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Course code 

 
Course Title 

Course 
Type 

Credits 
Marks Examination 

time 
(in Hours) Total 

Ext. 
CA 

L P 

BVML-1421/ 
BVML-1031/ 
BVML-1431 

Punjabi(Compulsory)/ 
1Basic Punjabi/ 

2Punjab History and 
Culture 

 
C 

 
2 

 
50 

 
40 

 
- 

 
10 

 
3 

BVML-1102 Communication Skills in 
English 

 
S 

 
4 

 
50 

 
40 

 
- 

 
10 

 
3 

 

BVML-1123 
 

Computer Fundamentals 
 

C 
 

4 
 

50 
 

40 
 

- 
 

10 
 

3 

 
BVML-1324 

Work Management, 
Workplace, Health and 

Safety 

 
S 

 
4 

 
50 

 
40 

 
- 

 
10 

 
3 

 

BVML-1325 
Customer Relationship 

Management 

 

S 
 

4 
 

50 
 

40 
 

- 
 

10 
 

3 

 
BVML-1326 

 
Office Management 

 

S 
 

4 
 

50 
 

40 
 

- 
 

10 
 

3 

 

BVMM-1127 
 

MS Office-I 
 

S 
 

4 
 

100 
 

40 
 

40 
 

20 
 

3+3 

 
AECD-1161 

*Drug Abuse: Problem, 
Management and 

Prevention 
(Compulsory) 

 
AC 

 
2 

 
50 

 
40 

 
- 

 
10 

 
3 

SECF-I492 *Foundation Course AC 2 25 20 - 5 1 

 
Total 

 30 
400 

 

C-Compulsory 
S- Skill 
AC- Audit Course 

1 Special paper in lieu of Punjabi (Compulsory). 
2 Special paper in lieu of Punjabi (Compulsory) for those students who are not domicile of 
Punjab. 
*Marks of these papers will not be added in total marks and only grades will be provided. 
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CURRICULUM AND SCHEME OF EXAMINATIONS OF THREE YEAR DEGREE 

PROGRAMME 

Bachelor of Vocation (Management & Secretarial Practices) 
Session 2020-21 

 

Bachelor of Vocation (Management& Secretarial Practices) 
Semester II 

 

Course code 

 

Course Title 

Course 

Type 

Credits Max Marks Examination 

time 

(in Hours) 

 
Total 

Ext.  
CA 

L P 

BVML-2421/ 
BVML-2031/ 
BVML-2431 

Punjabi(Compulsory)/ 
1Basic Punjabi/ 

2Punjab History and 
Culture 

 
C 

 
2 

 
50 

 
40 

 
- 

 
10 

 
3 

BVMM-2102 
Communication Skills in 

English 
 

S 
4 50 25 15 10 3+3 

BVML-2323 Principles of 
Management C 4 50 40 - 10 3 

BVML-2324 Basic Accounting S 4 50 40 - 10 3 

BVML-2325 Commercial Laws 
S 4 50 40 - 10 3 

BVMM-2126 MS Office – II S 4 100 40 40 20 3+3 

BVMP-2127 Lab based on Typing 
Skills 

(Data Entry) 

 
S 

 
4 

 
50 

 
- 

 
40 

 
10 

 
3 

 

AECD-2161 

*Drug Abuse: Problem, 
Management and 

Prevention 
(Compulsory) 

 

AC 

 

2 

 

50 

 

40 

 

- 

 

10 

 

3 

SECM-2502 *Moral Education AC 2 25 20 - 5 1 

 Total  30 400  

C-Compulsory 

E-Elective 

AC- Audit Course 
1 Special paper in lieu of Punjabi (Compulsory). 
2 Special paper in lieu of Punjabi (Compulsory) for those students who are not domicileof 

Punjab. 

*Marks of these papers will not be added in total marks and only grades will be provided. 
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Bachelor of Vocation (Management & Secretarial Practices) 
Session 2020-21 

 
 

Bachelor of Vocation (Management& Secretarial Practices) 
Semester III 

 
Course code 

 
Course Title 

 
Course 

Type 

Credits Marks Examination 

time 

(in Hours) Total 
Ext. 

CA 
L P 

BVML-3321 
Business Organisation and 

Systems 
 

C 
 

4 
 

50 
 

40 
 

- 
 

10 
 

3 

BVML-3122 Management Information 

System 

 
S 

 
4 

 
50 

 
40 

 
- 

 
10 

 
3 

 
BVML-3323 

Marketing Management  
C 

 
4 

 
50 

 
40 

 
- 

 
10 

 
3 

BVML-3324 
Business and Office 

Correspondence S 4 50 40 - 10 3 

BVML-3325 
Accountancy 

S 4 50 40 - 10 3 

BVMP-3126 
Lab on Electronic CRM 

S 4 75 - 60 15 3 

 
BVMP-3327 

Computer based Accounting 

– TALLY 
 

S 
 

2 
 

50 
 

- 
 

40 
 

10 
 

3 

 
BVMP-3328 

Lab on Life Skills  
S 

 
2 

 
50 

 
- 

 
40 

 
10 

 
3 

SECG-3532 
*Gender Sensitization 

AC 2 25 10 10 5 1 

 
Total 

 30 
425 

 

 
C-Compulsory 

S- Skill 

AC- Audit Course 

*Marks of these papers will not be added in total marks and only grades will be provided. 
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CURRICULUM AND SCHEME OF EXAMINATIONS OF THREE YEAR DEGREE 

PROGRAMME 

Bachelor of Vocation (Management & Secretarial Practices) 
Session 2020-21 

Bachelor of Vocation (Management & Secretarial Practices) 
Semester IV 

 

Course code 

 

Course Title 

 
Course 

Type 

Credits Marks Examination 

time 

(in Hours) 

 
Total 

Ext.  
CA 

L P 

BVML-4321 Secretarial Practices C 4 50 40 - 10 3 

BVML-4122 Digital Data Management C 2 50 40 - 10 3 

BVML-4323 Managerial Skills S 4 50 40 - 10 3 

BVML-4324 
Statistical Analysis 

S 4 50 40 - 10 3 

BVML-4325 Entrepreneurial Skills S 4 50 40 - 10 3 

BVMP-4126 
Web based Applications 
for Office Management 

S 2 50 - 40 10 3 

 
BVMD-4127 

Minor Project 

(Computer based) 

 
S 

 
4 

 

100 

 
- 

 
80 

 
20 

 
- 

 
AECE-4221 

*Environmental Studies 

(Compulsory) 

 
AC 

 
4 

 
100 

 
60 

 
20 

 
20 

 
3+1 

SECS-4522 *Social Outreach AC 2 25 20 - 5 1 

  
Total 

 30  
400 

 

 
*Marks of these papers will not be added in total marks and only grades will be provided. 
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CURRICULUM AND SCHEME OF EXAMINATIONS OF THREE YEAR DEGREE 
PROGRAMME 

Bachelor of Vocation (Management & Secretarial Practices) 
Session 2020-21 

 
 
 

Bachelor of Vocation (Management & Secretarial Practices) 
Semester V 

 
 

Course code 

 
 

Course Title 

 
Course 

Type 

Credits Marks Examination 

time 

(in Hours) 

 
Total 

Ext.  
CA 

L P 

BVML-5121 Introduction to Graphic 

Designing 

 
C 

 
4 

 
50 

 
40 

 
- 

 
10 

 
3 

BVML-5322 Fundamentals of Banking C 4 50 40 - 10 3 

BVML-5323 Fundamentals of Goods and 

Services Tax (GST) 

 
C 

 
4 

 
50 

 
40 

 
- 

 
10 

 
3 

BVML-5124 Designing in Corel Draw S 4 50 40 - 10 3 

BVML-5125 Designing in Adobe Photoshop S 4 50 40 - 10 3 

BVMP-5126 Lab on Corel Draw S 4 50 - 40 10 3 

BVMP-5127 Lab on Adobe Photoshop S 4 50 - 40 10 3 

 
BVMP-5328 

Lab on Goods and Services Tax 
(GST) 

 
S 

 
2 

 
50 

 
- 

 
40 

 
10 

 
3 

  
Total 

 30  
400 
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Bachelor of Vocation (Management & Secretarial Practices) 

Semester VI 

 
 

Course code 

 
 

Course Title 

Cours 

e   

Type 

Credit
s 

Marks Examination 

time 

(in Hours) 

 
Total 

Ext.  
CA 

L P 

BVML-6321 Fundamentals of Insurance  
C 

 
4 

 
50 

 
40 

 
- 

 
10 

 
3 

BVML-6322 
Human Resource Management 

C 4 50 40 - 10 3 

BVML-6123 
E- Publishing Fundamentals 

C 4 50 40 - 10 3 

BVML-6324 Indian Financial System  
S 

 
4 

 
50 

 
40 

 
- 

 
10 

 
3 

BVMM-6125 
Desktop Publishing in Adobe in-

design 
S 4 100 40 40 20 3 

BVMP-6326 Personality Enhancement lab S 4 50 - 40 10 3 

 
BVMD-6127 

On job Training (Report and 

Presentation) / Major project / 

dissertation 

 
S 

 
6 

 

100 

 
- 

 
100 

 
- 

 
- 

  
Total 

 30  
450 

 



 

BACHELOR OF VOCATION PROGRAMME 
 

PROGRAMME OUTCOMES: Students opting for Bachelor of  Vocation Programmes 
on course completion/exit points will be able to: 

 
PO1: get better job opportunities and can make informed choices due to enhanced 

employability and skill-set owing to Industrial exposure through internships/ training in the 

specific work area of choice. 

PO2: understand, develop and observe work practices and ethics required to sustain and grow 

professionally in the industry concerned. 

PO3: communicate messages effectively within a team as well as to business clients/customers 

through written communication such as email, letters, reports, memos etc and verbal 

communication like a telephonic conversation or PowerPoint presentation to a group. 

PO4: adapt to the work environment and are able to work on time-bound assignments/projects 

individually or within a team, for a company or as a freelancer. 

PO5: apply knowledge acquired during the course to update w.r.t changing Industrial 

requirements and stay relevant to the job-at-hand. 



 

PROGRAMME SPECIFIC OUTCOMES 
 

On successful completion of Bachelor of Vocation Programme (Management and Secretarial 
Practices), students will be able to: 

 
PSO1: understand the application of ethics and professional responsibility. 

 
PSO2: define practical applications of project management to formulate strategies allowing 

organizations to achieve strategic goals. 
 

PSO3: evaluate current marketing trends based on consumer, legal and competitive 
environments. 

 
PSO4: develop understanding about customer relationship management concepts and framework 

and how these are applied to form relationships with customers and other internal and 
external stakeholders. 

 
PSO5: explain fundamental database concepts and apply these concepts to the design and 

development of relational databases. 
 

PSO6: understand the basic components of computer applications like MS-Word, MS-Power 
Point, MS- Excel, MS-Access. 

 
PSO7: interpret the changes in the digital world and be able to upgrade accordingly. 

 
 

PSO8: develop written and verbal competencies to describe and analyze visual art and graphic 
design through writing, conceptual development, research and study of theories. 

 
PSO9: identify the value and relative importance of data management to the success of a 

research project. 



 

Bachelor of Vocation 
(Management & Secretarial Practices)(Semester-I) 

Session 2020-21 
 

BASIC PUNJABI 
(In lieu of Compulsory Punjabi) 

Course Code-BVML-1031 
 
 

Course outcomes 
 

CO1:w[ZYbh  gzikph  gVQkT[D  dk  wB'oE  ftfdnkoEhnK  B{z  gzikph  GkPk  B{z  f;ykT[D  dh gqfefonk ftu 

gk e/ fJe j'o GkPk f;ZyD dK w"ek gqdkB eoBk j?. 

 

CO2:fJ; ftu ftfdnkoEh B{ z pkohephBh Bkb GkPk dk nfXn?B eotkfJnk ikt/rk. 

 

CO3:ftfdnkoEhnK B{z gzikph Ppd ouBk s'A ikD{ eotkfJnk ikt/rk. 

 

CO4:w[ZYbh gzikph gVQkT[D dk wB'oE ftfdnkoEhnK B{z fBZs tos'A dh gzikph Ppdktbh pko/ dZ;Dk j?. 

 

CO5:w[ZYbh gzikph gVQkT[D dk wB'oE ftfdnkoEhnK dk Ppd x/ok ftPkb eoBk j?. 

 

CO6:ftfdnkoEhnK B{z gzikph ftu j|s/ d/ ;Zs fdBK d/ BK, pkoQK wjhfBnK d/ BK, oZ[sK d/ BK, 

fJe s'A ;" sZe frDsh PpdK ftu f;ykT[Dk j?. 
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Bachelor of Vocation 
(Management & Secretarial Practices)(Semester-I) 

Session 2020-21 
 

BASIC PUNJABI 
(In lieu of Compulsory Punjabi) 
Course Code-BVML-1031 

;wK 3  xzN/ Maximum Marks   : 50 
Theory :  40 

CA :  10 
gkm eqw 

:{fBN-I 

g?Ash nZyoh, nZyo eqw,  g?o fpzdh tkb/  toD ns/  g?o ftu g?D  tkb/  toD ns/ wksoktK (wZ[Ybh 

ikD gSkD) brk\o (fpzdh, fNZgh, nZXe) L gSkD ns/ tos'A   . 
 

08nze 

:{fBN-II 
 

gzikph  Ppd  pDso  L  wZ[Ybh  ikD  gSkD  (;kXkoB Ppd,  ;z:[es  Ppd,  fwPos  Ppd,w{b Ppd, 

nr/so ns/ fgS/so) 
 

08nze 

:{fBN-III 
 

fBZs  tos'A  dh  gzikph  Ppdktbh  L  pkIko,  tgko,  foPs/Bks/,  y/sh  ns/  j'o  XzfdnK  nkfd  Bkb 

;zpzXs. 
 

08 nze 

:{fBN-IV 
 

j|s/  d/  ;Zs  fdBK  d/  BK,  pkoQK  wjhfBnK  d/  BK,  oZ[sK  d/  BK,  fJZe  s'A  ;"  sZe  frDsh  PpdK  ftu 

. 
 

08nze 

nze tzv ns/ gohfyne bJh jdkfJsK 
 

1H gqPB  gZso  d/  uko  ;?ePB  j'Dr/.;?ePB  A-D  sZe  d/  gqPB  :{fBN  I-IV ftu'A  g[ZS/  ikDr/.  jo 
;?ePB ftu d' gqPB g[ZS/ ikDr/. 

2H ftfdnkoEh  B/  eZ[b  gzi  gqPB  eoB/  jB.  jo  ;?ePB  ftu'A  fJe  gqPB  bkIwh  j?.  gzitK  gqPB 

fe;/ th ;?ePB ftu'A ehsk ik ;edk j?. 

3H jo/e gqPB d/ 08 nze jB. 

4H  g/go ;?ZN eoB tkbk i/eo ukj/ sK gqPBK dh tzv nZr'A tZX s'A tZX uko T[g gqPBK 

ftu eo ;edk j?. 



 

Bachelor of Vocation 
(Management & Secretarial Practices)(Semester-I) 

Session 2020-21 
 

Punjabi (Compulsory) 

Course Code- BVML-1421 

 
 

COURSE OUTCOMES 
 

CO1: nksw  nBksw’  g[[[;se  d/  eftsk  Gkr    Bz {  gVQkT[D  dk  wB'oE  ftfdnkoEhnK  nzdo  

eftsk gqsh  fdbu;gh,  ;{M  Bz{  g?dk  eoBk  j?  sK  fe  T[j  nkX[fBe  d"o  ftu  uZb  ojhnK  ekft  

XkoktK  ns/ ethnK  pko/  frnkB  jkf;b  eo  ;eD.  fJ;  dk  j'o  wB'oE  eftsk  dh  ftnkfynk,  

ftPb/PD  s/ w[bzeD  dh  gqfefonk  s'A  ikD{  eokT[Dk  th  j?  sK  fe  T[j  ;wekbh  ;wki  dhnK  

;wZf;nktK  Bz{  ;wM 

;eD ns/ nkb'uBkswe fdqPNh pDk ;eD. 

 

 
CO2:frnkB  wkbk(ftfrnkBe  s/  ;wki  ftfrnkBe  b/yK  dk  ;zrqfj)g[[[;se   B{ z  f;b/p; ftu  Pkfwb 

eo e/ ftfdnkoEhnK nzdo gVQD dh o[uh Bz{ g?dk eoBk j? ns/ w[ZbtkB frnkB d/Dk j?. 

 

 
CO3:g?oQk  ouBk  ns/  g?oQk  gVQ  e/  gqPBK  d/  T[so  d/D  dk  wB'oE  ftfdnkoEhnK  dh  p[ZXh  B{z  shyD 

eofdnK T[BK dh fbyD gqfsGk B{z T[ikro eoBk j?. 

 

 
CO4:  X[Bh ftT[As gVQD Bkb ftfdnkoEh X[BhnK dh T[ukoB gqDkbh s'A tke| j'Dr/. 
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Bachelor of Vocation 

(Management & Secretarial Practices)(Semester-I) 
Session 2020-21 

 
Punjabi (Compulsory) 

Course Code- BVML-1421 
;wK L 3 xzN/ Maximum Marks   : 50 

Theory : 40 
CA :  10 

 

gkm  eqw  ns/  gkm g[;seK 
 

:{fBN-I 
 

nksw  nBksw  (eftsk  Gkr),(;zgH  ;[fjzdo  pho  ns/  tfonkw  f;zx  ;zX{)  r[o{  BkBe  d/t  :{Bhtof;Nh, 

nzfwqs;o. 

gq’Hg{oB fz;zx,gq’Hw’jB f;zx,nzfwqsk gqhsw,irsko,;[oihs gkso( eth gkmeqw dk fjZ;k jB) 

( ���,ftPk t;s{) 08 

nze 
 

:{fBN-II 
 

frnkB  wkbk  (ftfrnkBe  s/  ;wki  ftfrnkBe  b/yK  dk  ;zrqfj),(;zgkH  vkH  ;fszdo f;zx,  gq’H 

wfjzdo f;zx pBt?s), r[o{ BkBe d/t :{Bhtof;Nh,nzfwqs;o. 

b/y L Go{D jZfsnk d/ d/P ftu, tksktoDh gqd{PD ns/ wB[Zy, J/vI L fJe rzGho ;zeN. 

(���,ftPk t;s{)  08 

nze 
 

:{fBN-III 

 
(ੳ ) g?oQk ouBk 

(ਅ ) g?oQk  gVQ e/  gqPBK  d/ T[so.  08 

nze 
 

:{fBN-IV 
 

(T) gzikph X[Bh ftT[As L gfoGkPk,T[ukoB nzr 
 

(n) ;to, ftnziB 
 

08 nze 
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nze tzv ns/ gohfyne bJh jdkfJsK 
 

1H gqPB  gZso  d/  uko  ;?ePB  j'Dr/.;?ePB  A-D  sZe  d/  gqPB  :{fBN  I-IV ftu'A  g[ZS/  ikDr/.  jo 

;?ePB ftu d' gqPB g[ZS/ ikDr/. 
 

2H ftfdnkoEh  B/  e[Zb  gzi  gqPB  eoB/  jB.  jo  ;?ePB  ftu'A  fJe  gqPB  bkIwh  j?.  gzitK  gqPB 

fe;/ th ;?ePB ftu'A ehsk ik ;edk j?. 

3H jo/e gqPB d/ 08 nze jB. 
 

4H g/go ;?ZN eoB tkbk i/eo ukj/ sK gqPBK dh tzv nZr'A tZX s'A tZX uko  T[g gqPBK   ftu eo 
 

;edk j?. 



 

Bachelor of Vocation 
(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 
 

Punjab History and Culture (From Earliest Times to C. 320) 
Course Code- BVML-1431 

 
COURSE OUTCOMES: 

 
After completing Semester I and course on Punjab History and Culture students of 

History will be able to identify and have a complete grasp on the sources & writings of 

Ancient Indian History of Punjab. 

CO 1: Identify and describe the emergence of earliest civilizations in: Indus Valley 

Civilization and Aryan Societies. 

CO 2: Identify and analyses the Buddhist, Jain and Hindu faith in the Punjab 
 

CO 3: Analyses the emergence of Early Aryans and Later Vedic Period, their Society, 

Culture, Polity and Economy 

CO 4: To make students understand the concepts of two faiths Jainism and 

Buddhism, its principles and their application and relevance in present times 
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Bachelor of Vocation 

(Management & Secretarial 
Practices)(Semester-I) Ses sion 2020-21 

Punjab History and Culture (From Earliest Times to C. 320) 
Course Code- BVML-1431 

 
Examination Time: 3 Hours Max. Marks: 50 

Theory : 40 

CA : 10 
 
 

Instructions for the Paper Setter: 

1. Question paper shall consist of four Units 

2. Examiner shall set 8 questions in all by selecting Two Questions of equal marks 

from each Unit. 

3. Candidates shall attempt 5 questions in 600 words, by at least selecting One 
Question 

from each Unit and the 5th question may be attempted from any of the four Units. 

4. Each question will carry 8 marks 
 

Unit-I 

1. Physical features of the Punjab 
2. Sources of the ancient history of Punjab 

 

Unit-II 

3. Harappan Civilization: social, economic and religious life of the Indus Valley People. 
4. The Indo-Aryans: Original home 

 

Unit-III 
 

5. Social, Religious and Economic life during Early Vedic Age. 

6. Social, Religious and Economic life during Later Vedic Age. 
 

UNIT-IV 
 

7. Teachings of Buddhism 

8. Teachings of Jainism 
 

 
Suggested Readings 

1. L. M Joshi (ed.), History and Culture of the Punjab, Art-I, Patiala, 1989 (3rd edition) 

2. L.M. Joshi and Fauja Singh (ed.), History of Punjab, Vol.I, Patiala 1977. 

3. Budha Parkash, Glimpses of Ancient Punjab, Patiala, 1983. 

4. B.N. Sharma, Life in Northern India, Delhi. 1966. 

5. Chopra, P.N., Puri, B.N., & Das, M.N.(1974). A Social, Cultural & Economic 
History of India, Vol. I, New Delhi: Macmillan India. 



 

Bachelor of Vocation 
(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 
 

COMMUNICATION SKILLS IN ENGLISH 
Course Code: BVML-1102 

 
 

Course Outcomes 
 

At the end of this course, the students will develop the following Skills: 

 
CO 1: Reading skills that will facilitate them to become an efficient reader 

 
CO 2: The ability to realise not only language productivity but also the pleasure of being 

able to articulate well 

 

CO 3: The power to analyse, interpret and infer the ideas in the text 

 
CO 4: The ability to have a comprehensive understanding of the ideas in the text and 

enhance their critical thinking 

 

CO 5: Writing skills of students which will make them proficient enough to expres s 

ideas in clear and grammatically correct English 

 

CO 6: Ability to plan, organise and present ideas coherently on a given topic 

 
CO 7: The skill to use an appropriate style and format in writing letters (formal and informal) 
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Bachelor of Vocation 
(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 
 

COMMUNICATION SKILLS IN ENGLISH 
Course Code: BVML-1102 

Examination Time: 3 Hours Max. Marks: 50 
Theory: 40 

Continuous Assessment: 10 
 

Instructions for the paper setter and distribution of marks: 
 

The question paper will consist of four sections. The candidate will have to attempt five 

questions in all selecting one from each section and the fifth question from any of the four 

sections. Each question will carry 8 marks. 

Section-A: Two questions of theoretical nature will be set from Unit I. 
 

Section-B: Two comprehension pas sages will be given to the students based on Unit II. 
 

Section-C: Two questions will be given from Unit III. 
 

Section-D: Two questions will be set from Unit IV. 
 

(8 x 5 = 40) 
 

Unit I 
 

Reading Skills: Reading Tactics and strategies; Reading purposes–kinds of purposes 
and as sociated comprehension; Reading for direct meanings. 

Unit II 

Reading for understanding concepts, details, coherence, logical progres sion and 
meanings of phrases/ expressions. 

Activities: 

 Comprehension questions in multiple choice format 
 Short comprehension questions based on content and development of ideas  

 
Unit III 

Writing Skills: Guidelines for effective writing; writing styles for application, personal 
letter, official/ business letter. 

Activities 
 

 Formatting personal and business letters. 
 Organising the details in a sequential order 
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Unit IV 

Resume, memo, notices etc.; outline and revision. 
 

Activities: 
 

 Converting a biographical note into a sequenced resume or vice-versa  
 Ordering and sub-dividing the contents while making notes. 
 Writing notices for circulation/ boards  

 
Recommended Books: 

 
1. Oxford Guide to Effective Writing and Speaking by John Seely. 
2. Business Communication, by Sinha, K.K. Galgotia Publishers, 2003. 

3. Business Communication by Sethi, A and Adhikari, B., McGraw Hill Education 2009. 

4. Communication Skills by Raman, M. & S. Sharma, OUP, New Delhi, India (2011). 

5. English Grammar in Use: A Self Study Reference and Practice Book Intermediate Learners 

Book by Raymond Murphy, Cambridge University Press. 



 

Bachelor of Vocation 

(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 

 
Course Code: BVML-1123 

COMPUTER FUNDAMENTALS 
 

Course Outcomes: 

 
After succes sful completion of this course, students will able to: 

 
CO1: understand the meaning and basic components of a computer system 

CO2: define and distinguish Hardware and Software components of computer 

system CO3: explain and identify different computing machines during the 

evolution of computer 

system 

CO4: gain knowledge about five generations  of computer 

system CO5: explain the functions of a computer 

CO6: identify and discuss the functional units of a computer system 

CO7: identify the various input and output units and explain their 

purposes CO8: unders tand the role of CPU and its components  

CO9: understand the concept and need of primary and secondary memory. 
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Bachelor of Vocation 

(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 

Course Code: BVML-1123 

COMPUTER FUNDAMENTALS 

Examination Time: 3 Hour Max. Marks: 50 

Theory: 40 

CA: 10 

Instructions for the Paper Setter 

Eight questions of equal marks (8 marks each) are to be set, two in each of the four 

Sections (A- D). Questions of Sections A-D should be set from Units I-IV of the syllabus 

respectively. Questions may be subdivided into parts (not exceeding four). Candidates 

are required to attempt five questions, selecting at least one question from each 

section. The fifth ques tion may be attempted from any Section. 
 

Unit I 

Introduction to Information Technology: Basic concepts of IT, Data Proces sing: 

Data and Information. 

Introduction to Computers: Classification, History, Types of Computers. 

Unit II 

Elements of a Computer System: Block Diagram of the Computer System, 

Introduction to various units. 

Hardware: CPU, Memory, Input and Output devices, Auxiliary storage devices. 

Introduction to Emerging Technologies: AI, Big Data, Cloud, IoT 

Unit III 

Software: System and Application Software, Utility packages, Configuration of 

Computer System. 

Applications of Information Technology: Wide range of Applications in: Home, 

Education and Training, Entertainment, Science, Medicine, Engineering etc. 

Unit IV 

Introduction to Windows 7/10: Units of Window Screen (Desktop, window, icons), 

start menu, Taskbar settings, Application & Document Window, Anatomy of a 

Window (Title bar, minimize, maximize button, control box, scroll bars, scroll 

buttons, scroll boxes), Window Explorer (expansion, collapsing of directory tree, 

copying, moving, deleting files, folder, creating folders), About Desktop Icons 

(recycle bin, my computer, network neighbourhood, brief case), Folder, Shortcut 

Creation, Setting of Screen Saver, Colour 

Settings, Wallpaper, Changing Window Appearance. 

 
REFERENCES: 

 
1. Sinha P.K. ,ǁComputer Fundamentalsǁ, BPB Publications  
2. Norton Peter, ―Introduction to Computersǁ, McGraw Hill Education 



 

Bachelor of Vocation 

(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 

Course Code: BVML-1324 

WORK MANAGEMENT, WORKPLACE, HEALTH AND SAFETY 

 
Course outcomes: 

 
After succes sful completion of this course, students will able to: 

 
CO1: understand the role of safety in the business community. 

CO2: demonstrate knowledge of safety, record keeping and management, and the 

role of the manager at work place 

CO3: demonstrate an understanding of workplace injury prevention, risk 

management and incident investigations. 
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Bachelor of Vocation 

(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 

Course Code: BVML-1324 

WORK MANAGEMENT, WORKPLACE, HEALTH AND SAFETY 

 
Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 

CA: 10 

 
Instructions for the Paper Setter 

Eight questions of equal marks (8 marks each) are to be set, two in each of the four 

Sections (A- D). Questions of Sections A-D should be set from Units I-IV of the syllabus 

respectively. Questions may be subdivided into parts (not exceeding four). Candidates 

are required to attempt five questions, selecting at least one question from each 

section. The fifth ques tion may be attempted from any Section. 
 

Unit I 

Work Management: Meaning of Work Management, Structure of Workplace or 
Organization, Work Culture, Individual Behavior and Group behavior, Work Ethics 
and Values, Communication and Leadership at Workplace Task Management, 
Time Management, Conflicts and negotiation 

Unit II 

Stress Management, Work Environment, Utilization of Resources  

Health and Safety Management System: Introduction to Health and Safety 

Management System, Safe Work Procedure, Lifting and Handling Techniques, 

Types of Health Issues  at Work Place. 

Unit III 

Legal Requirements for Health Management Issues at Work Place, Company 

Policies regarding Health Management Issues. 

Types of hazards and risks at Work Place, Safety Inspection Proces s, Checklist 

and Report, Hazard Identification and Risk Control Procedures  

Unit IV 

Company Procedures, Legal Requirements and Methods to deal with Emergencies 

and Accidents, Procedure for Evacuation including Alarm Raise, Exits and 

Assembly Points Emergency Response Techniques, Investigation Procedure and 

Report, Guidelines for forming a Health and Safety Committee 
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REFERENCES: 

1. McShane, Steven L.; Glinow, Mary Ann Von; Sharma, Radha R, ―Organisational 
Behaviourǁ, 2007, Tata McGraw Hill, New Delhi. 

2. Aswathappa, K., ―Organisational Behaviour, Text, Cases and Gamesǁ, 2007, 
Himalaya Publishing, Delhi. 

3. Pareek, Udai, ―Understanding Organizational Behaviour ǁ, 2007, Oxford University 
Press, New Delhi 

4. Adrian Flynm and John Shaw, ―Safety Matters-A guide to Health and Safety at workǁ 
5. Stephen Asbury, Edmund Jacobs ,ǁDynamics Risk Asses sment-The Practical Guide 

to Making Risk-Based Decisions with the 3Level Risk Management Modelǁ 

6. Stephen Asbury, Health and Safety, Environment and Quality Audits 



Bachelor of 
Vocation 

 

(Management & Secretarial 

Practices)(Semester-I) 

Ses sion 2020-21 

Course Code: BVML-1325 

CUSTOMER RELATIONSHIP MANAGEMENT 
 

 

Course Outcomes: 
 

After succes sful completion of this course, students will able to: 
 

CO1: demonstrate knowledge of basic functions of business required to provide 

customer service within the global market place. 

