department Geograv '

phxe Product-wnse, Market based

' castirig, Methods of foreeastmg sales. -

N Sales Budget Impor(ance, Proeess of sales budget, Uses of .

sales budget

Sales temtory Conmderanons in allocatxon of sales 1emtory.,

—Sales quota : Objectives, prmexples of sellmg, sales ‘quota,
" administration of sales quota: Uses of sales quota.”

'~ Sales and Cost analysxs ‘Uses and methods

Sugbested'fheadings . . .

1. Stanton and Buskrik - Management of the Sales force
T (R;chardD Irwin). . - .

Y Marketmg Managemen; 7th Ed .

(Prentxce Hall of lnd;a Chap 24.

B.A. 35 Tnme 3Hours“ .
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v

Paper ASM VI Sales Promotlon and Pubhc Relatlons
' Max. Marks : B.Com. : 70

B.A.:35
Time : 3Hours -

Note :—The examiner shall set ten questions covering the whole
syllabus and the candidates: shall be requlred 1o attempt

g five questions. a

—Nature and 1mportance of sales promot1on Its role in marke-
3 ) tmg

N . ——Forms of sales promotion, Consumer oriented sales promotion,

trade oriented sales promotxon and S les force oriented sales

promotion.

—Major tools of sales promotion,: Samples, Point of purchase;

displays and demonstrations. Exhibirions and Fashionshows,

sales contests and games of chance and skills, lotteries, gift
offers, premium and. free goods, Prince packs, rebates, patro-
_nage, rewards.

- Conventions, conference and trade shows speclalmes and
| novelties. : ¢

Developing and sales- promotion programmes, pre-testm
1mplement1ng, evaluatmg the results and makmg necessary
i modifications. : :

.

~ Public relations, Mea_nmg, feature, growmg 1mportance, role
in- marketmg, snmnlarmes of publicity and pubhc relatlons

- MaJor tools of pubhc relatxons, news, speeches specml events.
handout and leaﬂets, audxo-wsual, publxc servxce acuvmes
stcellancous tools. : :

©

thnS

‘59@9@#9(’ Reggmgs SR , o L '

13 Publxp Kotler o Marketmg Management 7th Ed
R ‘ x (Prenuce Hall of Indxa) Chap 23. ‘

‘oo

«

—Ethica] and legal aspects of sa jps promthon and- pubhe rela*

o,

P e
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- -2 Stan‘t-on &;Futrell Fundamentals of Marketmg-7th Ex

(McGraw Hill} Chap. 20

3. .JSK'Patel ' ‘ Salemanship and publicity

(Sultan Chand & Sons, New belhx)

y

B: Com (Office l\l’anagement & Secretanal Practlces)
' (Vocational Course)

. Scheme of Exammatmn

7

A student opting for B.Com. (Office Managementk and. ¢

- Secretarial Practice) Vocational Course will be required to take -

four papers each in all the three years'of B.Com, The- syllabi of )
these four papers shall be common to the ‘existing syllabus ‘of ot
B.Com. Part-1, 1I and II1 (Pass Course) These four papers w1ll '
be as under :

B.Com. part-I' IR S L
Commumcatca‘uon Skllls .
‘Financial Accounting ,
Busmess Mathematics and Statlstncs
Business Management 4 ;
Com Part-1l- ~  ~ S s

NERY

1.

2.

3\

4.

B

l » Mercannle Law RS
2. Busmess Law. and Secretarnal Practlce
3. Business Statistics T oL : W e .
4. ngher A_ccountancy e R o
.. .

l

2.
3.
4

com."Part 1

Cost Accountmg

" Income Tax Law and Practxce AR . “ .
Audxtmg . o _
Management Accountmg and Fmanclal Management IR

‘In addition to the above mentioned four papers in each of
the yeat. -every student who has opted for the abovesaid vocano-,‘

" nal ‘course shall have to pass the - followmg paper m -the

vocational area of. Office . Management and Secretarial Practlce',
in B.Com. Part-I, II and I  The dxstnbutlon’ of marks and




*On the jéb traihing...m;........ 4 weeks -
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\

