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BARKATULLAH UNIVERSITY, BHOPAL

GROUP OF THE SUBJECT
FOUNDATION COURSE IN COMPULSORY REGULAR CANDIDATE

Regular group : All Compulsory Subjects.

Comp. App./Tax Procedure and Practice/Foreign Trade Practice &
procedure/ Principal & Practice of Management Insurance/ Office
Management & Sec. Practice/ Tourism and Travel Management/
Adverting Sales Promotion & Sales Management (any one subjects in
place of Economics group in B.Com | & 1)

B.Com. I11 Opt. speciliazation Group (C) or vocational Group (D) any

one.
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1= 2014815 1 10of’kr fo]kFk;k d fy; ch-dke- i1Fe
lelVj gr P’ldhkr 11B;de ;ktuk i,dy 1°ui= 1.kyt d vrxr

futukfdr fo'k; ekl; fd; x;&

B.COM. FIRST SEMESTER SYLLABUS

Accounts Group (Y[k leq)

Financial Accounting foRrh; y[kdu

Managem ent Group (ic/k leq)

Business Law
0;olkf;d Iflu:e

Applied Economics Group (0;oakfjd vk “kkl= Be 0)

Vocational Group (0;olk:d 1e 0)

Micro Economics

051V Wk kL=
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1= 2014615 1 ykx gku oky viikj 1kB ;de dh I elVjokj 0;oLFkk

SEMESTER PAPER-I (100 MARKS)

TITLE INTERNAL THEORY

FIRST ufrd eY; ij 15 85
" Part-A : Moral Values + Part-A : Moral Values +
Hkk"kk& 1 (Morall

Values & Language-

Hindi = 05+05=10 Marks Hindi = 15+35=50 Marks

Part-B : English =5 Part-B : English = 35
) Marks Marks
PAPER-1 (100 MARKYS)
TITLE INTERNAL THEORY
m]ferk fodkl& | 15 Marks 35 Marks

(Development of

Entrepreneurship-I)

vi 1R;d lelVj d iFke 1’ui= e fuku riu 1B ; fo'k; fuEuku Nkj
lelfgr gkx 4
1% ufrd eY; & bdkb & 1
2h  founh HKK & bdib & 2 ,0 3
3t vx = & bdib &4 ,0 5
Ui WR;d BelVj dgf}rh; 1ui= ioullj dy 50 v dk dk jgxiA
eY;kdu ,o0 1ji{k 0;OLFK
virfjd e Y;kdu
Ifke 1°ui= d vkrfjd eY;kdu e fuEuku Bkj 0;0LFkk jg Xhh
1% bdkb 1 Wufrd eVY;th & 05 vd
2 bdib 2 ,0 3 ifglnh HK'k & & 05 vd
3t bdib 4,0 5x_ & & 05vd
f}rh; 1’ui= d wvikrfjd eY;kd;g e fuEuku Bkj 0;oLFk jg Xih
bdib 1 1 5 rd - & 15 vd
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1)kfrd eY;kdu

I

Ich

ifke 1°ui= dk I )kird eY;kdu riu % Vk e fd;k tho xkA bl 1 ’ul=
e nk [kM v rRk c gk x bl gr ajh{f dk nk mRrj 1 fLrdk, 1Fd&
Ifkd nh tho xMA [k.M&v gr 1 Fke mirj 1 fLrdk e 1Fe riu bdkb ;k
wfrd eY; ,o fgunn HK'W: dk  BfEefyr djr g, mRrj nu ckcr LFku
fukfir jg xtA blh 1 dkj [k.M&c gr f}ri; mRrj iflrdk e  bdib 4
,0 5 Iv xth Hk': dk  IfEefyr djr g, LFku jg xt v dkdk fooj.k
fukuku Bkj gi&
1y [k.M&v 1 Fke mRrj @ flrdk fuk frd eY; ,o fgunh HK'W:  &50 vd
oLrfu8 1°’u dy 05] vd 05 !5 %14 doy bdb 2 ,0 3 1 dy
05 cgfodYih; 1 °u IN thoxA
yk mrjh; 1°’u dy 03] vd 15 i3 x5¢ bdkb 1] 2 ,0 3 1|
,d&,d 1°u vkrfjd fodYt d DKk 1°u 1IN thoxA
nik mrjh; 1°’u dy 03] vd 30 43 %104 bdkb 1] 2 ,0 3 1
,d&,d 1°u vkrfjd fodYt d DKk 1°u 1IN thoxA
2% [k.M&c f3rh; mRrj 1 flrdk v xeh KKK &35 vd
oLrfu8 1°’u dy 05] vd 05 5 x14 bdkb 4 ,0 5 I dy 05
cgfodYih; 1 ’u IN thoXxA
yk mrjh; 1°’u dy 02] vd 10 #2x5¢ bdkb 4 ,0 5 1 ,d&,d
1I’u virfjd fodYi d Bk 1°u 1IN thoxA
nik mrjh; 1°’u dy 02] vd 20 #2x104 bdkb 4 ,0 5 1 ,d&
,d 1°u vikrfjd fodYt d Bk 1°u 1IN thoxA
fprh; 1 7ui= dk 1 ))kfrd eY;kdu 1okulkj jg Xk
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BARKATULLAH UNIVERSITY, BHOPAL

FIRST SEMESTER

1. Course Code 6. Internship Marks :N
2. Course Name B.Com. 7. Internship Passing Marks :N
3. Total Subject 4 8. Maximum marks 1450
4. Compulsory Subject: 3 9. Minimum Passing percentage : 33
5. Optional Subject 1 10. Practical Y
S:cti)é Subject Nam e Theory Practical Total
Paper CCE Total Marks
1 [ Max | Min| Max [ Min| Max | Min | Max | Min [ Max [ Min
Compulsory
Foundation Course
ufrd eY; wvkj Hk'W&l 85 |85 |28 |15 |05 |100 |33 150 |50
m]ferk fodkl&l 35 35 12 |15 |05 |50 17
Accounts Group (y[kk Ieg)
Financial Accounting fORI; 85 |85 (28 |15 |05 |[100 |33 |[O |O |100 |33
y[kdu
Management Group (1c/k 1eQ)
Business Law 85 85 28 |15 |05 | 100 | 33 0 0 100 | 33
0;olkf;d Ifluse
Optional Paper (Select Any 1)
Applied Econom ics Group (0;00kjd VF’KL= leg) vocational Group (0;0lk;d leg)
Micro Economics 85 85 28 |15 |05 | 100 | 33 0 0 100 | 33
0; 'V VKL=
Vocational Course
I Computer application 64 64 21 | 11 04 |75 25 25 | 8 100 | 33
Il Office Management 85 85 28 | 15 05 | 100 | 33 0 0 100 | 33
and Secretarial Practice
Il Principles and Praxtice 85 85 28 |15 |05 | 100 | 33 0 0 100 | 33
of management of Insurance
IV Tax-procedure & Practics 85 85 28 | 15 05 | 100 | 33 100 | 33
V  Tourism and Travel 85 85 28 | 15 05 | 100 | 33 100 | 33
Management
VI Foreign Trade Practices and | 85 85 28 |15 |05 | 100 | 33 0 0 100 | 33
Procedures
VIl Advertising Sales & 85 85 28 | 15 05 | 100 | 33 0 0 100 | 33
Sales Management
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Department of Higher Education, Govt. of M .P.
Under Graduate Semester wise Syllabus
As recommended by Central Board of Studies and approved by the Governor of M.P.
mPp f*k{kk foHkkx] e -i- “kKlu
Lukrd d{kkvk d fy; BelVj vu Ik 1B ;de

dnh; v/;;u eMy Hjkvu “klr rRk e - 1- d JiT;iky Hjk vu ekfnr
Session 2014-2015

Class : B.A./B.Sc./B.Com ./B.Sc.(Hom e Science)/
BCA/B.A. (Mgt.) 1 Year

Semester : |

Subject : Foundation Course ( Vk/ikj 1B ;@e)

Paper : |

Title of Paper : ufrd eY; vkj Hk'k (Moral values & Language)

Compulsory/Optional : Compulsory

Max. Marks : 85 (Moral Education -15, Hindi -35, English -35)

Particulars / fooj .k
Part - A

Unit — 1 Eine e 15
1. 9o o9 oiEg U9 geieeo— B 9T I
2. 3= 1 WAl — A¥AN 9 TS

Unit — 2 Bt W 17
1. TR SRl (Higdn) — SO9isy T
2 ANT &I o AT (Ridan) — HA=redl T4
3. OcaE (") — Iers a9a
4 Tore & wF (oo fay) — somr mre 53

5. T O AR JIEA (HEiE0)

Unit- 3 fB=at =T 18
1. S BT TRAT (HEHl) — JHa—=
2. B & Wiid (FHEMI) — HIeA

3. WaH g8 (FeY) — @l [9aaee
4. diFas U g4 & (1Y) — Foued] IGEH

Part - B

Unit 2 | English Language o
1. John Keats : Ode to a Nightingale

2. Rabindra Nath Tagore : Where the Mind is Without Fear
3. Rajgopalachari : Preface to the Mahabharata

4. J.L. Nehru @ Tryst with Destiny

Unit- 5 English Language 18

Comprehension/ Unseen Passage

Composition and Paragraph writing

(Based on the expansion of an idea)

Basic language sKills : vocabulary, synonyms, antonyms, word
formation, prefixes, suffixes, confusing words, misused words, similar
words with different meanings. proverbs

Basic language skills : Grammer and Usage, Tenses, Prepositions,
determiners, countable/ uncountable nouns, verbs, articles and adverbs.

