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Session 2014—15
Class/ @em : B.Com
Semester/TREY ; 1/92r4
Subject/ fawx : Computer Application
Title of Subject Group : Introduction to Computer

fundamental and pc soft ware
Max. Marks fFan b : 85+15 CCE
Particulars/ (&R

Unit [

.

|

Introduction of Computer and Operating System :- Define Computer, Evolution of the
Computer,Importance of Computers, van new man Model of Computer, Black Diagram of
Computer, Generation of Computer, Evolution of an Operating System, Define Operating System,
Objective and Function of an Operating System, The Operting System as a Resource Manager,
Types of an Operting System. Differentiate dos, windos and Linux/Unix, Internal and External Dos
Commands, File Structure of Dos.

Unit II

Introduction to windows XP :- Windows XP Features, Windows Desktop Setting, Managing
Windows Explorer Windows XP : Using Taskbar, Start menu Options, Accounts in Windows XP,
win-xp, windows accessories :- Calculator, Note pad, word pad, Paint, Entertainment, Address
Book.

Unit I

Control Panel :- Installation of Software, Addition of new Hardware, installation of Modem,
Sound card, Printers and Scanner, Date and time, Taskbar and Start Menu, Windows Explorer:
Creating a new folders and other Explorer Facilities, Changing the look and feel of windows
(Desktop, Wallpaper, Screen Saver etc.)

Unit IV

MS-Word - Define Word Processor, Types of word Processor, Creating Document in word,
Formatting Features of MS word, word Standard Toolbar, Text Formatting, Header and Footer,
Auto Text, Document Security Feature, Table Handling Features, Insertion of Files and Pictures,
Mail Merge and Macros, ‘

UnitV

Presentation using MS-PowerPoint :- Presentations, Creating, Manipulating Enhancing Shdes,
Organizational Charts, Excel Charts, Word art, Layering art Objects, Animations and Sounds,
Inserting Animated Pictures or Accessing through Object, ,Inserting Recorded Sound Effect or In-
Built sound Effect.

Books:-

L) B e

s

Microsoft windows XP step by step-PHI

Operating system-villiam stallings-pearson education
Unix operating — sumitabha das-Tata McGrew hill
introduction to computers-Norton-McGrew hill
Microsoft office: Ron Mansdied-BPB publication.
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Session 2014—15

Class/ @&l : B.Com

Semester/ AN : /2

Subject/ 1457 : Computer Application
Title of Subject Group : Introduction to

[nformation Technology
with Internet E-Commerce

Max. Marks SiSFHT AP : 85+15 CCE
Particulars/fazm
e D S —
Unit 1 ‘. Information Technclogy - Define Information Tecnology, Differentiate Computer 4‘
| Science and IT, Define Information System, and Define Data and Information.
| Algorithm for Problem Solving - An Introduction Properties of an Algorithm,

| I‘ Classification, Algorithm Logic. Types of Programming Languages, Assembler,
Compiler, Interpreter, Linker, Loader.

Information System :- Basic Concept of Information System, Define Information

System, Component of Information System, Organization structure and IT.

Different Types of Software :- System Software, Application Software , Operating

System Software, Utility Software.

Flow Charts - Symbols, Rules for making Flow chart, Programming Languages,

- Assemblers, compliers and Interpreter, Computer ABEIication in Business.

Unit [l MS-Excel :- Worksheet basics, Creating Worksheet, Entering data into worksheet,

heading information, data text, dates, alphanumeric, Values.

Saving and Quitting worksheet, Opening and moving in an worksheet, toolbar and

menus, working with formulas and cell referencing, Autosum, Absolute and relative

addressing, working with gra h, functions, pivot, table, data sort, data filter.

Basics of Internet :- Define "ilernet Browsers, Introduction to ISPS, Domain Naming

Unit 11

Unit 1V
System, WWW, URL, Working with FTP, Introduction to Firewalls, Popup Blockers,
Various and Antivirus Programs.
FE-Mail Basics :- Working Principal of E-Mail System, Types of email, Mailbox and
. address, carbon copies, SMTP, POP3.
{ Unit vV E-Commerce :- Introduction to E-Commerce, Types of E-commerce, E-commerce