Scheme of Exammanons w;th rega.rd to these p1p°rs shall be as’
under : BT »

‘B.Comrylv’_"a'l;t-l » ‘ ) ' : 'HMV'ax’. Maf_ks;

Paper OMSP-I . - _ Type Writing-I . Thcdry/ 50

_ Practical 50 ‘

Paper OMSP-IL - Shorthand ' Theory 50
ST . / Practical 50

“

B. Com Part in.

Paper OMSP-1II Office Pracuce-l R 10

Paper OMSP-1V- Type Writing & Sherthand Theory 50

B.Com, ‘Part-lll ‘ .
Paper OMSP-V - Office Practice-1I o .70

Paper OMSP-VI Slgdography . . Theory 50
S o A o Practical . 50
*Training Report (Réport on Training after e 60

Ist year and 2nd year examinations)

*On the JOb training shall be arrangcd by the Prmc:pal of thc'
college concerned i mmediately after Part-1 and Part-II annual

examinations in the organisations of repute. The duration of

training in each year-shall be four weeks. The studcnts shall seek .
training in Government Department/Oﬂices/Busmess or Commer-

cial, orgamsatwns/lndustrlal Estabhshments/Hospxtals/Educado-

-nal Instntutlons/Transport Undertakmg/Bankmg and . Insurance

Orgamsatmns/Parhament and State Assemblies etc. They shmxld
séek training. and become conversant with various office related’
activities such as Reception:  Inward/outward mail, filing, . office
establishment. Stenography and Typing work. Stores and

- Accounts, Sales,, Advcrtlsmg Pubhcxty etc. The purpose of the

on the Job training is'to expose the studems to the world of work’

and provxdc profess:onal experience in real situation. A Trammg :

Report about the on the job . training réceived after Part-I ‘and
Pan—II exammatxons shall be submitted only once by the “candi-

N

<
i

. . RN - Practical 507
_*On the job training............4 weeks
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dates w:thm six weeks cf complenon of trammg after Pért‘l'li
annual exammatxons This Training "Report shall contain the
details of trammg received after Part-I and Part-II annual ex-
aminat-on and also the certificdte “from ‘the oxgdmsauon where:
the training was received. Two typed.copies of the Training
Reports of all the students shall be forwarded by the Principal.
of the College concerned - to - the Contioller = of Exammanons,
"M.D. Umver51ty, Rohtak for evaluation. The evaluation of
Field Trip: Report shall be made by the external éxamihér only:

The duration of this.vocational course shall be thvee acade-

mic years. On.the successful completion of the course, the candi-

dites shall béawarded B.Com deg.ee with Office Management
. and Secrétarial Practice as vocational subject. They shall be
_ eligible to get admission to M.Com. and other Post-graduate
. classes after passing the said course just like other B.Com.

students ' : - o

‘

i

A

Note : The dlstrrbutlon of Marks and Scheme of exammat‘on
W1th regard .to the ~vocational subject papers for B.A.
students shall be as under —

B.A. Part-l ; S Max Marks
Paper OMSP-1. Type-writing-1 - . i _ Theory : 25'
‘ ' ' L N Practical® :.25

i’aptr 'OMSLP-H Shorthand . ~Theory 25

e .. - . _Préciiéal : 25
. "On the _](\b Trammg goeeeeed weeks | R
: BA Part-il B e
Paper OMSP-III Office Practlce-l I Lo o35
Paper GMSP-1V Type-wntmg & Shorthand 1 . Theory : 25 ‘
Practical 425
: *On the job Trammg .4 Weeks O :
B A Part-in R G AL G
Paper OMSP-V OﬂicePractlce-II D - 2
i’aper OMSP-VI Stenography SR Theory ot 25

Practlcal 25

x’ IO
e

‘Trammg Report, Report on Trammg aftex ’ e
- Ist year and 2nd year examinationss =~ -7 7 30

7




, Unit-I Manuscripts. i ’ : , '

'*(3’3)

B.Com. (Office. Management and Secrétarial Prectice)

, . Part:lit
o _ (VOc‘atnonal Course)
Paper OMSP-V Office Practice-Il  * : |
» Max. Marks B.Com. : 70 : i
o B.A. : 35 Time : 3 hrs,
Note : The éxaminet shall set ten questions and the candidates e A

shzﬂl be requ:re& 10 attempt any five questions.
Unit-I Office Stationery : :
Types of papers and envelopes; cotitiol of consumption of

papers ink, typewriting catrbons, carboﬂ papérs; pins clips )
erasers etc. issue there of siock and stock lecord . .