* 3

Ell-i® UYIET B SURG]HN 85 (15+35+35) HF AN A=NE Jeuia (HNiE) = 5206 9
15 (54548) F e =
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Department of Higher Education, Govt. of M.P.
Under Graduate Semester wise Syllabus
As recommended by Central Board of Studies and approved by the Governor of M.P.
mPp f*k{k foHkx] e -i- "klu
Lukrd dfkvk d fy; BelVj vu Ikj 1B ;de
dnh; v/;;u eMy Hjkvu “klr rRk e - 1- d JiT;iky Hjk vu ekfnr
Session 2014-2015

Class : B.A./B.Sc./B.Com./B.Sc. (Home Science) /
BCA/B.A. (Mgt.) 1 Year

Semester -

Subject : Foundation Course (VK/j 1B ;@e)

Paper |

Title of Paper - m]ferk fodkl

Compulsory/Optional : Compulsory

Max. Marks : 50 (Theory 35+ CCE 15)

Particulars

FEE — 1 | FEMECT—HIRESI, 999 g ATcd, U 99l © H9X U4 B,

SEIHTT FAHHEIUIT HCd |

TPIE — 2 F) ET WK BT WO UG Al @l e |
wiea iR gg A @1 JEeEn
HART FHETT QT ®T |
L EE - [Poi) B L] B B R ICE=Ee
FrAtdTaTT @ faw |

9) FHI Tl | TiEw T AEIED T

U @< @7 T |

ghlE — 3 | &) gRgreE gftEss

71 T fErar o e

R RIS AfaST— Sevgear g9 FrEiear 9RareT1 ¥

@ W T, 9Rue aiesT SOR S |

¥) WeT @ YOR @ aU—US] UEdl, 9Een U9 9eaN 9t

@ &% Td 99y FieT @ OuT @ JEiad o9 ol 8o |

) i g

fawia wwe ug §or @1 qiEe, |, faftag g, s

g

Sufi—Tcaia=] el WeuH, S g Hod SEReT TR @ S,
Ffeles erET—aiiaEr 3T |
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7) FIoaTeT @l Waue, Tl Al @y @ B Hiendl

Y
ol

TOTeCTT HeEr=

TIEERIT FETH

=3}

Fro=s TRl @ qfFe—fue S o=, UguY FENeT qed,

T Td A geme, feE e 9w R e @ e |

. TooTacTe Wenal @ HfE, Wihl ud gET SIS arS, FEaa

e e, STeaa 9o, 7eI 9o ™ Aol e fGmr e |

. s
=

. TRIGTTR e Arary — WErTAsT IerTR Ara=l, TaoT S esl

IR TS, I GITEelT SRS TR Arer], SIaare FERorTR

IrET

faff= e areETi— e 9T ST, SOTd SEET, a9 oN A

, IROAT witkdes, wRafit ora g |

gc
L=

AfEcl SEATT B A9 WROTY, WEEETy U9 SEedn |

=g goy anieard e fawrs A @ o | A9 s

e ot TierTr, 99 fOoer @ U@ ofeawenw faw fere e &t

N

St
i e

SHEae iET &Y SRR 35 JAF SN STHiNG Godidd (HE) 5 15 36 HUiNG &
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Department of Higher Education, Govt. of M.P.
Under Graduate Semester wise syllabus
As recommended by Central Board/Studies and approved by the Governor of
M .P. Session 2014 -15

Class - B.A./B.Sc./B.Com./B.H.Sc./ B.A. (Mgt.) /B.C.A.

Subject - Foundation Course

Paper Title - Paper 11 : Development of Entrepreneurship

Semester - |

Compulsory/ - Compulsory

Optional

Maximum Marks - 50 (Theory 35+ CCE 15)

Unit 1 : Entrepreneurship- Definition, Characteristics and importance, Types and

functions of an entrepreneur, motivational factors of entrepreneurship.

Unit 11 : @) Motivation to achieve targets and establishment of ideas. Setting targets
and facing challenges. Resolving  problems and creativity. Sequenced
planning and guiding capacity, Development of self confidence.

(b) Communication skills, Verbal & Non Verbal Communication, Capacity to

influence, Modern Techniques of Communication.

Unit 11 : @) Project Report- Evaluation of selected process. Detailed project report —
Preparation of main part of project report pointing out necessary and
viability.

(b) Selecting the form of Organisation — Meaning and characteristics of sole
Proprietorship, Partnership and cooperative committees, elements
affecting selection of a form of an organisation.

(c) Economic management — Role of banks and financial institutions
banking, financial plans, workingcapital-evaluation and management,

keeping of accounts.

Unit 1V: @) Production management . Methods of purchase of Raw Materials.
Management of movable assets/goods. Quality management.
Employee management. Packing.
(b) Marketing Management. Sales and the art of selling.Understanding the

market and market policy. Consumer management. Time management.
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Unit V:

(b)

(©)

(d)

(€)
()

Role of Regulatory institutions — District Industry Centre, Pollution
Control Board, Food and Drug Administration, special study of Electricity
Development and Municipal Corporation.

Role of development organizations, Khadi & village Commission/ Board,
MP Finance Corporation, scheduled banks, MP Women’s Economics
Development Corporation.

Self-employment-oriented schemes, Prime Minister’s Employment
schemes, Golden Jubilee Urban  environment scheme, Rani Durgavati
Self- Employment scheme, Pt. Deendayal Self-employment scheme.
Various grant schemes - Cost of Capital grant, interest grant, exemption
from entry tax, project report, reimbursement grant, etc.

Special incentives for Women Entrepreneurs, prospects & possibilities.
Schemes of M.P. Tribal Finance Development Corporation, schemes of
M.P. Antyavasai Corporation,  schemes of M.P. Backward Class and
Minorities Finance Development Corporation.
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mPp f'k{k foHkx] e -i- "Klu

Lukrd Lrj 1) Lukrd  1)fr d vrxr ,dy 1°u 1= 1 .kyt d vullj 1B ;0e
dnh; v/;;u eMy Hjk vu “kilr rFik e -i- d JkT;1ky gk vu ekinr

Departm ent of Higher Education, Govt. of M.P.

B.Com (Graduate) Sem ester wise Syllabus as recom mended by Central Board of Studies

and approved by the Governor of M.P.