CO2: demonstrate knowledge of service marketing and management that ensures the 

development of succes sful customer service outcomes in today‘s competitive 

environment. 

CO3: apply critical thinking skills to be able to recommend appropriate outcomes 

in busines s situations. 

CO4: employ effective communications skills, both written and verbal 

CO5: recognize and apply appropriate ethical, social and diversity standards 

within the busines s environment. 
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Bachelor of Vocation 

(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 

Course Code: BVML-1325 

CUSTOMER RELATIONSHIP MANAGEMENT 

 
Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 

CA: 10 

 
Instructions for the Paper Setter 

Eight questions of equal marks (8 marks each) are to be set, two in each of the four 

Sections (A- D). Questions of Sections A-D should be set from Units I-IV of the syllabus 

respectively. Questions may be subdivided into parts (not exceeding four). Candidates 

are required to attempt five questions, selecting at least one question from each 

section. The fifth ques tion may be attempted from any Section. 
 

Unit I 

Introduction: Definitions, Concepts and Context of Relationship Management, 

Evolution – Transactional Vs Relationship Approach , CRM as a Strategic 

Marketing Tool, Significance of CRM to Stakeholders. 

Understanding of Customer: Product & Customer – Overview, Importance of a 

Customer, Consumer Behaviour. Customer Information Database, Customer 

Profile Analysis, Customer Perception, Customer Behaviour in Relationship 

Perspectives; Individual and 

Group Customers  
Unit II 

Basics of CRM: CRM– Meaning & Definition, Dimensions of CRM, Nature of CRM 

, Goals of CRM, -Advantages of CRM 

CRM Structure: Elements of CRM, CRM Process, Strategies for Customer 

Acquisition, Retention and Prevention of Defection, Models of CRM, CRM Road 

Map for Business  

Applications. 
Unit III 

CRM (Non-Voice): Meaning of CRM ( Non-Voice), Relevant Standards, Policies, 

Procedures and Guidelines that apply when dealing with customer queries, 

Importance of Resolving Customer Queries, Customer Centric Approach, 

Customer Support Methodology Strategic CRM Planning Proces s, CRM Tools, 

Analytical CRM, Operational CRM, Call 

Centre Management, Role of CRM Managers, 
Unit IV 

Introduction to E-CRM: Meaning of e-CRM, Applications, Major Trends, Global 
Scenario for eCRM, eCRM in Busines s, Features of e –CRM, Advantages of e-CRM, 
Technologies of eCRM 
Introduction to ERP: Introduction: ERP-An Overview, Enterprise-An Overview, 
Benefits of ERP 
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REFERENCES: 
1. Scott Kostojohn, ―CRM Fundamentalsǁ, Brian Paulen 
2. Jill Dyché, ―The CRM Handbook: A Busines s Guide to Customer 

Relationship Managementǁ Addison-Wesley Information Technology 
Series 

3. David S. Williams, ―Connected CRM: Implementing a Data–Driven, Customer–
Centric Business Strategyǁ 



 

Bachelor of Vocation 

(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 

Course Code: BVML-1326 

OFFICE MANAGEMENT 
 

 

Course Outcomes: 

 
After studying this course, students will be able to: 

 
CO1: support management in office 

administration. CO2: prepare busines s 

documents. 

CO3: manage records. 

CO4: demonstrate business communication 

skills. CO5: utilize appropriate office 

technology. 

CO6: execute the duties of an office administrator. 
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Bachelor of Vocation 

(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 

Course Code: BVML-1326 

OFFICE MANAGEMENT 

 

 
Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 

CA: 10 

 
Instructions for the Paper Setter 

Eight questions of equal marks (8 marks each) are to be set, two in each of the four 

Sections (A- D). Questions of Sections A-D should be set from Units I-IV of the syllabus 

respectively. Questions may be subdivided into parts (not exceeding four). Candidates 

are required to attempt five questions, selecting at least one question from each 

section. The fifth ques tion may be attempted from any Section. 
 

Unit I 

Office and office Management – meaning of office, function of office, primary and 

administrative functions, importance of office. Relation of office with other 

departments of busines s Organization. Concept of paperless office, virtual office, 

back and front office, open and private office. Definition and elements of office 

management, duties of an Office 

Manager. 
Unit II 

Filing and Indexing – Meaning and importance of filing, essential of good filing 

system. Centralized and decentralized filing system. Meaning, need and types 

of indexing used in the busines s organization. 

Unit III 

Office forms– Meaning and types of forms used in busines s organization, 

advantages, forms controls, objectives, form designing, principles of forms 

designing and specimens of forms used in office. Office Record Management – 

Meaning, importance of record keeping management, principles of record 

management and types of records kept in a busines s  

organization. 
Unit IV 

Measurement of Office Work – Importance, purpose, difficulty in measuring 

office work. Different ways of measurement, setting of work standards, benefits 

of work standards. 

Techniques of setting standards. Office Manuals – Meaning, need, types of office 
manuals 

and steps in preparing of office manuals. 

 
REFERENCES: 

1. Chhabra, T.N., Modern Busines s Organisation, New Delhi, Dhanpat Rai& Sons. 
2. Duggal, Balraj, Office Management and Commercial Correspondence, 

KitabMahal, New Delhi. 



 

3. P.K. Ghosh, ―Office Managementǁ, Sultan Chand& Sons. New Delhi 
4. R.K. Chopra, Office Management, Himalaya Publishing House 



 

Bachelor of Vocation 

(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 

Course Code: BVMM-1127 

MS Office-I 
 

 

Course Outcomes: 
 

After succes sful completion of this course, students will able to: 

 
CO1: create a new document, open, save and print a document. 

CO2: edit and format text, change the page layout, background and 

borders. CO3: insert headers and footers, insert and edit tables. 

CO4: insert clip art and pictures to 

documents. CO5: perform mail merge. 

CO6: share and review shared document files. 

CO7: identify the names and functions of the PowerPoint 

interface. CO8: create, edit, save, and print presentations. 

CO9: format presentations, add graphics to a presentation. 

CO10: create and manipulate simple slide shows with outlines and notes. 
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Bachelor of Vocation 
(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 
Course Code: BVMM-1127 

MS Office-I 
 

Examination Time: 3 Hours Max. Marks: 100 
Theory: 40 

Practical: 40 
CA: 20 

 
 

Instructions for the Paper Setter 
Eight questions of equal marks (8 marks each) are to be set, two in each of the four 
Sections (A- D). Questions of Sections A-D should be set from Units I-IV of the syllabus 
respectively. Questions may be subdivided into parts (not exceeding four). Candidates 
are required to attempt five questions, selecting at least one question from each 
section. The fifth ques tion may be attempted from any Section. 

 
 

Unit I 

Fundamentals: Starting Word 2016, difference in MS Word 2010 and 2016, 
Understanding the Word 2016 Program Screen, Understanding the Ribbon, Using 
the Microsoft Office Button and Quick Access Toolbar, Using Keyboard 
Commands, Using Help Exiting Word 2016 
Basics of Document creation: Creating a New Document, Inserting and Deleting 
Text, Saving a Document, Opening a Document, Selecting and Replacing Text 
Using Undo, Redo and Repeat Navigating through a Document, Viewing a 
Document, Working with the Document, Window Viewing Multiple Document, and 
Windows Previewing and Printing a Document, Closing a Document 
Formatting of a Word Document: Drop Caps, Add Shading to Draw Reader's 
Attention, Steps to Add Borders to a Document, work with Word Styles, Adjust 
the Horizontal Size of Characters, Insert and Prevent certain types of Page 
Breaks, Using the Word 2016 Themes To Make a Professional Document look. 
Steps to Create, Modify or Attach a Template. Add, Edit or Delete Headers and 
Footers. 

Unit II 
Creating and Customizing Tables: Methods to Create a Table, Steps  to Create a 
Table that has Specific Column Widths. Deleting Column, Row or Entire Table 
in Word 2016. Creating Table of Contents in Word 2016 
Working with Graphics: Add, Crop, Change Pictures File Size and Wrap 
Picture with Text, Discover the Proper Steps to Add and Organize Clip Arts, 
Manipulating WordArt Effects to the Text 
Mail Merge: Steps To Complete a Mail Merge, steps to create a Mail Merge 
Letter, Creating an Email Merge, Create Merged Envelopes, Creating Merge 
Mailing Labels in Word 2016, Guide to Creating Mail Merge Recipients (Data 
Sources) 
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Unit III 

PowerPoint Basics: Starting to use PowerPoint 2016, Screen Elements, Difference 
between PowerPoint 2010 & 2016, Saving a PowerPoint Presentation, steps to 
Add a New Slide, Copy Slides from other Presentation. 
Slide Layout, Backgrounds and Themes: Using Different Slide's Layout, 
Applying Theme to the Slide(s), Changing the Color Themes, Backgrounds 
or Templates, Professional PowerPoint backgrounds. 
Slide Masters, Header and Footer: Know about PowerPoint Slide Masters, Slide 
Master Background Objects - How to Insert or Hide it, Apply Header and Footer 

Unit IV 
Formatting Text and Text Boxes: Format Text according to requirement, 
PowerPoint Text Boxes, Use PowerPoint Bullets to enhance your 
Presentation, Use the PowerPoint Numbering Feature, 
Creating and Formatting Tables: Adding Table to the PowerPoint Slide, How to 
resize, add or delete rows or columns, merge and split the table cells. 
Formatting with different Table Options 
Adding Audios and Videos Files: Ways to Insert Sound Files, steps  to Play Sound 
and the Settings Involved, Embedding Movies/Videos into Presentations, Steps to 
Play Movies and its setting Options 
Setting Up and Running a Slide Show: Slide Transitions to the Slides , Creating and 
Using Animation Effects, Making an Object Fly onto or off of the Slide with Motion 
Paths, Setting for a slide Show 

 
Note for the Practical Examiner: 

a) Practical Exam is based on the syllabus covered in the subject. 
b) The question paper will be set on the spot by the examiner 

 
REFERENCES: 

 
1. Bucki Lisa A, ―Microsoft Office 2016 Bibleǁ, Wiley Eastern Pvt Ltd Delhi 
2. WeverkaPeter,ǁOffice 2016 All in One for Dummiesǁ, Wiley India Pvt.Ltd New Delhi 
3. MS Office – BPB Publications  
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Bachelor of Vocation 
(Management & Secretarial 

Practices)(Semester-I) Ses sion 2020-21 
Drug Abuse: Problem, Management and Prevention (COMPULSORY PAPER) 

PROBLEM OF DRUG ABUSE 
Course Code: AECD-1161 

(Theory) 
Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 
CA: 10 

Instructions for the Paper Setter 
Eight questions of equal marks are to be set, two in each of the four Sections (A-
D). Questions of Sections A-D should be set from Units I-IV of the syllabus 
respectively. Questions may be subdivided into parts (not exceeding four). 
Candidates are required to attempt five questions, selecting at least one 
question from each section. The fifth  question may be attempted from any 
Section. 

UNIT-I 
1) Meaning of Drug Abuse: Meaning, Nature and Extent of Drug Abuse in 

India and Punjab. 
 

UNIT-II 
 

2) Consequences of Drug Abuse for: 
Individual : Education, Employment, 
Income. Family : Violence. 
Society : Crime 
Nation : Law and Order problem. 

UNIT-III 
3) Management of Drug Abuse 
Medical management : medication for treatment and to withdrawal effects. 

 
UNIT-IV 

4) Psychiatric Management: Counselling, Behavioural and Cognitive 
therapy. Social Management: Family, Group therapy and 
Environmental Intervention. 

 
References: 

1. Ahuja, Ram (2003), Social Problems in India, Rawat Publication, Jaipur. 
2. Extent, Pattern and Trend of Drug Use in India, Ministry of Social 
Justice and Empowerment, Government of India, 2004. 
3. Inciardi, J.A. 1981. The Drug Crime Connection.Beverly Hills: Sage Publications  
4. Kapoor. T. (1985) Drug epidemic among Indian Youth, New Delhi: Mittal Pub. 
5. Modi, Ishwar and Modi, Shalini (1997) Drugs: Addiction and Prevention, 
Jaipur: Rawat Publication. 
6. National Household Survey of Alcohol and Drug abuse. (2003) New Delhi, 
Clinical Epidemiological Unit, All India Institute of Medical Sciences , 2004. 
7. Sain, Bhim 1991, Drug Addiction Alcoholism, Smoking obscenity New Delhi: 
Mittal Publications. 
8. Sandhu, Ranvinder Singh, 2009, Drug Addiction in Punjab: A Sociological 
Study. Amritsar: Guru Nanak Dev University. 
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9. Singh, Chandra Paul 2000. Alcohol and Dependence among Industrial 
Workers: Delhi: Shipra. 

10. Sussman, S and Ames, S.L. (2008). Drug Abuse: Concepts, Prevention 
and Cessation, Cambridge University Press. 
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Bachelor of Vocation 

(Management & Secretarial Practices)(Semester-II) 

Session 2020-21 

BASIC PUNJABI 
(In lieu of Compulsory Punjabi) 

Course code-BVML-2031 

 

 
 
 

Course outcomes 
 

CO1: w[ZYbh gzikph  gVQkT[D  dk wB'oE ftfdnkoEhnK  B{z  gzikph  GkPk  B{z  f;ykT[D  dh gqfefonk ftu gk 

e/  fJe  j'o  GkPk  f;ZyD  d/  w"e/  gqdkB  eoBk  j?.fJ;  ftu  ftfdnkoEh  B{z  pkohephBh  Bkb  GkPk  dk 

nfXn?B eotkfJnk ikt/rk. 

 
CO2: ftfdnkoEhnK B{z gzikph Ppd ouBk s'A ikD{ eotkfJnk ikt/rk. 

 
CO3:  Ppd  Pq/DhnK  Bz{  gVQkT[D  dk  wB'oE  ftfdnkoEhnK  nzdo  gzikph  GkPk  dh  nwhoh  dk  ns/ 

pkohehnK Bz{ ;wMD bJh tZyo/ -  tZyo/ f;XKsK dk ftek; eoBk j?/. 

 

CO4: w[ZYbh gzikph gVQkT[D dk wB'oE ftfdnkoEhnK dk Ppd x/ok ftPkb eoBk j?. 

 

CO5:  ftfdnkoEh  tke  dh  gfoGkPk  ns/  fJ;dh  pDso  s'A  ikD{  j'Dr/  ns/  GkPk  s/  geV  wip{s 

j't/rh. 

CO6: g?oQk ouBk dk wB'oE ftfdnkoEhnK dh p[ZXh B{z shyD eofdnK T[BK dh fbyD gqfsGk  B{z  T[ikro 

eoBk j?. 

CO7: ;zy/g  ouBk  eoB  Bkb  ftfdnkoEh  nkgDh  rZb  B{z  ;zy/g  ftu  efjD  dh  iku  f;ZyDr/  ns/  fJj 

fdwkrh e;os ftu ;jkJh j't/rh. 

CO8: xo/b{  ns/  d|soh  fuZmh  gZso  fbyD  dk  wB'oE  ftfdnkoEhnK  B{z  fJ;  ebk  ftu  fBg[zB  eoBk  j? 

I 
 

CO9:        w[jktfonK      dh      tos'A      Bkb      rZbpks      ftu      gogZesk      nkT[Adh      

j?.fJj ftfdnkoEhnK dh rZbpks ftu fByko fbnkT[D dk ezw eoBr/. 
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Bachelor of Vocation 

(Management & Secretarial Practices)(Semester-II) 

Session 2020-21 

BASIC PUNJABI 
(In lieu of Compulsory Punjabi) 

Course code-BVML-2031 

 

 

;wK 3 xzN/ Maximum Marks   : 50 

Theory : 40 

CA :   10 

gkm eqw 

:{fBN-I 

Ppd  P/qDhnK  L  gSkD  ns/  tos'A  (BKt,  gVBKt,  fefonk,  ftP/PD,  fefonk  ftP/PD,  ;pzXe, 

:'ie ns/ ft;fwe) 

 

 
gzikph tke pDso L w[ZYbh ikD gSkD 

 
:{fBN-II 

08 nze 

(T) ;kXkoB tke, ;z:[es tke ns/ fwPos tke (gSkD ns/ tos'A) 

(n) fpnkBhnk tke, gqPBtkue tke ns/ j[ewh tke (gSkD ns/ tos'A) 

 
:{fBN-III 

g?oQk ouBk 

 

 
08 nze 

;zy/g ouBk 08 nze 

:{fBN-IV 

fuZmh gZso (xo/b{ ns/ d|soh) 

w[jkto/ 08 nze 

 
nze tzv ns/ gohfyne bJh jdkfJsK 

1H gqPB  gZso  d/  uko  ;?ePB  j'Dr/.;?ePB  A-D  sZe  d/  gqPB  :{fBN  I-IV ftu'A  g[ZS/  ikDr/.  jo 

;?ePB ftu d' gqPB g[ZS/ ikDr/. 

2H ftfdnkoEh  B/  eZ[b  gzi  gqPB  eoB/  jB.  jo  ;?ePB  ftu'A  fJe  gqPB  bkIwh  j?.  gzitK  gqPB 

fe;/ th ;?ePB ftu'A ehsk ik ;edk j?. 

3H jo/e gqPB d/ 08 nze jB. 

4H  g/go ;?ZN eoB tkbk i/eo ukj/ sK gqPBK dh tzv nZr'A tZX s'A tZX uko T[g gqPBK 

ftu eo ;edk j?. 
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Bachelor of Vocation 

(Management & Secretarial Practices)(Semester-II) 

Practices)(Semester-II) Session 2020-21 

Punjabi (Compulsory) 

COURSE CODE- BVML -2421 

 

COURSE OUTCOMES 
 
 

CO1:nksw nBksw   g[[[;se d/ ejkDh Gkr B{z f;b/p; ftu Pkfwb eo e/ ftfdnkoEhnK 

nzdo ejkDh Bz{ gVQD dh o[uh Bz{ g?dk eoBk j? ns/ ejkDh irs Bkb i'VDk j?. 

 

 
CO2:  frnkB  wkbk  g[[[;se B{z  f;b/p;  ftu  Pkfwb  eo  e/  ftfdnkoEhnK  nzdo  gVQD  dh  o[uh  Bz{  g?dk 

eoBk j? . 

 

 
CO3:;zy/g ouBk dk wB'oE ftfdnkoEhnK B{z ;w/A ns/ fwjBs dh pZus eoB pko/ dZ;Dk j?. 

 
CO4:g?oQk  gVQ  e/  gqPBK  d/  T[Zso  d/D  dk  wB'oE  ftfdnkoEhnK  dh  p[ZXh  B{z  shyD  eofdnK T[BQK  dh 

fbyD gqfsGk B{z T[ikro eoBk j?. 

 

 
CO5:Ppd pDso  ns/  Ppd  ouBk  gVQD  Bkb ftfdnkoEh  fJ;d/ w[ZYb/ ;zebgK  B{z  nkXko pDk  e/ 

fJjBK ;zebgK s'A ikD{ j'Dr/ . 

 

 
CO6:Ppd  Pq/DhnK  Bz{  gVQkT[D  dk  wB'oE  ftfdnkoEhnK  nzdo  gzikph  GkPk  dh  nwhoh  dk  ns/ 

pkohehnK Bz{ ;wMD bJh tZyo/ -  tZyo/ f;XKsK dk ftek; eoBk j?. 

 

 
CO7:  w[jktfonK dh tos'A Bkb rZbpks ftu gogZesk nkT[Adh j?.fJj ftfdnkoEhnK dh rZbpks ftu 

fByko fbnkT[D dk ezw eoBr/. 
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Bachelor of Vocation 

(Management & Secretarial Practices)(Semester-II) 

Practices)(Semester-II) Session 2020-21 

 
Punjabi (Compulsory) 

COURSE CODE- BVML -2421 
 

 
;wK L 3 xzN/ Maximum 

Marks 
: 50 

 Theory : 40 
 CA : 10 

 

gkm  eqw  ns/  gkm g[;seK 
 

:{fBN-I 
 

nksw nBksw (ejkDh Gkr),(;zgH ;[fjzdo pho ns/ tfonkw f;zx ;zX{) r[o{ BkBe d/t 

:{Bhtof;Nh, nzfwqs;o. 

gmkD dh Xh,T[ikV,wkVk pzdk,x'NDk,dbdb( ejkDhnK gkmeqw dk fjZ;k jB) 

(ਵ ���-��ਤ � , ;ko) 08 nze 
:{fBN-II 

 
frnkB  wkbk(ftfrnkBe  s/  ;wki  ftfrnkBe  b/yK  dk  ;zrqfj)(;zgH  vkH  ;fszdo  f;zx,  g'qH  wfjzdo  f;zx 

pBt?s), r[o{ BkBe d/t :{Bhtof;Nh,nzfwqs;o, 2007 

b/y L;kfjs s/ b'e ;kfjs, nZyK, ezfgT{No ns/ fJzNoB?ZN. (gkmeqw dk fjZ;k jB) 

(ਵ ���-��ਤ � , ;ko) 08 nze 

:{fBN-III 
 

(T) Ppd Pq/DhnK L BKt,gVBKt,fefonk,ftP/PD 

(n) Ppd Pq/DhnK L fefonk ftP/PD,;zpzXe,:'ie,ft;fwe 08 nze 
 

 

(ੳ ) ;zy/g ouBk 

:{fBN-IV 

(ਅ) w[jkto/ 08 nze 

 
nze tzv ns/ gohfyne bJh jdkfJsK 

1H gqPB  gZso  d/  uko  ;?ePB  j'Dr/.;?ePB  A-D  sZe  d/  gqPB  :{fBN  I-IV ftu'A  g[ZS/  ikDr/.  jo 

;?ePB ftu d' gqPB g[ZS/ ikDr/. 

2H ftfdnkoEh  B/  e[Zb  gzi  gqPB  eoB/  jB.  jo  ;?ePB  ftu'A  fJe  gqPB  bkIwh  j?.  gzitK  gqPB 

fe;/ th ;?ePB ftu'A ehsk ik ;edk j?. 

3H jo/e gqPB d/ 08 nze jB. 

4H g/go  ;?ZN  eoB  tkbk  i/eo  ukj/  sK  gqPBK  dh  tzv  nZr'A  tZX  s'A  tZX  uko  T[g  gqPBK ftu  eo 

;edk j?. 



 

B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -II) S e s s i o n  

2 0 2 0 - 2 1  

COMMUNICATION SKILLS IN ENGLISH 
 

Course Code: BVMM-2102 
 
 
 

Course Outcomes 
 

A f t e r  p a s s i n g  t h i s  c o u r s e  t h e  s t u d e n t s  w i ll  d e v e l o p  t h e  f o l l o w i n g  
s k i l l s :  

 
 

CO 1: E n h a n c e m e n t  o f  l i s t e n i n g  s k ill s  w i t h  t h e  h e l p  o f  l i s t e n i n g  

e x e r c i s e s  b a s e d  o n  c o n v e r s a t i o n ,  n e w s  a n d  T V r e p o r t s .  

 
 

CO 2: I m p r o v e m e n t  o f  s p e a k i n g  s k i l l s  e n a b l i n g  t h e m  t o  c o n v e r s e  i n  a  
s p e c i f i c  s i t u a t i o n .  

 

 
CO 3: A c q u i s i t i o n  o f  k n o w l e d g e  o f  p h o n e t i c s  w h i c h  w ill  h e l p  t h e m  i n  

l e a r n i n g  a b o u t  c o r r e c t  p r o n u n c i a t i o n  a s  w e l l  a s  e f f e c t i v e  

s p e a k i n g .  

 
 

CO 4: T h e  c a p a b i l i t y  t o  p r e s e n t  t h e m s e l v e s  w e l l  i n  a  j o b  i n t e r v i e w .  
 

 
CO 5: T h e  a b i l i t y  o f  N o t e - T a k i n g  t o  b e  a b l e  t o  d i s t i n g u i s h  t h e  

m a i n  p o i n t s  f r o m  t h e  s u p p o r t i n g  d e t a i l s  a n d  t h e  

i r r e l e v a n t  i n f o r m a t i o n  f r o m  t h e  r e l e v a n t  o n e .  

 
 

CO 6: S p e a k i n g  s k i l l s  o f  t h e  s t u d e n t s  e n a b l i n g  t h e m  t o  t a k e  

a c t i v e  p a r t  i n  g r o u p  d i s c u s s i o n  a n d  p r e s e n t  t h e i r  o w n  

i d e a s .  

 
 

CO 7: T h e  c a p a b i l i t y  o f  n a r r a t i n g  e v e n t s  a n d  i n c i d e n t s  i n  a  l o g i c a l  
s e q u e n c e .  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -II) S e s s i o n  

2 0 2 0 - 2 1  

COMMUNICATION SKILLS IN ENGLISH 

Course Code: BVMM-2102 
 
 
 

Examination Time: 3 hours (Theory) Max. Marks: 50 

3 hours (Practical)  Theory: 25 

Practical: 15 

Continuous Assessment: 10 
 
 
 

Instructions for the paper setters and distribution of marks: 
 

The question paper will consist  of  four  sections  and  distribution  of  marks  will  be 
as under: 

 
Section-A: T w o q u e s t i o n s  w i t h i n t e r n a l  c h o i c e  w i ll b e  s e t  f r o m  U n i t   

I o f t h e  s y l l a b u s   a n d   t h e s e  q u e s t i o n s  w i l l b e  
t h e o r e t i c a l i n n a t u r e  c o r r e s p o n d i n g  t o  t h e  s y l l a b u s  o f  
S e c t i o n -I.  E a c h  w i l l  c a r r y  5  m a r k s .  

 
Section-B: T w o q u e s t i o n s  w i t h i n t e r n a l c h o i c e  w ill b e  s e t  f r o m  U n i t  

II o f t h e  s y l l a b u s . O n e  w ill b e  t h e o r e t i c a l a n d  t h e  s e c o n d  
w i l l  b e  p r a c t i c a l  in  n a t u r e .  E a c h  w ill  c a r r y  5  m a r k s .  

 
Section-C: T w o q u e s t i o n s  w i t h i n t e r n a l c h o i c e  w ill b e  s e t  f r o m  U n i t  

III o f t h e  s y l l a b u s  a n d  t h e s e  w ill b e  t h e o r e t i c a l i n n a t u r e .  
E a c h  w i ll  c a r r y  5  m a r k s .  

 
Section-D: T w o q u e s t i o n s  w i t h i n t e r n a l c h o i c e  w ill b e  s e t  f r o m  U n i t  

IV o f t h e  s y l l a b u s .  O n e  q u e s t i o n   will  b e   t h e o r e t i c a l   i n   

n a t u r e   a n d   t h e   o t h e r   w ill  b e   p r a c t i c a l  i n  n a t u r e  

( b a s e d  o n  p h o n e t i c  t r a n s c r i p t i o n  a n d  s t r e s s ) . E a c h  w i ll 

c a r r y  5  m a r k s .  

 
 

Important Note: 
 

The candidate will have to attempt five questions in all selecting one  from  each 

section of the question paper and the fifth question may be attempted from any of the 

four sections. (5 x 5 = 25) 
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PRACTICAL / ORAL TESTING 
 

Examination Time: 3 hours Marks: 15 
 

 
Course Contents: 

1. O r a l  P r e s e n t a t i o n  w i t h / w i t h o u t  a u d i o  v i s u a l  a i d s .  

2. G r o u p  D i s c u s s i o n .  
 

3. Li s t e n i n g  t o  a n y  r e c o r d e d  o r  l i v e  m a t e r i a l  a n d  a s k i n g  o r a l  

q u e s t i o n s  f o r  l i s t e n i n g  c o m p r e h e n s i o n .  

 
 

Questions: 

1. O r a l  P r e s e n t a t i o n  w i ll  b e  o f  5  t o  7  m i n u t e s  d u r a t i o n .  ( T o p i c  

c a n  b e  g i v e n  i n  a d v a n c e  o r  i t  c a n  b e  o f  s t u d e n t‘ s  o w n  

c h o i c e ) .  U s e  o f  a u d i o  v i s u a l  a i d s  i s  d e s i r a b l e .  

2. G r o u p  d i s c u s s i o n  c o m p r i s i n g  8  t o  1 0  s t u d e n t s  o n  a  f a m i l i a r  

t o p i c .  Ti m e  f o r  e a c h  g r o u p  w i ll  b e  1 5  t o  2 0  m i n u t e s .  

 

 
Note:  O r a l  t e s t  w i l l  b e  c o n d u c t e d  b y  e x t e r n a l  e x a m i n e r  w i t h  t h e  h e l p  
o f  i n t e r n a l  e x a m i n e r .  

 

Course Contents: 
 

 
Unit I 

Listening Skills: B a r r i e r s  t o  l i s t e n i n g ;  e f f e c t i v e  l i s t e n i n g  s k i l l s ;  
f e e d b a c k  s k i l l s .  

 

Activities: Li s t e n i n g  e x e r c i s e s  –  Li s t e n i n g  t o  c o n v e r s a t i o n ,  N e w s  a n d  
T V r e p o r t s  

 
Unit II 

A t t e n d i n g  t e l e p h o n e  c a l l s ;  n o t e  

t a k i n g  a n d  n o t e  m a k i n g .  Activities: 

T a k i n g  n o t e s  o n  a  s p e e c h / l e c t u r e  

Unit III 
 

Speaking and Conversational Skills: C o m p o n e n t s  o f a m e a n i n g f u l a n d  

e a s y c o n v e r s a t i o n ; u n d e r s t a n d i n g  t h e  c u e  a n d  m a k i n g  



 

a p p r o p r i a t e  r e s p o n s e s ;  f o r m s  o f p o l i t e s p e e c h ;  a s k i n g  a n d  

p r o v i d i n g  i n f o r m a t i o n  o n  g e n e r a l  t o p i c s .  

Activities: 1) M a k i n g  c o n v e r s a t i o n  a n d  t a k i n g  t u r n s  

2 )  O r a l  d e s c r i p t i o n  o r  e x p l a n a t i o n  o f  a  c o m m o n  o b j e c t ,  
s i t u a t i o n  o r  c o n c e p t  
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Unit IV 

T h e  s t u d y  o f  s o u n d s  o f  E n g l i s h ,  s t r e s s  S i t u a t i o n  

b a s e d  C o n v e r s a t i o n  i n  E n g l i s h  E s s e n t i a l s  o f  

S p o k e n  E n g l i s h  

 
 

Activities: Gi vi n g  I n t e r v i e w s  

Recommended Books: 

 
1. Oxford Guide to Effective Writing and Speaking b y  J o h n  S e e l y .  

 
2. Business Communication b y S e t h i ,  A  a n d  A d h i k a r i ,  B . ,  

M c G r a w  H ill  E d u c a t i o n  2 0 0 9 .  
 