Umt -2 Duphcanon Methods : Photocopylﬁg

Not:ce Agenda. Ph)swai facilities; quorum, ﬁ“rdviding
Secretarial Assistance:

Unit-4 Using information. K ‘ .

Y
i
|
|
.
Umt 3 Mcenng . o ) c ?
{
Working knowledgé of makmg iise of ifformation from i
different sources., : 3
Telephone Directory, Post Office Guide; Railway Timé |
. Table, Teleprinter, Telex, facesmile telegraphy.
Umt-S Making travél arrangement : Préparing tour programme,”
- railway and air. reservatlon. bookmg Hotel accommoda-
- tion, filling of forms for Tour advance prcparmgTA
" Bills.
Paper OMSP-VI Stenography (Theory) T
’ : de. Marks B.Com. : ey
S el U BUAG 25 Time : 3 hrs.
Note : The examiner shall set ten quesuons in all selecting five <
questions from Part-A" and five qucstlons from Part-B. - - |
. The student shall bé asked 16 attempt five questldns in all
selectmg atleast two questioht frofn cach patt.

Ftrtﬁ(‘fvpﬁﬂg) S |

-

- Proof Correeuens-—-sxgﬁs and . ﬂmr feaning, Pﬂm&SS of

o
typing manuscripts, corrections of drafts. ‘

{
I . . 4 I



Ty
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Umt -2 Tabu]at1ons S f s

=, Type: wmmg of tabulanons, i Balancedsheet, “inve

: 34)

Deﬁnmon and 1mportance, part of tabulatlon, procedure

“for typing’ tabulatxon,rTypmg of ‘book- notes, Typmg of
+Balance sheet. ;

!

Un1t-3 Syllablﬁcatlon of Combmatxon

" Ruiles’ for dlv1snon of words at line ends, exceptions, for-
‘mation of Spcc1al sign - with combmatlon of characters.

Unit-4 Correspondence U -

Typmg wnth proper dusplay
Typmg with businéss letters.
Typmg of Official letters.

Part B (Shorthand)

Umt—l Advanced Phraseography, Phraseology related to’ busmess,
o Bankmg, insurance and admlmstranon. :

'  Unit2 Gpecml list of words

2

Umt 3 Arrangement of Materlals on typewrlter, desk to faclhtate

Lo transcr:pnon , S I

Umt 4 Checkmg and"Proof" Readmg transcnptlon :

Stonography (Practlcals)

moan

W7

. . o "B.Com. : 50
R : S ~ BA.:25
T - “Time : 2 hours
Note : Equal. wclghtage to both parts ’ L
‘Part-A (Typmg)

M anuscnpts

_Typewrltmg of Manuscnpts (Typed)
Typewrntmg of manuscnpts (Hand- written)”
Practice on carrying out correctxons of drafts

Tabulations JEFSECICIOILR €A £ et

notes. Tl e s R S O R

Man. Marks \'

[

l




- . Type writing un-arranged. misspelt. and wrongly typed | letterc

(35)

- Syllabification and Combination .
. Type-writing pxercises-Bréaking of words at Aline\ ends,
" breaking of words with syllabification rules, Typwriting of
characters not existing on key ‘boards.

- : Correspondence . 4

by observing the rules of display.
Type writing of business, official letters.

Part-B (Short-hand) i
’ : }
: 1. Taking information from other documents in completxon of !
shorthand notes. ) : ﬂ
' 2. -Office stylc dxctatlon with amendments. . ,

. 3. Submitting trapscrlpted materials for signature.

' Marketing and; filling “of shorthand notices after completlon
of transcription. .

e A £ A e e

'




