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Name of the Course: Accountancy and Financial Management — 1V

(Corporate Accounting)

Sr. No. Heading Particulars
1 Description of the course: | The learners will learn about the Redemption of
preference shares which involves repaying shareholders
while ensuring compliance with legal provisions like
adequate reserves or issuing fresh shares. Buy-back of
shares allows a company to repurchase its own shares,
reducing capital and improving financial ratios.
Ascertainment and treatment of profit prior to
incorporation focus on dividing pre-incorporation profits
into capital and revenue profits based on time or sales
ratio. Internal reconstruction restructures a company’s
finances without liquidation, involving capital reduction,
asset revaluation, and liability adjustments to strengthen
financial stability.
2 Vertical: Major
3 Type: Theory
4 Credit: 4 Credits (1 Credit = 15 Hours for Theory in a Semester)
5 Hours Allotted: 60 Hours
6 Marks Allotted: 100 Marks
Continuous Evaluation 40 Marks
Semester End Examination 60 Marks
7 Course Objectives:
1. To understand the legal provisions and accounting procedures for redemption of
preference shares.
2. To understand the concept and purpose of buy-back of shares.
3. To understand the concept of profit/loss prior to incorporation and its relevance in
accounting.
4. To understand the need for internal reconstruction in financially distressed companies.
8 Course Outcomes:
1. Learners will be able to Analyze the impact of redemption on shareholders’ funds and
capital structure.
2. Learners will be able to Understand the motives behind share buy-back and its
regulatory framework
3. Learners will be able to Identify and classify incomes and expenses into pre- and post-
incorporation periods.
4. Learners will be able to Apply different techniques of internal reconstruction such as
capital reduction, alteration of capital, and compromise agreements.
9 Modules

Modules I: Redemption of Preference Shares (15 Hours)

e Provision of the Companies Act for redemption of Preference Shares (Sec 55 of
the Companies Act, 2013), Companies (Share and Debentures) Rules.

e Methods of Redemption of fully paid up Preference Shares as per Companies Act,
2013: The proceed of a fresh issue of shares, the capitalisation of undistributed
profits and a combination of both, calculation of minimum fresh issue to provide
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the fund for redemption.

(Question on entries and/or Balance Sheet)
Note: Companies governed by Section 133 of the Companies Act, 2013 and comply with
the accounting standards prescribed for them. Hence, the balances in security premium
account not to be utilised for premium payable on redemption of preference shares.

Module I1: Introduction to Issue of Shares & Buy-back of Shares (15 Hours)

e Introduction to Issue of Shares

e Basic sums based on issue of shares

e Company Law / Legal provisions (including related restrictions, power, transfer
to capital redemption reserve account and prohibitions) Compliance of conditions
including sources, maximum limits and debt equity ratio. Cancellation of Shares
Bought back(Excluding Buy Back of minority shareholding)

Module I11: Ascertainment and Treatment of Profit Prior to Incorporation
(15 Hours)

e Principles for ascertainment (Preparation of separate combined, columnar Profit
and Loss A/c including different basis of allocation of expenses and income)

Module IV: Internal Reconstruction (15 Hours)

e Need for reconstruction and company law provisions

e Distinction between internal and external reconstructions.

e Methods including alteration of share capital, variation of shareholder rights, sub
division, consolidation, surrender and reissue / cancellation, reduction of share
capital with relevant legal provisions and accounting treatment for same.

10

Reference Books:

e Ashish K. Bhattacharyya — “Financial Accounting for Business Managers”,
Prentice Hall of India Pvt. Ltd.
Shashi K. Gupta — “Contemporary Issues in Accounting”, Kalyani Publishers.
R. Narayanaswamy — “Financial Accounting”, Prentice Hall of India, New Delhi
Ashok Sehgal — “Fundamentals of Financial Accounting”, Taxmann’s Publishers
Financial Accounting Reporting — Barry Elliot and Jamie Elliot — Prentice Hall (
14th Edition
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Evaluation Pattern

Continuous Evaluation: 40%
Semester End Examination: 60%

The Continuous evaluation will consist of

Total Marks

Class Test/ Assignment/ Project Work/ Presentation/ Case Study/
Book Review

40

Semester End Examination Question Paper Pattern

Maximum Marks: 60
All Questions are Compulsory Carrying 15 Marks each.

Duration: 2 Hours

Q. No. Particular Marks
A. Practical Question (Module - T) 15 Marks
Q-1 OR
B. Practical/ Theory Question (Module - I) 08 Marks
C. Practical/ Theory Question (Module - I) 07 Marks
A. Practical Question (Module - IT) 15 Marks
Q-2
B. Practical/ Theory Question (Module - II) 08 Marks
C. Practical/ Theory Question (Module - IT) 07 Marks
A. Practical Question (Module - IIT) 15 Marks
Q-3 OR
B. Practical/ Theory Question (Module - IIT) 08 Marks
C. Practical/ Theory Question (Module - I1I) 07 Marks
A. Practical Question (Module - IV) 15 Marks
Q-4 OR
B. Practical/ Theory Question (Module - IV) 08 Marks
C. Practical/ Theory Question (Module - IV) 07 Marks

Note: Questions of 7/8 marks (Practical/theory) may also be divided as 2 questions of 10/5
marks (Practical/theory) or 1 full length question (Practical/theory) of 15 marks.