3. Communication Skills b y  R a m a n ,  M .  & S .  S h a r m a ,  O U P ,  N e w  D e l h i ,  I n d i a  
2 0 1 1 ) .  

 
4. A Course in Phonetics and Spoken English b y J .  S e t h i  a n d  P . V .  
D h a m i j a ,  P h i  L e a r n i n g .  



 

B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -II) S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-2323 

PRINCIPLES OF MANAGEMENT 
 
 

Course Outcomes: 
 

A f t e r  s u c c e s s f u l  c o m p l e t i o n  o f  t h i s  c o u r s e ,  s t u d e n t s  w i ll  a b l e  t o :  

 
C O 1 :  e v a l u a t e  t h e  g l o b a l  c o n t e x t  f o r  t a k i n g  m a n a g e r i a l  

a c t i o n s  o f  p l a n n i n g ,  o r g a n i z i n g  a n d  c o n t r o l l i n g .  

C O 2 :  a s s e s s  g l o b a l  s i t u a t i o n ,  i n c l u d i n g  o p p o r t u n i t i e s  a n d  

t h r e a t s  t h a t  w i ll  im p a c t  m a n a g e m e n t  o f  a n  o r g a n i z a t i o n .  

C O 3 :  i n t e g r a t e  m a n a g e m e n t  p r i n c i p l e s  i n t o  m a n a g e m e n t  p r a c t i c e s .  

C O 4 :  a s s e s s  m a n a g e r i a l  p r a c t i c e s  a n d  c h o i c e s  r e l a t i v e  t o  e t h i c a l  
p r i n c i p l e s  a n d  s t a n d a r d s .  

C O 5 :  s p e c i f y  h o w  t h e  m a n a g e r i a l  t a s k s  o f  p l a n n i n g ,  

o r g a n i z i n g ,  a n d  c o n t r o l l i n g  c a n  b e  e x e c u t e d  i n  a  

v a r i e t y  o f  c i r c u m s t a n c e s .  

C O 6 :  d e t e r m i n e  t h e  m o s t  e f f e c t i v e  a c t i o n  t o  

t a k e  i n  s p e c i f i c  s i t u a t i o n s .  C O 7 :  e v a l u a t e  

a p p r o a c h e s  t o  a d d r e s s i n g  i s s u e s  o f  d i v e r s i t y .  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -II) S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-2323 

PRINCIPLES OF MANAGEMENT 

 

Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 

CA: 10 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h  ) a r e  t o  b e  
s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  
S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  
s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  
p a r t s  ( n o t  e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  
a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  
f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  
f r o m  a n y  S e c t i o n .  

 
Unit I 

Management: M e a n i n g  a n d  D e f i n i t i o n ,  N a t u r e  P u r p o s e ,  S c o p e ,  
I m p o r t a n c e  a n d  F u n c t i o n s .  M a n a g e m e n t  a s  a n  a r t , s c i e n c e  
a n d  p r o f e s s i o n , C o n c e p t  o f M a n a g e m e n t , A d m i n i s t r a t i o n  a n d  
O r g a n i s a t i o n , P r i n c i p l e s  o f  M a n a g e m e n t ,  S c i e n t i f i c  
M a n a g e m e n t .  

Evolution of Management Thought: C o n t r i b u t i o n  o f F . W . T a y l o r , H e n r i  
F a y o l , E l t o n  M a y o , C h e s t e r  B a r n a r d  a n d  P e t e r  D r u c k e r  t o  t h e  
m a n a g e m e n t  t h o u g h t .  

Unit II 

Management Techniques: 

 M a n a g e m e n t  b y O b j e c t i v e s  – M e a n i n g , P r o c e s s ,  B e n e f i t s  
a n d  W e a k n e s s e s .  

 P l a n n i n g :  M e a n i n g , S i g n i f i c a n c e ,  T y p e s  o f  P l a n s ,  
E l e m e n t s  o f P l a n n i n g :  O b j e c t i v e s ,  P o l i c i e s ,  R u l e s ,  
P r o c e d u r e s ,  S t r a t e g y .  

 O r g a n i s i n g :  M e a n i n g , N a t u r e  a n d  P u r p o s e  o f  
O r g a n i s a t i o n , P r i n c i p l e s  o f O r g a n i s a t i o n , F o r m s  o f  
O r g a n i s a t i o n :  Lin e ,  F u n c t i o n a l , L i n e  a n d  S t a f f , F o r m a l  
a n d  I n f o r m a l  O r g a n i s a t i o n .  

Span of Management: M e a n i n g , F a c t o r s  d e t e r m i n i n g  S p a n  o f  
M a n a g e m e n t .  

Unit III 
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Authority: D e fi n i t i o n ,  T y p e s ,  R e s p o n s i b i l i t y a n d  A c c o u n t a b i l i t y ,  
D e l e g a t i o n  o f A u t h o r i t y : D e f i n i t i o n , S t e p s  i n  D e l e g a t i o n ,  
O b s t a c l e s  t o  D e l e g a t i o n  a n d  t h e i r  Eli m i n a t i o n ,  
D e c e n t r a l i z a t i o n  v s  C e n t r a l i z a t i o n , D e t e r m i n a n t s  o f Eff e c t i v e  
D e c e n t r a l i z a t i o n .  

Staffing: M e a n i n g , N a t u r e  a n d  fu n c t i o n s  o f H R M , F a c t o r s  
a f f e c t i n g  S t a f f in g ,  R e c r u i t m e n t , S e l e c t i o n , T r a i n i n g  a n d  
D e v e l o p m e n t .  
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Unit IV 

Directing: M o t i v a t i o n - M e a n i n g , N a t u r e ,  I m p o r t a n c e ,  T y p e s ,  
T h e o r i e s  o f M o t i v a t i o n :  M c G r e g o r s ‘ s , M a s l o w a n d  H e r z b e r g  
T h e o r i e s .  L e a d e r s h i p :  M e a n i n g ,  N a t u r e , S t y l e s ,  M a n a g e r i a l  
G r i d ,  Li k e r t  S y s t e m ,  T h e o r i e s  o f  L e a d e r s h i p .  

Coordination: P ri n c i p l e s  a n d  T e c h n i q u e s ,  d i ff e r e n c e  b e t w e e n  
C o o p e r a t i o n  a n d  C o o r d i n a t i o n .  

Controlling: M e a n i n g , N a t u r e , I m p o r t a n c e ,  S c o p e , Li m i t a t i o n s  
a n d  T e c h n i q u e s .  

 
 

REFERENCES: 

1. R o b b i n s ,  S . P . ,  & C o u l t e r ,  M. K . ,  ― Ma n a g e mentǁ,  P e a r s o n  E d u c a t i o n  
In c . ,  N e w  D e l h i .  

2. G u p t a ,  M e e n a k s h i ,  ― P r i n c i p l e s  o f  M a n a g e mentǁ,  P HI L e a r n i n g  P v t .  
L t d . ,  N e w  D e l h i .  

3. K o o n t z ,  H . ,  W e i h r i c h ,  H . ,  & A r y a s r i,  A . R . ,  ― E s s e n t i a l s  
o f  M a n a g e m e n t ǁ ,  T a t a  M c G r a w - H ill ,  N e w  D e l h i .  

4. A s w a t h a p a ,  K .  ―E s s e n t i a l  o f  B u s i n e s s  A d m i n i s t r a t ionǁ,  Hi m a l a y a  
P u b l i s h i n g  H o u s e ,  M u m b a i .  



B a c h e l o r  o f  
V o c a t i o n  

 

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -II) S e s s i o n  2 0 2 0 -
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Course Code: BVML-2324 

BASIC ACCOUNTING 

 
 
 

Course Outcomes: 

 
A f t e r  s u c c e s s f u l  c o m p l e t i o n  o f  t h i s  c o u r s e ,  s t u d e n t s  w i ll  a b l e  t o :  

 
C O 1 :  u n d e r s t a n d  a n d  a p p l y  t h e  e s s e n t i a l  n u m e r i c a l  s k i l l s  

r e q u i r e d  f o r  B o o k  K e e p i n g  a n d  A c c o u n t i n g  

C O 2 :  u n d e r s t a n d  a n d  e x p l a i n  t h e  r e l a t i o n s h i p  b e t w e e n  t h e  

a c c o u n t i n g  e q u a t i o n  a n d  d o u b l e -  e n t r y  s y s t e m  o f  b o o k  

k e e p i n g  

C O 3  :  e n a b l e  t h e  r e c o r d i n g  o f  t r a n s a c t i o n s  i n  t h e  

a p p r o p r i a t e  l e d g e r  a c c o u n t s  u s i n g  t h e  d o u b l e - e n t r y  

b o o k  k e e p i n g  s y s t e m  

C O 4  :  u n d e r s t a n d  t h e  b a l a n c i n g  o f  l e d g e r  a c c o u n t s  a t  t h e  

e n d  o f  a n  a c c o u n t i n g  p e r i o d  C O 5  :  f a c i l i t a t e  t h e  

p r e p a r a t i o n  t r i a l  b a l a n c e ,  b a l a n c e  s h e e t  a n d  p r o f i t  a n d  

l o s s  a c c o u n t .  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -II) S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-2324 

BASIC ACCOUNTING 

Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 

CA: 10 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s ( 8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t  e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 

 
Unit I 

Introduction:  F i n a n c i a l  A c c o u n t i n g - D e f i n i t i o n  a n d  S c o p e ,  

O b j e c t i v e s  o f  F i n a n c i a l  A c c o u n t i n g ,  A c c o u n t i n g  v / s  B o o k  

K e e p i n g ,  T e r m s  u s e d  i n  A c c o u n t i n g ,  U s e r s  o f  A c c o u n t i n g  

I n f o r m a t i o n ,  Li m i t a t i o n s  o f  F i n a n c i a l  A c c o u n t i n g .  

Conceptual Framework:  A c c o u n t i n g  C o n c e p t s ,  P r i n c i p l e s  a n d  

C o n v e n t i o n s ,  A c c o u n t i n g  S t a n d a r d s - C o n c e p t ,  O b j e c t i v e s ,  

B e n e f i t s ,  B r i e f  r e v i e w  o f  A c c o u n t i n g  S t a n d a r d s  i n  I n d i a ,  

A c c o u n t i n g  P o l i c i e s ,  A c c o u n t i n g  a s  a  m e a s u r e m e n t  
d i s c i p l i n e .  

Unit II 

Accounting Cycle and Bases of Accounting:  C a s h  B a s i s ,  A c c r u a l  B a s i s .  
Recording of Business Transactions 
Voucher and Transactions:  O r i g i n  o f  T r a n s a c t i o n s - s o u r c e  
d o c u m e n t s  a n d  v o u c h e r s  Preparation of Voucher: A c c o u n t i n g  
E q u a t i o n  A p p r o a c h ,  M e a n i n g  a n d  A n a l y s i s  o f  T r a n s a c t i o n s  
u s i n g  A c c o u n t i n g  E q u a t i o n ,  R u l e s  o f  D e b i t  a n d  C r e d i t ,  
R e c o r d i n g  o f  t r a n s a c t i o n  i n  J o u r n a l  

 
Subsidiary Books: P u r c h a s e s  b o o k ,  S a l e s  b o o k ,  P u r c h a s e s  R e t u r n  
b o o k ,  S a l e s  R e t u r n  b o o k ,  B i l l s  R e c e i v a b l e  b o o k ,  B ill s  
P a y a b l e  b o o k  

Unit III 

L e d g e r ,  C a s h  B o o k ,  T r i a l  B a l a n c e ,  B a n k  R e c o n c i l ia t i o n  
S t a t e m e n t .  

Depreciation: M e a n i n g ,  n e e d  & i m p o r t a n c e  o f  

D e p r e c i a t i o n ,  m e t h o d s  o f  c h a r g i n g  D e p r e c i a t i o n  ( W D V  

& S L M ) .  
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Unit IV 

Final Accounts:  M e a n i n g  o f  F i n a n c i a l  S t a t e m e n t s ,  U s e f u l n e s s  

o f  F i n a n c i a l  S t a t e m e n t s ,  E l e m e n t s  o f  F i n a n c i a l  S t a t e m e n t s ,  

P r e p a r a t i o n  o f  T r a d i n g  a n d  P r o f i t  & L o s s  A c c o u n t  a n d  

B a l a n c e  S h e e t  w i t h o u t  A d j u s t m e n t s .  

Final Accounts with Adjustments:  T r e a t m e n t  o f  S o m e  I t e m s  w h i c h  m a y  
b e  D i r e c t  I t e m s ,  

I n d i r e c t  I t e m s ,  I n c o m e s  a n d  E x p e n s e s ,  T r e a t m e n t  o f  I t e m s  o f  

A d j u s t m e n t  a p p e a r i n g  o u t s i d e  t h e  T r i a l  B a l a n c e ,  T r e a t m e n t  

o f  I t e m s  o f  A d j u s t m e n t  a p p e a r i n g  i n s i d e  t h e  T r i a l  B a l a n c e .  

 
 

 
REFERENCES: 

 
1. K h a t r i  D h a n e s h ,  ǁF i n a n c i a l  A c c o u n t i n g  f o r  M a n a g e m e n t :  

A n  A n a l y t i c a l  P e r s p e c t i v eǁ, P e a r s o n  E d u c a t i o n ,  N e w  
D e l h i .  

2. G u p t a ,  A m b r i s h ,  ―Fi n a n c i a l  A c c o u n t i n g  f o r  M a n a g e m e n t :  
A n  A n a l y t i c a l  P e r s p e c t i v eǁ,  P e a r s o n  E d u c a t i o n ,  N e w  
D e l h i .  

3. W o o d ,  F .  a n d  R o b i n s o n ,  S  . ,  ǁ B o o k  K e e p i n g  a n d  
A c c o u n t s ,  ǁ 7 t h  E d i t i o n  ( 2 0 0 8), P e a r s o n  P u b l i c a t i o n s ,  
N e w  D e l h i  
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Course Outcomes: 

 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  d e f i n e  b a s i c  t e r m s ,  v a l u e s  a n d  l a w s  i n  t h e  a r e a  o f  c o m m e r c i a l  
l a w  

C O 2 :  d e s c r i b e  m e t h o d s  o f  a p p l y i n g  p r i n c i p l e s  a n d  

p r o v i s i o n s  o f  c o m m e r c i a l  l a w  C O 3 :  c o m p o s e  s i m p l e  

c o n t r a c t s  

C O 4 :  a s s e s  t h e  c o r r e c t n e s s  o f  a p p l y i n g  s p e c i f i c  l a w s  t o  a  

s p e c i f i c  c a s e s  a n d  c h o o s i n g  t h e  m o s t  a p p r o p r i a t e  o n e .  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -II) S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-2325 

COMMERCIAL LAWS 

 
Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 

CA: 10 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t  e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 

 
Unit I 

T h e  I n d i a n  C o n t r a c t  A c t ,  1 8 7 2  C o n t r a c t  – M e a n i n g ,  

C h a r a c t e r i s t i c s  a n d  k i n d s ,  E s s e n t i a l s  o f  v a l i d  c o n t r a c t  – 

O f f e r  a n d  a c c e p t a n c e ,  c o n s i d e r a t i o n ,  c o n t r a c t u a l  c a p a c i t y ,  

f r e e  c o n s e n t .  

D i s c h a r g e  o f  c o n t r a c t  –M o d e s  o f  d i s c h a r g e ,  B r e a c h  o f  
C o n t r a c t s  a n d  i t s  r e m e d i e s .  

Unit II 

C o n t r a c t  o f  I n d e m n i t y  a n d  G u a r a n t e e  

C o n t r a c t  o f  B a i lm e n t  &  P l e d g e ,  C o n t r a c t  o f  A g e n c y  

Unit III 

T h e  S a l e  o f  G o o d s  A c t ,  1 9 3 0  C o n t r a c t  o f  s a l e ,  m e a n i n g  a n d  

d i f f e r e n c e  b e t w e e n  s a l e  a n d  a g r e e m e n t  t o  s e l l . ,  C o n d i t i o n s  

a n d  w a r r a n t i e s ,  T r a n s f e r  o f  o w n e r s h i p  i n  g o o d s  i n c l u d i n g  s a l e  

b y  n o n – o w n e r s ,  P e r f o r m a n c e  o f  c o n t r a c t  o f  s a l e  , U n p a i d  

s e l l e r  – m e a n i n g  a n d  r i g h t s  o f  a n  

u n p a i d  s e l l e r  a g a i n s t  t h e  g o o d s  a n d  t h e  b u y e r .  
Unit IV 

C o n s u m e r  P r o t e c t i o n  A c t :  D e f i n i t i o n s ,  

o b j e c t i v e s ,  r e d r e s s a l  m a c h i n e r i e s .  T h e  Li m i t e d  

Li a b i l i t y  P a r t n e r s h i p  A c t ,  2 0 0 8  

 
REFERENCES: 

1. S i n g h ,  A . ,  ― P r i n c i p l e s  o f  M e r c a n t i l e  L a w ǁ ,  ( 2 0 1 1 ) ,  E a s t e r n  B o o k  C o .  

2. T u l s i a n ,  P .  C . ,  ―B u s i n e s s  L a w s ǁ ,  2 n d  E d i t i o n  ( 2 0 0 0 ) ,  T a t a  M c G r a w  
H ill ,  N e w  D e l h i .  



 

3. K u c c h a l ,  M. C . ,  ―B u s i n e s s  L a wǁ,  5 t h  E d i t i o n  ( 2 0 0 9 ) ,  Vi k a s  P u b l i s h i n g ,  
H o u s e  ( P )  L t d .  

4. M a h e s h w a r i & M a h e s h w a r i ,  ― B u s i n e s s  L a w ǁ ,  N a t i o n a l  P u b l i s h i n g  
H o u s e ,  N e w  D e l h i .  

5. C h a d h a ,  P .  R . ,  ―B u s i n e s s  L a w ǁ  G a l g o t i a  P u b l i s h i n g  C o m p a n y ,  
N e w  D e l h i .  
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Course Outcomes: 

 
A f t e r  s u c c e s s f u l  c o m p l e t i o n  o f  t h i s  c o u r s e ,  s t u d e n t s  w i ll  a b l e  t o :  

 
CO1: I n d i c a t e  t h e  n a m e s  a n d  f u n c t i o n s  o f  t h e  e x c e l  i n t e r f a c e  
c o m p o n e n t s .  

CO2: e n t e r  a n d  e d i t  d a t a ,  f o r m a t  d a t a  a n d  c e l l s .  

CO3:  c o n s t r u c t  f o r m u l a ,  i n c l u d i n g  t h e  u s e  o f  b u i l t -i n  

f u n c t i o n s ,  a n d  r e l a t i v e  a n d  a b s o l u t e  r e f e r e n c e s .  

CO4: c r e a t e  a n d  m o d i f y  c h a r t s ,  p r e v i e w  a n d  p r i n t  w o r k s h e e t s .  

CO5: u s e  t h e  E x c e l  o n li n e  H e l p  f e a t u r e .  

CO6: i d e n t i f y  t h e  t e r m i n o l o g y  a n d  f u n c t i o n s  c o m m o n  t o  

m o s t  d a t a b a s e  m a n a g e m e n t  s y s t e m s .  

CO7: i d e n t i f y  t h e  q u a l i t i e s  o f  

v a l u a b l e  i n f o r m a t i o n .  CO8: i d e n t i f y  

t h e  e l e m e n t s  o f  g o o d  d a t a b a s e  

d e s i g n .  CO9: c r e a t e  a n d  u s e  t a b l e s ,  

C r e a t e  a n d  u s e  q u e r i e s .  CO10: c r e a t e  

s i m p l e  r e p o r t s  a n d  f o r m s .  

CO11: u s e  t h e  A c c e s s  o n l i n e  H e l p  f e a t u r e .  

CO12: d i s c u s s  e t h i c a l  i s s u e s  c o n n e c t e d  t o  t h e  u s e  o f  d a t a b a s e s .  
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Examination Time: 3 Hours Max.Marks: 100 

Theory: 40 

Practical: 40 

CA: 20 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s ( 8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n .  T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 

Unit I 

Fundamentals: S t a r t  M S  E x c e l .  E x c e l  S c r e e n  E l e m e n t s ,  A b o u t  c e l l ,  

W o r k b o o k ,  W o r k s h e e t ,  E n t e r  D a t a  i n t o  t h e  E x c e l  W o r k s h e e t ,  

S a v e  a n  E x c e l  W o r k s h e e t ,  

Explore Excel: M o v e  f r o m  O n e  P l a c e  t o  A n o t h e r  i n  a  W o r k s h e e t ,  
H o w  t o  C h a n g e  t h e  

S p r e a d s h e e t  C e l l s  B a c k g r o u n d  o r  T e x t  C o l o r ,  K n o w i n g  T h e  
E x c e l  P a s t e  ,  W h a t  i f  A n a l y s i s .  

Unit II 

Formatting and Customizing Data:  C e l l  Al i g n m e n t  O p t i o n s ,  N u m b e r  

F o r m a t t i n g ,  A d d i n g  H e a d e r  a n d  F o o t e r ,  H o w  t o  P r e v e n t  t h e  C e l l  

E d i t i n g ,  M e r g e  a n d  U n m e r g e  C e l l s  ( C o l u m n s ) ,  C r e a t e  a n d  

D o w n l o a d  t h e  E x c e l  2 0 1 6  T e m p l a t e s .  

Creating and Formatting Tables: H o w  t o  i n s e r t  a  T a b l e ,  F o r m a t t i n g  t h e  

T a b l e , P i v o t  T a b l e s  C r e a t e  D r o p  D o w n  Li s t ,  U s e  o f  D a t a  

V a l i d a t i o n  R u l e s .  

Unit III 



 

Formulas and Functions ( wi t h  e x a m p l e  i l l u s t r a t i o n s ) :  H o w  t o  W r i t e  

a n  E x c e l  F o r m u l a ,  E x c e l  2 0 1 6  F u n c t i o n s ,  U s i n g  N O W  

F u n c t i o n ,  E x a m p l e  U s i n g  t h e  E x c e l  2 0 1 6  P R O D U C T  F u n c t i o n ,  

U s i n g  M A X  F u n c t i o n ,  C E L L  F u n c t i o n ,  T h e  R A DI A N S  F u n c t i o n :  

C o n v e r t  D e g r e e s  t o  R a d i a n s ,  D A T E  F u n c t i o n :  A n  E a s y  W a y  t o  

I n s e r t  a  D a t e  i n t o  a  F o r m u l a ,  C O U N T  F u n c t i o n .  

Creating and Formatting Charts:  C r e a t i n g  C h a r t s ,  C r e a t e  a n d  F o r m a t  

t h e  C h a r t  Ti t l e ,  C h a r t  L e g e n d :  H o w  t o  R e s i z e ,  M o v e ,  C h a n g i n g  

L e g e n d  F o n t  a n d  C o l o r ,  C r e a t i n g  a  P i e  C h a r t ,  C r e a t i n g  a  

H i s t o g r a m  

Printing of an EXCEL Sheet:  P r i n t  P r e v i e w  F e a t u r e ,  P r e v i e w  
W o r k s h e e t s  B e f o r e  P r i n t i n g ,  

P r i n t  E x c e l  W o r k s h e e t  a n d  P r i n t  M u l t i p l e  A r e a s  o f  a  

W o r k b o o k ,  P r i n t i n g  M u l t i p l e  W o r k s h e e t s  f r o m  a  

W o r k b o o k  
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Unit IV 

W h a t  i s  a  d a t a b a s e  a n d  n e e d  o f  a  

D a t a b a s e  E x p l o r i n g  a n d  d e s i g n i n g  

a  d a t a b a s e  

Building the Database: C r e a t i n g  a  T a b l e ,  S e t t i n g  u p  f i e l d s ,  

B u i l d i n g  t a b l e  r e l a t i o n s h i p s ,  E n t e r i n g  a n d  e d i t i n g  d a t a  i n  

t h e  t a b l e  

Analyzing and Reporting Data: S o r t i n g  r e c o r d s  e n t e r e d  i n  t h e  t a b l e ,  
F i l t e r i n g  r e c o r d s  i n  t h e  

t a b l e ,  A b o u t  q u e r i e s ,  U s i n g  q u e r i e s  t o  m a k e  d a t a  m e a n i n g f u l ,  
c r e a t i o n  o f  r e p o r t s  

 
Note for the Practical Examiner: 

a) P r a c t i c a l  E x a m  i s  b a s e d  o n  t h e  s y l l a b u s  c o v e r e d  i n  t h e  s u b j e c t .  
b) T h e  q u e s t i o n  p a p e r  w i ll  b e  s e t  o n  t h e  s p o t  b y  t h e  e x a m i n e r  

 

 
REFERENCES: 

1. Mi c r o s o f t  W o r d ,  E x c e l ,  a n d  P o w e r P o i n t :  J u s t  f o r  
B e g i n n e r s  P a p e r b a c k  ,  D o r o t h y  H o u s e  

2. W e v e r k a  P e t e r ,  ―Mi c r o s o f t  O ffi c e  2 0 1 6  All -I n - O n e  f o r  
D u m m i e sǁ ,  W il e y  In d i a  P v t .  L t d ,  N e w  D e l h i .  
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Course Outcomes: 

A f t e r  s u c c e s s f u l  c o m p l e t i o n  o f  t h i s  

c o u r s e ,  s t u d e n t s  w i ll  a b l e  t o :  C O 1 :  

d e v e l o p  c o r r e c t  t o u c h  t y p i n g  t e c h n i q u e s  

C O 2 :  k e y  d a t a  q u i c k l y  a n d  a c c u r a t e l y  

C O 3 :  d e m o n s t r a t e  o p e r a t i o n a l  s k ill s  i n  

u s i n g  t h e  c o m p u t e r  C O 4 :  k e y  

a c c u r a t e l y ,  a t  a  r a t e  o f  3 5  w o r d s  p e r  

m i n u t e  
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Examination Time: 3 Hours Max. Marks: 50 

Practical: 40 

CA: 10 
 
 

 
L a b  b a s e d  o n  T y p i n g  s k i l l s  t o  i n c r e a s e  s p e e d  o f  t y p i n g  i n  E n g l i s h ,  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -II) S e s s i o n  2 0 2 0 -
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Drug Abuse: Problem, Management and Prevention (COMPULSORY PAPER) 

PROBLEM OF DRUG ABUSE 

Course Code: AECD-2161 

(Theory) 

 
Time: 3 Hrs. Max. Marks : 50 

Theory: 40 

CA: 10 

Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  a r e  t o  b e  s e t , t w o  i n  e a c h  o f  

t h e  f o u r  S e c t i o n s  ( A - D ) . Q u e s t i o n s  o f S e c t i o n s  A - D s h o u l d  b e  

s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y  

b e  s u b d i v i d e d  i n t o p a r t s  ( n o t e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  

r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  

q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e  fif t h q u e s t i o n  m a y b e  

a t t e m p t e d  f r o m  a n y  S e c t i o n .  

 
UNIT-I 

Prevention of Drug abuse: R o l e  o f  f a m i l y :  P a r e n t  c h i l d  r e l a t i o n s h i p ,  

F a m i l y  s u p p o r t ,  S u p e r v i s i o n ,  S h a p i n g  v a l u e s ,  A c t i v e  

S c r u t i n y .  

 
UNIT-II 

School:C o u n s e l l i n g ,  T e a c h e r  a s  r o l e -

m o d e l .  P a r e n t - t e a c h e r - H e a l t h

 P r o f e s s i o n a l  C o o r d i n a t i o n ,  R a n d o m  t e s t i n g  o n  

s t u d e n t s .  

 
UNIT-III 

Controlling Drug Abuse:  M e d i a :  R e s t r a i n t  o n  a d v e r t i s e m e n t s  o f  

d r u g s ,  a d v e r t i s e m e n t s  o n  b a d  e f f e c t s  o f  d r u g s ,  P u b l i c i t y  

a n d  m e d i a ,  C a m p a i g n s  a g a i n s t  d r u g  a b u s e ,  E d u c a t i o n a l  a n d  

a w a r e n e s s  p r o g r a m  

 
UNIT-IV 

Legislation: N D P s  a c t ,  S t a t u t o r y  w a r n i n g s ,  P o l i c i n g  o f  

B o r d e r s ,  C h e c k i n g  S u p p l y / S m u g g l i n g  o f  D r u g s ,  

S t r i c t  e n f o r c e m e n t  o f  l a w s ,  T i m e  b o u n d  t r i a l s .  

 
References: 

1. A h u j a ,  R a m  ( 2 0 0 3 ) ,  Social Problems in India, R a w a t  P u b l i c a t i o n ,  J a i p u r .  

2. E x t e n t ,  P a t t e r n  a n d  T r e n d  o f  D r u g  U s e  i n  I n d i a ,  
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Mi n i s t r y  o f  S o c i a l  J u s t i c e  a n d  E m p o w e r m e n t ,  

G o v e r n m e n t  o f  In d i a ,  2 0 0 4 .  

3. I n c i a r d i ,  J . A .  1 9 8 1 .  The Drug Crime Connection. B e v e r l y  Hills :  S a g e  
P u b l i c a t i o n s .  

4. K a p o o r .  T .  ( 1 9 8 5 ) Drug epidemic among Indian Youth, N e w  D e l h i :  Mi t t a l  P u b .  

5. M o d i ,  I s h w a r  a n d  M o d i ,  S h a l i n i  (1 9 9 7 )  Drugs: Addiction and 

Prevention,  J a i p u r :  R a w a t  P u b l i c a t i o n .  
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6. N a t i o n a l  H o u s e h o l d  S u r v e y  o f  Alc o h o l  a n d  D r u g  a b u s e .  

( 2 0 0 3 )  N e w  D e l h i ,  C l i n i c a l  E p i d e m i o l o g i c a l  U n i t ,  Al l  I n d i a  

I n s t i t u t e  o f  M e d i c a l  S c i e n c e s ,  2 0 0 4 .  

7. S a i n ,  B h i m  1 9 9 1 ,  Drug Addiction Alcoholism, S m o k i n g  o b s c e n i t y  

N e w  D e l h i :  Mi t t a l  P u b l i c a t i o n s .  

8. S a n d h u ,  R a n v i n d e r  S i n g h ,  2 0 0 9 ,  Drug Addiction in Punjab:  A  

S o c i o l o g i c a l  S t u d y .  A m r i t s a r :  G u r u  N a n a k  D e v  

U n i v e r s i t y .  

9. S i n g h ,  C h a n d r a  P a u l  2 0 0 0 .  Alcohol and Dependence among 

Industrial Workers:  D e l h i :  S h i p r a .  