Session @ 1= 2014-15
Class @d{k B.Com @ch- dke
Semester @ lelVj First @iFe
Subject @fo'k; Accounting @y [kdu
Title of the paper @i ui= dk "k'kd Financial Accounting @foRrh; y[kdu
Compulsory @vfuok; ;k Optional@odfYid Compulsory @vfuok;
Max. Marks @vfikdre vd 85
Particulars / fooj .k
Concept of Double Entry System, Accounting Concepts and Conventions
Unit -1 Preparation of Journal, Sub division of Journal, Preparation of Ledger and
Tral Balance. Final Accounts with Adjustments.
fg—vldfte Yolell @7 SFGUNN, i & TR Ud GRIY, G-l
FhTg—1 JUR @A, Wel B S9aUTed, @aee] U4 addc &1 A, &
T AR Te
Unit -2 Introdution to Indian Accounting Standards. Detail study of accounting
' standard - 6 and 10, Branch Accounts, Departmental Account.
; HNCd o @l AFG @ Ry, o™l AF9e 6 ¥d 10 &7 [OFgd S=gd-,
THE—2 i {viga). ]
' Ml o™, TdHTT o |
Unit -3 Royalty Accounts, InsolvancyAccounts,
THEE—3 AR e W, EaTern @ |
. Partnership Accounts - Adjustments and Guarantee, Admission of Partner,
Unit -4 . . e
Retirement and Death of Partner.
g AEEN ER— FFEE U4 RIS, AEER &1 9931, A58R & Saars
L 759 U4 7o
Partnership Accounts- Dissolution,  Insolvency, Amalgamation of
Unit - 5 Partnership Firms, Conversion of Partnership Firm into Joint Stock
Company.
_— AT Wid— fducH, fEarfcrn, FEeN BAT &1 Udhiheol, e BA

BT AT e YATSE A TiRgo |
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Ve %& [kM B ni%x mRrjh; 1°u ed oy vdh; 1°U #Numerical

Questions # gh 1 N &, ] B )krd 1°u 1= u 1

Nk €k,

fell 85 ,0 15 ifr’kr dk vuikr fulkfjr gk BdA

Recommended Books

Gupta R. L. and Radhaswamy, M

Sultan Chand & Sons. New Delhi.

Shukla M. C. Grewal T. 5 and Gupta S. C.

S. Chand & Sons. New Delhi.

Shukla S. M.

Sahitya Bhawan Publication Agra.

Murti Guru Prasad

Himalya Publising House Mumbai.

Jain And Narang

Kalyani Publiser New Delhi.

S.N. Maheswari

Vikas Publising House New Delhi.

Sharma and Gupta

RBI) Publising House, Jaipur.

Khatik 5.K.. Jat Jitendra, Saxena K.

Extol Publication, Bhopal.

Gangwar Sharda

Himalya Publishing House, Agra.
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mPp f'k{k foHkx] e -i- "Klu

Lukrd Lrj 1j Lukrd  1)fr d vrxr ,dy 1°u i= 1.kyt d vullj 1B ;de

dnh;

v/;;u eMy Mgk vu klr rRk e -i- d kT aky Hjk vu ekfnr

Departm ent of Higher Education, Govt. of M.P.

B.Com (Graduate) Sem ester wise Syllabus as recom mended by Central Board of Studies

and approved by the Governor of M.P.

Session @ 1= 2014-15
Class @d{k B.Com @ch- dke
Semester @ lelVj First @iFe
Subject @fo'k; Management @ic/ku
Title of the paper @i ui= dk "i'kd Business Law @0;olkf;d Ifluse
Compulsory @vfuok; ;k Optional@odfYid Compulsory @vfuok;
Max. Marks @vfikdre vd 85
Particulars / fooj .k
Indian Contract Act 1872- Definitions, Nature of Contract, Offer & Accecptance,
Unit -1 Capacity of Parties to Contract, Free Consent and Consideration, Expressly
declared void agreement, Performance of contracts.
ARATY AT FEEE, 1872—URWNY, FIE B WG, Wed U e,
TDhla—1 QETHRT H A" B DI EEdl, Wod Ggad U Akwd, e w9 U ool
|99 SE¥d, g9l &I MEE |
Unit -2 Breach of Contract, Remedies for breach of Contract, Indemnity and Guarantee
' - Contracts. Special Contracts- Bailment, Pledge and Agency.
oy AT WU, e WM © SUOR, BIWel U4 ARy Sred | [ IrET —
S o— 4 i . x ; o -
: e, f=el vd gor |
Limited Liabilities Partnership Act, 2008, Negotiable Instrument Act, 1881-
Unit -3 Definition, Features, Promissory note, Bill of Exchange and Cheques, Holder and
' - Holder in Due Course. Crossing of Cheque, Types of Crossing, Dishonor and
Discharge of Negotiable Instruments.
AT IMac AFeR] SEdd 2008, AEAT Awg Wowg ARTE 1881—
ThI—3 gy, RN, gfosm 9=, [AFE9 99, 92 99eer| 9Re Ud gemafe
OR®, UG B YH S, WHET & FBR, A9 9T $71 SFEw 10 e |
Unit -4 Consumer Protection Act 1986- Main Provisions. Consumer Dusputes, Redressal
' Machinery.
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FhIE—4 SUHIGRTT ARV SREH 1986 — WHE WU S9died faare, Al
SEak P

Foreign Exchange Management Act 2000 (FEMA) - Objective and Main

Unit-5 Provisions, Introduction to Intellectual Property Right Act- Copyright, Patent and
Trademark.
: Tl AT 9E9 T 2000 (B — Seed U9 WD AU, e

TWIE—D

9T SIfeR Aafm &1 9Ty — BHREe, Y€ Ud SIS |

Recommended Books

Singh Avtar Estern Book Company Law.

Kuchal M. C. Vikas Publishing House, New Delhi.

Himalva Publising House, Mumbai.
Bulchandani K.R.
{Both Medium)

R.N.S. Pillai & V. Bhagvati S. Chand. & Company New Delhi
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mPp f'k{k foHkx] e -i- "Klu

Lukrd Lrj 1) Lukrd  1)fr d vrxr ,dy 1°u 1= 1 .kyt d vullj 1B ;de
dnh; v/;;u eMy Hjk vu “killr rFik e -i- d JkT;1ky gk vu ekinr

Departm ent of Higher Education, Govt. of M.P.

B.Com (Graduate) Sem ester wise Syllabus as recom mended by Central Board of Studies

and approved by the Governor of M.P.

Session @1= 2014-15
Class @d{k B.Com @ch- dke
Semester @ lelVj First @iFe
Subject @fo'k; Applied Economics @0;kogkfjd vFk*kL=
Title of the paper @i1’ui= dk "'kd Micro Economics @0;f'V vFkL=
Compulsory @vfuok; ;k Optional@odfYid Compulsory @vfuok;
Max. Marks @vf/kdre vd 85
Particulars / fooj .k
k Micro Economics- Definition, meaning, inductive and Deductive
Unit-1 _ gy A S '
methods, Importance and Limitations of Micro Economics.
. wite Sefeme — giewmr, aef, oA wd e Oaiad, &fte ariem
G &1 Hocd Td QAT |
. A Law of Demand- Meaning and Definition, Characteristics, Types of
Unit -2 : g 3 & 2 )
demand, Exceptions of Law of Demand.

. AT &1 FuE— oef U gRYmEg, RN, 9 @ 6K, 97 @ 99 @
e -\‘_2 [ - W S

e d@, /i1 & FU9 & I9aTS |

Elasticity of Demand- Concept, Definition, Importance, Types and
Unit -3 measurement of Elasticity of Demand, Production Function (with One and

Two Variables), Economies - Internal and External.

- AT & FAME—SIdEICN, JRINT, #eed, AN & dfF & YR Ud A,
o o . i R . o S ¥
: Slled oA (Th Ud S O¥ & |9r) d9dd— 3AMdNe Jd 9154 |

A Factors of Production- Land, Labour, Capital, Organization and
Unit -4 - R : i :
Enterprise. Division of labour and Efficiency of labour.

: IS @ Hcdh—H(q, 4, guil, ¥I8d U4 asd | 5 99T 7F 3
- x,ﬂr|mr1 jﬁ || w—H4, #9, Yoil, FAeq Ud G5 | S8 [GEIaT U 59 Bl
Unit - 5 Market Structure - Concept, Definition, Characteristics, Classification,

) Price determination under Perfect and Imperfect competition.
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AR WARI—  AGERON, gAY, [9¥Eey, geiiewol, gul ud gel

?‘?rﬁ:‘:‘:_5 f iy i G [ r
HITTATHTAT & FA=Td Hed TN |

Suggesled Reading :

1. Modern Micro economics Koustsohiarjiji A. Macmillan New Delhi.
2. S o gaR S — "afe= 77 srredr | |

3 fosmgd g@ — TR afeaf¥er grew, g

4 dtgA. = — el gfeemer ¥ el

5. Ale. S — JRAS 9feARiT §9Y, AR |

6 D.N. Dwivedi - Vikas Publising House New Delhi
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Barkatullah University, Bhopal
Semester — Wise Scheme for B. Com. (Computer Application)
Session 201 4-15 onwards

B. Com. (Computer Application)  Sem. |

Code No. Paper
P.C. Software and Fundamentals of Computer
CA 101
Practical
CA 102 P.C. Software
Scheme of Marks
Theory Papers 64 marks
Sessional marks 11 marks
Practical 25 marks
Total 100 marks
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BARKATULLAH UNIVERSITY, BHOPAL

Class - B.Com
Subject - Com puter Application
Paper nam e - P.C. Software and Fundam entals of Com puter

(Paper Code : CA - 101)
Sem ester - |

Max. Marks - 64

UNIT I Microsoft Disk Operating System: Introduction, History And Versions Of Dos
Fundamentals Of Dos, Booting Process, Internal Dos Commands TYPE, COPY
DEL, CD, MD, RD, CLS, DIR, COPY CON, REN, TIME, DATE, VER, VOL,
PROMPT, PATH. Concept of files and Files and Directories.