Signature of Team Members

Sr. No. Name Signature
1 Dr. Ishtiyaq Chiplunkar
2 Mr. Murugan Nadar
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Name of the Course: Commerce IV- Management: Production & Finance

Sr. Heading Particulars
No.

1 Description the course: The course provides an overview of production
management and finance management. It examines
management functions of planning, organizing, leading,
and controlling of production processes and inventory
management. The course also highlights the overview of
the Indian securities markets understand the different
avenues for investments.

2 Vertical: Major

3 Type: Theory

4 Credit: 4 credits

5 Hours Allotted: 60 Hours

6 Marks Allotted: Total 100 Marks
Continuous Evaluation 40 Marks
Semester End Examination 60 Marks

7 Course Objectives: The objective of the course is to:

1. Acquaint the learners with the basic concepts of production management and inventory
management.

2. Familiarise the learners with the concepts and tools of quality management.

3. Impart the basic orientation towards the Indian securities markets.

4. Update the learners with the different markets and its players in Indian financial system and
their relevance to India’s economy.

8 Course Outcomes: After completion of the course, the learners are expected to:

1. Understand the production process of industries and inventory control techniques followed
by them.

2. Know the quality management processes and tools adopted by companies.

3. Describe the structure of Indian securities market and its impact on the economy.

4. Differentiate between different types of market players and motivated to become more
financially included by participating in financial markets.
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Module 1: Production and Inventory Management (15 hours)

e Production Management: Objectives, Scope Production Planning & Control: Steps,
Importance

e Production Systems: Concept, Types - Continuous and Intermittent. Productivity:
Concept, Factors Influencing Productivity, Measures for improving Productivity.

e Inventory Management- Objectives, Inventory Control- Techniques. Scientific
Inventory Control System - Importance.

Module 2: Quality Management (15 hours)

e Introduction to Quality: Dimensions of Quality, Cost of Quality: Types — Internal
Failure Cost, External Failure Cost, Appraisal Cost, Prevention Cost, and Quality
Circle: Features.

e Quality Management Tools: TQM — Importance, Six Sigma — Process, ISO 9000 —
Certification Procedure, ISO 14000 - Benefits, Kaizen — Process, Failure Mode and
Effect Analysis (FMEA) — Concepts and Categories, Total Productive Maintenance
(TPM) — Concepts and Pillars.

e Service Quality Management: Importance, SERVQUAL Model, Measures to
improve service quality.

Module 3: Indian Financial Markets (15 hours)

e Overview of Financial Markets: Functions, Structure, Primary Market — [PO

Procedure Dematerialization: Process, Role of Depositories: NSDL and CDSL

e SEBI: Functions of SEBI, Investors protection measures of SEBI. Stock Exchange —
Evolution of the Indian Stock Market, Functions, Speculators

e Credit Rating: Advantages, Credit Rating Agencies in India - CRISIL, CARE, and
ICRA.

Module 4: Recent Trends in Finance (15 hours)

e Mutual Funds: Advantages and Limitations, Types, Factors responsible for growth of
mutual funds — Systematic Investment Plan.

e Commodity Market: Categories, Derivatives Market: Types, Participants, Types of
Derivative Instruments

e Start-up Ventures: Concept, Sources of Funding: Micro Finance — Importance, Role
of Self Help Groups.

Reference Books:
1. Ashwathappa K. & G. Sudeshana Reddy, Production & Operation Management (Text

& Cases), Himalaya Publication, 2010
2. Bharti Pathak, Indian Financial System, Pearson Publication, 5™ edition, 2018
3. Kathleen R. Allen, Launching New Ventures : An Entrepreneurial Approach —
Cengage Learning India Pvt. Ltd., 8" edition, 2020
4. Max Muller, Essentials of Inventory Management, Amacon Publishers, 2011
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2007

5. L. M. Bhole, Jitendra Mahakad, Financial Institutions and Markets : Structure Growth
& Innovations, Tata McGraw Hill, 6™ edition, 2017

6. Vasant Desai, The Indian Financial System and Financial Market Operator, Himalaya

Publishing, 2012

M. Y. Khan, Indian Financial System, Tata McGraw Hill, 11% edition, 2019

8. Anand kumar Sharma, Production and Operations Management, Anmol Publication,

9. Nalini Prava Tripathy, Mutual Funds in India: Emerging Issues, Excel Books, New
Delhi, 2007
10. Nandini Vaidyanathan, Start-up Stand up: A step by step guide to Growing your
Business, Jaico Publishing House, Mumbai, 2016

11 Internal Continuous Assessment: 40% Semester End
Examination
12 Continuous Evaluation through: (Internal Assessment)
The Continuous Evaluation will have components as follows:
Component Details Total Passing
marks marks
I Assignment / Case Study / 15 A learner
Current Affairs Diary / Field must be
Study / Business Plan / present for
Project each of the
II Presentation of Component I 15 sub-
11T One Periodical Test 10 components.
Total 40
13 Format of Question Paper:

Semester End Examination
Question Paper Pattern

Maximum Marks: 60
Duration: 2 Hrs.
All Questions are Compulsory Carrying 12 Marks each.

