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Objectives: The objective of this paper is to help students to acquire conceptual knowledge of the financial accounting and to impart skills for recording various kinds of business transactions

UNIT I	  Concept of Double Entry System, Accounting Concepts and Conventions Preparation of Journal. Sub division of Journal. Preparation of Ledger and Trial Balance. Final Accounts with Adjustments.
	
UNIT II  	Introduction to Indian Accounting Standards. Detail study of accounting standard - 6 and 10, Branch Accounts, Departmental Account.

UNIT III Royalty Accounts, Insolvency Accounts. Accounting for Hire-Purchase and Installment Systems

UNIT IV Partnership Accounts - Adjustments and Guarantee, Admission of Partner, Retirement and Death of Partner.

UNIT V Partnership Accounts- Dissolution, Insolvency,	Amalgamation of Partnership Firms, Conversion of Partnership Firm into Joint Stock Company


SUGGESTED READINGS:
1. Financial accounting-Dr.M.S.shukla, Sahityabhawan publication, Agra
2. M.C.Shukla, T.S.Grewal and S.C.Gupta. Advanced Accounts. Chand & Co. New Delhi.
3. S.N. Maheshwari, and. S. K. Maheshwari. Financial Accounting. Vikas Publishing House, New
Delhi.
4. Deepak Sehgal. Financial Accounting. Vikas Publishing H House, New Delhi.
5. Bhushan Kumar Goyal and HN Tiwari, Financial Accounting, International Book House
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UNIT I Ratio- Gaining, Sacrificing Ratio, Proportion, Percentage, Commission. 

UNIT II 	Simultaneous Equations- Meaning Characteristics types and calculations.  

UNIT III Elementary Matrices- Definition and calculations, Types of Matrices.

UNIT IV Logarithms and anti logarithms – Principles and calculations, Introduction of calculus, Methods of Differentiation, Partial Derivative.

UNIT V Simple and compound Interest, Profit and Loss, Linear Programming Introduction.


SUGGESTED READINGS:
1. Allen R.G.D.-Basic Mathematics Macmillan, New Delhi
2. Dowling. E.T.-Mathematics for economics Schaum series
3. Dr. CK Buttan-Business Mathematics
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UNIT I  Indian Contract Act 1872- Definitions, Nature of contract, Offer & Acceptance, Capacity of Parties to Contract, Free Consent and Consideration, Expressly declared void agreement, Performance of contracts.		
	
UNIT II	  Breach of Contract, Remedies for breach of Contract, Indemnity and Guarantee Contracts. Special Contracts- Bailment, Pledge and Agency.

UNIT III	  Limited Liabilities Partnership Act, 2008, Negotiable Instrument Act, 1881- Definition, Features, Promissory note, bill of exchange and Cheques, Holder and Holder in Due Course. Crossing of Cheque, Types of Crossing, Dishonor and Discharge of Negotiable Instruments.

UNIT IV Consumer Protection Act 1986- Main Provisions. Consumer Disputes, Redressal Machinery.
The Sale of Goods Act, 1930 - Contract of sale, meaning and difference between sale and agreement to sell. Conditions and warranties, Transfer of ownership in goods including sale by a non-owner, Performance of contract of sale, unpaid seller – meaning, rights of an unpaid seller against the goods and the buyer

UNIT V Foreign Exchange Management Act 2000 (FEMA) - Objective and Main Provisions, Introduction to Intellectual Property Right Act- Copyright, Patent and Trademark.  The Partnership Act, 1932 Nature and Characteristics of Partnership, Registration of a Partnership Firms,  Types of Partners, Rights and Duties of Partners, Implied Authority of a Partner, Incoming and outgoing Partners, Mode of Dissolution of Partnership