} Application, Electronic Payment System, Technologically Infrastructure of E-
] Commerce, Trends to E-Commerce. Strategy for successive E-Commerce, Computer

| Waste and Mistakes, Computer Crimes..
Reference Books:-

1. Fundamentals of information technology — Alexis Leon — Leon Techword and vikas Publishing
house

2. Introduction to Information Technology — TFurban. Rainer, Potter- wiley India Edition.

3. Computer Networks and Internet — Comer- Pearson Ed ucation Asia.

4. Pprincipal of Information System : Ralph Stair (Thomson course technology)

5. Microsoft Office -Ron Mansfied, BPB Publication.
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Session 2014—15

Class/ el : B.Com

Semester/AARR : 1/veH

Subject/ fawa : St T

Title of Subject Group : S wey @ s W@
gdelN

fawa @¥E B WD ¢

Max. Marks i A5 ! 85+15 CCE

Particulars/faaxol
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Session 2014—15

Class/ war : B.Com
Semester/AER : 1/gemH
Subject/ fava ; Life Insurance
Title of Subject Group : Principal & Practice of
' Insurance Management
Max. Marks 31f&da# 3id o 85415 CCE
Particulars/fdazor
Unit | Insurance An Introduction :- Meaning, definition, needs, Characteristics and functions

of Insurance, Limitations.

Importance Terminology & lnsurer, Insured, Subject matter of Insurance, Under
Insurance, over Insurance, Temporary cover-note, assurance and Insurance, Insurance
and gambling. :

Significance of Insurance :- Significant from Business, Social, Family, Investment &
National Point of view.

Unit IT

Principal of Insurance :- General Principles and Statutory Principles.
Principle of Insurance Contract — Distiction between Insurance contract and general
contract.

Unit 1

Life Insurance :- Introduction,need Importance,elements of contract.
Life Insurance Contract'-. Meaning,Definition and Characteristics,Affecting to
Selection of life Insurance risks.

Unit IV

Procedure of Life Insurance :- Non-Medical Insurance, Insurance of Women Lives,
Important D<:cument in life Insurance — Proposal forms, Palicy, Personal declaration,
Prof of age, Claim form, medical examiners report, first, premium receipt, renewal
receipt.

Conditions of life Insurance Policies :- Related to risk, Premium and Continuation
Policy.

Unit V

Nomination and Assignment of Ipsurance Policy - method of nomination, minor
nominee, meaning, method and types of assignment, distinction between normination
and assignment-Laps policies and renewal of laps policies, premium payment,
Surrender value, renewal, non forfeature option.

&1 st fAvafaerea s<iR




Session 2014—15

Class/ el : B.Com

Semester/AHER ; INEGIR

Subject/ fawz i [T T

Title of Subject Group : i g @ e @

[PICEIN

vy T9E & 9SG

Max. Marks 3feradH 36 ; 85+15 CCE
Particulars/fdaxor
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Class/ ®em
Semester/dHe
Subject/ fav

Title of Subject Group

Session 2014—15

B.Com

[1/fg<ia

General Insurance
Principal & Practice of
Insurance Management

Max. Marks 3fferda 3id &5+15 CCE
Particulars/fdazor

Unit | Origin, Development and Scope of General Insurance :- Introduction, Scope,
Classification, difference between life insurance and General Insurance
Insurance and risks-Classification of risks, Insurable risks, method of risks handling,
Underwriting and its process.

Unit 11 Insurance Contract :- Nature and types, definitions characteristics, essential elements
of contact, difference between insurance Contract and General contract type of
insurance Contract.

Double insurance and Re-insurance:- Meaning and Definitions, Characteristics,
Procedure and Benefits of Double Insurance and Re- Insurance.

Unit IT1 General Insurance Institutions :- General insurance Corporation-function and
objectives and role Nationalization of GIC, main Provisions of General insurance
Business Nationalization Act.

Organization of GIC and public general insurance companies :- Characteristics and
internal Organization.

Unit IV Miscellaneous Insurance :- Introduction, type, policy of ECGC-export risk insurance,
Calculation of premium in export risks.

Health insurance:- Individual Health insurance, group health insurance-procedure and
benefits, procedure of claim.

Unit V Motor Insurance :- type of policy, characteristics, Conditions of policy, insurance

procedure, legal, provisions of claim, (procedure and Documentation)
Rural insurance - Live stock insurance-Meaning risks, insurance, procedure, claim
settlement, Crop insurance-meaning, risks insurance, Procedure Claim Settlement.