Question Particulars Marks
No
Q-1 Attempt any 2 of the following: (From Module I)
a. 12 Marks
b.
C.

Page 4 of 5



Q-2 Attempt any 2 of the following: (From Module II)
a.

b.

C.

12 Marks

Q-3 Attempt any 2 of the following: (From Module III)
a.

b.

C.

12 Marks

Q-4 Attempt any 2 of the following: (From Module IV)
a.
b.

C.

12 Marks

Q-5 Attempt the following: (Entire Syllabus)
(a) Approach Based Question (6 marks)
(b) Short Notes (any 2 out of 3) (6 marks)

12 Marks

Signatures of Team Members

Sr. No.

Name

Signature

Dr. Sadhana Venkatesh

Ms. Jyoti Ghosh
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Programme: B.Com; B.Com (MS), B.Com (A&F), B.Com (B&I), B.Com
(FM) and B.Sc. (IT)

Syllabus for 4 credit Course from the academic year 2026-2027
Title of the Course: Business Economics- (Semester 1V): Introduction to

Public Finance

Sr. No. Heading Particulars
1) | Description | This course on Public Finance introduces students to the economic role of the
the course government in resource allocation, income distribution, and macroeconomic
stabilisation. It explores the principles of fiscal operations, including public
revenue, expenditure, debt, and fiscal policy, within both national and global
contexts. Students will study taxation systems, theories of public expenditure,
fiscal federalism, and the functioning of fiscal institutions in India. Emphasis is
placed on contemporary fiscal challenges, including debt sustainability, digital
taxation, and environmental externalities. The course adopts an interdisciplinary
approach, linking economics with governance, finance, and public policy to build
analytical and decision-making skills.
2) | Programme | B.Com;B.Com (MS), B.Com (A&F), B.Com (B&l), B.Com (FM) ,and B.Sc.
(Im)
3) | Semester v
4) | Course/ Business Economics: PAPER IV: Introduction to Public Finance.
Subject
5 [AY. 2026-2027
6) | Vertical: Minor
7) | Type: Theory
8) | Credits: 04
9) | Hours 60
Allotted:
10) | Marks Total Marks: 100
Allotted: Continuous Evaluation Marks: 40
Semester End Examination Marks: 60

Course Objectives: By end of this course student should be able to-

1) Enable students to understand the nature, scope, and principles of public finance, the role of the state,
and the rationale for government intervention in correcting market failures through fiscal operations.

2) Analyse the structure and sources of public revenue, distinguish between direct and indirect taxes, and
evaluate theories and effects of public expenditure and public debt on economic stability and growth




3) Interpret and assess fiscal policy objectives, instruments, and types, understand crowding-out and
crowding-in effects, and evaluate the macroeconomic implications of fiscal measures.

4) Link fiscal theory with governance, finance, and environmental sustainability, comprehend Centre—
State fiscal relations, and critically assess the recommendations of the 15th Finance Commission within

India’s federal framework.

Course Outcomes: Upon completion of this course students will be able to:

1) Demonstrate conceptual and analytical understanding of the scope, functions, and principles of public
finance in relation to the role of the state in a mixed economy.
2) Evaluate sources and patterns of public revenue and expenditure, with special reference to taxation
principles, incidence, and fiscal reforms in India.
3) Analyse the interlinkages between fiscal policy, public debt, and macroeconomic stability using
theoretical frameworks and empirical evidence.
4) Assess the working of fiscal federalism in India, including the recommendations of the Finance
Commission, and apply interdisciplinary tools for evaluating fiscal discipline and policy efficiency.
Module I: Foundations of Public Finance (15 hours)
Topics
1) Nature and Scope of Public | a) Meaning, Scope, and Importance of Public Finance.
Finance b) Role of the State: From Classical to Welfare and Developmental
Perspectives.
c) Public vs. Private Finance: Behavioural Foundations and Efficiency
Implications.
2) Principles of Fiscal a) Dalton’s Principles of Maximum Social Advantage.
Operations b) Fiscal Functions: Allocation, Distribution, and Stabilisation.
c) Market Failure, Public Choice Approaches, Information Asymmetry,
and Rationale for Government Intervention.
3) Public Goods and a) Meaning and Characteristics of Public Goods.
Externalities b) Externalities: Meaning, Positive and Negative.
c) Government Policies and Market Based Solutions for Externalities.
Module I1: Public Revenue (15 hours)
1) Sources and Classification | a) Analytical Classification of Public Revenue: Revenue and Capital

of Public Revenue

Receipts and their Macroeconomic implications.




b)

Non-Tax Revenues: Role of Public-Private Partnerships, Fees, and
Sovereign Wealth Funds.
Spectrum Auctions and Natural Resource Revenues in Emerging

Economies.

2)

Taxation and Fiscal

Principles

Meaning, Objectives, and Canons of Taxation.

Taxable Capacity, Principles of Optimal Taxation, and the Laffer
Curve

The Black Economy in India: Meaning, Measurement, and Policy

Responses.

3)

Direct and Indirect Taxes

Comparative Analysis: Merits, Demerits.
Incidence, Shifting, and Burden of Taxation.
India’s Contemporary Tax System: Evaluation of GST, The New

Income Tax Act, 2025 and Emerging Issues in Digital Taxation.