10. S u s s m a n ,  S  a n d  A m e s ,  S . L .  ( 2 0 0 8 ).  Drug Abuse: 

Concepts, Prevention and Cessation, C a m b r i d g e  U n i v e r s i t y  

P r e s s .  
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BUSINESS ORGANISATION AND SYSTEMS 

 
 

Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  
 

C O 1 :  u n d e r s t a n d  t h e  n a t u r e  a n d  p u r p o s e  o f  d i f f e r e n t  t y p e s  
o f  o r g a n i s a t i o n s  ( c o m m e r c i a l ,  v o l u n t a r y ,  p u b l i c  s e c t o r  
a n d  s o  o n )  

C O 2 :  d e s c r i b e  t h e  d i f f e r e n t  w a y s  i n  w h i c h  
o r g a n i s a t i o n s  m a y  b e  s t r u c t u r e d  C O 3 :  
u n d e r s t a n d  b a s i c  c o n c e p t s  o f  o r g a n i s a t i o n a l  
s t r u c t u r e  
C O 4 :  d e s c r i b e  t h e  m a i n  d e p a r t m e n t s  o r  f u n c t i o n s  o f  
a  b u s i n e s s  o r g a n i s a t i o n  C O 5 :  e x p l a i n  t h e  
a d v a n t a g e s  a n d  d i s a d v a n t a g e s  o f  c e n t r a l i s e d  a n d  
d e c e n t r a l i z e d  

o r g a n i z a t i o n s .  
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Examination Time: 3 Hours Max. Marks: 50 
Theory: 40 

CA: 10 
 

Instructions for the Paper Setter 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  s e t ,  
t w o  i n e a c h  o f th e  f o u r  S e c t i o n s  (A- D) . Q u e s t i o n s  o f S e c t i o n s  
A - D s h o u l d  b e  s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y .  
Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o p a r t s  ( n o t e x c e e d i n g  f o u r ) .  
C a n d i d a t e s  a r e  r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s , s e l e c t i n g  a t  
l e a s t  o n e  q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y  
b e  a t t e m p t e d  f r o m  a n y  S e c t i o n .  

 
 

Unit I 

I n t r o d u c t i o n  t o  B u s i n e s s  a n d  C o m m e r c e :  M e a n i n g  a n d  
d e f i n i t i o n  o f  b u s i n e s s ,  O b j e c t i v e s  o f  b u s i n e s s ,  E s s e n t i a l s  o f  a  
s u c c e s s f u l  b u s i n e s s ,  S c o p e  o f  b u s i n e s s ,  B u s i n e s s  a s  a n  
e c o n o m i c  s y s t e m  T r a d e  a n d  a i d s  t o  t r a d e -  M e a n i n g ,  s c o p e ,  
f u n c t i o n s  a n d  e v o l u t i o n  o f  c o m m e r c e  &  i n d u s t r y ,  I n d u s t r i a l  
R e v o l u t i o n - i t s  e f f e c t s .  I n d u s t r i a l iz a t i o n  i n  I n d i a .  

Unit II 
F o r m s  o f B u s i n e s s  O r g a n i z a t i o n :  S o l e - p r o p r i e t o r s h i p ,  
P a r t n e r s h i p , J o i n t s t o c k  C o m p a n y , C o o p e r a t i v e S o c i e t y ,  
P u b l i c  U t ili t i e s ,  S e l e c t i o n  o f a s u i t a b l e  f o r m  o f o r g a n i z a t i o n ,  
C l a s s i f i c a t i o n  b a s e d  o n  B u s i n e s s  U n i t . S e t t i n g  u p a N e w  
E n t e r p r i s e :  P r o m o t i o n  o f a b u s i n e s s .  D e c i s i o n s  i n s e t t i n g  u p  
a n  E n t e r p r i s e  – o p p o r t u n i t y a n d  i d e a  g e n e r a t i o n ,  R o l e o f  
c r e a t i v i t y a n d  in n o v a t i o n , F e a s i b i l i t y s t u d y a n d  B u s i n e s s  
P l a n ,  B u s i n e s s  s i z e  a n d  l o c a t i o n  
d e c i s i o n s ,  v a r i o u s  f a c t o r s  t o  b e  c o n s i d e r e d  f o r s t a r t i n g  a  
n e w  u n i t ,  P r o b l e m s  i n  s t a r t i n g  a  n e w  b u s i n e s s  

Unit III 

B u s i n e s s  a n d  S o c i e t y :  C h a n g i n g  C o n c e p t s  a n d  O b j e c t i v e s  
o f  B u s i n e s s ,  P r o f e s s i o n a l i z a t i o n ,  B u s i n e s s  e t h i c s ,  B u s i n e s s  
a n d  c u l t u r e ,  T e c h n o l o g i c a l  D e v e l o p m e n t  a n d  S o c i a l  C h a n g e ,  
S o c i a l  r e s p o n s i b ili t i e s  o f  b u s i n e s s ,  S o c i a l  A u d i t ,  M a n a g e r  
a n d  h i s  e n v i r o n m e n t :  e x t e r n a l  a n d  i n t e r n a l  D o m e s t i c  &  
F o r e i g n  T r a d e :  Im p o r t  e x p o r t  t r a d e  p r o c e d u r e  &  t h e i r  
o r g a n i z a t i o n .  

Unit IV 

O r g a n i z a t i o n  o f  W h o l e s a l e  &  R e t a i l  t r a d e  -  R e c e n t  t r e n d s  i n  
w h o l e s a l e  &  r e t a ili n g .  M a l l s  a n d  S u p e r  M a r k e t s  – t h e i r  e f f e c t  
o n  e c o n o m y .  S t o c k  E x c h a n g e  a n d  P r o d u c e  E x c h a n g e :  
D e f i n i t i o n  a n d  M e a n i n g ,  I m p o r t a n c e ,  F u n c t i o n s ,  Li s t i n g ,  
D e a l e r s .  
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Suggested Readings: 
 

1. K a u l ,  Vij a y  K u m a r  ― B u s i n e s s  O r g a n i z a t i o n  a n d  
M a n a g e m e n t :  T e x t  a n d  C a s e sǁ ,  P e a r s o n  E d u c a t i o n ,  N e w  
D e l h i .  
2. S i n g l a ,  R . K . ,  ― B u s i n e s s  O r g a n i z a t i o n  a n d  M a n a g e m e ntǁ, 
V. K .  (I n d i a )  E n t e r p r i s e s ,  N e w D e l h i .  
3. D a f t ,  R i c h a r d  L. ,  D a f t ,  J . ,  M u r p h y,  H . ,  & W ill m o t t ,  
― O r g a n i z a t i o n  T h e o r y  a n d  D e s i gnǁ, C e n g a g e  L e a r n i n g  E M E A ,  
N e w  D e l h i .  
4. F e r n a n d o ,  A . C . ,  ―B u s i n e s s  E n v i r o n m e ntǁ P e a r s o n  E d u c a t i o n ,  N e w  

D e l h i .  
5. A r c h i e  B .  C a r r o l l ,  A n n  K .  B u c h h o l t z ,  ― B u s i n e s s  &  S o c i e t y :  
E t h i c s ,  S u s t a i n a b i l i t y  a n d  S t a k e h o l d e r  M a n a g e m e n t ǁ ,  
C e n g a g e  L e a r n i n g ,  N e w  D e l h i .  N o t e :  T h e  l a t e s t  e d i t i o n s  o f  
t h e  b o o k s  s h o u l d  b e  f o l l o w e d .  
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Course Code: BVML-3122 
MANAGEMENT INFORMATION SYSTEM 

 

Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  
 

C O 1 :  u n d e r s t a n d  t h e  l e a d e r s h i p  r o l e  o f  M a n a g e m e n t  
I n f o r m a t i o n  S y s t e m s  i n  a c h i e v i n g  b u s i n e s s  c o m p e t i t i v e  
a d v a n t a g e  t h r o u g h  i n f o r m e d  d e c i s i o n  m a k i n g .  

C O 2 :  a n a l y z e  a n d  s y n t h e s i z e  b u s i n e s s  i n f o r m a t i o n  a n d  
s y s t e m s  t o  f a c i l i t a t e  e v a l u a t i o n  o f  s t r a t e g i c  a l t e r n a t i v e s .  

C O 3 :  d i s t i n g u i s h  a n d  a n a l y s e  e t h i c a l  p r o b l e m s  t h a t  
o c c u r  i n  b u s i n e s s  a n d  s o c i e t y  C O 4 :  e f f e c t i v e l y  
c o m m u n i c a t e  s t r a t e g i c  a l t e r n a t i v e s  t o  f a c i l i t a t e  d e c i s i o n  
m a k i n g .  C O 5 :  d e m o n s t r a t e  a n  u n d e r s t a n d i n g  o f  t h e  
m a j o r  f u n c t i o n a l  a r e a s  o f  B u s i n e s s  
C O 6 :  e x p l a i n  f u n d a m e n t a l  d a t a b a s e  c o n c e p t s  a n d  a p p l y  

t h e s e  c o n c e p t s  t o  t h e  d e s i g n  a n d  d e v e l o p m e n t  o f  
r e l a t i o n a l  d a t a b a s e s .  
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Course Code: BVML-3122 
MANAGEMENT INFORMATION SYSTEM 

 
Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 
CA: 10 

 
Instructions for the Paper Setter 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  a r e  t o  b e  s e t  ( 8 m a r k s  e a c h ) ,  
t w o  i n  e a c h  o f th e  f o u r  S e c t i o n s  (A- D) . Q u e s t i o n s  o f S e c t i o n s  
A - D s h o u l d  b e  s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y .  
Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o p a r t s  ( n o t e x c e e d i n g  f o u r ) .  
C a n d i d a t e s  a r e  r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s , s e l e c t i n g  a t  
l e a s t  o n e  q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e fif t h  q u e s t i o n  m a y  
b e  a t t e m p t e d  f r o m  a n y  S e c t i o n .  

 
 

Unit I 

Fundamental Aspects of Information,  D a t a ,  I n f o r m a t i o n ,  
C h a r a c t e r i s t i c s  o f  I n f o r m a t i o n ,  A t t r i b u t e s  o f  I n f o r m a t i o n  ,  
T y p e s  o f  I n f o r m a t i o n  ,  Di ff e r e n t i a t e  b e t w e e n  D a t a  a n d  
I n f o r m a t i o n  C a p t u r i n g  o f  I n f o r m a t i o n ,  C o n v e r t i n g  
I n f o r m a t i o n  t o  C o m p u t e r  – r e a d a b l e  f o r m ,  s o u r c e  o f  
I n f o r m a t i o n ,  o n–l i n e  I n f o r m a t i o n  a c c e s s  a n d  c a p t u r e .  

Unit II 
W h a t  a r e  S y s t e m s ,  C o m p o n e n t s  o f  S y s t e m ,  F e a t u r e s  o f  
S y s t e m ,  S y s t e m  D e v e l o p m e n t  T o o l s ,  M o d e l s  o f  D e c i s i o n  
M a k i n g  ,  R e a l  Tim e  S y s t e m ,  C o u p l i n g  a n d  C o h e s i o n  
,I n f o r m a t i o n  S y s t e m s ,  C a t e g o r i e s  o f  I n f o r m a t i o n  S y s t e m s ,  
D e v e l o p m e n t  Li fe  C y c l e  o f  I n f o r m a t i o n  S y s t e m ,  M o d e l s  o f  
D e c i s i o n  M a k i n g  

Unit III 

Various types of information systems: T r a n s a c t i o n  P r o c e s s i n g  
S y s t e m s ,  O f fi c e  A u t o m a t i o n  S y s t e m s ,  MI S  a n d  
D e c i s i o n  S u p p o r t  S y s t e m .  
C a s e  S t u d i e s  I n f o r m a t i o n  S y s t e m :  A c c o u n t i n g  In f o r m a t i o n  
s y s t e m s ,  I n v e n t o r y  c o n t r o l  s y s t e m s  &  M a r k e t i n g  s y s t e m s .  

Unit IV 

C o n c e p t  o f  D a t a  W a r e h o u s i n g  a n d  D a t a  Mi n i n g  

 
References: 
1. R o b e r t  G. M u r d i c k ,  J o e l  E .  Ross, ―Introduction to 

Management Information Systemsǁ, P r e n t i c e  H a l l  
2. M u n e e sh K u m a r ,  ― B u s i n e s s  I n f o r m a t i o n  S y s t e m s ǁ ,Vi k a s  P u b l i s h i n g  



 

H o u s e  
3. A s h o k  A r o r a  ,  A k s h a y a  B h a t i a ,ǁM a n a g e m e n t  I n f o r m a t i o n  

S y s t e m s ǁ , E x c e l  B o o k s  
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Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  
C O 1 :  u n d e r s t a n d  t h e  c o n c e p t s  o f  m a r k e t i n g  m a n a g e m e n t  
C O 2 :  d e m o n s t r a t e  e f f e c t i v e  u n d e r s t a n d i n g  o f  r e l e v a n t  

f u n c t i o n a l  a r e a s  o f  m a r k e t i n g  m a n a g e m e n t  a n d  i t s  
a p p l i c a t i o n .  

C O 3 :  l e a r n  a b o u t  m a r k e t i n g  p r o c e s s  f o r  d i ff e r e n t  
t y p e s  o f  p r o d u c t s  a n d  s e r v i c e s  C O 4 :  u n d e r s t a n d  t h e  
t o o l s  u s e d  b y  m a r k e t i n g  m a n a g e r s  i n  d e c i s i o n  
s i t u a t i o n s  C O 5 :  u n d e r s t a n d  t h e  m a r k e t i n g  
e n v i r o n m e n t  
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Instructions for the Paper Setter 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  s e t ,  
t w o  i n  e a c h  o f th e  f o u r  S e c t i o n s  (A- D) . Q u e s t i o n s  o f S e c t i o n s  
A - D s h o u l d  b e  s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y .  
Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o p a r t s  ( n o t e x c e e d i n g  f o u r ) .  
C a n d i d a t e s  a r e  r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s , s e l e c t i n g  a t  
l e a s t  o n e  q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e fif t h  q u e s t i o n  m a y  
b e  a t t e m p t e d  f r o m  a n y  S e c t i o n .  

 
 
 

Unit I 

M a r k e t i n g :  C o n c e p t s ,  P h i l o s o p h i e s  a n d  I m p o r t a n c e ,  S c o p e  o f  
M a r k e t i n g , t h e  s e l l i n g  c o n c e p t , t h e  M a r k e t i n g  c o n c e p t ,  
C o m p o n e n t s  o f  a m o d e r n  m a r k e t i n g  i n f o r m a t i o n  s y s t e m ,  
M a r k e t i n g  I n t e l l ig e n c e .  
A n a l y z i n g  t h e  Mi c r o  e n v i r o n m e n t ;  N e e d s  a n d  Tr e n d s ,  T h e  
D e m o g r a p h i c  E n v i r o n m e n t , E c o n o m i c , S o c i a l - C u l t u r a l a n d  
N a t u r a l ,  T e c h n o l o g i c a l ,  P o l i t i c a l -L e g a l  E n v i r o n m e n t .  

Unit II 
T h e  B u y i n g  D e c i s i o n  P r o c e s s :  T h e  F i v e  S t a g e  M o d e l . L e v e l s  
o f M a r k e t i n g  S e g m e n t a t i o n , B a s e s  f o r s e g m e n t i n g  c o n s u m e r  
m a r k e t s :  M a r k e t  T a r g e t i n g , B a s e s  f o r s e g m e n t i n g  b u s i n e s s  
m a r k e t s .  
P r o d u c t  Lif e C y c l e  M a r k e t i n g  S t r a t e g i e s : -I n t r o d u c t i o n  s t a g e  
a n d  t h e  P i o n e e r  a d v a n t a g e ,  G r o w t h , M a t u r i t y a n d  D e c l i n i n g  
S t a g e .  

Unit III 

P r o d u c t  C h a r a c t e r i s t i c s  a n d  C l a s s i f i c a t i o n s ;  P r o d u c t  l e v e l s ;  
T h e  C u s t o m e r  v a l u e  h i e r a r c h y ,  P r o d u c t  C l a s s i f i c a t i o n ,  
D i ff e r e n t i a t i o n .  
P a c k a g i n g ,  L a b e li n g ,  B r a n d i n g .  U n d e r s t a n d i n g  P r i c i n g ;  
S e t t i n g  t h e  P r i c e .  

Unit IV 

M a r k e t i n g  C o m m u n i c a t i o n s : - A d v e r t i s i n g : - E v o l u t i o n ,  
D e f i n i t i o n , F e a t u r e s ,  I m p o r t a n c e ,  A d v e r t i s i n g  a n d  P u b l i c i t y ,  
F u n c t i o n s  o f a d v e r t i s i n g . A d v e r t i s i n g  m e d i a ,  a d v e r t i s i n g  
c o p y ,  O b j e c t i o n s  a g a i n s t  a d v e r t i s i n g .  
S a l e s  P r o m o t i o n s :  Di r e c t  M a r k e t i n g , P e r s o n n e l S e l l i n g ,  



 

I n t e r a c t i v e  M a r k e t i n g  a n d  W o r d  o f M o u t h  m a r k e t i n g  a n d  
C h a n n e l s  o f  d i s t r i b u t i o n s .  
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Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  
 

C O 1 :  u n d e r s t a n d  p r o f e s s i o n a l  w r i t i n g  b y  s t u d y i n g  
m a n a g e m e n t  c o m m u n i c a t i o n  c o n t e x t s  a n d  g e n r e s ,  
r e s e a r c h i n g  c o n t e m p o r a r y  b u s i n e s s  t o p i c s ,  a n a l y z i n g  
q u a n t i fi a b l e  d a t a  d i s c o v e r e d  b y  r e s e a r c h i n g ,  a n d  
c o n s t r u c t i n g  f i n i s h e d  p r o f e s s i o n a l  w o r k p l a c e  d o c u m e n t s .  

C O 2 :  r e c o g n i z e ,  e x p l a i n ,  a n d  u s e  t h e  f o r m a l  e l e m e n t s  o f  
s p e c i f i c  g e n r e s  o f  o r g a n i z a t i o n a l  c o m m u n i c a t i o n :  w h i t e  
p a p e r s ,  r e c o m m e n d a t i o n  a n d  a n a l y t i c a l  r e p o r t s ,  
p r o p o s a l s ,  m e m o r a n d u m s ,  w e b  p a g e s ,  w i k i s ,  b l o g s ,  
b u s i n e s s  l e t t e r s ,  a n d  p r o m o t i o n a l d o c u m e n t s .  

C O 3 :  u n d e r s t a n d  t h e  e t h i c a l ,  i n t e r n a t i o n a l ,  s o c i a l ,  a n d  
p r o f e s s i o n a l  c o n s t r a i n t s  o f  a u d i e n c e ,  s t y l e ,  a n d  c o n t e n t  
f o r  w r i t i n g  s i t u a t i o n s  a m o n g  m a n a g e r s  o r  c o - w o r k e r s  a n d  
c o l l e a g u e s  o f  a n  o r g a n i z a t i o n  a n d  b e t w e e n  o r g a n i z a t i o n s ,  
o r  b e t w e e n  a n  o r g a n i z a t i o n  a n d  t h e  p u b l i c .  

C O 4 :  u n d e r s t a n d  t h e  c u r r e n t  r e s o u r c e s  ( s u c h  a s  s e a r c h  
e n g i n e s  a n d  d a t a b a s e s )  f o r  l o c a t i n g  s e c o n d a r y  
i n f o r m a t i o n ,  a n d  a l s o  u n d e r s t a n d  t h e  s t r a t e g i e s  o f  
e f f e c t i v e  p r i m a r y  d a t a  g a t h e r i n g .  
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Instructions for the Paper Setter 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  s e t ,  
t w o  i n  e a c h  o f th e  f o u r  S e c t i o n s  (A- D) . Q u e s t i o n s  o f S e c t i o n s  
A - D s h o u l d  b e  s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y .  
Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o p a r t s  ( n o t e x c e e d i n g  f o u r ) .  
C a n d i d a t e s  a r e  r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s , s e l e c t i n g  a t  
l e a s t  o n e  q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e fif t h  q u e s t i o n  m a y  
b e  a t t e m p t e d  f r o m  a n y  S e c t i o n .  

 
 

Unit I 

Business Correspondence: N e e d ,  F u n c t i o n s ,  T y p e s  o f  B u s i n e s s  
L e t t e r s ,  P a r t s ,  S t r u c t u r e ,  L a y o u t ,  P r i n c i p l e s  o f  E ffe c t i v e  L e t t e r  
W r i t i n g ,  P r i n c i p l e s  o f  E f f e c t i v e  e - m a i l  W r i t i n g  Business Letters: 
B u s i n e s s  E n q u i r i e s  a n d  R e p l i e s ,  C r e d i t  a n d  S t a t u s  E n q u i r i e s ,  
P l a c i n g  a n d  f u l fi l li n g  o r d e r s ,  C o m p l a i n t s  a n d  A d j u s t m e n t s  

Unit II 
S a l e s  L e t t e r s ,  A g e n c y  C o r r e s p o n d e n c e  a n d  G o o d w i l l  L e t t e r s  
,  C o n s u m e r  G r i e v a n c e  L e t t e r s ,  L e t t e r s  u n d e r  R i g h t  t o  
I n f o r m a t i o n  ( R TI)  A c t ,  I m p o r t  a n d  E x p o r t  C o r r e s p o n d e n c e  
Personnel Correspondence: J o b  A p p l i c a t i o n  L e t t e r  a n d  R e s u m e ,  
L e t t e r  o f  A p p o i n t m e n t ,  C o n f i r m a t i o n ,  P r o m o t i o n ,  T e r m i n a t i o n  
a n d  R e s i g n a t i o n ,  L e t t e r  o f  R e c o m m e n d a t i o n  

Unit III 

Office Correspondence: I n t r a - O r g a n i z a t i o n a l  B u s i n e s s  
C o m m u n i c a t i o n ,  M e m o r a n d u m ,  N o t i c e s ,  C i r c u l a r s ,  O r d e r s ,  
S t a f f S u g g e s t i o n s  a n d  C o m p l a i n t s , C o r r e s p o n d e n c e  w i t h  
R e g i o n a l a n d  B r a n c h  O f fi c e s ,  A g e n d a  a n d  Min u t e s .  R e p o r t  
W r i t i n g , Ki n d s  o f R e p o r t s ,  F e a s i b i l i t y R e p o r t s ,  In v e s t i g a t i v e  
R e p o r t s  a n d  C o n t e n t  W r i t i n g .  

Unit IV 

Public Relation Correspondence: E x t e r n a l C o m m u n i c a t i o n , P r e s s  
R e l e a s e  a n d  N o t i c e s ,  P r e s s  C o n f e r e n c e ,  M a g a z i n e s ,  
B r o c h u r e s ,  A d v e r t i s i n g , Di r e c t  M a i li n g  A d v e r t i s i n g ,  
C l a s s i f i e d  A d v e r t i s i n g , S p e e c h e s ,  I n t e r v i e w s , C u s t o m e r  
C a r e / C u s t o m e r  R e l a t i o n s .  
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Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o  
 

C O 1 :  r e c o g n i z e  a n d  u n d e r s t a n d  e t h i c a l  i s s u e s  r e l a t e d  t o  
t h e  a c c o u n t i n g  p r o f e s s i o n .  C O 2 :  p r e p a r e  f i n a n c i a l  
s t a t e m e n t s  i n  a c c o r d a n c e  w i t h  G e n e r a l l y  A c c e p t e d  
A c c o u n t i n g  

P r i n c i p l e s .  
C O 3 :  e m p l o y  c r i t i c a l  t h i n k i n g  s k i l ls  t o  a n a l y z e  f i n a n c i a l  

d a t a  a s  w e l l  a s  t h e  e f f e c t s  o f  d i ffe r i n g  f i n a n c i a l  
a c c o u n t i n g  m e t h o d s  o n  t h e  f i n a n c i a l  s t a t e m e n t s .  

C O 4 :  e f f e c t i v e l y  d e f i n e  t h e  n e e d s  o f  t h e  v a r i o u s  u s e r s  o f  
a c c o u n t i n g  d a t a  a n d  d e m o n s t r a t e  t h e  a b i l i t y  t o  
c o m m u n i c a t e  s u c h  d a t a  e f f e c t i v e l y,  a s  w e l l  a s  t h e  a b i l i t y  
t o  p r o v i d e  k n o w l e d g e a b l e  r e c o m m e n d a t i o n s .  

C O 5 :  r e c o g n i z e  c i r c u m s t a n c e s  p r o v i d i n g  f o r  i n c r e a s e d  
e x p o s u r e  t o  f r a u d  a n d  d e f i n e  p r e v e n t a t i v e  i n t e r n a l  
c o n t r o l  m e a s u r e s .  

C O 6 :  d e m o n s t r a t e  a n  u n d e r s t a n d i n g  o f  c u r r e n t  a u d i t i n g  
s t a n d a r d s  a n d  a c c e p t a b l e  p r a c t i c e s ,  a s  w e l l  a s  t h e  i m p a c t  
o f  a u d i t  r i s k  o n  t h e  e n g a g e m e n t .  

C O 7 :  u n d e r s t a n d  t h e  a u d i t  p r o c e s s  f r o m  t h e  e n g a g e m e n t  
p l a n n i n g  s t a g e  t h r o u g h  c o m p l e t i o n  o f  t h e  a u d i t ,  a s  w e l l  
a s  t h e  r e n d e r i n g  o f  a n  a u d i t  o p i n i o n  v i a  t h e  v a r i o u s  
r e p o r t  o p t i o n s .  
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E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  s e t ,  
t w o  i n  e a c h  o f th e  f o u r  S e c t i o n s  (A- D) . Q u e s t i o n s  o f S e c t i o n s  
A - D s h o u l d  b e  s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y .  
Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o p a r t s  ( n o t e x c e e d i n g  f o u r ) .  
C a n d i d a t e s  a r e  r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s , s e l e c t i n g  a t  
l e a s t  o n e  q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e fif t h  q u e s t i o n  m a y  
b e  a t t e m p t e d  f r o m  a n y  S e c t i o n .  

 
Unit I 

Financial Statements 
F i n a n c i a l  S t a t e m e n t s :  M e a n i n g  a n d  O b j e c t i v e s .  D i s t i n c t i o n  
b e t w e e n  C a p i t a l  E x p e n d i t u r e  
a n d  R e v e n u e  E x p e n d i t u r e .  B a l a n c e  S h e e t :  N e e d ,  G r o u p i n g ,  
M a r s h a l i n g  o f  A s s e t s  a n d  Li a b i l i t ie s ,  V e r t i c a l  P r e s e n t a t i o n  o f  
F i n a n c i a l  S t a t e m e n t .  A d j u s t m e n t s  i n  P r e p a r a t i o n  o f  F i n a n c i a l  
S t a t e m e n t s  w i t h  r e s p e c t  t o  C l o s i n g  S t o c k ,  O u t s t a n d i n g  
E x p e n s e s ,  P r e p a i d  E x p e n s e s ,  
A c c r u e d  I n c o m e ;  I n c o m e  R e c e i v e d  i n  A d v a n c e ,  D e p r e c i a t i o n ,  
B a d  D e b t s ,  P r o v i s i o n  f o r  D o u b t f u l  D e b t s ,  P r o v i s i o n  f o r  Di s c o u n t  
o n  D e b t o r s ,  M a n a g e r s  C o m m i s s i o n .  P r e p a r a t i o n  o f  T r a d i n g  a n d  
P r o f i t  & L o s s  A c c o u n t  a n d  B a l a n c e  S h e e t  o f  S o l e  
P r o p r i e t o r s h i p  C o n c e r n s .  

Unit II 
Financial Statement Analysis 
M e a n i n g  , O b j e c t i v e s ,  I m p o r t a n c e  & Li m i t a t i o n s  o f Fi n a n c i a l  
S t a t e m e n t  A n a l y s i s ,  
T o o l s  f o r Fin a n c i a l S t a t e m e n t  a n a l y s i s :  C o m p a r a t i v e  
S t a t e m e n t s ,  C o m m o n  S i z e  S t a t e m e n t s ,  C a s h  F l o w A n a l y s i s ,  
R a t i o  A n a l y s i s  (Li q u i d i t y r a t i o s ,  S o l v e n c y r a t i o s ,  A c t i v i t y R a t i o s  
a n d  P r o f i t a b i l i t y  R a t i o s )  

Unit III 

Computers in Accounting 
I n t r o d u c t i o n  t o  C o m p u t e r  a n d  A c c o u n t i n g  I n f o r m a t i o n  S y s t e m  
( AI S )  
A p p l i c a t i o n s  o f  C o m p u t e r s  i n  A c c o u n t i n g :  A u t o m a t i o n  o f  
A c c o u n t i n g  P r o c e s s ,  D e s i g n i n g  A c c o u n t i n g  R e p o r t s ,  MI S  
R e p o r t i n g  D a t a  E x c h a n g e  w i t h  o t h e r  I n f o r m a t i o n  S y s t e m s .  
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Unit IV 

C o m p a r i s o n    o f  A c c o u n t i n g  P r o c e s s e s  i n  M a n u a l  a n d  
C o m p u t e r i z e d  A c c o u n t i n g ,  Hi g h l i g h t i n g  A d v a n t a g e s  a n d  
Li m i t a t i o n s  o f  A u t o m a t i o n .  
S o u r c i n g  o f  A c c o u n t i n g  S y s t e m :  R e a d y m a d e  a n d  

C u s t o m i z e d  a n d  T a i l o r  M a d e  A c c o u n t i n g  S y s t e m s ,  
A d v a n t a g e s  a n d  D i s a d v a n t a g e s  o f  e a c h  O p t i o n .  