Suggested Readings:
1. Dr.S.M.Shukla, V.P agrawal, Business law Sahitya Bhawan Publication, Agra.
2. M.C. Kuchhal, and Vivek Kuchhal, Business Law, Vikas Publishing House, New Delhi.
3. Avtar Singh, Business Law, Eastern Book Company, Lucknow.
4. S.N Maheshwari and S.K Maheshwari, Business Law, National Publishing House, New Delhi.
5. Agarwal S K, Business Law, Galgotia Publishers Company, New Delhi
6. Sushma Arora, Business Laws, Taxman Publication’s.
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UNIT I Business Organization: Definition, Concept, Characteristics, Objectives, Significance, Components, and Functions, Social Responsibilities of Business promotion of business: Meaning, Function, Stages of Promotion, and Forms of business organization: Detailed study of sole proprietorship and partnership.

UNIT  II Company organization : Meaning, Definition, Formation of private and public company, Merits, Demerits and types of Companies cooperative organization need meaning, Significance and its merits – Demerits. Public Enterprises Concept, Meaning, Characteristics, Objective and Significance. Business – Size and location, Plant layout and business combination. 

UNIT III Introduction- Definition, Nature, Objective, Importance to managers, Elements of communication, Feedback, Dimension and directions of communication, Means of Communication- verbal communication, SWOT analysis. 

UNIT  IV Non- Verbal Communication, Body language, Paralanguage, Sign language, Visual and audio communication, Channel of communication, Barriers in Communication. Written Business communication – Concept, Advantage, Disadvantage, Importance, Need of business latter and kinds of business latter, Essentials of an Effective business latter.

UNIT V Modern forms of communication – Fax, E-mail, Video Conferencing, International Communication for Global Business.


Suggested Readings:
1. Dr. Ramesh Mangal-Business Communication 
2. Dr. Suresh Chandra Jain-Business Organization 
3. Dr. Abhay Pathak-Business Organization
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UNIT I
Introduction to computer system: block diagram, components, motherboard, processor, main memory, cache memory, hard disk.
Input device, output device, eternal storage devices: floppy disk CD ROM, DVD, USB derives.
Types of software: system Software, application software .System Software: operating system, utility programs, anti-virus, and disk cleaning .Application software: example commercial software with brief introduction.
Programming language : low level language ,high level language ,assembly language ,middle level language ,compiler ,interpreter  ,assembler , difference between compiler and interpreter .
UNIT II
Operating system : definition , functions of operating system,CUI,GUI,types of operating system like single user ,multi user, real time, time sharing and batch processing ,multiprogramming ,multiprocessing ,multitasking,  distributed processing .elementary idea of various common operating system prevalent round the world .
MS windows: introduction and its features, desktop, taskbar, files and folder start menu operations
My computer, network neighborhood,recycle-bin,windows explorer, creating ,copying ,moving and deleting files , setting wall paper , changing the mouse pointer, paint, notepad .
UNIT  III
Introduction of MS Word: Advantages of word Processing, Creating, saving, and editing a document: selecting, deleting, replacing text, copying text to another file. Insert ,formatting text and paragraph , using the font ,dialog box, paragraph formatting using bullets and numbering in paragraph ,use of smart art ,checking spelling ,line spacing , margins, space before and after paragraph , mail merge ,customizing the ribbon.
Introduction of MS excel: entering the information, numbers, formulas, editing data in a cell, excel functions, using a range with SUM, Moving and copying data, inserting and deleting row and columns in the worksheet, using the format cells.
Introduction of MS power point: introduction, slide show, formatting, creating a presentation inserting smart art, adding objects applying transitions, animation effects, adding tables. 
UNIT IV
Decision support system: importance of decision support system, limitation, characteristics of DSS, decision support and structure of decision making and repititativeness of decision, DSS users.
Expert system: support for decision making phases, support for the intelligent phases, support for design phase, support for choice phase.
Management Information System: introduction, role of IT, MIS characteristics and application areas, business and technology trends –specialization, management by methodology, decentralization, internationalization etc.
UNIT V 
[bookmark: _GoBack]Internet : meaning ,definitions ,history ,internet protocols,TCP/IP,FTP,HTTP,URL, internet bwrowsers,WWW ,search engines ,introduction internet security terminology-network security,firewall,cryptography, password ,biometrics, digital signature, digital certificate. Business application of internet, email, use net ,news group,telnet, intranet, extra net,eticketing,chatting.
E-Banking and its benefits:  smart card, E-cash, online financial services stock trading, 
E-brocking.E-business model, do it yourself model, made to order model, information service model, emerging hybrid models.
Text Books and Reference Books:
1. Computer Fundamental by P.K.Sinha
2. Fundamental of Information Technology by A. Leon M. Leon 
3. Computer today by Suresh K. Basandra 
4. P C Software by Nitin K Nayak  
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UNIT – I
Importance and Advantages of DTP, DTP Software and Hardware, Commercial DTP Packages, Page Layout programs, Introduction to  Word Processing. Commercial DTP Packages, Difference between DTP Software and Word Processing Software.