Module I11: Public Expenditure and Public Debt (15 hours)

1)

Theories and Trends of

Public Expenditure

a)
b)

c)

The Wagner’s Law of Increasing State Activity.

The Peacock—Wiseman Hypothesis.

Cost of Services Theory, Public Choice, and the Niskanen Hypothesis
of Bureaucracy.

2)

Structure and Effects of

Public Expenditure

a)
b)

c)

Functional and Economic Classification of Expenditure.
Economic, Social, and Environmental Effects of Public Spending.
Public Expenditure Efficiency, Performance Auditing, and Outcome-

Based Budgeting.

3)

Public Debt and Fiscal
Sustainability

a)
b)

c)

Meaning and Types of Public Debt.

Debt Sustainability and the Burden Debate: Keynesian vs. Ricardian
Views.

Fiscal Rules, the FRBM Framework, Public Debt Management, and
Intergenerational Equity.

Module 1V: Fiscal Policy and Fiscal Federalism (15 hours)




1) Fiscal Policy: Meaning and | a) Meaning and Objectives of Fiscal Policy.
Instruments b) Instruments: Government Expenditure, Taxation, Borrowing, and
Budgetary Policy.
c) Fiscal-Monetary Policy Coordination, Policy Lags, and Limitations of
Fiscal Policy.
2) Types and Effects of Fiscal | a) A Comparative Study of Compensatory, Discretionary, and Automatic
Policy Stabilisation Policies.
b) Crowding-Out and Crowding-In Effects: Theory, Evidence, and Policy
Implications.
c) Fiscal Multipliers and Policy Coordination.
3) Fiscal Federalism and a) Principles and Challenges of Fiscal Federalism in India.
Budgetary Practices b) Role and Recommendations of the 16" Finance Commission.
c) Concepts, measurement of Fiscal, Revenue, Primary, and Budget
Deficits, Implications, and Fiscal Consolidation Strategies.
References:

1) Acemoglu,D; David Laibson and John List. Macroeconomics. New Delhi: Person India, 2020.

2) Bhatia H L. Public Finance. 27, New Delhi: Vikas Publishing House Pvt Ltd, 2012.

3) Ghosh, Ambar and Chandana Ghosh. 2. New Delhi: PHI Learning Private Limited, 2014.

4) Hyman, D. Public Finance: A Contemporary Application of Theory to Policy. 10. New York:
South-Western, Cengage Learning, 2011.

5) Hindriks, Jean and Gareth D. Myles. Intermediate Public Economics. New Delhi: Prentice-
Hall of India Private Limited, 2007.

6) Mankiw, N. Gregory. Principles of Economics. 6. New Delhi: Cengage Learning Pvt. Ltd.,

2017.

7) Mishkin, Frederic S. Macroeconomics: Policy and Practice. 2. New Delhi: Pearson, 2017.
8) Ramesh Singh. Indian Economy.13. McGraw Hill.New Delhi, 2021-2022.

9) Samuelson P and Nordhaus W. Economics.20. New Delhi:McGraw Hill, 2020.

10) Sarma, J.V.M.. Public Finance:Principles and Practices.1. New Delhi: Oxford University

Press, India, 2018.




Evaluation
Pattern

Semester End
Examination
(60%)

Continuous
Evaluation (40%)

Continuous Evaluation

(A)

Research Project

(B)

Class Test




Continues Evaluation Research Project Component
Research Project Rules and Guidelines

1. Topic Selection

e Choose one topic only from the provided list given against your ROLL NUMBER
ONLY.
e Change in topic will NOT BE ALLOWED.
2. Project Format

Each project must include the following sections:

Section Description
Cover Page Title, Student Name, Roll Number, Class, College, and Date
Index List of sections with page numbers
Introduction Brief background and significance of the topic
Objectives Clearly state 2—-3 aims of your research
Methodology Mention how you collected data (primary/secondary), sample size, tools used
Data Analysis Use tables, graphs, or charts to explain findings
Interpretation Explain your results in simple terms
Conclusion Summarise key insights; suggest improvements or actions
References Books, articles, websites (follow proper citation style)
Appendix (if any) | Include survey questionnaires, raw data, etc.

THE PROJECT REPORT MUST BE HAND WRITTEN IN
THE BOOK LET AUTHORISED BY THE COLLEGE.
USE BLUE INK.

3. Data Collection




Projects must be based on real-world examples, data, or observations.

Data may be collected through:

o Online research (reliable websites, economic reports, articles)

o Small surveys (questionnaire/interview)
o Case studies (small businesses, startups, etc.)
Cite all sources properly.

4. Page Limit & Presentation

Page Count: 15 pages (including appendices).
Ensure neatness, clarity, and logical flow of ideas.
You are free to affix relevant pics or draw diagrams.