 

REFERENCES: 
1. A g r a w a l ,  S r i n i v a s a n , ǁ  A c c o u n t i n g  M a d e  E a s yǁ ,  1 e  T a t a  M c G r a w  

H ill  
2. S u d h i n d r a  B h a t , ―M a n a g e m e n t  A c c o u n t i n g ǁ ,  E x c e l B o o k s ,  N e w  

D e l h i  
3. S . N .  M a h e s h w a r i ,  ―In t r o d u c t i o n  t o  A c c o u n t a n c yǁ  ,V i k a s  P u b  

E d i t i o n ,  2 0 0 9  
4. N i t i n  B a l w a n i ,  ―A c c o u n t i n g  a n d  F i n a n c e  f o r  M a n a g e r s ǁ  , E x c e l  

B o o k s ,  N e w  D e l h i 
5. N . R a m c h a n d r a n ,  K a k a n i ,  ― Fi n a n c i a l  A c c o u n t i n g  f o r  

M a n a g e m e n t ǁ  , T M H ,  2 0 0 8  
6. J a i n  & J a i n ,  ― A c c o u n t i n g  f o r  M a n a g e r ǁ ,  P a t h M a k e r ,  B a n g l o r e  
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Course Code: BVMP-3126 
LAB ON ELECTRONIC CRM 

 

Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  
 

C O 1 :  e x p l a i n  h o w  t o  b u i l d  a n d  m a n a g e  s u c c e s s f u l  E - C R M  t e a m s  
C O 2 :  e x p l a i n  h o w  t o  b l e n d  E - C R M  w i t h  a  f i r m ' s  o v e r a l l  
b u s i n e s s  a n d  m a r k e t i n g  p l a n s  C O 3 :  d e m o n s t r a t e  a n  
u n d e r s t a n d i n g  o f  h o w  t o  b u i l d  r e l a t i o n s h i p s  w i t h  
c u s t o m e r s  a n d  

m a i n t a i n  t h e i r  l o y a l t y  
C O 4 :  d e v e l o p  e f f e c t i v e  c u s t o m e r  
c o m m u n i c a t i o n s  s t r a t e g i e s  a n d  t a c t i c s  C O 5 :  
c r e a t e  c a m p a i g n s  t o  g e n e r a t e  n e w  c u s t o m e r s  
a n d  p r o s p e c t s  
C O 6 :  a s s e s s ,  p l a n ,  m a n a g e  a n d  k n o w  h o w  t o  p r i o r i t i z e  c u s t o m e r  
s e r v i c e  
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Course Code: BVMP-3126 

LAB ON ELECTRONIC CRM 
Examination Time: 3 Hours Max. Marks: 75 

Practical: 60 
CA: 15 

Note for the Practical Examiner: 
a) P r a c t i c a l  E x a m  i s  b a s e d  o n  t h e  s y l l a b u s  b e l o w .  
b) T h e  q u e s t i o n  p a p e r  w i ll  b e  s e t  o n  t h e  s p o t  b y  t h e  e x a m i n e r  

 
Z O H O  C u s t o m e r  R e l a t i o n s h i p  M a n a g e m e n t  s o f t w a r e  k e y  m o d u l e s  t o  
b e  c o v e r e d –  

 
1. S a l e s  F o r c e  A u t o m a t i o n  – L e a d  m a n a g e m e n t ,  D e a l  

m a n a g e m e n t ,  C u s t o m e r / A c c o u n t  m a n a g e m e n t ,  
F o r e c a s t i n g  

2. M a r k e t i n g  A u t o m a t i o n  – c a m p a i g n s ,  e m a i l  t e m p l a t e s  e t c  
3. C o n t a c t  m a n a g e m e n t  
4. O r d e r  m a n a g e m e n t  
5. I n v e n t o r y  m a n a g e m e n t  
6. C u s t o m e r  S u p p o r t  
7. V e n d o r  m a n a g e m e n t  
8. A c t i v i t y  m a n a g e m e n t  
9. W o r k f l o w  A u t o m a t i o n  
10. W e b s i t e  I n t e g r a t i o n  
11. B i ll i n g  a n d  P a y m e n t  M a n a g e m e n t  
12. C R M  A n a l y t i c s  a n d  R e p o r t i n g  

Z O H O  C R M  i s  a n  i n t e g r a t e d ,  m u l t i c h a n n e l  C R M  t h a t  c a n  b e  
a c c e s s e d  o n  w e b  o r  o n  y o u r  m o b i l e .  I t  c a n  b e  i n t e g r a t e d  
s e a m l e s s l y  w i t h  y o u r  w e b s i t e ,  g o o g l e  a p p s ,  Mi c r o s o f t  
e x c h a n g e  e t c .  



 

B a c h e l o r  o f  V o c a t i o n  
( M a n a g e m e n t  &  S e c r e t a r i a l  
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Course Code: BVMP-3327 

COMPUTER BASED ACCOUNTING-TALLY 
 

Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o  
 

C O 1 :  l e a r n  t o  c r e a t e  c o m p a n y ,  e n t e r  a c c o u n t i n g  v o u c h e r  
e n t r i e s  i n c l u d i n g  a d v a n c e  v o u c h e r  e n t r i e s ,  d o  r e c o n c i l e  
b a n k  s t a t e m e n t ,  d o  a c c r u a l  a d j u s t m e n t s ,  a n d  a l s o  p r i n t  
fi n a n c i a l  s t a t e m e n t s ,  e t c .  i n  T a l l y  E R P . 9  s o f t w a r e  

C O 2 :  fi n d  e m p l o y a b i l i t y  i n  t h e  j o b  m a r k e t .  
C O 3 :  o b t a i n  c e r t i fi c a t e  t o  w o r k  w i t h  w e l l - k n o w n  a c c o u n t i n g  
s o f t w a r e  i . e .  T a l ly  E R P . 9  C O 4 :  p o s s e s s  r e q u i r e d  s k i l l  a n d  
c a n  a l s o  b e  e m p l o y e d  a s  T a l l y  d a t a  e n t r y  o p e r a t o r .  
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Course Code: BVMP-3327 

COMPUTER BASED ACCOUNTING - TALLY 
 

Examination Time: 3 Hours Max. Marks: 50 
Practical: 40 

CA: 10 
 
 

Note for the Practical Examiner: 
a) P r a c t i c a l  E x a m  i s  b a s e d  o n  t h e  s y l l a b u s  c o v e r e d  i n  t h e  s u b j e c t .  
b) T h e  q u e s t i o n  p a p e r  w i ll  b e  s e t  o n  t h e  s p o t  b y  t h e  e x a m i n e r  

 
 

Computerized Accounting: - M e a n i n g , N e e d , C o n c e p t s  o f A c c o u n t i n g  
G r o u p s ,  Hi e r a r c h y  o f  A c c o u n t s ,  C o d i f i c a t i o n  i n  A c c o u n t i n g .  
Accounting Package - S e t t i n g  u p  a n  A c c o u n t i n g  E n t i t y , C r e a t i o n  o f  
G r o u p s  a n d  A c c o u n t s  D e s i g n i n g  a n d  C r e a t i n g  V o u c h e r s ;  D a t a  
E n t r y O p e r a t i o n s  u s i n g  t h e  V o u c h e r s ,  P r o c e s s i n g  f o r R e p o r t s  
t o  p r e p a r e  L e d g e r  A c c o u n t s ,  T r i a l  B a l a n c e  a n d  B a l a n c e  S h e e t .  
Database Design for Accounting: Id e n t i f yi n g  a n d  a p p r e c i a t i n g t h e  d a t a  
c o n t e n t  i n A c c o u n t i n g  T r a n s a c t i o n s ;  O v e r v i e w o f D a t a b a s e  
C o n c e p t s ,  E R M o d e l ; C r e a t i n g  a n d  I m p l e m e n t i n g  R D M f o r  
F i n a n c i a l A c c o u n t i n g ;  S Q L t o  r e t r i e v e  d a t a  a n d  g e n e r a t e  
A c c o u n t i n g  I n f o r m a t i o n .  
D o c u m e n t i n g  T r a n s a c t i o n s  u s i n g V o u c h e r s ;  S y s t e m  o f  
V o u c h e r s  a n d  D a t a b a s e  D e s i g n  f o r A c c o u n t i n g ;  S t o r i n g  a n d  
M a i n t a i n i n g  T r a n s a c t i o n  D a t a .  

 
Tally Financial Accounting Packages: P r e p a r a t i o n  a n d  O n l i n e  
F i n a l i z a t i o n  o f  A c c o u n t s  o n  T a l l y ,  E R P  9 . 0 ; I n t r o d u c t i o n  o f  
T a l l y , E R P  9 . 0 , P h a s e s  o f I m p l e m e n t a t i o n ,  Ai d e s  f o r  
I m p l e m e n t a t i o n . A c c o u n t s  M a n a g e m e n t  ( U s i n g  T a l l y , E R P  9 . 0  
S o f t w a r e  P a c k a g e ) ; A c c o u n t s  M a s t e r s ,  A c c o u n t s  T r a n s a c t i o n ,  
A c c o u n t s  R e p o r t s . P r e p a r a t i o n  a n d  C o m p i l a t i o n  o f c o m p l e t e  
b a l a n c e  s h e e t  o f  a n y  I n d u s t r y / O r g a n i z a t i o n /  F i r m .  
Note: The mentioned versions of Tally must be replaced with latest available version 

 
 

REFERENCES: 
1. H a l l ,  J . A ,  ― A c c o u n t i n g  I n f o r m a t i o n  S ystemǁ, S o u t h  W e s t e r n  C o l l e g e  

P u b l i s h i n g .  
2. G e l i n a s ,   Ul t r i c ,   J .   a n d   S t e v e ,   G .   S u f f o n ,   ― A c c o u n t i n g   

In f o r m a t i o n   S ystem ,   S o u t h   W ester n  T h o m s o n  L e a r n i n g .  
3. ―T al l y-  E R P  9 ,  S i m p l e  S t e p s  o f  L e a r n i n g ǁ ,  K o g e n t  L e a r n i n g .  
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Course Code: BVMP-3328 

LAB ON LIFE SKILLS 
 
 

Course Outcomes 
A f t e r  c o m p l e t i o n  o f  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

C O 1 :  L e a r n  t h o s e  a b i l i t i e s  t h a t  h e l p  p r o m o t e  o v e r a l l w e l l - b e i n g  
a n d  c o m p e t e n c e  t o  b e  a b l e  t o  f a c e  t h e  r e a l i t i e s  o f  lif e .  

C O 2 : D e v e l o p  p s y c h o  s o c i a l c o m p e t e n c i e s  a n d  i n t e r p e r s o n a l  
s k i l l s  t h a t  w i ll h e l p  t h e m  t o m a k e  i n f o r m e d  d e c i s i o n s ,  
s o l v e  p r o b l e m s ,  t h i n k c r i t i c a l l y a n d  c r e a t i v e l y ,  
c o m m u n i c a t e  e ff e c t i v e l y , b u i l d  h e a l t h y r e l a t i o n s h i p s ,  
e m p a t h i z e  w i t h o t h e r s  a n d  c o p e  wi t h m a n a g i n g  t h e i r l i v e s  
i n  a  h e a l t h y  a n d  p r o d u c t i v e  m a n n e r .  

C O 3 : A d a p t  a n d  a d j u s t  w e l l w i t h t h e  c h a n g i n g  d e m a n d s  o f t h e  
s o c i e t y a s  y o u n g  a d o l e s c e n t s  e x t e n d  t h e i r r e l a t i o n s h i p s  
b e y o n d  p a r e n t s  a n d  f a m i l y a n d  a r e  i n t e n s e l y i n f l u e n c e d  
b y  t h e i r  p e e r s  a n d  t h e  o u t s i d e  w o r l d .  

C O 4 :  G e t  s u p p o r t  i n d e a l i n g  w i t h  e m o t i o n a l c o n f l i c t s  a n d  
p e r s o n a l p r o b l e m s  i n  t h e  c o l l e g e  a n d  w ill l e a r n  h o w  t o  
i n c o r p o r a t e  t h e  s a m e  i n  t h e i r  d a i l y  l i v e s .  

C O 5 : E m p o w e r  t h e m s e l v e s  t o  a c t  r e s p o n s i b l y , t a k e  i n i t i a t i v e  a n d  
c o n t r o l .  
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Examination Time: 3 Hours Max. Marks: 50 
Practical: 40 

CA: 10 
 

Evaluation Criteria 
T h e  s t u d e n t s  w i l l p r e p a r e  P o w e r  P o i n t  P r e s e n t a t i o n s ,  d i s c u s s  
C a s e  S t u d i e s ,  p a r t i c i p a t e  i n G r o u p  Di s c u s s i o n s  a n d  p r e s e n t  
d i f f e r e n t  s i t u a t i o n s  t h r o u g h  R o l e  P l a y s  o n  t h e  t o p i c s  s p e c i f i e d  
b y W H O . T h e  e x a m i n e r  w i ll e v a l u a t e  t h e  s t u d e n t s  o n  t h e  b a s i s  
o f t h e i r p r e s e n t a t i o n , t h e i r p e r f o r m a n c e  i n g r o u p  d i s c u s s i o n ,  
r o l e p l a y s  a n d  c a s e  s t u d i e s .  T h e  e x a m i n e r  c a n  a l s o  p r o p o s e  a  
s i t u a t i o n  a n d  t h e  s t u d e n t s  w i ll b e  a s k e d  t o  s u g g e s t  w a y s  t o  
c o p e  w i t h  t h a t  s i t u a t i o n .  

 
Experiential and Reflective Workshop will be conducted on topics like: 

1. Effective Communication 
E f f e c t i v e  c o m m u n i c a t i o n  m e a n s  t h a t  w e a r e  a b l e  t o  e x p r e s s  
o u r s e l v e s ,  b o t h  v e r b a l l y a n d  n o n - v e r b a l l y , i n w a y s  t h a t  a r e  
a p p r o p r i a t e  t o  o u r  c u l t u r e s  a n d  s i t u a t i o n s .  T h i s  m e a n s  b e i n g  
a b l e  t o  e x p r e s s  o p i n i o n s  a n d  d e s i r e s  a n d  a l s o  n e e d s  a n d  
f e a r s .  A n d  i t m a y m e a n  b e i n g  a b l e t o  a s k  f o r a d v i c e  a n d  h e l p  
i n  a  t i m e  o f  n e e d .  

 
2. Interpersonal Relationship 

I n t e r p e r s o n a l r e l a t i o n s h i p  s k i l l s  h e l p  u s  t o  r e l a t e  i n  p o s i t i v e  
w a y s  w i t h t h e  p e o p l e  w e i n t e r a c t wi t h . T h i s  m a y  m e a n  b e i n g  
a b l e  t o  m a k e  a n d  k e e p  f r i e n d l y r e l a t i o n s h i p s ,  w h i c h  c a n  b e  o f  
g r e a t  i m p o r t a n c e  t o  o u r  m e n t a l a n d  s o c i a l w e l l -b e i n g .  I t m a y  
m e a n  k e e p i n g , g o o d  r e l a t i o n s  w i t h f a m i l y m e m b e r s ,  w h i c h  
a r e  a n  i m p o r t a n t  s o u r c e  o f  s o c i a l  s u p p o r t .  

 
3. Creative Thinking 

C r e a t i v e  t h i n k i n g  i s  a n o v e l w a y o f s e e i n g  o r d o i n g  t h i n g s  
t h a t  i s  c h a r a c t e r i s t i c  o f f o u r c o m p o n e n t s  – fl u e n c y  
( g e n e r a t i n g  n e w  i d e a s ) , fl e x i b i l i t y ( s h i f t i n g  p e r s p e c t i v e  
e a s i l y) , o r i g i n a l i t y ( c o n c e i v i n g  of s o m e t h i n g  n e w ) a n d  
e l a b o r a t i o n  ( b u i ld i n g  o n  o t h e r  i d e a s ) .  

 
4. Self-Awareness 

S e l f - a w a r e n e s s  i n c l u d e s  r e c o g n i t i o n  o f ‗ s e l f‘, o u r c h a r a c t e r ,  
o u r  s t r e n g t h s  a n d  w e a k n e s s e s ,  d e s i r e s  a n d  d i s l i k e s .  
D e v e l o p i n g  s e l f -a w a r e n e s s  c a n  h e l p  u s  t o  r e c o g n i z e  w h e n  w e  
a r e  s t r e s s e d  o r fe e l  u n d e r  p r e s s u r e .  It i s  o f t e n  a p r e r e q u i s i t e  
t o  e f f e c t i v e  c o m m u n i c a t i o n  a n d  i n t e r p e r s o n a l r e l a t i o n s ,  a s  
w e l l  a s  f o r  d e v e l o p i n g  e m p a t h y  w i t h  o t h e r s .  
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5. Empathy 

T o h a v e  a s u c c e s s f u l r e l a t i o n s h i p  w i t h  o u r  l o v e d  o n e s  a n d  
s o c i e t y a t l a r g e ,  w e  n e e d  t o  u n d e r s t a n d  a n d  c a r e  a b o u t  o t h e r  
p e o p l e s ‘ n e e d s ,  d e s i r e s  a n d  f e e l i n g s .  E m p a t h y is  t h e  a b i l i t y  
t o  i m a g i n e  w h a t  lif e i s  li k e f o r a n o t h e r  p e r s o n . E m p a t h y c a n  
h e l p  u s  t o  a c c e p t  o t h e r s ,  w h o  m a y b e  v e r y d i f f e r e n t  f r o m  
o u r s e l v e s .  T h i s  c a n  i m p r o v e  s o c i a l i n t e r a c t i o n s ,  e s p e c i a l l y i n  
s i t u a t i o n s  o f  e t h n i c  o r  c u l t u r a l  d i v e r s i t y .  

 
6. Critical Thinking 

C r i t i c a l t h i n k i n g  i s  a n  a b i l i t y t o  a n a l y z e  i n f o r m a t i o n  a n d  
e x p e r i e n c e s  i n  a n  o b j e c t i v e  m a n n e r . C r i t i c a l th i n k i n g  c a n  
c o n t r i b u t e  t o  h e a l t h  b y h e l p i n g  u s  t o  r e c o g n i z e  a n d  a s s e s s  
t h e  f a c t o r s  t h a t  i n f l u e n c e  a t t i t u d e s  a n d  b e h a v i o u r  s u c h  a s  
v a l u e s ,  p e e r  p r e s s u r e  a n d  t h e  m e d i a .  

 
7. Coping with Stress 

C o p i n g  w i t h s t r e s s  m e a n s  r e c o g n i z i n g  t h e  s o u r c e s  o f s t r e s s  
i n o u r  li v e s ,  r e c o g n i z i n g  h o w t h i s  a f f e c t s  u s ,  a n d  a c t i n g  i n  
w a y s  t h a t  h e l p u s  c o n t r o l o u r  le v e l s  o f s t r e s s ,  b y c h a n g i n g  
o u r  e n v i r o n m e n t  o r  l if e s t y l e  a n d  l e a r n i n g  h o w  t o  r e l a x .  

 
8. Coping with Emotions 

C o p i n g  w i t h  e m o t i o n s  m e a n s  r e c o g n i z i n g  e m o t i o n s  w i t h i n  u s  
a n d  o t h e r s ,  b e i n g  a w a r e  o f  h o w e m o t i o n s  i n f l u e n c e  
b e h a v i o u r a n d  b e i n g  a b l e  t o  r e s p o n d  t o  e m o t i o n s  
a p p r o p r i a t e l y . I n t e n s e  e m o t i o n s  li k e a n g e r  o r s a d n e s s  c a n  
h a v e  n e g a t i v e  e ff e c t s  o n  o u r h e a l t h  if w e d o  n o t  r e s p o n d  
a p p r o p r i a t e l y .  

 
 

D i ff e r e n t  m e t h o d s  w ill b e  u s e d  t o  e n h a n c e  Li f e S k i l l s  i n  
s t u d e n t s  a s :  C l a s s  d i s c u s s i o n s ,  B r a i n s t o r m i n g ,  R o l e p l a y ,  
C a s e  s t u d i e s ,  S t o r y t e l l i n g  , D e b a t e s ,  D e m o n s t r a t i o n  a n d  
g u i d a n c e  p r a c t i c e ,  E d u c a t i o n a l  g a m e s  a n d  S i m u l a t i o n s ,  e t c .  
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A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o  

 
C O 1 :  i d e n t i f y  t h e  s c o p e ,  r o l e  a n d  f u n c t i o n s  o f  t h e  c o m p a n y  

s e c r e t a r y  a n d  a p p l y  t h e m  i n  t h e  e m p l o y i n g  o r  c l i e n t  

o r g a n i s a t i o n .  

C O 2 :  c r i t i c a l l y  e v a l u a t e  a n d  a p p l y  t h e  r o l e  o f  c o m p a n y  

s e c r e t a r y  a s  a n  a d v i s o r  t o  t h e  b o a r d .  C O 3 :  e n s u r e  e f f e c t i v e  

c o m m u n i c a t i o n  a n d  d i s s e m i n a t i o n  o f  i n f o r m a t i o n  t o  a n d  f r o m  

t h e  b o a r d ,  b o t h  i n t e r n a l l y  a n d  e x t e r n a l l y ,  f o r  t h e  o p t i m u m  

b e n e f i t  o f  t h e  o r g a n i s a t i o n .  

C O 4 :  u n d e r s t a n d  t h e  l a w  a n d  b e s t  p r a c t i c e  i n  k e y  f u n c t i o n a l  

m a t t e r s  ( f o r  e x a m p l e ,  m e e t i n g s  a n d  s h a r e  c a p i t a l  

m a n a g e m e n t )  a n d  a p p l y  t h e m  i n  t h e  s e c r e t a r y  s h i p  f u n c t i o n  

a n d  e n s u r e  c o r p o r a t e  c o m p l i a n c e .  

C O 5 :  a p p l y  t h e  f u n c t i o n s  o f  a  c o m p a n y  s e c r e t a r y  i n  e n s u r i n g  

c o r p o r a t e  c o m p l i a n c e  t h r o u g h  g o o d  d i s c l o s u r e  a n d  

o b s e r v a n c e  o f  s t a t u t o r y  a n d  o t h e r  r e g u l a t i o n s  

C O 6 :  t a k e  r e s p o n s i b i l i t y  f o r  t h e  o n g o i n g  r e s p o n s i b i l i t i e s  o f  

t h e  s e c r e t a r y  a s  a  p r o f e s s i o n a l  p r a c t i t i o n e r  i n  t h e  

o r g a n i s a t i o n  a n d  b e  r e s p o n s i b l e  f o r  c o n t i n u i n g  p e r s o n n e l  

d e v e l o p m e n t  w i t h i n  t h e  s e c r e t a r i a t .  
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Instructions for the Paper Setter 

 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t  e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 
 

Unit I 

Company Management: D e fi n i t i o n ,  F e a t u r e s  a n d  T y p e s  o f  

C o m p a n i e s ,  C o m p a n y F o r m a t i o n  a n d  I n c o r p o r a t i o n ,  

P r o m o t e r , C a p i t a l S u b s c r i p t i o n ,  M e m o r a n d u m  a n d  A r t i c l e s ,  

P r o s p e c t u s .  

Unit II 

Secretarial Practices: M e a n i n g ,  D e f i n i t io n ,  N e e d  a n d  I m p o r t a n c e ,  

A p p o i n t m e n t ,  R i g h t s ,  D u t i e s ,  P o w e r s  a n d  Li a b i l i t i e s  o f  a  

S e c r e t a r y ,  R o l e  o f  a  S e c r e t a r y  i n  C o m p a n y  F o r m a t i o n .  

Meetings: M e a n i n g  o f  m e e t i n g s ,  T y p e s  o f  m e e t i n g s ,  R e q u i s i t e s  
o f  m e e t i n g s .  

Unit III 

Company Directors: Me a n i n g  a n d  t y p e s  o f  d i r e c t o r s ,  

Q u a l i fi c a t i o n  a n d  N u m b e r ,  A p p o i n t m e n t ,  R e m o v a l ,  P o w e r s ,  

D u t i e s  a n d  Li a b i l i t i e s ,  R e m u n e r a t i o n  o f  Di r e c t o r s .  

Unit IV 

Shares and Debentures:  A p p l i c a t i o n ,  Allo t m e n t ,  T r a n s f e r  a n d  

T r a n s m i s s i o n ,  C a l l s  a n d  F o r f e i t u r e ,  D i v i d e n d  a n d  I n t e r e s t .  

Reconstruction and Amalgamation,  W i n d i n g  u p  a n d  D i s s o l u t i o n  o f  
C o m p a n i e s .  

 
REFERENCES:  

1  . S e c r e t a r i a l  P r a c t i c e  a n d  O f fi c e  M a n a g e m e n t  b y  P r a s a n t a  K  
G h o s h .  
2. T h e  C o m p a n y  S e c r e t a r i a l ,  h a n d  b o o k :  a  g u i d e  t o  
s t a t u t o r y  d u t i e s  a n d  r e s p o n s i b i l i t y ;  A s h t o n ,  H e l e n .  



 

3. T h e  C o m p a n y  S e c r e t a r i a l  D e s k t o p  G u i d e ;  M a s o n ,  R o g e r  
( T h o r o g o o d  P u b l i s h i n g ) .  
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Course Outcomes: 

 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  fi n d  k e y  c o m p o n e n t s  o f  d i g i t a l  l e a d e r s h i p  

C O 3 :  c r e a t e ,  i n f lu e n c e ,  m o n i t o r  a n d  

c o n t r o l  d i g i t a l  r e p u t a t i o n  C O 4 :  u s e  d i g i t a l  

o p p o r t u n i t i e s  t o  c o n n e c t  w i t h  a u d i e n c e s  

C O 5 :  u n d e r s t a n d  t h a t  d a t a  s h o u l d  b e  m a n a g e d  d i ff e r e n t l y  i n  

d i f f e r e n t  p h a s e s  o f  t h e  l i f e  c y c l e  C O 6 :  i d e n t i f y  t h e  v a l u e  a n d  

r e l a t i v e  i m p o r t a n c e  o f  d a t a  m a n a g e m e n t  t o  t h e  s u c c e s s  o f  a  

r e s e a r c h  p r o j e c t .  
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Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t  e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 
 

Unit I 

Workflow: M e a n i n g , t y p e s ,  A u t o m a t e d  w o r k f l o w – c o m p o n e n t s ,  

F i l e P r e p a r a t i o n , P r e f l i g h t i n g , D i g i t a l I m p o s i t i o n  – p r e R I P ,  

p o s t R I P , O P I, T r a p p i n g , P o s t s c r i p t , P D F , M e t a d a t a  – J D F ,  

X M L.  

File Formats & Compression Techniques: File  f o r m a t  – E P S , D C S , J P E G ,  

G I F , TI F F , P N G ,  c o m p a r i s o n  o f  fil e f o r m a t s ,  C o m p r e s s i o n  

t e c h n i q u e s ,  L o s s y & l o s s l e s s  c o m p r e s s i o n , R L E , H u f f m a n  

c o m p r e s s i o n , LZ W , D C T , W a v e l e t , F r a c t a l i m a g e  e n c o d i n g ,  

I m a g e  q u a l i t y  e v a l u a t i o n , A u d i o  c o m p r e s s i o n , Vi d e o  

C o m p r e s s i o n .  

Unit II 

2-D Transformations:  t r a n s l a t i o n ,  r o t a t i o n ,  s c a l i n g ,  m a t r i x  

r e p r e s e n t a t i o n s  a n d  h o m o g e n e o u s  c o o r d i n a t e s ,  c o m p o s i t e  

t r a n s f o r m a t i o n s ,  g e n e r a l  p i v o t  p o i n t  r o t a t i o n ,  g e n e r a l  fi x e d  

p o i n t  s c a l i n g ,  s h e a r i n g ,  r e f l e c t i o n  a b o u t  X  A x i s  a n d  Y  A x i s ,  

R e f l e c t i o n  a b o u t  S t r a i g h t  l i n e s ,  R e f l e c t i o n  t h r o u g h  a n  

A r b i t r a r y  Li n e .  

Unit III 

Database Management:  D a t a b a s e ,  T y p e s ,  D a t a b a s e  M a n a g e m e n t ,  

D a t a b a s e  L a n g u a g e s ,  Q u e r y  P r o c e s s i n g ,  D a t a  s t o r a g e ,  

B a c k u p  &  r e c o v e r y ,  Di s t r i b u t e d  d a t a b a s e s ,  D a t a  

W a r e h o u s i n g ,  D a t a  Mi n i n g  
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Unit IV 

Security: S e c u r i t y  in  O p e r a t i n g  S y s t e m s ,  P r i n c i p l e s  o f  

N e t w o r k  S e c u r i t y ,  C r y p t o g r a p h y ,  F i r e  w a l l s ,  I n t r u s i o n  

D e t e c t i o n  S y s t e m s ,  S e c u r e  E m a i l ,  Di g i t a l  R i g h t s  

M a n a g e m e n t ,  E l e m e n t  o f  D e s i g n i n g  A c c e s s i b l e  W e b  

C o n t e n t  a n d  W e b  S e c u r i t y  
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P u b l i s h e r s  I n c . ,  2 0 0 3  

7. A b r a h a m  S i l b e r s c h a t z ,  H e n r y  F .  K o r t h ,  S . S u d h a r s h a n ,  ― D a t a b a s e  
S y s t e m  C o n c e ptsǁ 
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Course Code: BVML-4323 

MANAGERIAL SKILLS 
 

Course Outcomes: 

 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  u n d e r s t a n d  w h a t  i s  m e a n t  b y  m a n a g e m e n t  

a n d  m a n a g e r i a l  e f f e c t i v e n e s s .  C O 2 :  i d e n t i f y  t h e  

r o l e s  w h i c h  a r e  f u l f i ll e d  w h i l e  w o r k i n g  a s  a  

m a n a g e r .  

C O 3 :  i d e n t i f y  m a n a g e r i a l  a c t i v i t i e s  t h a t  c o n t r i b u t e  t o  m a n a g e r i a l  
e f f e c t i v e n e s s .  

C O 4 :  i d e n t i f y  a  c a u s e  o f  s t r e s s  i n  m a n a g e r i a l  lif e  f r o m  a  

r a n g e  c o v e r i n g  m i s m a t c h e s  b e t w e e n  c a p a b i l i t i e s  a n d  

r o l e ,  p l a y e r - m a n a g e r  t e n s i o n  a n d  e v e r y d a y  s t r e s s o r s .  

C O 4 :  u n d e r s t a n d  t i m e  p r e s s u r e s  a n d  t h e  n e e d  f o r  t i m e  
m a n a g e m e n t .  



 

1 / 2  

B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -IV)  S e s s i o n  2 0 2 0 -

2 1  

Course Code:BVML-4323 

MANAGERIAL SKILLS 

 
Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 

CA: 10 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t  e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 
 

Unit I 

Introduction: I n t r o d u c t i o n  t o  S k i l l s  & P e r s o n a l  S k i l ls ,  

I m p o r t a n c e  o f  C o m p e t e n t  M a n a g e r s ,  S k i l l s  o f  E ff e c t i v e  

M a n a g e r s ,  D e v e l o p i n g  S e l f  A w a r e n e s s  o n  t h e  i s s u e s  o f  

E m o t i o n a l  I n t e l l ig e n c e ,  S e l f  L e a r n i n g  S t y l e s ,  V a l u e s ,  A t t i t u d e  

t o w a r d s  C h a n g e ,  L e a r n i n g  o f  

S k i l l s  a n d  A p p l i c a t i o n s  o f  S k i l l s .  
Unit II 

Problem Solving and Building Relationship: P r o b l e m  S o l v i n g , C r e a t i v i t y ,  

I n n o v a t i o n , S t e p s  o f A n a l y t i c a l P r o b l e m  S o l v i n g , Li m i t a t i o n s  

o f A n a l y t i c a l P r o b l e m  S o l v i n g ,  I m p e d i m e n t s  o f C r e a t i v i t y ,  

M u l t i p l e  A p p r o a c h e s  t o  C r e a t i v i t y ,  C o n c e p t u a l  B l o c k s ,  

C o n c e p t u a l Bl o c k  B u r s t i n g ,  S k i l l s  D e v e l o p m e n t  a n d  
A p p l i c a t i o n  f o r  a b o v e  a r e a s .  