Elementary External Dos Commands: SCANDISK, FORMAT, DISKCOPY,
TREE, DELTREE, FDISK, MORE, move, DOSKEY, DISKCOMP, EDIT,
MEM, Creating Batch Files.

UNIT I Introduction To Windows: History, starting windows, the Desktop, Maximizing,
minimizing, restoring and closing a window, Using the start menu, control panel,
managing multiple windows, arranging icons on the desktop, creating and
managing folders, windows accessories, Windows explorer, network

neighborhood.

UNIT 111 Introduction To Word Processing: features, Advantages and application areas of
Word Processing, Introduction to parts of a word window, creating opening,
saving & closing a document, formatting text, page setting, editing a document
file, Spell Check & grammar, Using Paragraph Styles,

Copying A Block To Another File, Newspaper Style Columns, Using Macros,
Headers And Footers, Finding Text, Setting Up Printers, Mail Merge,

Printing the document file, creating table using table , insert clip art, and graph
use of tabs creating table, adding, deleting rows & columns, changing column
width & row height
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UNIT IV

UNIT V

Text Books:

Introduction: Computer System Organization, Characteristics and uses.
Generations of Computers.

Types of computers : Analog, Digital (micro, mini, mainframe and super
computers) and hybrid.

Input Devices:  Keyboard, Mouse, Trackball, Joystick, Digitizing Tablet,
Scanners, Digital Camera, MICR, OCR, OHR, Bar -Code Reader, Voice
Recognition, Light Pen, Touch Screen.

Output Devices: Monitor characteristics and type of monitors: CRT , flat panel,
LCD MONITOR, LCD screen. Daisy Wheel, Dot Matrix, Inkjet, Laser, Line
Printer, Plotters, Sound Card and Speaker.

Storage Devices: Storage Fundamentals: Primary Vs Secondary. Various Storage
Devices: Magnetic Tape, Cartridge Tape, Data drives, Hard disk drives, Floppy
disks, CD, VCD, CD-RW, Zip Drive, DVD, DVD -RW.

Types of softwares: System software, Application Software.

Types of O.S.: Single user, Multi  -user, Real time, Time sharing and Batch
processing, Multiprocessing, Multiprogramming, Multitasking, Distributed
processing.

Programming Languages: - Low-level Language, Assembly Language, Middle
Level Language and High Level Language, Compiler, Interpreter, Assembler,
Difference between Compiler & Interpreter.

1. P C Software for Windows by R K Taxali
2. P C Software Bible by S.Jaiswal.
3. Fundamentals of Computers: P.K.Sinha.

References :

1. Understanding Computer Fundamentals & Dos By G.K. lyer

N o bk~ wN

P C Software MS Office by Nitin K Nayak

MS-Office Interactive course by Greg Perry, Techmedia
MS Office Complete Reference TMH Publication.
Computers Today: Suresh K.Basandra

Operating System: Achyut S. Godbole

Computer Fundamentals and Architecture by B.Ram.
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BARKATULLAH UNIVERSITY, BHOPAL

Class - B.Com
Subject - Com puter Application
Paper nam e - Practical :- PC Software

(Paper Code : CA - 102)
Sem ester - |

Max. Marks - 25

Suggested List of Practicals

Execution of Internal and External commands.

Design a Scenery using Paint Brush.

Create Banner for your college using MS WORD.

Design a Greeting Card using Word Art for different festivals in MS WORD.
Create your Biodata and use page borders and shading using MS WORD.
Create a document and insert header and footer using MS WORD.

Mail Merge using MS WORD.
Use MS WORD to insert a table into the document.

L N o g H w D P
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com
Subject - Office Managem ent
Paper nam e - Typing & Shorthand
Sem ester - I
Max. Marks - 85
UNIT -1 Introduction of the Typewriter - its use and importance,

categories of typewrite its use and importance, categories of
typewriter, parts of typewriter and its uses, care and upkeep

of a typewriter. Methods of typewriting : Touch, Sight.

UNIT -11 Key board operation: Material required for typing, inserting

and removal of paper, use of special signs and symbols.

UNIT -111  Display Typewriting : Types of heading, paragraphs and foot -
notes style of typing margin and line spacing. Different kinds

of letters, and arrangement of tabular statements.

UNIT -1V Typewriter maintenance - Standards of typewriter makes of

typewriter procedure of typewriter

UNIT -V Electric and Electronic Typewriter — Importance and use of
electric type writer, advantages of electrical and electronic

typewriter, salient features of electronic typewriter.
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com

Subject - Principles & practice of Insurance

Paper nam e - Life Insurance

Sem ester - I

Max. Marks - 85

UNIT -1 Need for security against economic difficulties, risk &
uncertainty. Life Insurance as a collateral as a measure of
financing business constitution, as a protection to property,
as a measure of investment.

UNIT -11 Life Insurance contract - distinguisher characteristics,
utmost good faith m iserable interest caveat emptor, chilateral
& allegory nature to counteract proposal & application form,
warranties. Policy construction and delivery, policy provision,
laps revival, surreoter value, paid -up policies, maturity
nomination & assignment.

UNIT -1l Method of calculatery economic risk in life insurance
proposal, Measurement of risk & mortality table. Calculation
of premium, payment of bonus, life insurance fund.

UNIT -1V Different types of life insurance policy, issued by LIC,
Important legal provisions & judicial pronouncements of
India.

UNIT -V Rules of agencies, After sale service to policy holders.
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Class - B.Com
Subject - Tax Procedure & Practice
Paper nam e - Indian Tax System
Sem ester - I
Max. Marks - 85
unit-I (A) Tax : Meaning definition, brief history salient
features.
(B) Direct taxes : Meaning merits and demerits.
(©) Indirect taxes : Meaning merits & demerits.
unit-I1 Commercial Tax : Professional tax, entertainment tax, VAT -
meaning features, significance, main provision.
unit-I11 Income meaning types, Previous year, Assessment year,
Assesses, Residential Status and incidence of Tax liabilities.
unit-1v Salary - Nature, Classification, Provident Fund, Profit in lieu
of salary and retirement Dbenefits, gratuity, pension,
computation of Income from salary including retirement and
gratuity.
unit-VvV House properly - Annual value, Deduction U/s 24 letout and

BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

self occupied house. Computation of taxable income from

house proper ty.

Recom mended Books : -

1. Dr. H.C. Melhotra
2. Dr. Sribal Saklech
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com
Subject - Tourism and Travel Managem ent
Paper nam e - Basics of Tourism & Travel
Sem ester - I
Max. Marks - 85
unit-I Tourism : meaning definition and understanding of tourism as

a phenomenon and as an industry. Various components of

tourism industry.

unit-I1 Various forms & types of tourism. A brief account of history

of tourism, gradual evolution of tourism through ages.

unit-11l Significance of tourism and its co -relation with economy,
society, culture and environment. Positive and negative

impact of tourism.

unit-1v Role of Government in tourism planning, legislation, control

regulation and promotion. Role of local bodies in tourism.

unit-VvV Recent emerging trends in tourism. Problems being faced by

tourism in India.

Reference : -
1. International tourism Management by A.K. Bhatia
2. Tourism : Principles practices & Philophies by Robert Mclntosh.

3. Successful Tourism Planning by Pran Seth.
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com
Subject - Foreign Trade Practice Sales Managem ent
Paper nam e - Basics of foreign Trade
Sem ester - I

Max. Marks - 85
unit-I Concepts of foreign Trade, theories of International trade,

objectives of trade policy and role of foreign trade in

economics growth.