Question Paper Pattern of Semester End Examination (SEE)

Max. Marks: 60 Max.Duration: 2 hours
All questions are compulsory
MAX.MARKS

Q.1 | a) MODULE | (5)

b) (5)

c) (5)
Q.2 | a) MODULE Il (5)

b) )

c) (5)
Q.3 | a) MODULE llI (5)

b) (5)

c) (©)
Q.4 | a) MODULE IV (5)

b) (5)

c) (5)
Notes sub-question a, b and ¢ can be on the following:
i) Definitions
i) Short-answers
iii) Explanatory notes
iv) Caselets and/or numerical problems requiring use of quantitative and/or qualitative methodology

to find solutions.
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Name of the Course: Business Law-I1

Sr. Heading Particulars
No.

1 Description of the course: The course offered is an introductory course and it focuses on
that every business entity runs by buying or selling
commodities. In India, such sales of goods are governed by the
Sale of Goods Act, 1930. It integrates the student's
understanding the provisions of the Sale of Goods Act, 1930,
and its application to contracts for sale of goods of both
business law and the daily operations and legal matters of
businesses. This course provides the student with a working
knowledge of the legal framework of negotiable instruments
with which formal business organizations carry on their
operations. The aim of putting business and law together is to
maintain safe and functional working spaces for all individuals
involved in the business, whether they are running it or
working for the people running it. With such constructive
syllabus student can understand said aspects.

2 Vertical: Open Elective

3 Type: Theory

4 Credit: 2 Credits

5 Hours Allotted : 30 Hours

6 Marks Allotted: 50 Marks
Continuous Evaluation: 20
Semester-End: 30

7 Learning Objectives

e To educate the learners about the Sales of Goods Act & its importance in Business.
e The course aims to create awareness among the students about Negotiable Instruments
like Promissory Note, Bills of exchange and Cheque.

8 Learning Outcomes

Will enable the learners to
e After completing the course, the learner will be able to understand the legal
framework with regards to the Sale of Goods Act 1930 and Negotiable Instrument Act.
e Understand legality behind of making contract of sale and agreement to sale, negotiable
instruments of promissory notes, bills of exchange, cheque.
9. | Syllabus

Module No.1. The Sale of Goods Act, 1930 (15 Hours)

o Contract of Sale (S.2): Concept, essentials elements of contract of Sale, Distinction
between Sale and Agreement to Sell (S.4), Distinction between Sale and Hire Purchase
Agreement, Types of Goods, Effects of destruction of Goods (Ss6-8).

¢ Conditions & Warranties (Ss.11-25 & 62, 63): Concept, Distinguish between Conditions
and Warranties, Implied Conditions & Warranties, Concept of Doctrine of Caveat Emptor-
Exceptions.

e Property: Concept, Rules of transfer of property (Ss.18-26).

e Unpaid Seller (Ss. 45-54,55 & 56): Concept, Rights of an unpaid seller, remedies for
Breach of Contract of Sale (Ss. 55-61), Auction Sale- Concept, Legal Provisions. (S.64).
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Module No.2.The Negotiable Instruments (Amended) Act 2015 (15 Hours)

e Negotiable Instruments: Concept (S.13), Characteristics, Classification of Negotiable
Instruments (Ss.11,12, 17-20,42,43,104,134, 135), Maturity of Instruments.

e Promissory Note (S. 4, 108-116): Concept, essentials of Promissory Note), Kinds of
Promissory note

e Bill of exchange ( S.5), Cheque (S.6): Concept, Types of Crossing of Cheque,
Distinguish between Bill of Exchange & Cheque, Dishonour of Cheque- Concept &
Penalties(Ss.138, 139- 142)

e Miscellaneous Provisions ( S. 8-10, 22, 99-102, 118-122, 134-137): Parties to
Negotiable Instruments Holder, Holder in due Course, Rights & Privileges of Holder in
due Course, Payment in due course, Noting & Protest (Ss.99-104A)

10 | Reference Books
i. CA(Dr).P.C.Tulsian and CA Bharat Tulsian. Business Laws published by Sultan
Chand, 2014. ISBN : 9789384319410
ii. Inderjeet Dagar and Anurag Agnihotri. Business Laws : Texts and Problems published
by Sage Publications.
iii. J.P. Sharma and Sunaina Kanojia. Business Laws published by Bharati Law
House.1* Edition 2019.
iv. M.C. Kuchhal and Vivek Kuchhal. Business Law published by Sultan Chand & Sons
(P) Ltd Edition 2018.
V. N.D. Kapoor, Dr Rajni Abbi, Bharat Bhushan, Rajiv Kapoor. Business Law
published by Sultan Chand & Sons (P) Ltd Edition 2019.
Vi. S. D. Geet and M. S. Patil. Business Law published by Nirali Prakashan Pune, 6"
Edition.
11 |Internal Continuous Assessment: 40% \ Semester End Examination: 60%

12 | Continuous Evaluation through:
Sub-components Maximum Marks Conditions for passing
1) 1* Project/ Report work 10 A learner must be present for
2) MCQ Based Test (1 MCQ of 1 10 each of the sub-components.
mark each)
Total 20
13 | Format of question paper
Maximum Marks: 30 Duration: 1 Hour.
All Questions are Compulsory Carrying 15 Marks each.
Question Particular Marks
No
Q-1 (From Module I)
a. Theory (08 Marks)
b. Theory (07 Marks) 15 Marks
OR
c. Theory (08 Marks)
d. Theory (07 Marks)
Q-2 (From Module II)
a. Theory (08 Marks)
b. Theory (07 Marks) 15 Marks
OR
c. Theory (08 Marks)
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d. Theory

(07 Marks)

Important Note : 08 Marks - Theory questions will be Case Study according to Bloom taxonomy

In SE Examination

Signature/s of Team Member/s

Sr.No

Name

Signature

1.