Session 2014—15

Class/ @&l g B.Com

Semester/IER : [/uer

Subject/ fawa : R fiea w ey 44
Title of Subject Group : A

Ryg W & A¥s

Max. Marks aifSrad 1% : 85+15 CCE

Particulars/fdaxor
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Session 2014—15

Class/ e : B.Com
Semester/AHAER : 1/52rd
Subject/ fawx : Advertising, Sales &
Sales Managment
Title of Subject Group . Advertisement
Max. Marks aif&reeH 37 1 85+15 CCE
Particulars/fdazor
Unit 1 Meaning, Definition and Concept of Advertisement. Importance of advertising 1n
Modern Marketing, Role of advertising in the national economy. Objectives and
functions of advertising.
Unit I Means and types of advertising — Commercial and non-Commercial advertising,
Primary demand and selective demand advertising. Process of scientific advertising.
Unit 111 Classified and display advertising. Internet advertising. Setting of advertising
objectives. Setting of advertising budget. Factors affecting advertising expenditure ina
company.
Unit IV Advertising copy — Meaning, Definition and Elements, Structure of an advertising copy,
Essential of an Effective advertising copy, Elements of Print advertisement (outline),
Elements of Board cost copy, Copy for direct mail.
Unit V Headlines, [llustration,. Body-copy, Slogan, Logo, Colours and Presentation, Trade
marks and Brand Names, Effective advertisement iest, Advertising Appeal, Consumer
| Orientation in Advertising.
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Session 2014—15

Class/ ®etl : B.Com

Semester/dHER : [I/fgaa

Subject/ fawa : feremoe, ey w4 faey e

Title of Subject Group : faqur ARIgT

vy WIE & AN

Max. Marks a1f&i&aa i@ : 85+15 CCE
Particulars/fdazor
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Session 2014—15

Class/ &8l : B.Com

Semester/THE : [1/fgda

Subject/ fasa : Advertising, Sales &
Sales Management

Title of Subject Group : Marketing
Communication

Max. Marks sifrdad & : 85+15 CCE

Particulars/faazor

Unit 1 ‘ Communication — Meaning, Nature and Importance Communication Process and

| Elements of Comuinunication Process. Rarriers in Communication..
Unit 11 N Application of the Communication Process in Marketing, Strategies and elements of
o effectives marcketin communication. Feedback, Communication Models.
| Unit Ll l Marketing Communication mix concept, Factors affecting the promotion or
| Communication Mix, Communication Mix Determination Process..
Personal Selling — Meaning, lmportance and types Selling Process. Sales Talk Meaning,
Techniques. Sales Promotion- Meaning and definition. objects, Importance, Types and
Methods. Public Relation- Meaning Objects and Importance.
Sertting up of Target, Policies. Strategies, Integrated Communication in Marketing,

| Recent Trends in Marketing.

i b s s -

Unit IV

Unit V

-




Session 2014—15

Class/ @&l : B.Com

Semester/FER : /92

Subject/ fawa y | MRR T dfdeH

Title of Subject Group ; T, e Us ded |l
G|

fres g @1 iu®

Max. Marks 21f&rdaH 3i® : ’5+15 CCE

Particulars/faaver

?@mwmﬁwmm n

Taxation on sales of goods : Concept of value Added Tax, Features, Merits-demerits
and Imposition of VAT Introduction and main features of M.P. Value added Tax.
[mportant Terms : Goods, Dealers, Sales, turnover.
q&wﬁméezﬁmﬁﬁﬁsﬁm—mwaﬁaﬁm,dﬁﬁwaﬂﬁ@mﬁmw
RErs Gl |ﬁgﬁw,wmwwm%aﬁﬁ | g 3T Bl Tl

|
' Registration under M.P.VAT Compulson for registration.Procedure, amendment and
\ cancellation of Registration,Tax free Goods. Tax rates applicable on taxable goods. \
. Computaticn of Taxable Turnover. \
| 3BT —3 mmwéuaaaﬁmw,mm@g,wgﬁww SIE
wﬁ,ﬁm%ﬁﬁu@,ﬁmw,wﬁmm%ﬁﬂd@ﬁmﬁﬁwﬁ
Tg g St |
Calculation of VAT payable on taxable Turnover, Input Tax Rebate, composition \
declares. Furnishing of Return. Payments of Tax, Assessment Procedure, VAT
i | authorities and their power. ]

MTWWWWWWWWWW

W,Wwﬁmmw‘m@ﬁq@%w@ﬁw | B fAEgER B \
=¥ ud B B O |

General Introduction of Central Qales Tax. Declared goods, Inter State Sales
determination. Impact of sales of declaration, Rules Regarding From "C’. Tax Rates of
L | Central Sales Tax and C alculation Tax.

