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'PART-A :INTRODUCTION :

Program: Certificate

Year: First Year Session:2021-2022

’Course Cdde

V1-COM-GSTT

Course Title

E-Accbunting and Taxation with GST

Course Type

Vocational

Pre-requisite (if any)

Opeh For All

Course Learning

Learning Outcomes of The course

outcomes (CLO) After the successful completion of the course the student shall be
able to :
1. Know the of concept of E-Accounting.
2. Obtain of theoretical and practical knowledge of Income Tax Act.
3. Achieve Information relating Computation of Taxable Income and
Tax Liability. '
4. Know of historical backgrbund and implementation of GST Act.
5. Know of Concept of supply and Information of Input Tax Credit.
Expected Job Role /| 1. Income Tax Consultant
career opportunities |2 Taxation Research Analyst
3. GST Consultant
4. GST Compliance Practice

Credit Value




~ PART-B : CONTENT OF THE COURSE

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

Total No. of Lectures/ Practical: L-30hrs/ P-30hrs

Application process of PAN.
Procedure of ITR Challan.
Payment of TDS.
Registration under GST.
Submission of GST Return

Procedure claim of Input Tax Credit.

Module | Topics No. of Hours
I Introduction of E-Accounting : 10
1. Concept of Business and Profession, Types of Accounts,
Rule Accounts.
2. Converting the business transaction into Journal according to
the Golden Accounting Rules.
3. Concept of Ledger Trail Sheet and Final Accounting.
I Income Tax : _ 10
1. Introduction of Income Tax: Important concept and
definitions. :
2. Theoretical knowledge of various heads of Income Tax.
3. Computation of Taxable Income.
4. Procedure of Tax Assessment and Types of Tax Assessment.
5. TDS and Tax Refund Procedure
m = 10
1. Introduction, Important terms.
2. Structure and classification of GST.
3. Concept of Impact Tax Credit.
4. Meaning, Scope, Place and Time of Supply.
5. Computation of assessable value under GST.
| Practical
» Filing of ITR. 30




PART-C : LEARNING RESOURCES

Text Books, Reference Books, Other Resources

Textbooks:

1. HC Mehrotra & Prof VP Agarwal, "Income Tax-Law & Account" Sahitya Bhawan Publications,
Agra.

Shripal Sékhlecha, “Income Tax Law and Account”, .Satish Printer Indore.

HC Mehrotra & Prof VP Agarwal “GST & Customs Duty" Sahitya Bhawan Publications, Agra.
Shripal Sakhlecha, “Goods & service Tax and customs duty”, Satish Printer Indore.

Modib, Gupta and Gupta, “Goods & service Tax and customs duty” SBPD Publications , Agra.

QoA W

Reference Book:

1. Singhania V.K., “Student Guide to Income Tax”, Taxmann Publication, New Delhi.
2. Singhania V.K., “GST & Customs Law”, Taxmann Publication, New Delhi.

3. Bansal KM., “GST & Customs Law”, Taxmann Publication, New Delhi

Suggested equivalent online courses :
1. https://www.gst.gov.in
2. https://www.icmai.in

3. https://www.cleartax.in
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~ PartA Introduction

”l’>uro‘gra:1‘n: VCevi'tifwic‘a)té e Year: First Yéark SesSion:2021-22

Cburse (’Jode\‘ = Vl-COM-FINT

Course Title . FINANCIAL SERVICES AND INSURANCE
Course Type | Vocational

Pre-requisite (if any) Open for All

Course Learning After studying this Course, the Student will be.able to;
outcomes (CLO) 1. Understand the functions of Banking and Insurance services.

2. Know about and able to perform various financial services such as
Banking, Investment Advisory, Wealth Management, Mutual Funds,
Insurance Consultancy, Stock Market, Capital Restructuring, Portfolio
Management etc.

3. Enhances knowledge about the legal and regulatory aspects of
Banking & Insurance.

4. Aware about the financial derivatives.

5. Develop skills to work in financial and insurance services.

Expected Job Role / Financial Consultant
career opportunities

Credit Value 4




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

i

Total No. of Lectures/ Practical: L-30hrs/P-30hrs

Overview of Financial Services

Meaning, Importance and Scope of financial services, Indian financial system, Brief
Study of Financial Institutions — RBI, Commercial and Co- Operative Banks, Non-
banking financial institutions, Development Bank, Merchant Bank, Basics of Mutual
Funds, Credit Rating, An overview of micro finance.