Unit-I1I Balance of trade and balance of payments, instruments of

trade policy tariffs quantities and statistic.

Unit-111 International economics in institution - W/A, IMF and world

bank. India’s. India’s foreign trade in global context.

unit-1v Foreign trade policy and its control in India. Policy making

and institutions. Exchange control in India -objectives and
definition.
unit-VvV Export incentives -duty exemption schemes. EPCG duty draw

backs, Role of commercial banks in foreign trade deferred

payment system EXIM Bank.
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com
Subject - Adv. Sales Prom otions and Sales
Managem ent
Paper nam e - Advertising
Sem ester - I
Max. Marks - 85
unit-I Concept and importance of advertising and advertising
function. Types of advertising, commercial and non-
commercial advertising.
unit-II Advertising media, different types of media, media planning
impact of advertising, agencies, role, relationship with clients
legal and ethical aspects of advertising.
unit-11l Advertising budget, factors, affecting to advertising
expenditure.
unit-1v Advertising : classified and display advertising. Completive
advertising. Setting up of advertising objectives.
unit-Vv Advertising massage, preparation of a advertising massage,

elements: print copy, broadcast copy, copy for direct marks.
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cjdrmYyk fo"ofo|ky; JHkiky
Barkatullah University, Bhopal

As per model syllabus of U.G.C. New  Delhi, drafted by Central Board
of Studies and Approved by Higher Education and the Governor of

okf.kT; Bdk;

Faculty of Commerce
Syllabus & Prescribed Books

B.Com. Semester Examination 2014-15

Second Semester
(10+2+3)

idi’kd
dy Ifpo
cjdrmYyk fo’ofo|ky ; JHkiky
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1= 2014815 1 10of’kr fo]kFk;k d fy; ch-dke- i1Fe
lelVj gr P’ldhkr 11B;de ;ktuk i,dy 1°ui= 1.kyt d vrxr

futukfdr fo'k; ekl; fd; x;&

B.COM. FIRST SEMESTER SYLLABUS

Accounts Group (Y[k leq)

Business Mathematics 0;00k;d Xf.kr

Managem ent Group (ic/k leq)

Business Organisanation and Communication
0;olki;d 1 xBu ,0 HBER"k.k

Applied Economics Group (0;oakfjd vk “kkl= Be 0)

Vocational Group (0;olk:d 1e 0)

Macro Economics

lef'V VRCIKL=
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1= 2014615 1 ykx gku oky viikj 1kB ;de dh I elVjokj 0;oLFkk

SEMESTER PAPER-I (100 MARKS)

TITLE INTERNAL THEORY

SECOND | ufrd eY; ij 15 85

Part-A : Moral Values + Part-A : Moral Values +

Hkk'kk& 11 (Moral
Hindi = 05+05=10 Marks | Hindi = 15+35=50 Marks
Values & Language-

Part-B : English =5 Part-B : English = 35
) Marks Marks
PAPER-1 (100 MARKYS)
TITLE INTERNAL THEORY
m]ferk fodkl& 11 15 Marks 35 Marks

(Development of

Entrepreneurship-

1)

vi  1R;d lelVj d iFke 1’ui= e fuku riu 1B ; fo'k; fuEuku Nkj
lelfgr gkx 4
1% ufrd eY; & bdkb & 1
2h  founh HKK & bdib & 2 ,0 3
3 wvx k& bdb &4 .05
Ui WR;d BelVy dgf}rh; 1 'ui= ioullj dy 50 v dk dk jgxiA
eY;kdu ,o0 1ji{k 0;OLFK
virfjd e Y;kdu
Ifke 1°ui= d vkrfjd eY;kdu e fuEuku Bkj 0;0LFkk jg Xhh
1% bdkb 1 Wufrd eVY;th & 05 vd
2t bdib 2 ,0 3 lfgunh HKk'k% & 05 vd
3t bdib 4,0 5x_ & & 05vd
f}rh; 1’ui= d wvikrfjd eY;kd;g e fuEuku Bkj 0;oLFk jg Xxih
bdib 1 1 5 rd - & 15 vd
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1)kfrd eY;kdu

I

ifke 1°ui= dk I )kird eY;kdu riu % Vk e fd;k tho xkA bl 1 ’ul=
e nk [kM v rRk c gk x bl gr ajh{fi dk nk mRrj 1 fLrdk, 1Fd&
Ifkd nh tho xMA [k.M&v gr 1 Fke mirj 1 fLrdk e 1Fe riu bdkb ;k
wfrd eY; ,o fgunn HK'W: dk  BfEefyr djr g, mRrj nu ckcr LFku
fukfir jg xtA blh 1 dkj [k.M&c gr f}ri; mRrj iflrdk e  bdib 4
,0 5 Iv xth Hk': dk  IfEefyr djr g, LFku jg xt v dkdk fooj.k
fukuku Bkj gi&
1y [kM&v 1 Fke mRrj 1 flrdk fuk frd eY; ,o fgunh HK'WK:  &50 vd
oLrfu8 1°’u dy 05] vd 05 15 x14] doy bdib 2 ,0 w
05 cgfodYi; i ’u iN thoxA ;
y% mrjh; i’u dy 03] vid 15 #3 x5 bdib 1] 2 ,0=3 I
,d&,d 1°u vkrfjd fodYt d DKk 1°u 1IN thoxA
nik mrjh; 1°’u dy 03] vd 30 43 %104 bdkb 1] 2 ,0 3 1|
,d&,d 1’u vkrfijd fodYi d Bk 1°u INm
2% [k.M&c f3rh; mRrj 1 flrdk v xth HK'W: ;% &35 vd
oLrfu8 1°’u dy 05] vd 05 15 x14] bdkb 4 ,0 5 I dy 05
cgfodYih; 1 ’u IN thoXxA
yk mrjh; 1°’u dy 02] vd 10 #2x5¢ bdkb 4 ,0 5 1 ,d&,d
1I’u virfjd fodYi d Bk 1°u 1IN thoxA
nik mrjh; 1°’u dy 02] vd 20 #2x104 bdkb 4 ,0 5 1 ,d&
,d 1°u vikrfjd fodYt d Bk 1°u 1IN thoxA
ich f3rh; 1 7ui= dk 1 )kfrd e Y;kdu 1okullkj jgxiA
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BARKATULLAH UNIVERSITY, BHOPAL

SECOND SEMESTER

1. Course Code 6. Internship Marks :N
2. Course Name : B.Com. 7. Internship Passing Marks :N
3. Total Subject : 4 8. Maximum marks 1450
4. Compulsory Subject: 3 9. Minimum Passing percentage : 33
5. Optional Subject : 1 10. Practical Y
S:cti)é Subject Nam e Theory Practical Total
Paper CCE Total Marks
1 | Max | Min| Max | Min| Max [ Min [ Max | Min | Max [ Min
Compulsory
Foundation Course
(i) Moral Values & Language -Il | 85 85 28 |15 |05 | 100 | 33 150 | 50
(i) Development of 35 |35 |12 |15 |05 |50 |17
Entrepreneurship -ll
Accounts Group (Y[l leg)
Business Mathematics 85 85 28 |15 |05 | 100 | 33 0 100 | 33
0;kolkf;d xf.kr
Management Group (1c/k TeQ)
Business Organization and 85 85 28 | 15 05 | 100 | 33 0 100 | 33
Communication
0;kolkf;d 1 xBu ,0 BEW "k.k
Optional Paper (Select Any 1)
Applied Econom ics Group (0;00kJd VF’KL= leg) vocational Group (0;0lk;d leg)
Macro Economics 85 85 28 |15 | 05 | 100 |33 0 100 | 33
lef'V VH “lL=
Vocational Course
I Computer application 64 64 21 | 11 04 |75 25 25 100 | 33
Il Office Management 85 85 28 |15 |05 | 100 |33 0 100 | 33
and Secretarial Practice
Il Principles and Praxtice of 85 85 28 |15 |05 | 100 |33 0 100 | 33
management of Insurance
IV Tax -procedure & Practics 85 85 28 |15 | 05 | 100 |33 100 | 33
V Tourism and Travel 85 85 28 | 15 05 | 100 | 33 100 | 33
Management
VI Foreign Trade Practices 85 85 28 |15 |05 | 100 |33 0 100 | 33
and Procedures
VIl Advertising Sales & 85 85 28 | 15 05 | 100 | 33 0 100 | 33
Sales Management
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Department of Higher Education, Govt. of M .P.
Under Graduate Semester wise Syllabus

As recommended by Central Board of Studies and approved by the Governor of M.P.