Unit III 

Communication Aspects: B u il d i n g  r e l a t i o n s h i p  S k i l l s  f o r  d e v e l o p i n g  

p o s i t i v e  i n t e r p e r s o n a l c o m m u n i c a t i o n , I m p o r t a n c e  o f  

S u p p o r t i v e  C o m m u n i c a t i o n , C o a c h i n g  a n d  C o u n s e l i n g ,  

D e f e n s i v e n e s s  a n d  Di s c o n f i r m a t i o n ,  P r i n c i p l e s  o f  S u p p o r t i v e  

C o m m u n i c a t i o n s ,  P e r s o n a l I n t e r v i e w M a n a g e m e n t . S k i l l  

A n a l y s i s  a n d  A p p l i c a t i o n  o n  a b o v e  a r e a s .  

Team Building: D e v e l o p i n g  T e a m s  a n d  T e a m  W o r k ,  A d v a n t a g e s  

o f T e a m , L e a d i n g  T e a m ,  T e a m  M e m b e r s h i p , S k i l l 

D e v e l o p m e n t  a n d  S k i l l  A p p l i c a t i o n .  

Unit IV 



 

Empowering and Delegating: M e a n i n g  o f E m p o w e r m e n t , D i m e n s i o n s  

o f E m p o w e r m e n t , W a y s  t o  d e v e l o p  e m p o w e r m e n t , I n h i b i t o r s  

o f E m p o w e r m e n t , D e l e g a t i n g  W o r k s ,  S k i l l s  D e v e l o p m e n t  a n d  

S k i l l  A p p l i c a t i o n  o n  a b o v e  a r e a s .  

Communication related to Course: H o w t o m a k e  O r a l P r e s e n t a t i o n s ,  
C o n d u c t i n g  

M e e t i n g s ,  R e p o r t i n g  o f P r o j e c t s ,  R e p o r t i n g  o f C a s e  A n a l y s i s ,  

A n s w e r i n g  i n  Vi v a  V o c e ,  A s s i g n m e n t  W r i t i n g .  
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Course Code: BVML-4324 

STATISTICAL ANALYSIS 
 

Course Outcomes: 

 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  d e m o n s t r a t e  k n o w l e d g e  o f  p r o b a b i l i t y  a n d  t h e  s t a n d a r d  
s t a t i s t i c a l  d i s t r i b u t i o n s .  

C O 2 :  d e m o n s t r a t e  k n o w l e d g e  o f  fi x e d - s a m p l e  a n d  l a r g e -

s a m p l e  s t a t i s t i c a l  p r o p e r t i e s  o f  p o i n t  a n d  i n t e r v a l  

e s t i m a t o r s .  

C O 3 :  d e m o n s t r a t e  k n o w l e d g e  o f  t h e  p r o p e r t i e s  o f  

p a r a m e t r i c ,  s e m i - p a r a m e t r i c  a n d  n o n -  p a r a m e t r i c  

t e s t i n g  p r o c e d u r e s .  

C O 4 :  d e m o n s t r a t e  t h e  a b i l i t y  t o  p e r f o r m  c o m p l e x  d a t a  

m a n a g e m e n t  a n d  a n a l y s i s .  C O 5 :  a c q u i r e  u n d e r s t a n d i n g  

o f  h o w  t o  d e s i g n  e x p e r i m e n t s  a n d  s u r v e y s  f o r  e f f ic i e n c y .  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -IV)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-4324 

STATISTICAL ANALYSIS 

 
Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 

CA: 10 
 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t  e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 
 

Unit I 

Statistics: D e fi n i t i o n ,  F u n c t i o n s ,  S c o p e  a n d  Li m i t a t i o n s  o f  
S t a t i s t i c s .  

Measures of Central Tendency: M e a n ,  M e d i a n  a n d  M o d e .  
Unit II 

Measures of Dispersion: R a n g e ,  Q u a r t i l e  D e v i a t i o n ,  M e a n  D e v i a t i o n ,  

S t a n d a r d  D e v i a t i o n  a n d  C o e f f i c i e n t  o f  V a r i a t i o n .  K u r t o s i s ,  

S k e w n e s s  

Simple Correlation and Regression: M e a n i n g ,  T y p e s ,  K a r l  P e a r s o n ‘ s  &  

R a n k  C o r r e l a t i o n  ( e x c l u d i n g  g r o u p e d  d a t a ) ,  P r o b a b l e  e r r o r .  

Unit III 

Index Numbers: M e a n i n g  a n d  I m p o r t a n c e ,  M e t h o d s  o f  

c o n s t r u c t i o n  o f I n d e x  N u m b e r s :  W e i g h t e d  a n d  U n w e i g h t e d ;  

S i m p l e  A g g r e g a t i v e  M e t h o d , S i m p l e  A v e r a g e  o f P r i c e  

R e l a t i v e  M e t h o d ,  W e i g h t e d  I n d e x  M e t h o d :  L a s p e y r e s  M e t h o d ,  

P a s c h e s  M e t h o d  a n d  F i s h e r s  Id e a l M e t h o d  i n c l u d i n g  T i m e  

a n d  F a c t o r  R e v e r s a l  T e s t s ,  C o n s u m e r  P r i c e  I n d e x .  

Unit IV 

Time Series Analysis: C o m p o n e n t s ,  E s t i m a t i o n  o f  T r e n d s  

( G r a p h i c a l  M e t h o d ,  S e m i  A v e r a g e  M e t h o d ,  M o v i n g  A v e r a g e s  

M e t h o d  a n d  M e t h o d  o f  L e a s t  S q u a r e s  f o r  Li n e a r  P a t h ) .  
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Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  
 

 
C O 1 :  a n a l y z e  t h e  b u s i n e s s  e n v i r o n m e n t  i n  o r d e r  t o  

i d e n t i f y  b u s i n e s s  o p p o r t u n i t i e s  C O 2 :  i d e n t i f y  t h e  

e l e m e n t s  o f  s u c c e s s  o f  e n t r e p r e n e u r i a l  v e n t u r e s  

C O 3 :  c o n s i d e r  t h e  l e g a l  a n d  f i n a n c i a l  c o n d i t i o n s  f o r  

s t a r t i n g  a  b u s i n e s s  v e n t u r e  C O 4 :  e v a l u a t e  t h e  

e f f e c t i v e n e s s  o f  d i f f e r e n t  e n t r e p r e n e u r i a l  s t r a t e g i e s .  

C O 5 :  s p e c i f y t h e  b a s i c  p e r f o r m a n c e  i n d i c a t o r s  

o f e n t r e p r e n e u r i a l a c t i v i t y C O 6 : e x p l a i n  t h e  

i m p o r t a n c e  o f m a n a g e m e n t  i n s m a l l b u s i n e s s e s  

v e n t u r e  C O 7 :  i n t e r p r e t  t h e i r  o w n  b u s i n e s s  p l a n  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r -IV)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-4325 

ENTREPRENEURIAL SKILLS 

 
Examination Time: 3 Hour Max. Marks: 50 

Theory: 40 

CA: 10 
 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 
 

Unit I 

F u n d a m e n t a l s  o f  E n t r e p r e n e u r s h i p :  N a t u r e ,  
E n t r e p r e n e u r i a l  p r o c e s s .  E n t r e p r e n e u r s :  F u n c t i o n s ,  T y p e s ,  
T r a i t s ,  d i f f e r e n c e  b e t w e e n  m a n a g e r s  a n d  e n t r e p r e n e u r s .  
C r e a t i v i t y  a n d  I n n o v a t i o n :  c r e a t i v i t y  p r o c e s s ,  b a r r i e r s  t o  
c r e a t i v i t y ,  d e v e l o p i n g  i n d i v i d u a l  c r e a t i v i t y ,  e n h a n c i n g  
o r g a n i z a t i o n a l  c r e a t i v i t y ,  c o m m o n  s o u r c e s  o f  n e w  v e n t u r e  
i d e a s  

Unit II 

M o t i v a t i o n :  c o n c e p t ,  t h e o r i e s - M a s l o w ‘ s  t h e o r y ,  M c C l e l l a n d  
t h e o r i e s .  E t h i c s  a n d  S o c i a l  R e s p o n s i b i l i t y  o f  a n  
E n t r e p r e n e u r .  R o l e  o f  E n t r e p r e n e u r s h i p  i n  E c o n o m i c  
D e v e l o p m e n t .  R o l e  o f  g o v e r n m e n t  t o w a r d s  e n t r e p r e n e u r i a l  
d e v e l o p m e n t  

Unit III 

E n t r e p r e n e u r i a l  d e c i s i o n  m a k i n g ,  S e t t i n g  U p  a  S m a l l  
B u s i n e s s  E n t e r p r i s e ;  B u s i n e s s  P l a n :  E l e m e n t s ,  P r e p a r a t i o n .  
S o u r c e s  o f  fi n a n c e :  D e b t / E q u i t y  F i n a n c i n g ,  S u p p o r t  f r o m  
b a n k s  a n d  o t h e r  fi n a n c i a l  i n s t i t u t i o n s ,  v e n t u r e  c a p i t a l .  

Unit IV 

D i m e n s i o n s  o f  E n t r e p r e n e u r s h i p :  E n t r e p r e n e u r i a l  C u l t u r e ,  
E n t r e p r e n e u r i a l  S o c i e t y ,  W o m e n  E n t r e p r e n e u r s h i p ,  R u r a l  
E n t r e p r e n e u r s h i p .  
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Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  
 

 
C O 1 :   u s e  i n t e r n e t  a n d  m a n g e  e m a i l  e f f e c t i v e l y  

C O 2 :  u s e  v a r i o u s  w e b - b a s e d  t o o l s  f o r  

o f f i c e  m a n a g e m e n t  C O 3 :  h o l d  a n d  

m a n a g e  o n l i n e  v i r t u a l  m e e t i n g s  
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Practical: 40 
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Note for the  Practical Examiner: 

a )  P r a c t i c a l   E x a m  i s  b a s e d  o n  t h e  s y l l a b u s  c o v e r e d  i n  t h e  s u b j e c t .  
b )  T h e  q u e s t i o n  p a p e r  w i ll  b e  s e t  o n  t h e  s p o t  b y  t h e  e x a m i n e r  

 
 
 

Unit I 

Introduction: A b o u t  i n t e r n e t  a n d  i t s  w o r k i n g ,  b u s i n e s s  u s e  o f  
i n t e r n e t ,  s e r v i c e s  o f f e r e d  b y  i n t e r n e t ,  e v a l u a t i o n  o f  i n t e r n e t ,  
i n t e r n e t  s e r v i c e  p r o v i d e r  (I S P ) ,  i n t e r n e t  a d d r e s s i n g  ( D N S )  
a n d  I P  a d d r e s s e s ) .  

E–Mail: B a s i c  I n t r o d u c t i o n ;  A d v a n t a g e  a n d  d i s a d v a n t a g e ,  
s t r u c t u r e  o f  a n  e – m a i l  m e s s a g e ,  w o r k i n g  o f  e– m a i l  ( s e n d i n g  
a n d  r e c e i v i n g  m e s s a g e s ) ,  m a n a g i n g  e– m a i l  ( c r e a t i n g  n e w  
f o l d e r ,  d e l e t i n g  m e s s a g e s ,  f o r w a r d i n g  m e s s a g e s ,  fil t e r i n g  
m e s s a g e s )  I m p l e m e n t a t i o n  o f  o u t l o o k  e x p r e s s .  

Unit II 

Internet Protocol: I n t r o d u c t i o n ,  fil e  t r a n s f e r  p r o t o c o l  ( F T P ) ,  
G o p h e r ,  T e l n e t ,  o t h e r  p r o t o c o l s  l i k e  H T T P  a n d  T C P  I P .  

WWW: I n t r o d u c t i o n ,  w o r k i n g  o f  W W W ,  W e b  b r o w s i n g  ( o p e n i n g ,  
v i e w i n g ,  s a v i n g  a n d  p r i n t i n g  a  w e b  p a g e  a n d  b o o k m a r k )  

Search Engine: A b o u t  s e a r c h  e n g i n e ,  C o m p o n e n t s  o f  s e a r c h  
e n g i n e ,  w o r k i n g  o f  s e a r c h  e n g i n e ,  d i ff e r e n c e  b e t w e e n  
s e a r c h  e n g i n e  a n d  w e b  d i r e c t o r y  

Unit III 

I n t r o d u c t i o n  t o  W e b  b a s e d  t o o l s  f o r  O f fi c e  M a n a g e m e n t :  

G o o g l e  D o c s :  C r e a t i n g  d o c u m e n t s ,  u p l o a d i n g  f i l e s  t o  G o o g l e  
D r i v e ,  m a n a g i n g  fil e s  a n d  s h a r i n g  fil e s  o n  G o o g l e  D r i v e ,  
E d i t i n g  D o c u m e n t s ,  s h a r i n g  d o c u m e n t s ,  C h a n g i n g  o w n e r s h i p  
o f  t h e  d o c u m e n t .  

G o o g l e  F o r m s :  C r e a t i n g  a  Q u e s t i o n n a i r e /  Q u i z  u s i n g  G o o g l e  
F o r m s  

U s i n g  G o o g l e  C a l e n d a r  t o  o r g a n i s e  a n d  T r a c k  o n l i n e  m e e t i n g ,  
U s i n g  T e l e g r a m ,  W h a t s a p p  W e b  t o  c o m m u n i c a t e  a n d  s h a r e  
d o c u m e n t s  o n l i n e .  
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Unit IV 

O n l i n e  P l a t f o r m s  f o r  Vi r t u a l  M e e t i n g :  G o o g l e  M e e t ,  
Mi c r o s o f t  T e a m s ,  Z o o m  O n l i n e  m e e t i n g ,  C i s c o  W e b e x . ,  
S c h e d u l i n g  a n d  c o n d u c t i n g  O n l in e  M e e t i n g s  

O n l i n e  P a y m e n t  m e t h o d s :  I n t e r n e t  b a n k i n g ,  U P I,  D e b i t  a n d  
C r e d i t  C a r d s ,  M o b i l e  W a l l e t s  
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MINOR PROJECT (Computer based) 

 
C o u r s e  O u t c o m e :  

 

A t  t h e  e n d  o f  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  
 

C O 1 :  P r a c t i c e  a c q u i r e d  k n o w l e d g e  w i t h i n  t h e  c h o s e n  a r e a  o f  

t e c h n o l o g y  f o r  p r o j e c t  d e v e l o p m e n t .  

C O 2 :  I d e n t i f y ,  d i s c u s s  a n d  j u s t i fy  t h e  t e c h n i c a l  a s p e c t s  o f  

t h e  c h o s e n  p r o j e c t  w i t h  a  c o m p r e h e n s i v e  a n d  s y s t e m a t i c  

a p p r o a c h .  

C O 3 :  R e p r o d u c e ,  i m p r o v e  a n d  r e f i n e  t e c h n i c a l  a s p e c t s  f o r  p r o j e c t s .  
 

C O 4 :  W o r k  a s  a n  i n d i v i d u a l  o r  i n  a  t e a m  i n  

d e v e l o p m e n t  o f  t e c h n i c a l  p r o j e c t s .  C O 5 :  

C o m m u n i c a t e  a n d  r e p o r t  e f f e c t i v e l y  p r o j e c t  r e l a t e d  

a c t i v i t i e s  a n d  f i n d i n g s .  
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Examination Time: 3 Hours Max. Marks : 100 

Practical: 80 
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 R e p o r t  a n d  P r e s e n t a t i o n  s h o u l d  b e  s u b m i t t e d  m o n t h l y  
 I n t e r n a l  A s s e s s m e n t  i s  b a s e d  u p o n  t h e  

p e r f o r m a n c e  o f  a b o v e  s a i d  r e p o r t  a n d  
p r e s e n t a t i o n  m a d e .  

 M o n t h l y  r e p o r t  i s  t o  b e  e v a l u a t e d  b y  i n t e r n a l  e x a m i n e r  o f  t h e  
c o n c e r n e d  c o l l e g e .  

 F i n a l  r e p o r t  i s  t o  b e  s u b m i t t e d  b y  t h e  e n d  o f  t r a i n i n g  
p e r i o d .  E x t e r n a l  a s s e s s m e n t  i s  b a s e d  o n  f i n a l  r e p o r t  
a n d  v i v a  v o c e .  F i n a l  r e p o r t  i s  t o  b e  e v a l u a t e d  b y  
e x t e r n a l  e x a m i n e r .  



 

 

B a c h e l o r  o f  V o c a t i o n  
( M a n a g e m e n t  &  S e c r e t a r i a l  
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Course Code: BVML-5121 
INTRODUCTION TO GRAPHIC DESIGNING 

 
 

Course Outcomes: 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  D e m o n s t r a t e  i n  t y p o g r a p h i c  p r a c t i c e  u s i n g  t e x t  

t y p o g r a p h y ,  d i s p l a y  t y p o g r a p h y ,  a n d  g r i d  s y s t e m s  
a c r o s s  a n a l o g  a n d  d i g i t a l  m e d i a .  

C O 2 :  Di s p l a y  i m a g e - m a k i n g  e x p e r t i s e  a n d  t h e  
d e v e l o p m e n t  o f  v i s u a l  n a r r a t i v e s  u s i n g  
p h o t o g r a p h y ,  i llu s t r a t i o n ,  a n d  t y p e - a s - i m a g e  a c r o s s  
a n a l o g  a n d  d i g i t a l  m e d i a .  

C O 3 :  C o m m u n i c a t e  c o n c e p t s ,  d e s i g n  s o l u t i o n s ,  a n d  
a r g u m e n t s  c l e a r l y  a n d  c o n c i s e l y  t h r o u g h  v i s u a l ,  v e r b a l  
a n d  w r i t t e n  m e a n s .  

C O 4 :  U n d e r s t a n d  t h e  r e l a t i o n s h i p  o f  g r a p h i c  d e s i g n  t o  o t h e r  
d i s c i p l i n e s  a n d  t o  s o c i e t y .  
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Examination Time: 3 Hours Max. Marks: 50 
Theory: 40 
    CA: 10 

 
Instructions for the Paper Setter 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  s e t ,  
t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  (A- D) . Q u e s t i o n s  o f S e c t i o n s  
A - D s h o u l d  b e  s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y .  
Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o p a r t s  ( n o t  e x c e e d i n g  f o u r ) .  
C a n d i d a t e s  a r e  r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  
a t  l e a s t  o n e  q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e  f if t h  q u e s t i o n  
m a y  b e  a t t e m p t e d  f r o m  a n y  S e c t i o n .  

 

Unit I 

Graphic designing: M e a n i n g  a n d  i m p o r t a n c e  o f  G r a p h i c  d e s i g n i n g  
i n  c o n t e m p o r a r y  t i m e s ,  Hi s t o r y  a n d  F u t u r e  o f  G r a p h i c  
D e s i g n ,  V a r i o u s  t o o l s  u s e d  i n  G r a p h i c  d e s i g n i n g  Techniques of 
image making: D e n o t a t i v e  a n d  C o n n o t a t i v e  i m a g e  m a k i n g  

Unit II 
Elements of Design: C o l o r ,  Li n e ,  S h a p e ,  S p a c e ,  T e x t u r e ,  V a l u e  
Color: C o l o r  w h e e l  a n d  v a r i o u s  c o l o r  s c h e m e s  
Principles of Design: Ba l a n c e ,  C o n t r a s t ,  E m p h a s i s / D o m i n a n c e ,  
H a r m o n y ,  M o v e m e n t / R h y t h m ,  P r o p o r t i o n ,  
R e p e t i t i o n / P a t t e r n ,  U n i t y ,  V a r i e t y  

Unit III 

Typography: A n a t o m y  o f  a  l e t t e r ,  W o r d s  a n d  s p a c i n g ,  
T y p o g r a p h i c  M e a s u r e m e n t :  T h e  p o i n t  s y s t e m ,  T y p e f a c e s ,  
f o n t s  a n d  t y p e  f a m i l i e s ,  T y p e f a c e  c a t e g o r i e s ,  T y p o g r a p h i c  
S t a n d a r d s ,  T y p o g r a p h i c  G u i d e l i n e s  

Unit IV 
Fundamentals of Shape and Color: I n t r o d u c t i o n  t o  S h a p e  a n d  c o l o r ,  
G r a p h i c  s h a p e s ,  Vi s u a l  c o n t r a s t ,  w o r k i n g  w i t h  c o l o r ,  t h e  
c o l o r  w h e e l ,  R h y t h m  a n d  p a t t e r n  
C r e a t i n g  i m a g e s  f o r  p r i n t  & w e b :  F o r m a t s ,  R e s o l u t i o n ,  R a s t e r  
V s  V e c t o r  
Editing Images: E t h i c s  a n d  C o p y r i g h t  l a w s  
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W o r k i n g  i n  P r i n t ,  W o r k i n g  i n  P r i n t ,  M o v i n g  I m a g e  a n d  D i g i t a l  
M e d i a  " ,  T h a m e s  & H u d s o n  L t d ,  5 t h  r e v i s e d  e d i t i o n  
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3. A a r i s  S h e r i n , "  D e s i g n  E l e m e n t s ,  C o l o r  F u n d a m e n t a l s :  
A  G r a p h i c  S t y l e  M a n u a l  f o r  U n d e r s t a n d i n g  H o w  C o l o r  
A f f e c t s  D e s i g n  " ,  R o c k p o r t  P u b l i s h e r s  
4. K ri s t i n  C u l l e n ,  "  D e s i g n  E l e m e n t s ,  T y p o g r a p h y  



 

F u n d a m e n t a l s :  A  G r a p h i c  S t y l e  M a n u a l  f o r  U n d e r s t a n d i n g  
H o w  T y p o g r a p h y  A ff e c t s  D e s i g n  " ,  R o c k p o r t  P u b li s h e r s  
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Course Outcomes: 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  U n d e r s t a n d  t h e  i m p o r t a n c e  o f  c o m m e r c i a l  b a n k s .  
C O 2 :  L e a r n  a n d  i d e n t i f y  t h e  s e r v i c e s  p r o v i d e d  b y  c o m m e r c i a l  
b a n k s .  
C O 3 :  G a i n  k n o w l e d g e  a b o u t  R e g i o n a l  R u r a l  B a n k s ,  
F o r e i g n  b a n k s ,  C o o p e r a t i v e  b a n k s .  C O 4 :  U n d e r s t a n d  t h e  
m a i n  f u n c t i o n s  o f  c e n t r a l  b a n k  ( R B I) .  
C O 5 :  I n t e r p r e t  t h e  t e c h n i q u e s  o f  c r e d i t  c o n t r o l  a n d  
m e c h a n i s m  o f  c r e d i t  c r e a t i o n .  C O 6 :  P r a c t i c e  t h e  
p r o c e s s  o f  r e c o r d i n g  e n t r i e s  i n  p a s s  b o o k .  
C O 7 :  L e a r n  a n d  s p e c i f y  t h e  w o r k i n g  o f  C l e a r i n g  H o u s e  s y s t e m .  
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Instructions for the Paper Setter 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  s e t ,  
t w o  i n  e a c h  o f th e  f o u r  S e c t i o n s  (A- D) . Q u e s t i o n s  o f S e c t i o n s  
A - D s h o u l d  b e  s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y .  
Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o p a r t s  ( n o t e x c e e d i n g  f o u r ) .  
C a n d i d a t e s  a r e  r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  
a t  l e a s t  o n e  q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e  f if t h  q u e s t i o n  
m a y  b e  a t t e m p t e d  f r o m  a n y  S e c t i o n .  

 
 

Unit I 

Commercial Banks—In t r o d u c t i o n ,  e v o l u t i o n ,  n a t u r e ,  f u n c t i o n s ,  
i m p o r t a n c e  a n d  s e r v i c e s  p r o v i d e d  b y  c o m m e r c i a l  b a n k s .  
Types of Banks- C o m m e r c i a l  B a n k ,  R e g i o n a l  R u r a l  B a n k s ,  
F o r e i g n  B a n k s ,  C o o p e r a t i v e  B a n k s ,  
P u b l i c  b a n k  a n d  P r i v a t e  b a n k ,  d i ffe r e n c e  b e t w e e n  p u b l i c  a n d  
p r i v a t e  b a n k s .  

Unit II 
Central Bank— m e a n i n g  a n d  f u n c t i o n s ,  T e c h n i q u e s  o f  c r e d i t  
c o n t r o l ,  m e c h a n i s m  o f  C r e d i t  C r e a t i o n .  
Practical Aspect of Banking- N e g o t i a b l e  In s t r u m e n t s — C h e q u e s ,  
b i l l s  o f  e x c h a n g e  a n d  p r o m i s s o r y  n o t e s ,  e n d o r s e m e n t s ,  
d i f f e r e n c e  b e t w e e n  c h e q u e s  a n d  b i l l s  o f  e x c h a n g e .  

Unit III 

Customer’s Pass Book-E n t r i e s  i n  P a s s  B o o k ,  E ff e c t s  o f  e r r o r s  
f a v o u r a b l e  t o  t h e  B a n k e r  a n d  C u s t o m e r .  
C l e a r i n g  H o u s e  S y s t e m  

Unit IV 
Systems of Banking- G r o u p  a n d  C h a i n  B a n k i n g ,  U n i t  a n d  B r a n c h  
B a n k i n g ,  I n v e s t m e n t  
B a n k  

 
REFERENCES: 
1 . S u n d h a r a m , V a r s h e n e y ,  ― B a n k i n g  T h e o r y ,  L a w  & P r a c t i c e ǁ ,  
S u l t a n  C h a n d  &  C o .  2 . S h e k h a r , K . C ;  S h e k h a r ,  L e k s h m y ,  
― B a n k i n g  T h e o r y  a n d  P r a c t i c e ǁ ,  Vik a s  P u b l i s h i n g  H o u s e .  
3 . S e t h i ,  J y o t s a n a ;  B h a t i a ,  N i s h w a n ,  ― E l e m e n t s  o f  B a n k i n g  a n d  
I n s u r a n c e ǁ ,  P HI L e a r n i n g  P r i v a t e  Li m i t e d ,  N e w  D e l h i  
4 . w w w . r b i . o r g  
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P r a c t i c e s ) ( S e m e s t e r - V)  S e s s i o n  2 0 2 0 -
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Course Code: BVML-5323 
FUNDAMENTALS OF GOODS AND SERVICES TAX (GST) 

 
Course Outcomes: 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e :  

 
C O 1 :  T o  l e a r n  t h e  c o n c e p t  G S T  
C O 2 :  T o  u n d e r s t a n d  t h e  i m p o r t a n c e  o f  G S T  i n  t h e  I n d i a n  
a n d  g l o b a l  e c o n o m y  a n d  i t s  c o n t r i b u t i o n  t o  t h e  
e c o n o m i c  d e v e l o p m e n t  
C O 3 :  T o  c o m p r e h e n d  t h e  p r i n c i p l e s  o f  t a x a t i o n ,  o b j e c t i v e s  
o f  t a x e s  a n d  i t s  i m p a c t ,  s h i f t i n g  a n d  i n c i d e n c e  p r o c e s s  o f  
G S T  i n  t h e  m a r k e t  o r i e n t e d  e c o n o m y .  
C O 4 :  T o  u n d e r s t a n d  t h e  i m p l i c a t i o n s  o f  G S T  o n  t a x a b l e  
c a p a c i t y  c o n s u m e r s ,  d e a l e r s  a n d  o f  t h e  s o c i e t y  a t  l a r g e .  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  
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Course Code: BVML-5323 

FUNDAMENTALS OF GOODS AND SERVICES TAX (GST) 
Examination Time: 3 Hours Max. Marks: 50 

Theory: 40 
CA: 10 

 
Instructions for the Paper Setter 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  s e t ,  
t w o  i n  e a c h  o f th e  f o u r  S e c t i o n s  (A- D) . Q u e s t i o n s  o f S e c t i o n s  
A - D s h o u l d  b e  s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y .  
Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o p a r t s  ( n o t e x c e e d i n g  f o u r ) .  
C a n d i d a t e s  a r e  r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  
a t  l e a s t  o n e  q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e  f if t h  q u e s t i o n  
m a y  b e  a t t e m p t e d  f r o m  a n y  S e c t i o n .  

 
 
 

Unit I 

T a x  s t r u c t u r e  i n  In d i a ,  D i r e c t  t a x  a n d  I n d i r e c t  t a x ,  o v e r v i e w  o f  
G o o d s  a n d  S e r v i c e  T a x ,  I m p l e m e n t a t i o n ,  R e a s o n s  o f  G S T  
i n t r o d u c t i o n ,  P r o s  a n d  c o n s  o f  G S T ,  G S T  C o u n c i l ,  B r i e f  
I n t r o d u c t i o n  t o  IG S T ,  C G S T ,  S G S T  a n d  U G S T .  

Unit II 
L e v y  a n d  c o l l e c t i o n .  E x e m p t i o n  f r o m  G S T :  I n t r o d u c t i o n ,  
C o m p o s i t i o n  S c h e m e  a n d  r e m i s s i o n  o f  T a x  R e g i s t r a t i o n :  
I n t r o d u c t i o n ,  R e g i s t r a t i o n  P r o c e d u r e ,  S p e c i a l  P e r s o n s ,  
A m e n d m e n t s  /  C a n c e l l a t i o n .  

Unit III 

S u p p l y :  C o n c e p t ,  i n c l u d i n g  c o m p o s i t e  s u p p l y ,  m i x e d  s u p p l y ,  
i n t e r s t a t e  s u p p l y ,  i n t r a - s t a t e  s u p p l y,  s u p p l y  i n  t e r r i t o r i a l  
w a t e r s ,  p l a c e  a n d  t i m e  o f  s u p p l y .  I n p u t  T a x  C r e d i t :  
I n t r o d u c t i o n ,  T a x  I n v o i c e  C r e d i t  & D e b i t  n o t e s ,  e - w a y  b i l l .  