II

Financial Markets

Money Market in India: Importance, features and instruments, Measures to strengthen
money market in India, Recommendations of the working group on money market.

Capital Markets in India: New issue market and stock exchange, Importance of stock
exchanges, Role of The Securities and Exchange Board of India (SEBI), Meaning and
Classification of Mutual Funds, Operation of the Funds, Net Asset Value, and
Regulation of Mutual Funds in India.

Financial Instruments: Cash, Derivative, Foreign Exchange, Debt based and Equity
based financial instruments.

12

III

Principles and Practices of Insurance

Concept, Principles & Types of Insurance-Life Insurance, Micro Insurance, Annuities,
Health Insurance, General Insurance, Motor Insurance, Marine Insurance, Property
Insurance and Other Miscellaneous Insurance, The Concept of Risk and Classification
of Risks, Insurance Documents, Online Insurance, Process of claim and settlement,
Policy Terms and Conditions, Legal and Regulatory Aspects of Insurance(IRDA).

10

o)

Practice online bank account opening, e-banking operations, and UPI transfers /
payments.

(2) Prepare the documents of a hypothetical insurance claim.

(3) Visit to banks and insurance companies to observe the functioning.

(4) Presentation by charts and models about various financial functions.

(5) Role plays of an Insurance Agent, Mutual Fund Consultant, Stock Broker, Investment
Advisor and Portfolio Manager etc.

30

Project/ Field trip/Project.
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Text Books, Reference Books, Other resourcés =

Suggested Readings:

(1) R.K. Mishra, I S Yadav, A. P Kumar, S P Mishra, J. Kiranmai, “Risk Management in Banking,
Insurance and Financial Services”, 2014, Academic Foundation.

(2) R. Gordan & Natarajan, “Future scenario of Financial services”, Himalaya Publication

(3) Satyadevi, C., Financial Services Banking and Insurance, S.Chand '

(4) Kunjukunju, Benson, Mohanan,S, “Financial Markets and Financial Services In India”,New Century
Publication

(5) Dhanesh Kumar Khatri, “Derivatives and Risk Management”, Macmillan

(6) Khan, M. Y. Financial Services. New Delhi: Tata McGraw Hill Education. (2005)

(7) Machiraju, H. R. Indian Financial System. New Delhi: Vikas Publishing House (2010).

(8) Agarwal, O. P. Banking and Insurance. New Delhi: Himalaya Publishing (2011).

Suggestive digital platforms web links

1 https://ves.ac.in/tulsitech/wp-
content/uploads/sites/16/2017/05/Banking Financial Services and Insurance.pdf
https://www.aicte-india.org/sites/default/files/bvoc/BFSLpdf
https://nsdcindia.org/sites/default/files/Banking-Financial-Services-Insurance.pdf
https://sgp.fas.org/crs/misc/IF10043.pdf
http://jmpcollege.org/downloads/BASICS OF FINANCIAL SERVICES 1.pdf’
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trr&rgm%, RESER

AL e TEdeh /AT TTeT HETe /AT AT
Personal Selling & Salesmanship ( hindi medium ) kalyani publishers New Delhi :
fasrg ug fa=T9- Dr. Neeraj Kumar Singh, Dr. S.C. Jain - Sahitya Bhawan Publications- Agra

1.http://chseacademic.nic.in » Salesmanship - ¢ \
2 https://www.msuniv.ac.in/Download/Pdf/41 e368949fa74f2 » ,
3 https://www.slideshare.net/lftikharChangazi/salesmanship-complete-notes
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_ PartAlngroduction

Program: Certiﬁcafe = Year: ‘First/’Year' : Sés§ion: 2021-22

Course Code

V1-COM-SALT

Course Title SALESMANSHIP

Course Type Vocational

Pre-requisite (if - Open for All

any)

Course Learning After studying this Course the Student will be able to

outcomes (CLO) 1 Basic Selling Techniques: Demonstrate effective selling
skills.

2 Contract and Sales Negotiations: Apply negotiation
techniques to selling situations. |

3 Customer Profiling: Identify and profile the various selling
styles.

4 Sales Proposal Writing: Apply the principles of proposal
writing.

5 Customer Service Skills: Identify successful techniques for
working with customers in business situations.

6 Provides students with the knowledge and skills necessary to
enable them to perform adequately in any single functional
area of sales management.