UNIT- II
Types of Graphics, Uses of Computer Graphics Introduction to Graphics Programs, Font and Type faces, Types of Fonts, Creation of Fonts (Photographer ), Anatomy of Type faces, Printers, Types of Printers used in DTP, Plotter, Scanner.
	
UNIT-III
History and Versions of Page Maker, Creating a New Page, Document Setup Dialog Box, Paper Size, Page Orientation, Margins, Different Methods of placing text and graphics in a document, Master Page, Story Editor, Formatting of Text, Indent, Leading, Hyphenation, Spelling Check, Creating Index, Text Wrap, Position (Superscript/Subscript),Control Palette.

UNIT-IV
History, Multimedia Elements; Text Images, Sound, Animation and Video. Text, Concept of Plain Text and Formatted Text, RTF & HTML Text, Image , Importance of Graphics in Multimedia, Image Capturing Methods, Scanner, Digital Camera, Sound – Sound and its effect in Multimedia, Analog and Digital Sound, Animation, Basics, Principles and use of Animation. Video, Basics of Video, Analog and Digital Video.

UNIT-V
Features of Multimedia, Overview of Multimedia, Multimedia Software Tools, Multimedia Authoring- Production and Presentation, Graphic File Formats, MIDI- Overview, Concepts, Structure of MIDI Devices, MIDI Messages. 

Text Books and reference books:
1. Desktop Publishing on PC by M.C. Sharma 
2. Professional in Desktop Publishing by Dinesh Maidasani
3. DTP Courses 2/e by Singh & Singh 
4. Multimedia, Computing, Communication & Applications by Ralf Steinmetz 
5. Fundamentals of Multimedia by Ze - Nian Li
6. Page Maker- Manual 
7. ‘o’ Level module m3.2 Desktop publishing & Presentation graphics by V.K. Jain 
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MS-Word
1. Create a document and apply different Editing options.
2. Create Banner for your college.
3. Design a Greeting Card using Word Art for different festivals.
4. Create your Bio data and use page borders and shading .
5. Create a document and insert headers and footer, page title etc.
6. Implement Mail Merge.
7. Insert a table into a document.
8. Create a document and apply different formatting options.
MS Excel
1. Design your class Time Table.
2. Prepare a Mark sheet of your class subjects..
3. Prepare a Salary Slip of an employee.
4. Prepare a bar chart & pie chart for analysis of Election Results.
5. Prepare a generic Bill of a Super Market. 
6. Work on the following exercise on a workbook:

a) Copy an existing Sheet
b) Rename the old Sheet
c) Insert a new Sheet into an existing Workbook
d) Delete the renamed Sheet.

7. Prepare an Attendance sheet of 10 students for any 6 subjects of your syllabus.
Calculate their  total attendance , total percentage of attendance of each student &average of attendance 
8. Create a worksheet on Students list  of any 4 faculties and perform following database functions on it,

a) Sort data by Name
b) Filter data by Class
c) Subtotal of no. of students by Class. 