Unit IV 
C o m p u t a t i o n  o f  G S T  Li a b i l i t y  a n d  P a y m e n t  i n c l u d i n g  t i m e ,  
m e t h o d  o f  m a k i n g  p a y m e n t ,  c h a l l a n  g e n e r a t i o n ,  C P I N ,  T D S  
& T C S .  R e t u r n s :  v a r i o u s  r e t u r n s  t o  b e  f i l e d  b y  t h e  a s s e s s e s .  
G S T  P o r t a l :  I n t r o d u c t i o n  ,  G S T  E c o - s y s t e m ,  G S T  S u v i d h a  
P r o v i d e r  ( G S P )  

 
 

REFERENCES: 
1 . T a x m a n n :  T a x m a n n ‘ s  G S T  M a n u a l  2 0 1 7 .  T a x m a n ,  
P u b l i c a t i o n s  ( P )  L t d .  2 . D a t e y  V . S . ,  T a x m a n n ‘ s  G S T  
R e a d y  R e c k o n e r  T a x m a n ,  P u b l i c a t i o n s  ( P )  L t d .  
3. G u p t a  S . S . ,  G S T - H o w  t o  m e e t  y o u r  o b l i g a t i o n s  2 0 1 7 .  
T a x m a n ,  P u b l i c a t i o n s  ( P )  L t d .  4 . w w w . c b e c . g o v . i n  
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Course Code: BVML-5124 
DESIGNING IN COREL DRAW 

 
 

Course Outcomes: 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  U n d e r s t a n d  b a s i c  i m a g e  f u n d a m e n t a l s ,  
c o l o r  m o d e l s ,  v e c t o r  g r a p h i c s  C O 2 :  A c q u i r e  
p r a c t i c a l  p r o f i c i e n c y  f o r  w o r k  w i t h  2 D  g r a p h i c s  
C O 3 :  Di s c u s s  g r a p h i c  d e s i g n  
p r o c e s s e s  a n d  c o n c e p t s .  C O 4 :  
L e a r n  a n d  i d e n t i fy  v a r i o u s  t o o l s  i n  
C o r e l  D r a w  
C O 5 :  U n d e r s t a n d  a n d  e s t a b l i s h  a  w o r k f l o w  f o r  b e s t  r e s u l t s  u s i n g  
e d i t i n g  t o o l s  a n d  t e c h n i q u e s .  
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Course Code: BVML-5124 

DESIGNING IN COREL DRAW 
 

Examination Time: 3 Hours Max. Marks: 50 
Theory: 40 

CA: 10 
 
 

Instructions for the Paper Setter 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  
s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  
S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  
s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  
p a r t s  ( n o t e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  
a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  
f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  
f r o m  a n y  S e c t i o n .  

 
 

Unit I 

Bitmap Vs. Vector: V e c t o r  G r a p h i c s ,  R e s o l u t i o n  a n d  Q u a l i t y ,  
C o l o r s  a n d  F i l l s ,  F i l e  S i z e ,  C o m m o n  F o r m a t s -  B i t m a p  
G r a p h i c s ,  R e s o l u t i o n -  S i z e  a n d  Q u a l i t y -  C o l o r -  F il e  S i z e .  
File Formats - T h e  C o r e l D r a w  I n t e r f a c e :  C o r e l D r a w  W i n d o w  -  
T h e  S t a r t u p  S c r e e n ,  Ti t l e  B a r ,  M e n u  
B a r ,  S t a n d a r d  T o o l b a r ,  P r o p e r t y  B a r ,  O t h e r  T o o l b a r s ,  
T o o l b o x ,  C o l o r  P a l e t t e ,  S t a t u s  B a r ,  D r a w i n g  W i n d o w ,  Di a l o g  
B o x e s .  

Unit II 
Drawing predefined shapes: R e c t a n g l e s -  3 - P o i n t  R e c t a n g l e s ,  E l l i p s e s ,  
U s i n g  t h e  M o d i f ie r  K e y s ,  C r e a t i n g  A r c s  a n d  P i e  W e d g e s ,  
P o l y g o n s ,  D r a w i n g  a  S t a r ,  P e r f e c t  S h a p e s ,  S m a r t  D r a w i n g  
Tool- O v e r v i e w ,  C r e a t i n g  & M a n i p u l a t i n g  T e x t ,  C r e a t i n g  
A r t i s t i c  T e x t ,  P a r a g r a p h  T e x t ,  C h a r a c t e r  F o r m a t t i n g  F o n t ,  
P a r a g r a p h  F o r m a t t i n g ,  S p a c i n g :  In d e n t s ,  T a b s ,  F r a m e s  a n d  
C o l u m n s ,  B u l l e t s ,  W r a p p i n g  T e x t  A r o u n d  G r a p h i c s ,  
C h a n g i n g  C a s e ,  I n s e r t  S y m b o l  C h a r a c t e r  

Unit III 

S e l e c t i n g  & T r a n s f o r m i n g  o b j e c t s  S e l e c t i n g  O b j e c t s ,  
M a r q u e e  S e l e c t i o n s ,  U s i n g  t h e  M e n u s ,  M a n i p u l a t i n g  O b j e c t s ,  
P o s i t i o n i n g  O b j e c t s ,  R e s i z i n g  O b j e c t s ,  R o t a t i n g  a n d  S k e w i n g  
O b j e c t s ,  
M a n i p u l a t i n g  O b j e c t s  w i t h  O t h e r  T o o l s ,  F r e e  
T r a n s f o r m a t i o n  T o o l s ,  F r e e  R o t a t i o n  T o o l ,  F r e e  
S c a l e  T o o l ,  F r e e  S k e w  T o o l , T h e  T r a n s f o r m  T o o l b a r ,  U n d o i n g  
A ll  T r a n s f o r m a t i o n s ,  
A p p l y i n g  
a n d  e d i t i n g  l i n e  e n d i n g  s h a p e s ,  s p l i t t i n g  a n d  e r a s i n g  p o r t i o n s  
o f  o b j e c t s  
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Unit IV 
O b j e c t  o r d e r i n g ,  L a y e r s  &  t h e  O b j e c t  m a n a g e r  O r d e r i n g  
O b j e c t s ,  T h e  O b j e c t  M a n a g e r ,  W o r k i n g  w i t h  O b j e c t s ,  M o v i n g  
O b j e c t s ,  W o r k i n g  w i t h  L a y e r s ,  A l i g n i n g  O b j e c t s ,  A l i g n i n g  
w i t h  
t h e  K e y b o a r d ,  Di s t r i b u t i n g  O b j e c t s ,  W r i t i n g  T o o l s ,  F i n d  a n d  
R e p l a c e ,  Q u i c k C o r r e c t ,  S p e l l  C h e c k e r ,  A u t o m a t i c  S p e l l  
C h e c k i n g ,  G r a m m a t i k ,  T h e s a u r u s ,  L a n g u a g e ,  D o c u m e n t  
I n f o r m a t i o n  
A p p l y i n g  s p e c i a l  e f f e c t s  t o  b i t m a p  b y  E f f e c t s :  b l e n d ,  
c o n t o u r ,  e n v e l o p e ,  e x t r u d e ,  b e v e l ,  p o w e r  
c l i p  e t c  
E x p o r t i n g  f i l e s ,  p r i n t i n g  o f  d o c u m e n t /  D e s i g n  

 
REFERENCES: 

 
1. G a r y  D a v i d  B o u t o n ,  ― C o r e l D R A W  X 7 :  T h e  O f fi c i a l  G u i d e ǁ ,  

M c G r a w  H ill  E d u c a t i o n  
2. K o g e n t  L e a r n i n g  S o l u t i o n s  I n c .  ―C o r e l D r a w  X 7  i n  S i m p l e  

S t e psǁ,Dr e a m t e c h  P r e s s  
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DESIGNING IN ADOBE PHOTOSHOP 

 
Course Outcomes: 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  
C O 1 :  U n d e r s t a n d  b a s i c  i m a g e  f u n d a m e n t a l s ,  c o l o r  
m o d e l s  a n d  v a r i o u s  f i l e  f o r m a t s  C O 2 :  G a i n  k n o w l e d g e  
a b o u t  d i g i t a l  i m a g e  e d i t i n g ,  m a n i p u l a t i o n  a n d  
a d j u s t m e n t s  C O 3 :  Di s c u s s  g r a p h i c  d e s i g n  p r o c e s s e s  
a n d  c o n c e p t s .  
C O 4 :  L e a r n  a n d  i d e n t i f y  v a r i o u s  t o o l s  i n  A d o b e  P h o t o s h o p  
C O 5 :  U n d e r s t a n d  a n d  e s t a b l i s h  a  w o r k f l o w  f o r  b e s t  r e s u l t s  u s i n g  
e d i t i n g  t o o l s  a n d  t e c h n i q u e s .  
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B a c h e l o r  o f  V o c a t i o n  
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Course Code: BVML-5125 
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Examination Time: 3 Hours Max. Marks: 50 
Theory: 40 
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Instructions for the Paper Setter 
E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  
s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  
S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  
s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  
p a r t s  ( n o t e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  
a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  
f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  
f r o m  a n y  S e c t i o n .  

 
 

Unit I 

Image Fundamentals: D i g i t a l  i m a g e  p i x e l ,  R e s o l u t i o n .  D P I ,  r a s t e r  
i m a g e / b i t m a p s ,  V e c t o r  i m a g e / g r a p h i c s  
Various File Formats: B i t m a p ,  J P E G ,  P S D ,  P N G ,  TI F F ,  G I F ,  T G A  
Color Modes: R G B  / C Y M K  / L A B  / G r a y  s c a l e  
Understanding Various Tools: M a r q u e e  R e c t a n g u l a r / E l l i p t i c a l ,  M o v e ,  
L a s s o ,  P o l y g o n a l L a s s o ,  
M a g n e t i c  L a s s o ,  M a g i c  w a n d ,  C r o p  A i r  b r u s h ,  P a i n t  b r u s h ,  
P e n c i l ,  C l o n e  S t a m p ,  P a t t e r n  s t a m p ,  
C o n t e n t  A w a r e  t o o l ,  E r a s e ,  P a i n t  b u c k e t ,  D i r e c t  s e l e c t i o n ,  
P a t h  c o m p o n e n t  s e l e c t i o n  ,  P e n  t o o l ,  
e y e  d r o p p e r ,  H a n d  Z o o m .  

Unit II 
Understanding various Palettes:-N a v i g a t o r ,  i n f o ,  C o l o r ,  S w a t c h e s  
S t y l e  H i s t o r y ,  L a y e r s .  P a t h s ,  C h a r a c t e r ,  P a r a g r a p h ,  
F o r e g r o u n d  C o l o r s ,  B a c k g r o u n d  c o l o r s ,  D e f a u l t  c o l o r s ,  
S w i t c h  c o l o r s  D e t a i l s  a b o u t  S t a t u s  B a r ,  O p t i o n  B a r ,  E d i t  
I m a g e  i n  S t a n d a r d  m o d e ,  Q u i c k  M a s k  M o d e  

Unit III 

Image Display Options: S t a n d a r d  S c r e e n  m o d e ,  F u l l  S c r e e n  M o d e  
w i t h  M e n u  B a r ,  F u l l  S c r e e n  m o d e .  
Edit Commands:-Tr a n s f o r m  P r e f e r e n c e s ,  D e f i n e  B r u s h  e t c .  
Image Commands: I n v e r s e .  A d j u s t ,  E x t r a c t ,  Li q u e f y  e t c .  
Image adjustments: Ad j u s t  B r i g h t n e s s /  C o n t r a s t .  
H u e / S a t u r a t i o n s ,  d e - s a t u r a t e ,  R e p l a c e  C o l o r s ,  i n v e r t ,  
V a r i a t i o n s ,  C a n v a s  s i z e ,  R o t a t e  c a n v a s ,  c r o p ,  T r im  
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Unit IV 
Layer Commands: R e n a m i n g  l a y e r s ,  R e a r r a n g i n g  L a y e r s ,  L o c k  
L a y e r s ,  M e r g e  d o w n ,  M e r g e  Vi s i b l e ,  F l a t t e n  I m a g e ,  W o r k i n g  
w i t h  l a y e r s  s e t .  
Select commands: D e s e l e c t ,  r e s e l e c t ,  in v e r s e  e t c .  
Filter Effects: Bl u r ,  d i s t o r t ,  n o i s e ,  p i x e l a t e ,  S h a r p e n ,  S t yl i z e  e t c .  
View Commands: Z o o m - i n ;  Z o o m - o u t ,  F i t - o n  S c r e e n ,  S c r e e n  
m o d e s ,  r u l e r s ,  g u i d e s  
Print: E x p o r t i n g  a n d  p r i n t i n g  a  d o c u m e n t  

 
 

REFERENCES: 
1. C a p l i n  S t e v e ,  ― H o w  t o  C h e a t  i n  P h o t o s h o p  C C :  

T h e  a r t  o f  c r e a t i n g  r e a l i s t i c  p h o t o m o n t a g e s ǁ ,  
F o c a l  P r e s s  

2. D a n a e  Li s a ,  ― A d o b e  P h o t o s h o p  C C  Bi b l e ǁ ,  W il e y  
3. F a u l k n e r  A n d r e w ,ǁ A d o b e  P h o t o s h o p  C C  C l a s s r o o m  i n  a  B o o k ǁ ,  

P e a r s o n  E d u c a t i o n  



B a c h e l o r  o f  
V o c a t i o n  

 

( M a n a g e m e n t  &  S e c r e t a r i a l  
P r a c t i c e s ) ( S e m e s t e r - V)  S e s s i o n  2 0 2 0 -
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Course Code: BVMP-5126 
LAB ON COREL DRAW 

 
 

Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  U n d e r s t a n d  c o r e l  d r a w  i n t e r f a c e  a n d  w o r k  w i t h  
li n e s ,  o u t l i n e s  a n d  s h a p e s  C O 2 :  W o r k  w i t h  o b j e c t s ,  
t e x t ,  t a b l e s ,  v e c t o r s  a n d  b i t m a p s  
C O 3 :  D e m o n s t r a t e  p r o f i c i e n c y  w i t h  l a y e r s  ( c r e a t i n g  a  

l a y e r ,  c h a n g i n g  l a y e r  p r o p e r t i e s ,  m o v i n g  o b j e c t s  
b e t w e e n  l a y e r s ,  d e l e t i n g  a  l a y e r )  

C O 4 :  A p p l y  s p e c i a l  e f f e c t s  t o  b i t m a p  s u c h  a s  b l e n d ,  c o n t o u r ,  
e n v e l o p e ,  e x t r u d e ,  b e v e l ,  p o w e r  C l i p  

C O 5 :  S k i l l  t o  c o n c e p t u a l i z e  a n d  c r e a t e  L o g o s ,  v a r i o u s  t y p e s  
o f  p r i n t  d e s i g n s ,  P a m p h l e t s ,  P o s t e r s  I n v i t a t i o n  c a r d s ,  
G r e e t i n g  c a r d s ,  W r a p p e r s ,  A d v e r t i s e m e n t s ,  B a n n e r s  
e t c  
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B a c h e l o r  o f  V o c a t i o n  
( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - V)  S e s s i o n  2 0 2 0 -
2 1  

Course Code: BVMP-5126 
LAB ON COREL DRAW 

 
Examination Time: 3 Hours Max. Marks: 50 

Practical: 40 
CA: 10 

 
Note for the Practical Examiner: 

a) P r a c t i c a l  E x a m  i s  b a s e d  o n  t h e  s y l l a b u s  c o v e r e d  i n  t h e  s u b j e c t .  
b) T h e  q u e s t i o n  p a p e r  w i ll  b e  s e t  o n  t h e  s p o t  b y  t h e  e x a m i n e r  

 
P r a c t i c a l  
1. C r e a t e  a  d o c u m e n t  u s i n g  v e r s i o n s  s h a p e s .  
2. C r e a t i n g  s p i r a l  s h a p e s .  
3. C r e a t e  t w o  p i c t u r e s  o n e  a n o t h e r  b a s e d  o n  m i r r o r  f u n c t i o n .  
4. F i ll  t h e  c o l o r  e x i s t i n g  i m a g e ,  a d d  s o m e  t e x t  
5. C r e a t e  a  p i e  m o d e l  d i a g r a m .  
6. C r e a t e  a n  e n v e l o p e .  
7. W r i t e  a  t e x t  i n  d i f f e r e n t  p a t h s .  
8. C r e a t e  a n  o u t l i n e  o n  e x i s t i n g  i m a g e .  
9. C r e a t e  a n  a d v e r t i s e m e n t .  
10. D e s i g n  a  b u s i n e s s  c a r d  f o r  a  c o m p a n y  e m b e d  p h o t o  i n  i t .  
11. D e s i g n  a  b a n n e r  f o r  a  m a r r i a g e  f u n c t i o n  



B a c h e l o r  o f  
V o c a t i o n  

 

( M a n a g e m e n t  &  S e c r e t a r i a l  
P r a c t i c e s ) ( S e m e s t e r -
V) S e s s i o n  2 0 2 0 - 2 1  

Course Code: BVMP-5127 
LAB ON ADOBE PHOTOSHOP 

 

Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  I d e n t i f y  a n d  s p e c i f y  fil e  f o r m a t s  a n d  i m a g e  r e s o l u t i o n  f o r  p r i n t  
a n d  w e b  
C O 2 :  G a i n  p r o f i c i e n c y  u s i n g  t h e  s e l e c t i o n  t o o l s  ( w a n d ,  m a r q u e e ,  
l a s s o ,  q u i c k  s e l e c t i o n )  
C O 3 :  D e m o n s t r a t e  p r o f i c i e n c y  w i t h  l a y e r s  ( n a m i n g ,  

o r g a n i z i n g  s e t s ,  s t y l e s ,  a d j u s t m e n t  l a y e r s )  
C O 4 :  E d i t  u s i n g  r e t o u c h i n g  t o o l s  ( h e a l i n g  
b r u s h ,  c l o n e  t o o l ,  p a t c h  t o o l )  C O 5 :  U s e  a n d  
c o n t r o l  t h e  a d j u s t m e n t s  a n d  f i l t e r s  t o  i m p r o v e  
i m a g e s  
C O 6 :  D e s i g n i n g  o f  b a n n e r s ,  p o s t e r s ,  g r e e t i n g  c a r d s ,  

n e w s l e t t e r  a p p l y i n g  f u n d a m e n t a l s  o f  g r a p h i c  d e s i g n i n g  
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B a c h e l o r  o f  V o c a t i o n  
( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - V)  S e s s i o n  2 0 2 0 -
2 1  

Course Code: BVMP-5127 
LAB ON ADOBE PHOTOSHOP 

 
Examination Time: 3 Hours Max. Marks: 50 

Practical: 40 
CA: 10 

 
 
 

Note for the Practical Examiner: 
a) P r a c t i c a l  E x a m  i s  b a s e d  o n  t h e  s y l l a b u s  c o v e r e d  i n  t h e  s u b j e c t .  
b) T h e  q u e s t i o n  p a p e r  w i ll  b e  s e t  o n  t h e  s p o t  b y  t h e  e x a m i n e r  

 
 

P r a c t i c a l  
1. D r a w i n g  W a t c h  u s i n g  c u s t o m  s h a p e s  
2. C r e a t e  a  p o s t e r  d e s i g n  
3. U s i n g  m u l t i c h a n n e l  m o d e  
4. U s i n g  t h e  s p o n g e  T o o l  
5. C r e a t e  a  g r e e t i n g  c a r d  
6. A d d i n g  a n  a r r o w h e a d .  
7. R e m o v i n g  a n  e l e m e n t  f r o m  a n  i m a g e  
8. A p p l yi n g  T r a n s f o r m a t i o n s  
9. C r e a t e  a  m u l t i p l e  p a g e  n e w s l e t t e r  



 

B a c h e l o r  o f  V o c a t i o n  
( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - V)  S e s s i o n  2 0 2 0 -
2 1  

Course Code: BVMP-5328 
LAB ON GOODS AND SERVICES TAX (GST) 

 

 
Course Outcomes: 

A f t e r  s u c c e s s f u l  c o m p l e t i o n  o f  t h i s  c o u r s e ,  

s t u d e n t s  w i ll  b e  a b l e  t o :  C O 1 :  p r o v i d e  

k n o w l e d g e  a b o u t  g o o d s  s e r v i c e  t a x  
C O 2 :  c r e a t e  e m p l o y a b i l i t y  t o  t h e  s t u d e n t s  i n  t h e  c o m m e r c i a l  t a x  
p r a c t i c e s  
C O 3 :  u n d e r s t a n d  t h e  p r o c e d u r e  f o r  r e g i s t r a t i o n ,  
p a y m e n t  a n d  r e f u n d  o f  G S T  C O 4 :  k n o w  t a x  r e l a t e d  
w i t h  m o v e m e n t  o f  g o o d s  
C O 5 :  u n d e r s t a n d  t h e  a p p e a l s ,  o f f e n c e s  a n d  p e n a l t i e s  w i t h  r e s p e c t  
t o  G S T  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  
P r a c t i c e s ) ( S e m e s t e r - V)  S e s s i o n  2 0 2 0 -

2 1  
Course Code: BVMP-5328 

LAB ON GOODS AND SERVICES TAX (GST) 
 

Examination Time: 3 Hours Max. Marks: 50 
Practical: 40 

CA: 10 
 

Instructions for the Examiner 
E v a l u a t i o n  w ill  b e d o n e  b y t h e  e x t e r n a l e x a m i n e r .  T h e  
e x a m i n a t i o n  will b e  c o n d u c t e d  b y i n t e r n a l  
e x a m i n e r / e x a m i n e r s  d e p e n d i n g  u p o n  o p t i o n s  off e r e d .  T h e  
s t u d e n t s  s h a l l b e  r e q u i r e d  t o  m a i n t a i n  a file  c o n t a i n i n g  
v a r i o u s  d o c u m e n t s  r e l a t e d  t o  t h e  w o r k s h o p  w h i c h  w i ll b e  
v e r i fi e d  b y  t h e  e x t e r n a l  e x a m i n e r .  
Practical 

 A c c o u n t i n g  i n  G S T  
 C o m p u t i n g  G S T  T a x  
 A p p l i c a b i l i t y  o f  C G S T ,  I G S T ,  S G S T ,  U T G S T  o n  

D i ff e r e n t  T r a n s a c t i o n s  a n d  a d j u s t m e n t  o f  c r e d i t .  
 P r e p a r a t i o n  o f  G S T  P M T  R e g i s t e r s  
 R e v e r s e  C h a r g e  m e c h a n i s m  
 T C S  a n d  R e v e r s e  C h a r g e  I m p l i c a t i o n s  i n  c a s e  o f  E  C o m m e r c e  

T r a n s a c t i o n s  i n  G S T  
 B i ll i n g  a n d  I n v o i c i n g  i n  G S T  
 C o m p o s i t i o n  S c h e m e  i n  G S T  



 

B a c h e l o r  o f  V o c a t i o n  
( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -
2 1  

Course Code: BVML-6321 
FUNDAMENTALS OF INSURANCE 

 
 

 
Course Outcomes: 

A f t e r  s u c c e s s f u l  c o m p l e t i o n  o f  t h i s  c o u r s e ,  

s t u d e n t s  w i ll  b e  a b l e  t o :  C O 1 :  A p p l y  t h e  b a s i c  

i n s u r a n c e  k n o w l e d g e  a n d  s k i l l s  a t  t h e i r  

w o r k p l a c e .  

C O 2 :  A c q u i r e  t e c h n i c a l  a n d  p r a c t i c a l  s k i l l s  n e e d e d  i n  b u i l d i n g  
c a r e e r s  i n  t h e  i n s u r a n c e  

i n d u s t r y .  
 

C O 3 :  G a i n  t h e  n e c e s s a r y  b u s i n e s s  e t h i c s  w i t h  s p e c i a l  

r e f e r e n c e  t o  t h e  i n s u r a n c e  i n d u s t r y .  C O 4 :  U n d e r s t a n d  t h e  

f u n d a m e n t a l s  o f  u n d e r w r i t i n g ,  r i s k  m a n a g e m e n t  i n  

i n s u r a n c e .  

C O 5 :  E x p l a i n  t h e  d e v e l o p m e n t  o f  r i s k  p r e m i u m .  
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B a c h e l o r  o f  V o c a t i o n  
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Course Code: BVML-6321 

FUNDAMENTALS OF INSURANCE 

 
Examination Time: 3 Hour Max. Marks: 50 

Theory: 40 

CA: 10 
 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 
 

 
Unit I 

Insurance- C o n c e p t  o f  I n s u r a n c e ,  N e e d ,  P u r p o s e ,  P r i n c i p l e s  

o f  I n s u r a n c e - P r i n c i p l e  o f  I n d e m n i t y,  P r i n c i p l e  o f  In s u r a b l e  

I n t e r e s t ,  P r i n c i p l e  o f  S u b r o g a t i o n ,  P r i n c i p l e  o f  U t m o s t  

G o o d  F a i t h ,  P r i n c i p l e  o f  P r o x i m a t e  C a u s e ,  P r i n c i p l e  o f  

C o n t r i b u t i o n .  R e f o r m s  I n  I n d i a n  In s u r a n c e  S e c t o r -

m e a n i n g ,  n e e d  a n d  i t s  I m p l i c a t i o n s  

Unit II 

Legal Framework- I n s u r a n c e  A c t  1 9 3 8 ,  LI C  A c t  1 9 5 6 ,  GIC  A c t  

1 9 7 2  a n d  I R D A  1 9 9 9  An overview of Insurance Industry- T y p e s  o f  

I n s u r a n c e  – Lif e  In s u r a n c e ,  M a r i n e  I n s u r a n c e ,  M o t o r  V e h i c l e  

I n s u r a n c e ,  H e a l t h  I n s u r a n c e ,  Li a b i l i t y  I n s u r a n c e  

Unit III 

Underwriting-M e a n i n g ,  P u r p o s e  a n d  P r o c e s s  o f  U n d e r w r i t i n g  

R e i n s u r a n c e - M e a n i n g ,  F e a t u r e s  o f  r e i n s u r a n c e ,  d iff e r e n c e  

b e t w e e n  r e i n s u r a n c e  a n d  d o u b l e  i n s u r a n c e ,  E s s e n t i a l s  o f  

R e i n s u r a n c e  P r o g r a m s  a s  p e r  I R D A .  

Unit IV 

Distribution Channels in Insurance- R o l e  a n d  C o d e  o f  C o n d u c t  b y  

IR D A  f o r  A g e n t s ,  Di r e c t  M a r k e t i n g ,  B a n c a s s u r a n c e  a n d  

B r o k e r s  

Insurance Specialists- U n d e r w r i t e r s ,  S u r v e y o r s  a n d  L o s s  

A s s e s s o r s ,  A c t u a r i e s ,  T h i r d  P a r t y  A d m i n i s t r a t o r s  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-6322 

HUMAN RESOURCE MANAGEMENT 
 

Course Outcomes: 

 
A f t e r  s u c c e s s f u l  c o m p l e t i o n  o f  t h i s  c o u r s e ,  s t u d e n t s  w i ll  a b l e  t o :  

 
C O 1 :  d e v e l o p  t h e  u n d e r s t a n d i n g  o f  t h e  c o n c e p t  o f  h u m a n  

r e s o u r c e  m a n a g e m e n t  a n d  t o  u n d e r s t a n d  i t s  r e l e v a n c e  i n  

o r g a n i z a t i o n s .  

C O 2 :  f o c u s  o n  a n d  a n a l y z e  t h e  i s s u e s  a n d  s t r a t e g i e s  r e q u i r e d  

t o  s e l e c t  a n d  d e v e l o p  m a n p o w e r  r e s o u r c e s  

C O 3 :  i n t e g r a t e  t h e  k n o w l e d g e  o f  H R  c o n c e p t s  t o  t a k e  
c o r r e c t  b u s i n e s s  d e c i s i o n s .  C O 4 :  l e a r n  a b o u t  v a r i o u s  
m e t h o d s  o f  t r a i n i n g  a n d  d e v e l o p m e n t  

C O 5 :  e x p l a i n  t h e  e s s e n t i a l s  o f  E f fe c t i v e  

P e r f o r m a n c e  A p p r a i s a l  S y s t e m .  C O 6 :  

u n d e r s t a n d  e m p l o y e e  r e t e n t i o n  s t r a t e g i e s .  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-6322 

HUMAN RESOURCE MANAGEMENT 

 
Examination Time: 3 Hour Max. Marks: 50 

Theory: 40 

CA: 10 

Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  s e t ,  

t w o  i n  e a c h  o f th e  f o u r  S e c t i o n s  (A- D) . Q u e s t i o n s  o f S e c t i o n s  

A - D s h o u l d  b e  s e t  f r o m  U n i t s  I-IV o f t h e  s y l l a b u s  r e s p e c t i v e l y .  

Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o p a r t s  ( n o t e x c e e d i n g  f o u r ) .  

C a n d i d a t e s  a r e  r e q u i r e d  t o  a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  

a t  l e a s t  o n e  q u e s t i o n  f r o m  e a c h  s e c t i o n . T h e  f if t h  q u e s t i o n  

m a y  b e  a t t e m p t e d  f r o m  a n y  S e c t i o n .  
 

Unit I 

Human Resource Management (HRM): N a t u r e ,  S c o p e ,  O b j e c t i v e s  

a n d  F u n c t i o n s  o f  H R M ,  E v o l u t i o n  o f  H R M ,  C h a n g i n g  

T r e n d s  i n  H R M .  

Human Resource Planning (HRP): C o n c e p t ,  N e e d  a n d  I m p o r t a n c e  o f  
H R P ,  F a c t o r s  

A f f e c t i n g  H R P ,  H u m a n  R e s o u r c e  P l a n n i n g  P r o c e s s .  
Unit II 

Recruitment and Selection: M e a n i n g  a n d  F a c t o r s  g o v e r n i n g  

R e c r u i t m e n t ,  R e c r u i t m e n t  S o u r c e s  a n d  T e c h n i q u e s  o f  

r e c r u i t m e n t .  

M e a n i n g  a n d  P r o c e s s  o f  S e l e c t i o n ,  P r o b l e m s  a s s o c i a t e d  w i t h  
R e c r u i t m e n t  a n d  S e l e c t i o n .  

Unit III 

HR Training and Development: C o n c e p t  a n d  N e e d ,  P r o c e s s  o f  

T r a i n i n g  a n d  D e v e l o p m e n t  P r o g r a m m e :  -  I d e n t i fi c a t i o n  o f  

T r a i n i n g  a n d  D e v e l o p m e n t  N e e d s ,  O b j e c t i v e s  a n d  M e t h o d s  o f  

T r a i n i n g  P r o g r a m m e  

Job Analysis:  M e a n i n g  a n d  O b j e c t i v e s ,  P r o c e s s ,  M e t h o d s  o f  J o b  
A n a l y s i s ,  U s e s  o f  J o b  

A n a l y s i s  a n d  P r o b l e m s  o f  J o b  A n a l y s i s ,  M e a n i n g  o f  J o b  
d e s c r i p t i o n  a n d  J o b  s p e c i f i c a t i o n  

Unit IV 

Performance Appraisal:  M e a n i n g ,  P u r p o s e ,  E s s e n t i a l s  o f  E f f e c t i v e  

P e r f o r m a n c e  A p p r a i s a l  S y s t e m ,  V a r i o u s  C o m p o n e n t s  o f  

P e r f o r m a n c e  A p p r a i s a l ,  M e t h o d s  a n d  T e c h n i q u e s  o f  

P e r f o r m a n c e  A p p r a i s a l .  