EEON) ZFT S fpa 9 B ST e (90 R SR i fea g ST amad ol

TOTH( lﬁﬂﬁmaﬁwuﬁmﬁqﬁmmﬁmwm@ﬁmﬂﬁaﬁ
lu@%qﬁwﬁaﬂwm \

| Computation of Gross Tales.Net Interstate sales and Taxable Turnover under Central l

| Qales Tax. Central Procedure Registration Under CST. Furnishing of Return and \

| Assessment Procedure under CS'T ]
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Session 2014—15

Class/ @&l g B.Com

Semester/IATEN : /g

Subject/ fawd : &Y gfear Ud yreddA

Title of Subject Group : P Td Wi S Yo

Central and Provincial
Excise Duty
fava wg &1 s
Max. Marks iferesas 3@ 85+15 CCE

Particulars/faazor

H1g SIS Yob HT IRGY (ALY ¢d HEA | STE Yodb B YR | HEAT
SRMTETE — HTel, RmfoT AT SRE IR e A T | AR NRCEICE R
Ffferor @1 wfdar wd e |

Introduction of Central Excise duty. features and importance. Types of Excise Duty.
Important definitions : Goods.manufacture, manufacturer, Factory., Excisable goeds, Basic
conditions. Registration. Process of classification and principles.

Yo AG A B Hedid P faferdt | TeaER qed ¥ Wi €M arel Ud Herg S
qretl HAa |WW¢W1@J$W@@W@;&HWW@EW |
Methods of valuation of excisable goods. Items to be included and excluded to Transaction
value. Practical problems relating to computation of assessable value and excise duty
payable

AT HEHY qod ARG Jedld | H7aC 8L | o, SeniT Bl ge | BREM 9
wﬁﬂwqa“a%@ﬁ—wwmﬁwwm,mmﬁmi

=3
MRP based valuation. CENVAT rebate. exemption to small scale industries. Mecthods of
goods removal from factory-Physical control method. Self Removal method, Compounded
: and levy scheme.. '
T | fratd @ ford A bt Tl | ST AT, Yo o1 BT | IS Yeb
_4 | gerfres o, orfie ud gAfdeR, sRiEvs od |el |
Removal of goods for export. Production records, Depositing of Duty. Excise Duty
: Authorities. Appeal and Revision. Penalty and prosecution ]
PR w.wwaﬂmqﬁaﬂ*wwﬁtﬁw,ﬁwmﬁqﬁﬁm |
5 | e @ wefg gEuE | A#ed gl R 98 Peb @I T |

Introduction of M.P. Excise Duty-Provisions relating to Import, Export, Transportation.
Manufacture,sales and licensing of intoxicants. Calculation of duty on intoxicants ]
e = w99 ¥ 60 GRS Td 40 WrE Seaiw g S 2 |

60% Numerical and 40% theoretical questions are required in question paper.

. . >

e ‘3-\1?1-;‘7 rEa
1. UcUeTEY - B YWl U e, |

" 2 ¥ 1

o — - s S = T = R N,
2 =g SdE ged Ud Iy SIS e sfiure Feherar gd AT Adeddl |
3. Heg ud T S Yo — B FHOTST US|
2 Central excise duty  Dr.V.K. Datey.

Central excise and state excise duty- Dr. Kamlesh Bhandart.

~ g ol el st i v s Sl lardy ), Qal-lacha
6 Central excise and state exsice duty © dakiecha & dakiecha.
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Session 2014—15

Class/ @&l : B.Com

Semester/IHT : /92

Subject/ fawa . Foreign Trade

Title of Subject Group - Basic of Foreign Trade
fawa wg @1 de

Max. Marks 3 3id : 85+15 CCE

Particulars/favor
T TS @R — 9, JTawedl, ey @R $1 AEw, FRI AR

@ Regr |

Foreign Trade: Meaning, Need, Importance of Foreign trade, Theories of
International Trade.

TR~ Teeh, gRATTES, faeE |

Balance of Trade and Balance of Payment, objectives of Trade policy.

Instruments of Trade Policy- Tariffs, quantitative, restrictions.

ECaE] Wwﬁw,mﬁﬁmwm|ﬁﬁmammﬂ

i3 Exchange Control- Objectives, Procedures, Methods, Effect. Exchange rate
adjustments. ' )

EEaE] 2R ST OF A e |ean | A @ g o Y el

—4 R |
Trade Blocks and Regional Economic Co-operation Costing and Pricing for
export.