Dr. Hema Mehta
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Name of the Course: Managerial and Secretarial Practice

Sr. Heading Particulars
No.

1 Description of the course: As the name suggests, this program deals with two domains —
Office Management and Secretarial Practice. Office
management deals with day-to-day operations being carried out
in an Office. It also deals with the application of management
principles to solve problems arising in an Office. The main
objective is to familiarize the students with the activities of a
modern office, in an office besides gaining
essential skills in handling of various office operations.

2 Vertical: Skill Enhancement Course

3 Type: Theory

4 Credit: 2 Credits

5 Hours Allotted: 30 Hours

6 Marks Allotted: 50 Marks
Continuous Evaluation: 20
Semester-End: 30

7 Learning Objectives

e To enable learners to analyze the strategic role of modern office systems and information
management practices in enhancing organizational effectiveness and decision-making.

e Smooth functioning of any organization depends upon the way various activities are
organized, the facilities provided to the staff working in the office, the working
environment, tools and equipment used in office.

8 Learning Outcomes

Will enable the learners to-

e After completion of this module, learners will be able to evaluate and recommend
appropriate office systems, digital workflows, and information management models for a
given business scenario while ensuring compliance with data security and record retention
policies.

e Become tactful in using tools and equipment and the atmosphere more adaptable.

9 Syllabus

Module-1: Strategic Office & Information Management (15 Hours)

Unit 1: Modern Office Systems & Strategic Management (8 Hours) - Evolution of Office:
From Paper-based to Digital, Virtual & Hybrid Workspaces , Strategic Role of Office Management
in Organizational Effectiveness, Office Systems Design: Open, Private, Landscaped & Activity-
Based Workspaces, Functions of Modern Office: Administrative, Communication, Data &
Knowledge Management, Role & Competencies of Office/Administrative Manager in VUCA
Environment, Automation & Al in Office: RPA, Workflow Management, Digital Assistants

Unit 2: Information & Records Management for Business (7 Hours) - Information Lifecycle
Management: Creation, Storage, Retrieval, Retention, Disposal, Advanced Filing Systems: Digital,
Cloud-based, ECM & DMS Frameworks, Indexing & Metadata: Taxonomy, Controlled Vocabulary,
Search Optimization, Data Security, Confidentiality & Compliance: DPDP Act 2023, RTI, Record
Retention Policies, Centralized vs Decentralized vs Hybrid Information Management Models, E-
office, Paperless Office & Green Office Concepts — Cost-Benefit Analysis

Page 2 of 3




Module-2. Forms, Office Tools and Equipment (15 Hours)

Unit 1. Office forms (8 Hours)— Meaning and types of forms used in business 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 business organization.
Unit 2: Office Machines and equipment’s (7 Hours)— Importance, objectives of office machines.

Office Safety and Security — Meaning, importance of office Safety, safety hazards and steps to
improve office safety. Security hazards and steps to improve office security

10 |Reference Books
e Chhabra, T.N., Modern Business Organisation, New Delhi,
e Dhanpat Rai & Sons and Duggal, Balraj, Office Management and Commercial
Correspondence, Kitab Mahal, New Delhi.
e P.K. Ghosh, “Office Management”, Sultan Chand & Sons. New Delhi.
e R.K. Chopra, Office Management, Himalaya Publishing House.
11 Internal Continuous Assessment: 40% Semester End Examination: 60%
12 Continuous Evaluation through:
Sub-components Maximum Marks Conditions for passing
1) 1% Project/ Report work 10 A learner must be present for
2) MCQ Based Test / Answer in 10 each of the sub-components.
one word/ Answer in one
sentence (1 MCQ of 1
mark each)
Total 20
13 Format of question paper
Maximum Marks: 30 Duration: 1 Hour.
All Questions are Compulsory Carrying 15 Marks each.
Question Particular Marks
No
Q-1 (From Module I)
a. Theory (Case Study according to Bloom taxonomy) (08 Marks) | 15 Marks
b. Theory (07 Marks)
OR
c. Theory (Case Study according to Bloom taxonomy) (08 Marks)
d. Theory (07 Marks)
Q-2 (From Module 1)
a. Theory (Case Study according to Bloom taxonomy) (08 Marks)
b. Theory (07 Marks) 15 Marks
OR
c. Theory (Case Study according to Bloom taxonomy) (08 Marks)
d. Theory (07 Marks)
Signature/s of Team Member/s
Sr.No | Name Signature

1. Dr. Hema Mehta
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STHHHTY Xe: TRIST U My 3nfor Afe Jeuidia aew @Rz Iv)

Title of the Course: Significance of Marathi language in the modern and global context
(Semester 1V)

PG [ Programmes: |

1) Bachelor of Commerce (B.Com.)

2) Bachelor of Management Studies (BMS)

3) B.Com. in Accounting and Finance (BAF)

4) B. Com in Banking and Insurance (BBI)

5) B. Com in Financial Markets (BFM)

6) Bachelor of Science in Information Technology
(B.Sc.l.T.)