7 Helps developing effective selling skills as required in the
today's competitive industry

Expected Job Role/ | Sales development representative (SDR), inside and outside

career opportunities

functions of representative, Sales Manager. Customer success
manager (CSM), Medical representative, Sales agents,
Manufacturer representative.

Credit Value -




Total No. of Lectures + Practical (in hours pér week): L-1 Hr / P-1Hr
Total No. of Lectures/ Practical: L-30hrs/P-30hrs

s

es/

I An Overview of Salesmanship 10

Meaning, scope and objectives, Modern Concept of Salesmanship Sales
organization-Importance, types and basic issues, Skills and Qualities
required in salesmanship., Various steps in selling process, Sales
budget, Theories of selling. Personal selling,

@ | Functions of Sales Management 10

Sales Personnel Planning (Quantitative and qualitative aspects of sales
personnel planning process), Recruitment ( Sources of sales recruits and
process of recruiting sales representatives), Selection (Significance of
sound selection and procedure), Training (Significance, areas, methods
of sales training and its evaluation, Placement of sales force),
Compensating sales personnel (Requirements of a sound compensation
plan, methods and policies regarding reimbursement of sales expenses),
Methods for appraising sales personnel’s performance.

I Sales Territories and Quotas 10

Meaning, objectives, types and factors determining the size of a sales
territory and setting sales quotas, Reasons for establishing, revising and
assigning sales territories to sales personnel, Administering the quota

e Exercises, Case Studies

e Role-playing exercises

o Preparation of sales presentation plan by each student on the basis
of selected products to be sold. =

e  Ascertaining through interview of outdoor Salesman (living or
working nearby) the important steps which they follow in sales
presentation and preparation of report thereon.

e  Activities for developing sales budget, quotas and territories.

o  Types of sales quotas used by Indian managers.

e Difference between Advertising, Personal selling and Sales
promotion

Project/ Field trip - Specific information gathering/ skills from experts/ participation

community activities

30




- .
Text Books, Reference Books, Other resources

Suggested Readings:

1. Salesmenship - Dutta and Gupta C.- Himalya publishers Nagpur
2. Personal Selling and Sales-Management-R .krishnamurty-Himalya publishers Nagpur

. Salesmanship and Sales Management- Kishore Chand Raut & Promod K Sahu- Vikas
Publishing House New Delhi.

4. Advertising and Sales Management -CN Sontakki - Kalyani Publication New Delhi.
5. Marketing Management-Kotler -Pearsons
6. Marketing Management —Rajan saxena -
Suggestive digital platforms web links
1.http://cbseacademic.nic.in » Salesmanship

2. https://www.msuniv.ac.in/Download/Pdf/41e368949fa74f2
3: https://www.slideshare.net/IftikharChangazi/salesmanship-complete-notes

Suggested equivalent online courses:

‘°A~f€
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~ PartAlIntroduction

Program: Certificate

Year: First Year = Session:2021-22

C‘ou‘rse Code

VI-TNT-TTTT

Course Title

Tourism, Transport and Travel Services

Course Type

Vocational

Pre-requisite (if any)

Open for All

Course Learning

After studying this Course, the Student will be able to .

outcomes (CLO) ~
’ e Understand the core concept of tourism, travel and transport
services.
e Practically perform passport and visa formalities.
e Manage airport ground handlings.
e Independently escort the tourists group and guide these groups
and individual tours also.
e Understand and practically know the procedure and functioning of
travel agency. -
Expected Job Role / Airport ground staff, airport manager, air ticketing, tour escort, tour

career opportunities

manager, itinerary designer

Credit Value




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

Total No. of Lectures/ Practical: L-30hrs/P-30hrs

Introduction to tourism: Nature, scope, significance and components of tourism.

II

Types of tourism: Inter—regional and intra-regional tourism, inbound and
outbound tourism, domestic, international tourism

III

Forms of tourism: religious, historical, social, adventure, health, business,
conferences, conventions, incentives, sports and adventure, senior tourism, special
interest tourism like culture or nature oriented, ethnic or ‘roots’ tourism and VFR

Travel Agency and Tour Operation Business: Linkages and arrangements with
hotels, airlines and transport agencies and other segments of tourism sector.

Approval of Travel Agents and Tour Operators: Approval by Department of
Tourism, Government of India. IATA rules and regulations for approval of a travel
agency, Approval by Airlines and Railways.

VI

Functions of tour and travel agent: travel information and counselling to tourist,
rail and air ticketing and reservation.