~5 e, dHers |

L International Economic institution- Werld Bank, IMF, WTO, UNCTAD.
£ W_“f\’ _

International Economics by P.T. Ells worth.
International Economics by C.P. Kindel Barger.
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Session 2014—15

Class/ @& J B.Com
Semester/AHwR : /e
Subject/ fawz ! Foreign Trade
Title of Subject Group ! Indian Foreign Trade
v g &1 e
Max. Marks aiferead 3id : 85+15 CCE
Particulars/fdavor
—1 fagoror, e Mg vd A frfd | ARdg e amR w,
TGN UG Fofiaxer & g1 |
Analysis of India’s foreign Trade Growth trends under plans. Major Imports
and Major Export. Effects of liberalization and privatization on Indian Foreign
Trade.
P2 | TRG BT A Ao (@ged TTEl ied) fa<wr IR $7 a9
sfTagahar ufEar va MuRe ac | |
India’s balance of payment including invisibles, foreign market selection-Need,
process and determinates.
PR | SIS O, ARA $ Ma—3and A @1 ggd faRean |
| —3 frafa wae= &g wemTa i |
Product Planning, Sailent features of India’s Export and Import Policy.
Institutional setup for export promotion.
P8 | Prala \eradr S, 999 @R 8 g9 100 Hferd i
—4 SUEH |
Export assistance measures, Free Trade Zones and 100% Fous.
T | WRa ¥ ol AR | [ @AUR AikEd]  Sd gd STl
—5 qTAYOT |
_ State Trading in India, sources and analysis of Foreign Trade Statistics

|.Annual Reports of the Ministry for Commerce.
2. Export Marketing-Acharya Jain.
3. International Economic-D.N. Mithani.
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Session 2014—15

Class/ e : B.Com
Semester/dHEx : /924
Subject/ fawz : Office Management and
Secretarial Practice
Title of Subject Group _ 3 Office Practice and
Communication
Max. Marks 31f&reda 3id : 85+15 CCE
Particulars/faaxer
Unit I Definition of Computer, Characteristics, Application of Computer, Types of

Computer, Generation of Computer. Types of Memory (Primary and secondary
memory with types and differences).

Unit I | Introduction to Software, Definition types like system software, applications
software. Introduction to window operating system and its component — desktop.
Introduction to Internet uses email-id (creation on various sites features).

Unit [1I | Word processor, Introduction of different menus. Mail Merge, Table, Formatting
features, Introduction to different official and Bussiness letter with Typing.

Ur-tIV | Introduction of Page sat up, Introduction to MS EXCEL. (workbook.worksheet
and Table handling and chart features oi MS Excel)

UnitV | Printers : Types of Printers, Instalation, changing ribbon and Cartridge..
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Session 2014—15

Class/ et : B.Com
Semester/AATEY : [1/fegdra
Subject/ fawa - FrIfed e 9 |fadiy
qegfol
Title of Subject Group : e amggfordy
favg T &1 s
Max. Marks 31f&read 3id : 85+15 CCE
Particulars/fdazon
IHIE —1 agfef @ gR¥YT @ Hew@ | MYl & SUAN | Uob e

MYfAAS B T | WR—FR & 9H | @R BT @Y oA & 9 |
feeR —veR T w@ | & Aol & 9 @R B 3ifha wr & fraH
=g 1 S¥ @ YA FA FhR |

ST — o YN | o @RI BT B A=t | 9gdw e
oI S9dT SuAfar | dad fafy § Hyaa vkl &1 78 |

S @I 0R g5 994, aihdren H1 AT | 37e qradie bl
feyard = T X Y@1Y 9T 3B AT # |t | g a0 <
TR TAT AP Y9G G JIA |

T —4

I g o SElER | e B oY | ¥ fRel © SemeNul
YA | G TS Ahd Il $He YAt | |raentat | et qen
IHST YA |

THE —5

I 9T 9°D YA | 91 () a1 S YA |
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Session 2014—15

Class/ @en : B.Com

Semester/IHTEx : 1/fgdr

Subject/ favz : Office Management and
| Secretarial Practice

Title of Subject Group : English Shorthand

Max. Marks 31f&rsad 3w : 8§5+15CCE

Particulars/fdaxon
Unit I Introduction- Origin of shorthand with particular emphasis on PITMAN

shortkand, definition and importance of stenography. Writing techniques and
Material.

Unit 11

Consonents — Definition, number forms, classes,size,Thinnes,thickness,directions
and joining strokes.

Unit 111

Vowels-Definition, number sounds, signs,places, position of outlines, intervening
vowels. Upward/downward strokes in stenography. Dipthongs-names, signs,
places.joined dipthings and triphones signs and application.

Unit IV

Grammalouges — Definition of grammalogues, an logogram, list of grammalogues,
punctuation signs, phraseography-definition of phrase, how a phrase is written,
qualities of good phraseogram, list of samples phrases.

Unit V

Loops size, and direction, hooks-definition, various types of hooks and their
application. Circles-size and direction application in phraseography, attachment
with straight and curved strokes, exception to the use of circles.