7) Bachelor of Business Administration in Logistics
(BBA Logistics)

R fee AP H Aeifore af 2024-2025

ENNEN

Syllabus for 2 credit Course From the academic year 2024-2025
ST Xide: WISt unie sy Snfor Afye weuidia wew

Name of the Course: Significance of Marathi language in the modern and global context

Page | 2




T2 BILED ausfta
Sr. No. Heading Particulars
1 SIRTHHTY fadw: B e H IS, fmnai mdt e "ew
IR, g Wifdra e FrIauard Sfor A Ay Jeufa Imiie ooy onffe
Irefl §99UaTd YIS BIUATd W&H HRUAId 3Tl SiTd. AT
S{WTHHId H favgiaed yiwl, e, el Sfor sfued
HHTSA HRplch TGS ARIST U FrH1foih 31for
il Ag UiTe B 3G
2 Iarfesit: AT ATGAUIRT SWATRIhH
3 Srdarfie: v
4 UHR: Rygid 3for g
5 SMTETH-UeT: 2 ST (1 ARSI + 1 SN/ TTS1)
6 Pramash Futfa: 30 AN
7 T[OT 3Tafed: 30 70T

UTSUHHTE Se=Y: &1 ST H TG et g 8o o 3ime:

1. Rrpumat R1dt arfew, Hifea, &mw%aqq?ﬂwwﬁﬂmw Foitd! AHRIED &I, 3
RIS} HISTe T Hale &l Ua BRI § gIsd

2. 3f2P B MR B fgneaf1 SIRee Bruard YUIR T 10T HIRTel R, AT STARRIPI FHIET A
BV &I dTearad], &m@uwmm&mmﬁ&mﬁwﬁaw

QregspHTE TUNEH: 7T 3T JHTG AR faemeai:

1. a1 UHheaH, faamafn Wt wiite, ifgar, snfor goer wiefae ugdit wofs 8a. M
BTy A e .

2. ¥ ST WU, ol Wikpiae JaeAxiiadd 3nfor iRy ==faed Qe Hruard T affye
TgTUaTd WeHT T 81, fay Iraandia sriwHims) Jeurh givard W& gIuar! Sf=T 3Mlg. T SHTIa
YT fRuTdiar 3nfor afie TRIR ARIST Wikl ST U= Fae= anfdr wReur sruarg Teurt guard
e SIoaTE et 3R
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THS - 1 W31 Tifged rior ffear sawor (15 9r)

o RT3 Uit Bl H1I?

RT3 AT fder™

RT3 d @ i faer™g

RIS Wl ST ATCh

o UISHINRST 30T TaiA fufsar

TP - 2 TP HEHTT ARIST (15 1)

o TRCRNIRYT TRTS! ATH

o TR 30T 3MMfdes oy

RIS I3

o IfTRIPR WIERTT ARIST I IO BTAshH

TP TRTaRel HARIST befl 3Hfor Hifid

g

e C.K Patil, Marathi Sahitya ani Sanskruti

e V.S Khandekar, Marathi Lokkatha ani Natak

¢ Vitthal Indira Venkatesh Kamat, Startup Karnarach Mi Udyojak Honarach Mi:,2020.

e Ashok Ranade Hindi Chitrapatgeet: Parampara ani Avishkar, 2020

o Ujwala Barve, Nachiket Kshire Podcasting - Digital Awaajachi Duniya in Marathi, 2023

e https://en.wikipedia.org/wiki/Marathi_people#History

e https://www.sahapedia.org/sites/default/files/A%20Historical%20Account%200f%20Marathi%20Stage
%20Music.pdf

e https://en.wikipedia.org/wiki/Marathi_cinema#:~:text=During%20Marathi%20cinema's%20infancy%2C
%20that,being%20made%20about%20social%20subjects%2C

e https://marathipodcasts.buzzsprout.com/

e https://www.amarchitrakatha.com/literature_details/the-pioneers-of-marathi-natyasangeet/
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12| 3afve fFrafta geaie: 40% T JUTE TET: 60%
13 Frafira geaie-raar areaTga
goh JdH 0T | YAD YcbId [hHMH Ul
1) 05 10T Ud% IU-gemTa! faemafh
2) fafed ofaem 05 10T U 3T 3R
3) Sg-faded U= SuTRd TRIgT 07 10 7[O7
TR 0 20 T[0T
14 | Aqear G YYIAT W&y
JUTEX 3id TH&T (SEE) AT uyudd Te:
Ioad TqUT: 30 URT IUarITdt fum o 12 Praradt: 1 a9
feu: Id Uy e 3Med. T UNTd SHidRe T 3R,
gyl S ERIEIESHIC] JdH 0T DIuTATE!
SEIRIGE)
1) el 1 Jad B 15 T[0T ST 1
a) | Uy 05 T[0T
b | ooy 05 0T
o |daduy 05 7T
2) Qe P §ad B 15 T[0T S 2
8 | agRiuy 05T
b) | gt oy 05T
¢ | gRiuy 05T
TR ot 30 Ut
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P 1 e: MY URa: Ggfs A Tipfas fafaear 9@ @aez 1v)

Title of the Course: Modern India: From Prosperity to Cultural Diversity (Semester 1V)

Qe HriHH
[ Programmes: ]

1) Bachelor of Commerce (B.Com.)