Class

Semester
Subject
Paper

mPp 'kl folkkx] e -i- "Kklu
Lukird dfiivk d fy; TelVj vu Iij ifB ;d ®
dnh; v/;;u eMy Hjkvu “klr rRk e - 1- d JiT;iky Hjk vu ekfnr
Session 2014-2015
: B.A./B.Sc./B.Com./B.Sc. (Home Sciece)/BCA/
B.A. (Mgt)l Year
.l
: Foundation Course (VK/Kj 1B ;Je)
2

Title of Paper -ufrd eY; vkj Hk'k (Moral Values & Language)

Compulsory/Optional : Compulsory
Max. Marks : 85 (Moral Education-15, Hindi-35, English-35)

Part - A

Unit — 1

AT e 15
1. afaeH 3N =fas =99 — HodoA] TG OT

Unit -2

o=t wmaT 17
Ad gl (Blod) — A& el e
OS] $f FFAT (B — ARGAATS Agial
. IHA IR THS dI8 (Hiean) — TG
=g (Afag frae) — foenfare fAs

eyt = A
. AE Bl B WY (Ediaa)

—n

FENE VL I

(5]

Unit- 3

1
=

18
NHEL (T7Y) — INE wE

AT &1 HAETNE didad (Riaduee) — JaEdld e

qTn o 3 wwe o (Tvewomes) - e fEE faeee
Yo 3% GE9Y (HHhidAd)

4 I -SSR G R

Part- B

Unit- 4

English Language 17
1. William Wordsworth : The Solitary Reaper
2. A Song of Kabir- Translated by Tagore

3. Khushwant Singh : The Portrait of a Lady
4. Mahatma Gandhi : Satyagraha

Unit- 5

English Language 18
Comprehension, Unseen Passages, Report- writing, Composition, Short
Essay, Paragraph Writing

(Based on the expansion of an idea)

Basic language sKills : vocabulary, synonyms, antonyms, word
formation, prefixes, suffixes, confusing words, similar words with
different meanings, proverbs, situational conversations like conversation
at the post office, bank, market place, railway station, college eic.

Basic language skills : Grammer and Usage, Tenses, Prepositions,
determiners, countable/ uncountable nouns, verbs, articles and adverbs

* _,_'A_L":_E *o® ool ;7! SUeIET =
15 (54545) 3w FRITRE 1

HIY 85 (15+35435) 81 ¥ ATONG Jodihd (HIHTE) 5 §Ud H
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Department of Higher Education, Govt. of M.P.
Under Graduate Semester wise Syllabus
As recommended by Central Board of Studies and approved by the Governor of M.P.
mPp f*k{k foHkx] e -i- "klu
Lukrd dfkvk d fy; BelVj vu Ikj 1B ;de
dnh; v/;;u eMy Hjkvu “klr rRk e - 1- d JiT;iky Hjk vu ekfnr
Session 2014-2015

Class : B.A./B.Sc./B.Com./B.Sc. (Home Science) /
BCA/B.A. (Mgt.) 1 Year

Semester |

Subject : Foundation Course (VK/j 1B ;@e)

Paper 21

Title of Paper - m]ferk fodkl

Compulsory/Optional : Compulsory

Max. Marks : 50 (Theory 35+ CCE 15)

Particulars

Unit — 1 FEIHTT T AT, A, IEHAT & 0T, Thel SEHl @ 0T

Unit — 2 TEIHGT @ 9oTR, 9o & e fem o 99

= 8 e il e
ol T-HIVI, oldd ©@d W%l @+ |

T Wi | WETE, 99T WA

TN, YR W ocd Y fa@mra

cd FEa1, 99 M@ AR A

Unit- 3 FoT (I E—ITE® )
AT TR
HITEDTT ARATHTT
dwi @1 ArTeE, ST WAy, &Y

Unit- 4 HTY IEET D WIEA—DA H @Y, O, FEuT soule
HT IEFE D O AYAD SR qEaa

Unit- 5 SEET W AHY, &7

FITeaT =TT @1 T

ST I A

YIS FETTY

A @ FAY Scang

* dgiie T By SUIGAIgaN 35 & AN ATTiNG Aodihd (AMlE) By 15 3k Wi &
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ASs recomm

Under Graduate Semester wise Syllabus
ended by Central Board of Studies and approved by the Governor of M.P.
mPp f'k{kk fotkx] e -1- "Kklu
Lukrd d{kkvk d fy; BelVj vu lkj 1B ;de

dnh; v/;;u eMy Hjkvu “klr rRk e - 1- d JiT;iky Hjk vu ekfnr

Session 2014-2015

Class : B.A./B.Sc./B.Com./B.Sc. (Home Science) /
BCA/B.A. (Mgt.) 1 Year
Semester 2 1
Subject : Foundation Course (VK/j 1B ;Je)
Paper 21
Title of Paper : Development of Entrepreneurshp
Compulsory/Optional : Compulsory
Max. Marks : 50 (Theory 35+ CCE 15)
Unit | : Entrepreneurship-Meaning, Concept, Characteristics of entrepreneur,

Unit I1:

unit Il :

unit IV :

Unit V:

Qualities of Successful Entrepreneurs

Types of entrepreneurship, importance and views of various
thinkers (Scholars).

- Formation of goals, How to achieve goals.

- Problems in achieving targets and solution.

- Self motivation, elements of self motivation and development.
- Views of various scholars, evaluation, solutions.
Leadership capacity: Its development and results.

Projects and various organisations (Govt., non-Govt.), Govt.
Projects, Non- Govt. projects. Contribution of Banks, their
limitations, scope.

Functions, qualities, management of a good entrepreneur.
Qualities of the entrepreneur (Modern and traditional).
Management skills of the entrepreneur.

Motive factors of the entrepreneur.

Problems and Scope of the Entrepreneur :

-Problem of Capital

-Problem of Power

-Problem of Registration

-Administrative problems

-Problems of Ownership.
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Lukrd Lrj 1j Lukrd

mPp f'k{k foHkx] e -i- "Klu
Dird vrxr ,dy 1°u 1= 1 .kyt d vulllj 1B ;0e

dnh; v/;;u eMy Hjk vu “kilr rFik e -i- d JkT;1ky gk vu ekinr

Departm ent of Higher Education, Govt. of M.P.

B.Com (Graduate) Sem ester wise Syllabus as recom mended by Central Board of Studies

and approved by the Governor of M.P.

Session @1= 2014-15

Class @d{k B.Com @ch- dke
Semester @ lelLVj Second @f}r;
Subject @fo'k; Accounting @y [kdu

Title of the paper @i ui= dk "k'kd

Business Mathematics @0;kolkf;d xf.kr

Compulsory @vfuok; ;k Optional@odfYid

Compulsory @vfuok;

Max. Marks @vfikdre vd 85

Particulars / fooj .k

Uni Ratio- Gaining and Sacrificing Ratio, Proportion, Percentage,
Init-1 = e
Commission, Discount and Brokrage .
ShlE—1 JUTG—YINT T T 3{UTd, WHUTd, Uiderd, HHITH, geel Ud ol |
Uit -2 Sjnmlt;il?eous E(‘Juut.inns . ll\-‘[ezmmg. Characteristic  Types and
Calculations, Preparation of Invoice.
ShIS—2 IS FAIGIUT—3d [A29dIY YR Uq TR, dicldy dl [T |
Unit -3 Elementary Matrices -Definition and Calculations, Types of Matrices.
SHIE—3 YRS E—UNHET Ud T 38 & ThK |
Unit -4 Lﬂgeu‘itlmls aqd Antilogarithms = _I.Pl.'inci_plg.‘.s amd. C‘.ah:_ulat_ions.
[ntroductions of Calculus, Methods of Differentiation, Partial Derivatives.
1 TYIUE TG UfIAgToreh — gl Ud UMY | FeA= &7 aRe, Fadher
i @l faferdn , AilRS 3adhe |
Uikit - 5 Simple znpd Compound Interest, Profit and Loss. Linear Programming,
[ntroduction.
FHE5 ARV U4 =Ehgfe &Te], &4 Td BIiH | Wi G6A- — iRl |

[kM 0 nh% mRrjh; 1°u e doy vdh; 17U YNumerical
Questions & gh 1 N &, ] B )krd 1°u 1= u 1
fell 85 ,0 15 ifr’kr dk vuikr fu/ldjr gk BdA

Nk €k,
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Recommended Books

AllenR. G. D. MacMillan New Delhi

Soni R. S. Pitamber Publishing House, New Delhi

Kapoor V. K. Sultan Chand & Sons, New Delhi

Holden Macmillan India, New Delhi

Dr. V. K. Shukla Madhya Pradesh Hindi Granth Academy,
Bhopal (Both Hindi & English)

J.P. singh Himalya Publising House, Mumbai.