MS Power Point
1. Design a presentation of your institute using auto content wizard, design template and  blank presentation.
2. Design a presentation illustrating insertion of pictures, word Art and clipart.
3. Design a presentation learn how to save it in different  format, copying and opening an existing presentation.
4. Design a presentation illustrating insertion of movie ,animation and sound.
5. Illustrate use of custom animation and slide transition (using different effects).
6. Design a presentation using charts and tables of the marks obtained in class.
7. Illustrate use of macro in text formatting in your presentation.
PageMaker
1. Create a Greeting Card for New Year.
2. Create a Visiting Card.
3. Create your Resume.
4. Create an advertisement for job in well-known firm.
5. Create a Newspaper Report.
6. Create a document by importing Graphic Image from Clip Art.
7. Create a Wedding Card.
8. Type a document using Story Editor .
9. Input a text from Word Document into a PageMaker document.
10. Create a document on Importance of Text Wrap applying proper font size,
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UNIT I
हिन्‍दी भाषा 
1. स्‍वतंत्रता पुकारती (कविता) –जयशंकर प्रसाद 
2. पुष्‍प की अभिलाषा (कविता) – माखनलाल चतुर्वेदी 
3. वाक्‍य संरचना और अशुद्धियां (संकलित) 	
UNIT II 

हिन्‍दी भाषा 
1. नमक का दरोगा (कहानी)- प्रेमचंद 
2. एक थे राजा भोज (निबंध) – डॅा. त्रिभुवननाथ शुक्‍ल 
3. पर्यायवाची, विलोम, एकार्थी अनेकार्थी, एवं शब्‍दयुग्‍म शब्‍द (संकलित) 
UNIT III 
नैतिक मूल्‍य 
1. नैतिक मूल्‍य परिचय एवं वर्गीकरण (आलेख) –डॉ. शशि राय 
2. आचरण की सभ्‍यता (निबंध –सरदार पूर्णसिंह 
3. अंतर्ज्ञान और नैतिक जीवन (लेख) –डॉ. सर्वपल्‍ली राधाकृष्‍णन 
4. अप्‍प दीपो भव (लेख) – स्‍वाम श्रद्धानंद  

UNIT IV 
1. Where the min is without fear: Rabindranath Tagore
2. The Hero: R.K. Narayan
3. Tryst with Destiny: Jawaharlal Nehru 
4. Indian weavers: Sarjini Naidu 
5. The Portrait of a lady: Khushwani Singh 
6. The Solitary Reaper : William Wordsworth

UNIT V 

1. Basic Language Skills: Vocabulary, Synonyms, Antonyms, Word formation, Prefixes, Suffixes. 
2. Basic Language Skills: Uncountable Noun, Verbs, Tenses, Adverbs.
3. Comprehension/Unseen Passage.
4. Composition and Paragraph Writing

Suggested Readings:
मध्‍यप्रदेश हिन्‍दी ग्रंथ आकादमी द्वारा प्रकाशित पुस्‍तकें  
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UNIT I
Entrepreneurship Development- Concept and importance, function of Enterpriser, Goal determination – Problems Challenges and Solutions.

UNIT II

Project Proposal – need and objects- Nature of organization, Production Management, Financial Management, Marketing Management, Consumer Management.

UNIT III

Role of regulatory Institutions, Role of development Organization, and self employment oriented 
 schemes, various growth schemes.

UNIT IV

Financial Management for Project- Financial Institution and their role, Capital estimation and arrangement, cost and price determination, accounting management.
UNIT V

Problem of entrepreneur- Problem relating Capital, Problem relating Registration, administration problem and how to overcome from above problems.
	

Suggested Readings:
	   मध्‍यप्रदेश हिन्‍दी ग्रंथ आकादमी द्वारा प्रकाशित पुस्‍तकें  
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