Employee Retention: M e a n i n g ,  F a c t o r s  R e s p o n s i b l e  f o r  Hi g h  
E m p l o y e e  T u r n o v e r ,  

E m p l o y e e  R e t e n t i o n  S t r a t e g i e s .  



 

REFERENCES: 

1 )  D e s s l e r ,  G a r y ,  ― H u m a n  R e s o u r c e  M a n a g e m e n t ǁ ,  N e w  D e l h i ,  
P e a r s o n  E d u c a t i o n  A s i a .  

2 )  N o e ,  R a y m o n d  A . ,  H o l l e n b e c k ,  J o h n  R ,  G e r h a r t ,  

B a r r y ,  W r i g h t ,  P a t r i c k  M . ,  ―H u m a n  R e s o u r c e  

M a n a g e m e n t :  G a i n i n g  a  C o m p e t i t iv e  A d v a n t a g e ,ǁ  N e w  

D e l h i ,  M c G r a w - H ill .  

3 )  Mathis, R o b e r t  L.  a n d  J a c k s o n ,  J o h n  H . ,  ― H u m a n  

R e s o u r c e  M a n a g e m e n t , ǁ  N e w D e l h i ,T h o m s o n .  



 

B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-6123 
E- PUBLISHING FUNDAMENTALS 

 

Course Outcomes: 
 

A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
C O 1 :  d e s i g n  m e t h o d o l o g y  i n  t h e  f i e l d  o f  v i s u a l  c o m m u n i c a t i o n ;  

C O 2 :  l e a r n  s k i l l s  n e c e s s a r y  t o  m a n a g e  a  p r o j e c t  f r o m  t h e  
i d e a t i o n  p h a s e  t o  t h e  r e a l i z a t i o n  p h a s e ;  

C O 3 :  e x p l a i n  t e c h n i c a l  t o o l s  n e c e s s a r y  f o r  t h e  r e a l i z a t i o n  o f  t h e  
p r o j e c t s  a n d  t h e  n e c e s s a r y  i n t e r d i s c i p l i n a r y  s c i e n t i fi c  s k i l l s ;  

C O 4 :  u n d e r s t a n d  t h e o r e t i c a l  a n d  s o c i o - c u l t u r a l  e d u c a t i o n  t h a t  a i m s  
t o  a c q u i r e  a  s o l id  c u l t u r a l  b a c k g r o u n d  w h e r e  t h e  t e c h n i c a l - m e d i a  
s k i l l s  a r e  c o m b i n e d  w i t h  a  t h e o r e t i c a l  r e f l e c t i o n  

C O 5 :  a c q u i r e  a  n e w  p e r s p e c t i v e  o n  E - P u b l i s h i n g  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-6123 

E- PUBLISHING FUNDAMENTALS 

 
Examination Time: 3 Hour Max. Marks: 50 

Theory: 40 

CA: 10 
 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 
 

Unit I 

Introduction: I n t e r n e t ,  W W W ,  W e b 2 . 0 ,  B r o a d b a n d ,  P r i n t  O n  

d e m a n d ,  e B o o k ,  e - J o u r n a l s ,  e -  N e w s p a p e r ,  i n t e r n e t  

a d v e r t i s i n g ,  Di g i t a l  li b r a r i e s ,  e - R e a d e r s ,  E l e c t r o n i c  

P u b l i s h i n g  A d v a n t a g e s ,  I s s u e s .  

Publishing : A r e a s  o f  p u b l i s h i n g  – L e g a l ,  S T M ,  B o o k  P u b l i s h i n g  

– M a n u s c r i p t ,  A n a t o m y  o f  a  b o o k ,  L a y o u t  &  D e s i g n ,  J o u r n a l  

P u b l i s h i n g  -  L a y o u t  &  D e s i g n ,  W e b  P u b l i s h i n g  -  L a y o u t  &  

D e s i g n ,  A c c e s s i b i l i t y ,  u s a b i l i t y ,  s t a n d a r d s ,  P u b l i s h i n g  o n  

H a n d h e l d  d e v i c e s  -  

L a y o u t  &  D e s i g n .  
Unit II 

Workflow: A u t h o r s ,  P u b l i s h e r s ,  e  - P u b l i s h i n g  C o m p a n i e s ;  

W o r k f l o w  – R e c e i vi n g  J o b s  ( F T P ) ,  P r e  e d i t i n g ,  C o p y  e d i t i n g ,  

P r o o f  r e a d i n g ,  G r a p h i c s ,  P a g i n a t i o n ,  Q u a l i t y  C o n t r o l ,  O u t p u t  

– P r i n t ,  P r o o f ,  W e b ,  H a n d h e l d  d e v i c e s ;  W o r k f l o w  s o f t w a r e ,  

F i l e  m a n a g e m e n t  – F il e  N a m i n g  c o n v e n t i o n s ,  S t o r a g e ,  

M e t a d a t a ,  S e a r c h i n g ,  Di g i t a l  A s s e t  M a n a g e m e n t ,  

R e p u r p o s i n g ,  P D F X/ 3  w o r k f l o w .  
Unit III 
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Software & tools: C o n v e n t i o n a l  w o r k f lo w ,  X M L w o r k f l o w ,  S T M  

T y p e s e t t i n g  s o f t w a r e ,  P a g i n a t i o n  s o f t w a r e ‘ s ,  I m a g e  

m a n i p u l a t i o n  s o f t w a r e ‘ s ,  M a r k u p  l a n g u a g e s  – f u n d a m e n t a l s ,  

P r e s e n t a t i o n  t e c h n o l o g i e s  -  ( H T M L,  C S S ,  W M L ,  X S L/ X S L-

F O ) ,  R e p r e s e n t a t i o n  t e c h n o l o g i e s  (X M L,  D T D ,  W 3 C  X M L 

S c h e m a ,  D S D L ) ,  T r a n s f o r m a t i o n  t e c h n o l o g i e s  ( S A X,  D O M ,  

X S L T )  

Version control of publications: I m p o r t a n c e  o f  v e r s i o n  c o n t r o l ,  h o w  

v e r s i o n  c o n t r o l  w o r k s  a n d  d i f f e r e n t  m e t h o d s  o f  v e r s i o n  

c o n t r o l :  F i l e  n a m i n g  c o n v e n t i o n s ,  t r a c k i n g  u s i n g  v e r s i o n  

n u m b e r s ,  v e r s i o n  c o n t r o l  t a b l e s  a n d  G o o d  p r a c t i c e s  f o r  

v e r s i o n  m a n a g e m e n t  o f  p u b l i c a t i o n s .  
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Unit IV 

Access control of publications: I n t r o d u c t i o n  t o  A u t h e n t i c a t i o n  a n d  

a u t h o r i z a t i o n ,  U s e r  a c c e s s ,  D a t a  i n t e g r i t y ,  F l e x i b l e  d o c u m e n t  

s t o r a g e  m e c h a n i s m :  m a n u a l s ,  w o r k  p r o c e s s e s ,  c h e c k l i s t s ,  

i n s t r u c t i o n s ,  R e v i s i o n  c o n t r o l ,  A p p r o v a l  p r o c e s s ,  A p p r o v a l  

t r a c k i n g ,  R e v i s i o n  h i s t o r y ,  S e c u r e  a c c e s s  r e q u i r e m e n t s :  

U s e r  a c c e s s  c a n  b e  s e t  b y  g r o u p s ,  i n d i v i d u a l s  o r  d o c u m e n t s  

t o  a l l o w  f o r  t h e  p r e c i s e  a c c e s s  t h a t  y o u  r e q u i r e  t o  y o u r  d a t a ,  

P r i n t  S c r e e n  a n d  P r i n t  C o n t r o l ,  Dig i t a l  

S i g n a t u r e s , W a t e r m a r k s ,  P d f  c o n v e r s i o n ,  A c c e s s  c o n t r o l  e t c  

Emerging trends: F u t u r e  p u b l i s h i n g  M o d e l s ,  D i g i t a l  R i g h t s  

M a n a g e m e n t ,  B u s i n e s s  m o d e l s  

i n  I n t e r n e t .  
 

 

REFERENCES: 

1. H a n d b o o k  o f  P r i n t  M e d i a  – H e l m u t  k i p p h a n ,  S p r i n g e r .  

2. D i g i t a l  c o l o u r  P r i n t i n g  T e c h n o l o g y  – Bi s h w a n a t h  C h a k k a r a v a r t h y  

3. P r i n t i n g  i n  a  d i g i t a l  w o r l d  – D a v i d  B e r g s l a n d .  

4. O n  d e m a n d  D i g i t a l  P r i n t i n g  P r i m e r  – H o w a r d  M .  F e n t a n  – G A T F .  

5. P o c k e t  G u i d e  t o  D i g i t a l  P r i n t i n g  – F r a n k  C o s t .  

6. ― D H T M L A N D  C S S  F O R  T H E  W O R L D  W ID E  W E B ǁ  

B o o k ,  b y  J a s o n  C r a n f o r d  P u b l i s h e r ,  2 0 0 1  P e a c h p i t  

P r e s s  

7. ― H O W  T O  U S E  H T M L & X H T M Lǁ b y  G a r y  R e b h o l z , ,  P u b l i s h e d  2 0 0 1  

8. ―XM L F O R  T H E  W O R L D  W ID E  W EBǁ b y  E l i z a b e t h  

C a s t r o ,  P u b l i s h e d  2 0 0 1 ,  P e a c h p i t  P r e s s  



 

 
 
 
 
 

 
Course Outcomes: 

B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  

2 0 2 0 - 2 1  

Course Code: BVML-6324 

INDIAN FINANCIAL SYSTEM 
 

A f t e r  s u c c e s s f u l  c o m p l e t i o n  o f  t h i s  c o u r s e ,  

s t u d e n t s  w i ll  b e  a b l e  t o :  C O 1 :  U n d e r s t a n d  

t h e  I n d i a n  F i n a n c i a l  S y s t e m  a n d  i t s  

f u n c t i o n i n g .  

C O 2 :  E x p l a i n  t h e  b r o a d  f e a t u r e s  o f  I n d i a n  f i n a n c i a l  
i n s t i t u t i o n s  w i t h  i t s  a p e x  b a n k s ‘  o b j e c t i v e s .  

C O 3 :  E f f e c t i v e l y  n a r r a t e  t h e  k i n d s  a n d  c o m p o n e n t s  o f  

m o n e y  w i t h  i t s  r e g u l a t o r y  s y s t e m .  C O 4 :  I d e n t i f y  t h e  

e x i s t e n c e  a n d  d e v e l o p m e n t  o f  m e r c h a n t  b a n k i n g  i n  I n d i a  

C O 5 :  Ill u s t r a t e  t h e  f u n c t i o n i n g  o f  fi n a n c i a l  m a r k e t  a n d  

g o v e r n m e n t  s e c u r i t y  m a r k e t  i n  t h e  d e v e l o p m e n t  o f  I n d i a n  

fi n a n c i a l  s y s t e m .  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVML-6324 

INDIAN FINANCIAL SYSTEM 

 

Examination Time: 3 Hour Max. Marks: 50 

Theory: 40 

CA: 10 
 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 
 

Unit I 

Introduction to Indian Financial System:  M e a n i n g ,  S i g n i f i c a n c e ,  

P u r p o s e  a n d  O r g a n i z a t i o n ,  Li b e r a li z a t i o n  o f  F i n a n c i a l  

s y s t e m  

Financial Markets:  I n t r o d u c t i o n ,  c l a s s i fi c a t i o n .  
Unit II 

Capital Market: M e a n i n g  a n d  f e a t u r e s  o f  C a p i t a l  M a r k e t  

New Issue Market: F u n c t i o n s ,  M e t h o d s  o f  f l o a t i n g  n e w  i s s u e s ,  

O p e r a t i o n s  i n  N e w  I s s u e  M a r k e t ,  P r o b l e m s .  

Secondary Market: NS E ,  O T C E I,  Stock Exchange:  D e f i n i t i o n ,  F u n c t i o n s ,  
M a n a g e m e n t  

a n d  O r g a n i s a t i o n  
Unit III 

Money Market: Meaning and S t r u c t u r e ,  F u n c t i o n s  o f  M o n e y  M a r k e t  i n  
I n d i a ,  G r o w t h  o f  I n d i a n  M o n e y  M a r k e t ,  C a p i t a l  M a r k e t  V s .  
M o n e y  M a r k e t ,  
M o n e y  M a r k e t  P a r t i c i p a n t s ,  D e f e c t s  o f  I n d i a n  M o n e y  
M a r k e t ,  R e q u i s i t e s  o f  a  D e v e l o p e d  M o n e y  M a r k e t ,  T h e  
I n d i g e n o u s  B a n k e r s  a n d  M o n e y  L e n d e r s  
Call Money Market: Me a n i n g ,  F e a t u r e s ,  B e n e f i t s ,  I n d i a n  C a l l  
M o n e y  M a r k e t– A  P r o f i l e ,  P a r t i c i p a n t s .  

Unit IV 

Introduction to Financial Services: M e a n i n g ,  C o n c e p t ,  N a t u r e ,  

O b j e c t i v e s ,  F e a t u r e s ,  T y p e s ,  I m p o r t a n c e  o f  F i n a n c i a l  

S e r v i c e s .  T h e  c h a n g i n g  e n v i r o n m e n t  o f  fi n a n c i a l  s e r v i c e s .  

Merchant Banking: Co n c e p t ,  O r i g i n  a n d  D e v e l o p m e n t ,  F u n c t i o n s  



 

a n d  S c o p e ,  I m p o r t a n c e ,  
G u i d e l i n e s  o f  S E B I o n  M e r c h a n t  B a n k i n g .  
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REFERENCES: 

1. C a p i t a l  M a r k e t  M a n a g e m e n t ,  V . A  A v a d h a n i  -  Hi m a l a y a  p u b l i s h i n g  
H o u s e .  

2. F i n a n c i a l  I n s t i t u t i o n s  a n d  M a r k e t ,  L M  B h o l e  -  T a t a  M c G r a w  H ill .  

3. I n d i a n  F i n a n c i a l  S y s t e m ,  D r .  S  G u r u s w a m y ,  T a t a  M c G r a w  H ill .  

4. L M  B h o l e ,  a n d  J i t e n d r a  M a h a k u d , ǁFi n a n c i a l  I n s t i t u t i o n  

a n d  M a r k e t s ǁ ,  M c G r a w - Hill E d u c a t i o n  

5. P r i m a r y  M a r k e t  & I P O ,  I C F AI P u b li c a t i o n  .  
 

6. K h a n ,  M. Y. ,  ― Fi n a n c i a l  S e r v i c e sǁ  ,  T a t a  McGraw Hill,  New D el h i .  



 

B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVMM-6125 

DESKTOP PUBLISHING IN ADOBE IN-DESIGN 
 

 
Course Outcomes: 

 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 

 
C O 1 :  C r e a t e  p e r s o n a l  a n d / o r  b u s i n e s s  p u b l i c a t i o n s  

f o l l o w i n g  c u r r e n t  p r o f e s s i o n a l  a n d / o r  i n d u s t r y  s t a n d a r d s .  

C O 2 :  U n d e r s t a n d  d e s k t o p  p u b l i s h i n g  t e c h n o l o g y  a n d  d e s i g n  c y c l e  

C O 3 :  P r e p a r e  &  p a c k a g e  d o c u m e n t s  f o r  

p r o f e s s i o n a l  p r i n t i n g  o r  e x p o r t i n g  C O 4 :  

U n d e r s t a n d  t y p o g r a p h y ,  i n d e n t i n g ,  h y p h e n a t i o n ,  

r u l e r s  a n d  g u i d e s .  

C O 5 :  A p p l y  p r i n c i p l e s  o f  g o o d  p a g e  l a y o u t  a n d  d e s i g n  t o  

c r e a t e  s i n g l e  a n d  m u l t i p l e  p a g e  d o c u m e n t s  c o n t a i n i n g  

g r a p h i c  i l l u s t r a t i o n s .  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVMM-6125 

DESKTOP PUBLISHING IN ADOBE IN-DESIGN 

 
Examination Time: 3 Hours Max. Marks: 100 

Theory: 40 

Practical: 40 

CA: 20 
 

 
Instructions for the Paper Setter 

E i g h t  q u e s t i o n s  o f e q u a l m a r k s  (8 m a r k s  e a c h ) a r e  t o  b e  

s e t , t w o  i n e a c h  o f t h e  f o u r  S e c t i o n s  ( A- D ) . Q u e s t i o n s  o f  

S e c t i o n s  A - D s h o u l d  b e  s e t  fr o m  U n i t s  I-IV o f t h e  

s y l l a b u s  r e s p e c t i v e l y . Q u e s t i o n s  m a y b e  s u b d i v i d e d  i n t o  

p a r t s  ( n o t e x c e e d i n g  f o u r ) . C a n d i d a t e s  a r e  r e q u i r e d  t o  

a t t e m p t  fi v e q u e s t i o n s ,  s e l e c t i n g  a t  l e a s t  o n e  q u e s t i o n  

f r o m  e a c h  s e c t i o n . T h e  fif t h  q u e s t i o n  m a y b e  a t t e m p t e d  

f r o m  a n y  S e c t i o n .  
 
 

Unit I 

Getting to Know the Work Area – T h e  A p p li c a t i o n  w i n d o w ;  N a v i g a t i n g  
P a g e s ;  R u l e r s ,  

G u i d e s  

& F r a m e s ;  P a n e l s  &  P a n e l  M e n u s ;  Vi e w  a n d  P r e v i e w  s e t t i n g s  

Quick Start – N e w  D o c u m e n t  S e t  U p ;  A d d i n g  a n d  E d i t i n g  T e x t ;  

A d d i n g  a n d  R e p l a c i n g  G r a p h i c s ;  M o v i n g  O b j e c t s ;  P r i n t i n g  

a n d  C r e a t i n g  a  P D F ;  S a v i n g  F i l e s  
Unit II 

Setting up a Document – N e w  D o c u m e n t  S e t t i n g s ;  S a v i n g  a n d  

R e v e r i n g ,  S a v i n g  t o  I D M L ;  M a r g i n s  a n d  C o l u m n s ;  R u l e r  

G u i d e s ;  B l e e d i n g  C o l o r  o r  I m a g e s  

Managing Pages – A d d i n g ,  d e l e t i n g  a n d  m o v i n g  p a g e s ;  N a v i g a t i o n ;  

c h a n g i n g  p a g e  s i z e s ;  c r e a t i n g  a n d  a p p l y i n g  M a s t e r  P a g e s ;  

O v e r r i d i n g  M a s t e r  P a g e  I t e m s ,  P a g e  N u m b e r i n g  Working with Type 

– I m p o r t i n g  /  P l a c i n g  T e x t ;  T e x t  F r a m e s ,  S e l e c t i n g  a n d  E d i t i n g  

T e x t ;  

S p e c i a l  C h a r a c t e r s ;  S t o r y  E d i t o r ;  S p e l l - c h e c k ;  F i n d  /  C h a n g e  
Unit III 
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Importing & Editing Graphics – I m p o r t i n g  /  P l a c i n g  G r a p h i c s ;  Li n k i n g  

G r a p h i c s  &  Li n k s  P a n e l ;  F i t t i n g  G r a p h i c s  t o  F r a m e s  

Working with Color – S t r o k e s  &  F i ll s ;  C o l o r  S w a t c h e s ;  G r a d i e n t  

S w a t c h e s ;  S a m p li n g  C o l o r  

Frames & Paths - E d i t i n g  F r a m e s  a n d  P a t h s ;  C o r n e r  

O p t i o n s ;  C r e a t i n g  P o l y g o n s  &  S t a r b u r s t s ;  

T u r n i n g s  t e x t  i n t o  O u t l i n e s  

Layers – C r e a t i n g  a n d  c o n t r o l l i n g  l a y e r s ;  g r o u p i n g  a n d  

l o c k i n g  l a y e r s ;  a li g n i n g  a n d  d i s t r i b u t i n g ;  

T e x t  w r a p  
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Unit IV 

Paragraph & Character Styles – S e t t i n g  u p  c h a r a c t e r  /  p a r a g r a p h  

s t y l e s ;  f o r m a t t i n g  a  p a r a g r a p h ;  T a b s ,  B u l l e t s  &  

N u m b e r i n g  

Practical: 

C r e a t e  a  B i o -  D a t a ,  C r e a t e  a n  A p p li c a t i o n  F o r m ,  C r e a t e  a  

L e t t e r  P a d ,  C r e a t e  a  G r e e t i n g  c a r d ,  

C r e a t e  a  W e d d i n g  c a r d ,  C r e a t e  a  Vi s i t i n g  c a r d ,  C r e a t e  a  

B o o k  W r a p p e r ,  C r e a t e  a  B r o c h u r e ,  I n d e x  

P r e p a r a t i o n ,  W o r k i n g  w i t h  m a s t e r  P r e p a r a t i o n  
 

Note for the Practical Examiner: 

c) P r a c t i c a l  E x a m  i s  b a s e d  o n  t h e  s y l l a b u s  c o v e r e d  i n  t h e  s u b j e c t .  
d) T h e  q u e s t i o n  p a p e r  w i ll  b e  s e t  o n  t h e  s p o t  b y  t h e  e x a m i n e r  

 
REFERENCES: 

 
1.  B e a r ,  J a c c i  H o w a r d .  " W h a t ' s  I n v o l v e d  i n  D e s k t o p  

P u b l i s h i n g ? " Li f e w i r e .  R e t r i e v e d  R u i t e r ,  M a u r i c e  M .  
d e  A d v a n c e s  i n  C o m p u t e r  G r a p h i c s  III.  S p r i n g e r  
S c i e n c e  &  B u s i n e s s  M e d i a .  

2. " T h e  D e f i n i t i v e ,  N o n - T e c h n i c a l  I n t r o d u c t i o n  t o  L a T e X ,  
P r o f e s s i o n a l  T y p e s e t t i n g  a n d  S c i e n t i fi c  P u b l i s h i n g " .  
M a t h  V a u l t . .  R e t r i e v e d  

3. A m a n d a  P r e s l e y  ( 2 0 1 0 - 0 1 - 2 8 ) .  " W h a t  D i s t i n g u i s h e s  
D e s k t o p  P u b l i s h i n g  F r o m  W o r d  P r o c e s s i n g ? " .  B r i g h t  
H u b .  R e t r i e v e d  



B a c h e l o r  o f  
V o c a t i o n  

 

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVMP-6326 

PERSONALITY ENHANCEMENT LAB 
 

 

Course Outcomes: 

A f t e r  s u c c e s s f u l  c o m p l e t i o n  of t h i s  

c o u r s e ,  s t u d e n t s  will a b l e t o :  C O 1 : P r o j e c t  

t h e  R i g h t  F i r s t  Im p r e s s i o n  

C O 2 : P o l i s h  t h e i r m a n n e r s  t o  b e h a v e  a p p r o p r i a t e l y i n  

s o c i a l a n d  p r o f e s s i o n a l c i r c l e s  C O 3 : E n h a n c e  t h e  

a b i l i t y t o  h a n d l e  c a s u a l a n d  f o r m a l s i t u a t i o n s  i n  t e r m s  

o f  p e r s o n a l  g r o o m i n g ,  d i n i n g  a n d  e n t e r t a i n i n g  e t i q u e t t e  

C O 4 :  D e v e l o p  a n d  m a i n t a i n  a  p o s i t i v e  

a t t i t u d e  a n d  b e i n g  a s s e r t i v e  C O 5 :  M a s t e r  

C r o s s  C u l t u r a l  E t i q u e t t e  

C O 6 :  H a n d l e  d i ff i c u l t  s i t u a t i o n s  w i t h  g r a c e ,  s t y l e ,  a n d  
p r o f e s s i o n a l i s m  
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B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  2 0 2 0 -

2 1  

Course Code: BVMP-6326 

PERSONALITY ENHANCEMENT LAB 

Examination Time: 3 Hour Max. Marks: 50 

Practical: 40 

CA: 10 

 
Instructions for the Examiner 
E v a l u a t i o n  w ill  b e d o n e  b y t h e  e x t e r n a l e x a m i n e r .  T h e  
e x a m i n a t i o n  will b e  c o n d u c t e d  b y i n t e r n a l  
e x a m i n e r / e x a m i n e r s  d e p e n d i n g  u p o n  o p t i o n s  off e r e d .  T h e  
s t u d e n t s  s h a l l b e  r e q u i r e d  t o  m a i n t a i n  a file  c o n t a i n i n g  
v a r i o u s  d o c u m e n t s  r e l a t e d  t o  t h e  s u b j e c t  w h i c h  w ill b e  
v e r i fi e d  b y  t h e  e x t e r n a l  e x a m i n e r .  

 
 

Corporate Etiquette 

 
 M a k i n g  a  G r e a t  F i r s t  I m p r e s s i o n 

 G r e e t i n g s ,  I n t r o d u c t i o n s ,  T h e  A r t  O f  S m a l l  T a l k  a n d  
C o n v e r s a t i o n s 

 P o l i s h i n g  B u s i n e s s  M a n n e r s :  H a n d s h a k e ,  g i f t s ,  
v i s i t i n g  c a r d s ,  h u m o u r ,  o f f i c e  b e h a v i o u r  e t c . 

 M a s t e r i n g  C r o s s  C u l t u r a l  E t i q u e t t e  t o  d e a l  w i t h  D i v e r s i t y 
 D i n i n g  E t i q u e t t e 
 U n d e r s t a n d i n g  t h e  A r t  o f  E n t e r t a i n i n g :  P l a y i n g  a  G r a c i o u s  H o s t 
 I n t e r v i e w  S k i l l s 
 S o c i a l  B e h a v i o r  & E t i q u e t t e 

 
Personality Development 

 
 S e l f - E s t e e m  &  C o n f i d e n c e  B u i l d i n g 

 P o w e r  D r e s s i n g :  W a r d r o b e  E t i q u e t t e 
 G r o o m i n g  f o r  S u c c e s s 

 B o d y  L a n g u a g e ,  P o i s e ,  a n d  E y e  C o n t a c t 
 P r o n u n c i a t i o n ,  V o i c e  M o d u l a t i o n ,  a n d  D i c t i o n 

 A s s e r t i v e  B e h a v i o u r 
 L e a d e r s h i p  Q u a l i t i e s 
 H a n d l i n g  d i f fi c u l t  s i t u a t i o n s  w i t h  g r a c e ,  s t y l e ,  a n d  

p r o f e s s i o n a l i s m 

 

 
N o t e :  T h e  c o u r s e  w o u l d  i n v o l v e  i n t e r a c t i v e  s e s s i o n s ,  

i n d i v i d u a l  a n d  g r o u p  e x e r c i s e s ,  r o l e  p l a y s ,  s i t u a t i o n -

h a n d l i n g ,  a n d  e x p e r i e n c e - s h a r i n g .  S e l e c t e d  v i d e o  fil m s  w i ll  

c o m p l e m e n t  t h e s e .  



B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  

2 0 2 0 - 2 1  

 

ON JOB TRAINING (REPORT AND PRESENTATION) / 

MAJOR PROJECT / DISSERTATION 

 
Course Outcomes: 

 
A f t e r  s t u d y i n g  t h i s  c o u r s e ,  s t u d e n t s  w i ll  b e  a b l e  t o :  

 
 

C O 1 :  a p p l y  f u n d a m e n t a l  a n d  d i s c i p l i n a r y  c o n c e p t s  a n d  
m e t h o d s  i n  w a y s  a p p r o p r i a t e  t o  t h e i r  p r i n c i p a l  a r e a s  o f  
s t u d y .  
C O 2 :  d e m o n s t r a t e  s k i l l  a n d  k n o w l e d g e  o f  c u r r e n t  
i n f o r m a t i o n  a n d  t e c h n o l o g i c a l  t o o l s  a n d  t e c h n i q u e s  
s p e c i f i c  t o  t h e  p r o f e s s i o n a l  f i e l d  o f  s t u d y .  
C O 3 :  u s e  e f f e c t i v e l y  o r a l ,  w r i t t e n  a n d  v i s u a l  c o m m u n i c a t i o n .  
C O 4 :  i d e n t i f y ,  a n a l y z e ,  a n d  s o l v e  p r o b l e m s  c r e a t i v e l y  t h r o u g h  
s u s t a i n e d  c r i t i c a l  i n v e s t i g a t i o n .  C O 5 :  i n t e g r a t e  i n f o r m a t i o n  
f r o m  m u l t i p l e  s o u r c e s .  
C O 6 :  d e m o n s t r a t e  a n  a w a r e n e s s  a n d  a p p l i c a t i o n  o f  
a p p r o p r i a t e  p e r s o n a l ,  s o c i e t a l ,  a n d  p r o f e s s i o n a l  e t h i c a l  
s t a n d a r d s .  
C O 7 :  p r a c t i c e  t h e  s k i l l s ,  d i l i g e n c e ,  a n d  c o m m i t m e n t  t o  
e x c e l l e n c e  n e e d e d  t o  e n g a g e  i n  l if e l o n g  l e a r n i n g .  



B a c h e l o r  o f  V o c a t i o n  

( M a n a g e m e n t  &  S e c r e t a r i a l  

P r a c t i c e s ) ( S e m e s t e r - VI)  S e s s i o n  

2 0 2 0 - 2 1  

 

 

ON JOB TRAINING (REPORT AND PRESENTATION) / 

MAJOR PROJECT / DISSERTATION 

 
Max Marks: 100 

(External Assessment = 50; 

Internal Assessment = 50) 

 
 

 R e p o r t  a n d  P r e s e n t a t i o n  s h o u l d  b e  s u b m i t t e d  m o n t h l y 
 I n t e r n a l  A s s e s s m e n t  i s  b a s e d  u p o n  t h e  p e r f o r m a n c e  o f  

a b o v e  s a i d  r e p o r t  a n d  p r e s e n t a t i o n  m a d e . 
 M o n t h l y  r e p o r t  i s  t o  b e  e v a l u a t e d  b y  i n t e r n a l  e x a m i n e r  o f  t h e  

c o n c e r n e d  c o l l e g e . 
 F i n a l  r e p o r t  i s  t o  b e  s u b m i t t e d  b y  t h e  e n d  o f  t r a i n i n g  

p e r i o d .  E x t e r n a l  a s s e s s m e n t  i s  b a s e d  o n  f i n a l  r e p o r t  
a n d  v i v a  v o c e .  F i n a l  r e p o r t  i s  t o  b e  e v a l u a t e d  b y  
e x t e r n a l . 