N.K. Nag Kalyani Publisher, New Delhi.
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mPp f'k{k foHkx] e -i- "Klu

Lukrd Lrj 1j Lukrd  1)fr d vrxr ,dy 1°u 1= 1 .kyt d vullj 1B ;0e
dnh; v/;;u eMy Hjk vu “kilr rFik e -i- d JkT;1ky gk vu ekinr

Departm ent of Higher Education, Govt. of M.P.

B.Com (Graduate) Sem ester wise Syllabus as recom mended by Central Board of Studies

and approved by the Governor of M.P.

Session @1= 2014-15

Class @d{k B.Com @ch- dke

Semester @ lelLVj Second @f}rh;

Subject @fo'k; Management @ic/ku

Title of the paper @i ui= dk "k'kd Business Organization and Communication

@0;kolkf;d 1 xBu ,0 BE1'k.k

Compulsory @vfuok; ;k Optional@odfYid Compulsory @vfuok;

Max. Marks @vfikdre vd 85

Particulars / fooj .k

LUnit-1

Business Organization : Definition, Concept, Characteristics,
Objectives, Significance, Components, Functions. Business ethics,
Social responsibilities of Business , Promotions of Business : Meaning,
Functions, Stages of Promotion. Forms of Business Organization :
Detailed Study of Sole Proprietorship and Partnership.

THE—1

I ad WG - JR9THl, SFURoN, [d9van, $aevd, Ao, 9cd U4
BRI, WATA H s Jod, Waa &1 AHIUG SaiRaled | Waar

T qaa4 © o, BE, a0 DI IJTRNT | TTAI TG & TER -
UHId! W Ud AIHan & [daa Sea

Unit -2

Company Organisation: Meaning, Definition, Formation of Private
and Public Company, Merits and Demerits, Types of Companies,
Cooperative Organisation-Need, Meaning, Significance and its
Merits- Demerits. Public Enterprises- Concept, Meaning,
Characteristic, Obectives and Significance. Malti National
Corporations.(MNC'S) - An Introducation In India.

ghig—2

FFAT H e - el g, A9 v9 9aete B @ A
o7, B9, HEAT @ GR | HEdN HiTed — dzdddl, 31, A5 U4
T U1 M | HEGTE SHHA — FaaRI, J, favman, Seeva ™
A50d | IRA # FE T FE — UH 9Rad |

Unit -3

Communication- Introductions, Definition, Nature, Objects,
Importance of Communication to Manager, Elements of
Communication, Feedback, Dimension and Directions of
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Communication, Means of communication - Verbal Communication,
SWOT Analysis.
) FUTOT —¥Td, 9N, Hehi uc:d*ecl Yagdhl & o17 WYY HT A5,
T3 HUYOT & e, mvgf&ﬂ HYYUT & HAIH SR (S, FUYOT & ATIH —
SMieadd HYYCT, Wic fdgeiyor|
Non-Verbal communication, Body Language, Paralanguage, Sign
Language , visual and Audio Communication , Channel of
oy communication., Barriers in Communications.Writen Business
Unit -4 ¥ bt 3 ) S 1 W
Communication - Concept, Advantages, Disadvantages, Importance.
Need and Kinds of business Letters, Essentials of an Effective
Business Letter.
STeNieaes WUYCI, STgds WIHT, 9 76T, Hehd AW, HUGY ST Ud S
- AYTOT, HYGOT &1 I, HUUOT Sl qemy | forvae s [T —
B a—
) STTIT, ET9, BI-dl, A5 | IaANad 951 &l avaadl Ud Yo,
QT SAETad 95 B TSy
Modern Forms of Communication- Fax, E-mail, Video conferencing,
Unit - 5 International Communication for Global Business, Group
Communication Network.
i IATY1H TIUYT & T — Had, T, 339 diNEd] | HATSed Waa
R & forg sl i A T EMLH -1rqcr5|

Recommended Books

Dr. Ramesh Mangal { English)

Business Communations, Univeral Pub. Agra.

=i frFe fe e |9, AT
2. e W TTaRE WTER
3 ¥T USE, 1. AEa WEEE e

Jain K.

Himalyva Publishing House, Mumbai.

Shashi K. Gupta

Kalyani Pubshing, New Delhi.

Nolkha R.C.

RED Publishing House, Jaipur
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Lukrd Lrj 1) Lukrd  1)fr d vrxr ,dy 1°u 1= 1 .kyt d vullj 1B ;0e
dnh; v/;;u eMy Hjk vu “kilr rFik e -i- d JkT;1ky gk vu ekinr

Departm ent of Higher Education, Govt. of M.P.

B.Com (Graduate) Sem ester wise Syllabus as recom mended by Central Board of Studies

and approved by the Governor of M.P.

Session @ 1= 2014-15
Class @d{k B.Com @ch- dke
Semester @ lelLVj Second @f}rh;
Subject @fo'k; Applied Economics @0; kogkfjd VvFk kL=
Title of the paper @i ui= dk "k'kd Macro Economics @ lef'V vk KL=
Compulsory @vfuok; ;k Optional@odfYid Compulsory @vfuok;
Max. Marks @vf/kdre vd 85
Particulars / fooj .k
. Macro Economics- Concept, Nature, Importance, Limitations, Difference
Unit-1 5 £ )
between Micro and Macro Economics.
: fie snfemer — YR, Yhia Agw, 9, @i 19 | e #
e ‘_“_H HAYIMET — ITERYN, Fqla AGcd, HAG, e U9 FHee T |
S GER
. National Income - Meaning, Definition and Concept, Methods for measuring
Unit -2 g . : )
National Income in India and its Problems.
ek R SATd— 372], 9RETHT U9 STaeRe | 9Rd | L ST @7 TOET @i
i [AEET T8 s9d] G99 |
Unit -3 Theories of Wages, Interest and Employment.
SehTE—3 qoTgy, &M 94 IR & g
y Monetory Theories - Quantity theory of Money, Modern theory of Money,
Unit -4 s G g i ’
Keynes's theory of Money and Price.
=4 AMe® T Fio— AT & 9RATT RIEE, A% BT Sge Rk | @ B
eI RIRCOREEARE
Banking and Credit Management - Commercial banks and credit Control,
Unit - 5 Savings and Investments, Central Banking System, Money Inflation and
Deflation
: didT wd Wy yew, wivivge 4@ T W SEEe, 99d Ud Qi
_"'-C_‘?r:r_5 % __ Ty ey fal O £ g O
Gl ST YOTTEll | &1 ¥hid Ud [d¥D i |
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Suggested Readings:

e v Q@ -
CIRS R -
diua =ger —
M.C. Bais A

fgaTera afsaliT 899 |, 9% |

AREST gfeal¥iT &rsd , =18 Aol (GOQR)
Heuril GfeAfInT graw, <1 faeel |

Vikash Publishing House, New Delhi.
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Barkatullah University, Bhopal
Semester — Wise Scheme for B. Com. (Computer Application)
Session 2014 -15 onwards

B. Com. (Computer Application) Sem. Il

CA 201 PC Software and Data Processing
Practical
CA 202 PC Software
Scheme of Marks
Theory Papers 64 marks
Sessional marks 21 marks
Practical 25 marks
Total 100 marks
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Class

Subject

BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

- B.Com

- Com puter Application

Paper nam e - PC Software and Data Processing

Sem ester

Unit |

Unit 11

(Paper Code - CA-201)

- 11
Max. Marks — 64

Introduction To Spreadsheet: Definition And Advantages of Electronic
Worksheet, Working On Spreadsheets, Range & Related Operations, Setting,
Saving And Retrieving Worksheet File, Inserting, Deleting, Copying And

Moving of Data Cells, Inserting And Deleting Rows & Columns, Copying :
inserting, Renaming the sheet of workbook. Short-cut commands

Entering text and numeric data, Entering date and time different functions,

formatting text and numeric data.