VII

Functions of tour and travel agent: Itinerary preparation and marketing of tour
packages.

- VIII

Case study of some cultural events: Ganga Mahotsava, Lucknow mahotsava and
Taj Mahotsava, Khajuraho dance festival etc

Guiding and escorting concept: Meaning, Concepts and Types of Guides:
Conceptual meaning of Tourist Guide. Procedure of getting guide licence

Duties and Responsibilities of tourist guide: (A) Review of itinerary, Participant
list, accuracy, timings and practicality, Identifying the group or individual
traveller’s special needs, Checking Vehicle, Locating Vehicle and contacting
driver;

XI

Duties and responsibilities of tourist guide: (B) standard of dress and personal

 grooming; Greeting participants and introducing self; Leading the participant:

Skills in leading the group, General instruction to Participants at monuments,
sacred places and crowded areas, Giving Commentary, answering Questions,
concluding a tour.

XII

Travel formalities: Passport, Visa, Health requirements, taxes, customs, currency,
travel insurance, baggage and airport information




Airport ground handling operations: Cooperation between airlines and service

XIII :
providers

XIV Airport ground handling operations: Duties of the station manager and his 2
deputies, Principles of customer service

XV Airport ground handling operations: Facilitation and simplifying passenger 2
travel, Baggage handling

- Practical .
Promotion and advertisement: Preparaﬁon of Brochures and Adveﬁisements for
different tours. )
Preparation of itinerary: 10 itineraries of different regions and different seasons 2
under the guidance of any travel agent.
Procedure for domestic and international hotel reservations: Documentation related 2
with Hotel Reservation/Configuration/Cancellation, Preparation of Hotel
Other Service Vouchers, Procedure and documents involved in informing Sub- 2
Agents for services; Procedure of checking and passing the bills of the
transport/hotels and Guide/escorts, RBI guidelines/Rules regarding the foreign
exchange transactions.
Ticketing: rail ticket procedure, air ticketing, 2
Passport & visa: Document Required for Passport and Visa, Types of Visas, 2
Procedure of Passport and Visa.
Research Project: Each student is required to do field study related to tourism 2
industry.
Project for guide — Students have to prepare one project as a guide and have to 2
demonstrate and submit this project. -
Visits to different sectors — Travel, Advertisement agencies & other sectors of 2
Tourism Industry. Preparation of a report on it.
12

Field Visit/ Training : Each student is required to participate in a 2-3 days
Field Study tour. The objectives behind the field tour are to provide practical
knowledge of tourist resources of the country and to analyze the existing
infrastructure and amenities of tourism development and to examine future
prospects of tourism promotion




Text Books, Reference Books, Other resoﬁes =

Suggested Readings:

1. Bhatia A. K.: International Tourism Fundamental & Practices, Sterling Publishers, New Delhi,
1995. :

2. Bhatia A. K: Tourism Development: Principles, Practices & Philosophy Sterling Publishers, New

" Delhi, 1995. ‘

3. Negil. M. S.: Tourism & Travel Concepts and Principles, Gitanjali Publishing House, New Delhi.

4. Holloway, J.C., The Business of Tourism, McDonald and Evans, Plymounth, 1993.

5. Syratt Gwenda, Manual of Travel Agency Practice, Butterworth Heinmann, London, 1995.

6. Stevens Laurence, Guide to Starting and Operating Successful Travel Agency, Delmar Publishers
Inc., New York, 1990.

7. Goddy B. & Parkin I., Urban Interpretation: Vol. I, Issues and Settings; Vol. Il Techniques and
Opportunities, Working Papers, School of Planning, Oxford Polytechnic, 1991.

8. Pond K.L., The professional Guide: Dynamic of Tour Guiding, Van Nostrand Reinhold, New York,

1993.

Suggestive digital platforms web links

1. http://nios.ac.in/media/documents/tourism 337 courseE/337 Tourism Eng/337 Tourism

Eng L20A.pdf/

2. www.chseacademic.nic.in/web material/Curriculum/Vocational/2018/Tourism/XIl/Travel%2

OAg'encv%20and%ZOTour%ZOOperation%ZOBusiness%20XIl.pdf/

Travel agency and tour operations lecture (slideshare.net)

Airport Ground Handling (Introduction) (slideshare.net) ;

5. Visa Services Details | Passport Seva Visa Services (passportindia.gov.in)
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