Functions and Other Features: Classification and Usage of Various Built -In-

Functions In Worksheet, Passwords, Protecting A Worksheet

Printing of the worksheet, page margin setting and adding header and footer,
Transferring Data to and From Non Worksheet Files, Database Handling,

Creating, Naming & Executing Macros.

Creating graphs.

Introduction to MS - power point, Auto -wizard, creating a presentation using
Auto content wizard, Blank presentation, creating, saving and printing a
presentation, adding slide to a presentation, slide view, outline view , slide sorter
view , notes view and slide show view.
Changing text font and size, selecting text style and colour, to set header and
footer.
Using, bullets, clipart and word art gallery. Applying design template creating
graph.
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UNIT 111

UNIT IV

UNIT V

Text Books:

Adding transitions and Animation effects, setting timings for slide show

preparing note pages, preparing audience handouts.

Introduction to Business Organization. Business Organization units: Production,
Stock Control, Cost, Purchase Control, Sales Order Processing and Accounting.
Characteristics of a good Business Unit.

Data and Information, Introduction to data Processing, fields, Records and Files.
Types of files: Master files and Transaction file.

Overview of System Analysis and Design, Business System Concepts, System
Development Life Cycle, Feasibility Analysis, Design, Testing & Evaluation.
Overview of MIS : Introduction, Role of IT, MIS- characteristics and application
areas, Business and Technology trends -specialization, management by

methodology, decentralization, internationalization etc.

Introduction to Database Management System : basic concepts, Various facilities
and advantages of business computing. Application areas of DBMS, Parallel

Processing and Distributed Processing.

1. Fundamentals of Computers: P.K.Sinha

2. System Analysis and Design by Elias M Awad.
1. P C Software for Windows by R K Taxali
3. P C Software Bible by S.Jaiswal

Reference Books:

1. Computers Today: Suresh K.Basandra

. Operating System: Achyut S. Godbole

Management Information systems by Gerald V. Post & David L. Anderson.

P C Software MS Office by Nitin K Nayak
MS-Office Interactive course by Greg Perry, Techmedia

2
3
4. Understanding Computer Fundamentals & Dos By G.K. lyer
5
6
7

MS Office Complete Reference TMH Publication.
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Class

BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

- B.Com

Subject - Com puter Application

Paper nam e - Practical - PC Software

(Paper Code - CA-202)

Sem ester - 1

Max. Marks — 25

MS Excel

o gk~ wn e

Design your class Time Table.
Prepare a Mark Sheet of your class subjects.
Prepare a Salary Slip of an employee.
Prepare a bar chart & pie chart for analysis of Election Results.
Prepare a generic Bill of a Super Market.
Work on the following exercise on a Workbook:
1. Copy an existing Sheet
2. Rename the old Sheet
3. Insert a new Sheet into an existing Workbook
4. Delete the renamed Sheet.

Prepare an Attendance sheet of 10 students for any 6 subjects of your syllabus. Calculate
their total attendance, total percentage of attendance of each student & average of
attendance.

Create a worksheet on Students list of any 4 faculties and perform following database
functions on it.

1. Sort data by Name
2. Filter data by Class
3. Subtotal of no. of students by Class.

MS POW ERPOINT

1.

w

o No U

Design a presentation of your institute using auto content wizard, design template and
blank presentation.

Design a presentation illustrating insertion of pictures, wordart and clipart.

Design a presentation learn how to save it in different format, copying and opening an
existing presentation.

Design a presentation illustrating insertion of movie, animation and sound.

Illustrate use of custom animation and slide transition (using different effects).

Design a presentation using charts and tables of the marks obtained in class.

Illustrate use of macro in text formatting in your presentation.

Design a presentation using action buttons.

*hhkkkhkhkhkkikhkhkkhkhkhkkikkhhkkihkkhkhhkkhikkikihkikiikik
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com
Subject - Office Managem ent
Paper nam e - Typewriting and short hand.
Sem ester - I
Max. Marks - 85
unit-I Introduction - Definition and importance of stenograph,
qualities of a successful stenographer, writing techniques.
Writing materials.
unit-I1 Introduction upwards/downwards strokes in stenography.
Vowels -definition, number, sounds, signs, places, use of
vowels.
unit-I11 Grammalogues: Definition of Gram malogues and logogram,
list of grammalogues, punctuation signs.
unit-1v Circles, Loops and Hooks -circles-size and  direction,
application in plasraeography, attachment with straight and
curved strokes, exception to the use of circle, loops and
hooks size and directions.
unit-Vv Business official shorthand - note taking technigues and

transcription, techniques related to speech and dictation

writing, business and official correspondence.
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com
Subject - Principles practice & Mgt. of Insurance
Paper nam e - General Insurance
Sem ester - I
Max. Marks - 85
unit-I Meaning of importance of general insurance. Kinds of general

insurance. Introduction to risk and insurance (a) risk (b)

treatment of risk.

unit-11 The structure & operation of the insurance business.
(@) Insurance contract fundamental
(b) Insurance marketing

(c) Underwriting working of GIC & India.

Unit-111 Health Insurance : -

(@) Individual Health Insurance

(b) Group Health Insurance

unit-1v Motor Insurance GIC -types of risk specific policies.

unit-Vv Multiple line a all lines insurance such as rural insurance etc.

Recom mended course of readings : -

General Insurance by Bickethaupt & mager.
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com
Subject - Tax Procedure & Practices
Paper nam e - Indian Tax System
Sem ester - I
Max. Marks - 85
Unit-I Income from business & profession allowed & disallowed
expenses.
unit-II Capital Gain - Short term & long term capital gain.
unit-I11 Income from other sources

unit-1v Exempted income, deduction from gross total income U/S

80CCC to 80U.

unit-Vv Set off and carry forward by losses & computation of gross

Total Income & Total Income.
Recom mended books : -

1. Dr. H.C. Mehrotra
2. Dr. Sripal Saklecha.
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com
Subject - Tourism & Travel Managem ent
Paper nam e - Tourism & Travel Business
Sem ester - I
Max. Marks - 85
unit-I Marketing principles and their application in tourism
business. Concepts of market research, product research,
pricing, packaging, publicity, advertising, public relations,
sales and after sales feedback as applied in tourism.
unit-I1 Organizational structure and functions of W .T.O., IATA and
PATA.
unit-I11 An introductory description of Travel agency. Role and
functions of a travel agency.
unit-1v Concept of package tour. Itinerary making and it’'s role in
managing a tour. Roles of Escort, Guide and Pathfinder in
travel trade.
unit-Vv An introduction to hospitality industry. Various forms and

types of accommodation and their importance. A basic outline
of the composition of an hotel. Brief introduction to functions

of various constituent parts of an hotel.

Reference Books :

1. Marketing by Philip kotler.

2. Marketing in tourism by Salah W  ahab.

3. International Tourism Management by A.K. Bhatia.
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com

Subject - Foreign Trade Practice & Sales Mgt.

Paper nam e - Indian Foreign Trade

Sem ester - I

Max. Marks - 85

Unit-I Analysis India’s foreign  Trade, Trade growth, trade
composition and direction assessment of prospects product
and markets.

unit-I1 Salient features of Indian export-Import policy, export
assistance measures, free trade zones and 100% EOUS.

unit-11l Sources and analysis of foreign trade statistics. Introduction
of export promotions, export promotion councils.

unit-1v Institutional set up for export promotion product, export
development authorities. State Trading organizations. Export
processing zone.

unit-Vv Special Economic Zone, Foreign investment policy. Indian

joint venture abroad, multilateralism and bilateralism in

India’s foreign trade.
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BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

Class - B.Com
Subject - Adv. Sales Prom otions and Sales Mqgt.
Paper nam e - Marketing com munication
Sem ester - I
Max. Marks - 85
unit-I Nature and importance of communication, functions of
comm unication, com munication process and its elem ents

application of communication process in marketing.

unit-I1
- Steps in Developing
- Effective marketing communication, methods of
marketing communication, personal selling, public
relations.
unit-111  Setting up traders -Policies strategies, integrated
comm unication in marketing. Sales promotion -Meaning,
nature, objective and importance.
unit-1v Functions and limitation of sales prom otion, Types of sales
promotion schemes, consumer and trades sales promotion.
unit-VvV Sampling concepts, price of premium plant, consumer

contents and weeps taxes, POP display, demonstration, trade

fare and exhibition.
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