2) Bachelor of Management Studies (BMS)

3) B.Com. in Accounting and Finance (BAF)

4) B. Com in Banking and Insurance (BBI)

5) B. Com in Financial Markets (BFM)

6) Bachelor of Science in Information Technology
(B.Sc.I.T.)

7) Bachelor of Business Administration in Logistics
(BBA Logistics)

R $iSe DRI BT UTeaHH Afa® T 2024-2025

q

Syllabus for 2 credit Course from the academic year 2024-2025

BRI BT 9 YFP YRG: Tgfa A Tipfaw fafawar aw

Name of the Course: Modern India: From Prosperity to Cultural Diversity
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Sr. No.

RILED
Heading

faa=ur

Particulars

1 B BT faaor: g UTsahd & Jeg 3R 994 YR 31 SR U aEl &I
99 A B, AP AT TS | Rwwn @ o agiidl &) snyfe wrdl @A & fafte

Ugqgell & Iy R SR 39 ureashd § g9 fagm,
g, Ao fOF, iR da-ia! Wifd & 83 & YRd &
fepT 1 fARINRIAT & T1Y < |

2 Swrur: &AT YR aTel Sy

3 TUw: WY,

4 TPR: Rrgid SR ATaaRi®

5 Hfse: 2 Phige (1 AR & foE + 1 cgeRaa/aaaiis & fog)

6 Y JTafed: 30 ¥¢

7 AT JATdfed: 30 TR

UTSUehH T I£R4: 39 DY & 3id dd S & Ig g dleT:

1. foenfiat &) T i waesar, wafaRu, SR ARepfae S $ Hfad 3R MRS JRem o Th
Heaqul GRTEM & &0 § B &R Tohd B
2. S &I g Rear fas B wreon &1 fay & e o0t mgaygul 8, 3udT IRefasw, snfifes, sik amife

gRueg qH|

UISTHH AR Uiawa: S9 DN & YUITcR S BIT:

1. B g8 WL & Wesd], Taiarul, iR IRpfad IUH H YHRIAS ANEH HRP d JATS H JAdd]
3R SMTE&HAl Y d¢1 ¥dhd g |
2. BT ArAT fop &St W &1 fay & anre™ &1 Rtk |1 1 1 9 98aR €, 3R S Y ARG
fafaear & ggmar fiaar g1
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TPTS - 1 R JYiS: T dT, TaiaRul, 3R Aipiad I & ¢ gRued (15 He)

o W HRA M

o Scarg uRads

o TR Wi

o YN 3R e

o HaAl AR WEPpdH TR

THTS - 2 &t wrer &1 fay & Avre™ (15 99)

o Y IR 3R FHeifa

o TS WIS 3R 3TTaTs IRl

o Jiied 3R BaT

. tl'd??

o ITHYM R URAISH HRI

HaH:

1) Bharat Ratna Dr. APJ Abdul Kalam. Hindi: Swachhata Ki Ore...Badhte Kadam. 2014

2) Neeru Majumdar. Hindi: Phir Phir Pyas. 1958.

3) J.R.D Tata. Hindi: Vishwas Ki Ranniti: EK Vyaparik Alochana. 1995

4) Neeti Virodhi. Hindi: Social Media Raajneeti. 2018

5) Sumitranandan PANT. Hindi: Bhraman Yatra. 1953

6) https://www.academia.edu/download/54720570/JCC_Journal_June 2017-
06092017.pdf#page=50

7) https://www.superprof.co.in/blog/hindi-language-influence/

3) https://www.g'%TIT.WR.ﬂ-ﬂTcr/topics/traveI-tourism

Q) https://www.drishtiias.com/hindi/printpdf/climate-change-a-global-challenge

10) https://leverageedu.com/blog/hi/trending-antarrashtriya-star-par-hindi-bhasha-ka-mahatva/
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12 | 3fiaie® Jdd Geaid: 40% TSR JHTW TRIET: 60%
13 TAad e+ & A1 I:
IUdcH AYFAH | UIP Iude®d | FAaH URI s 3id
3P
1) wfd 05 3% a) U IU-UCHh P o7 O
2) fafad ufarem 05 3fh JURRYd BT AT
3) §g [dHedid Uy TR URI&U 3id 10 &
$d 3{h 20 3[®
14 | mfdY udtes & fore uy v &1 U=y
e 3id Ther (SEE) & fore uy uzr de
Sfwan 3i®: 30 il g & forg =grrad 8iw: 12 3afe: 1 ger
e gt uy Sifard 81 ude uy  siiaie fdeea B
T TReT™ T BT IGHG dffpaq | fPazps
3P
1) fFfafad &1 gag &3 15 3 -1
a) IR AR H1UY 05 3%
b) R aTs BT 9y 05 3f&
c) R AR H1UY 05 3%
2) fFfafed &1 gag &3 15 3fh IPIS - 2
a) 7 Ale 05 3%
b) e e 05 3%
c) 7 e 05 3%
Fd 3B 30 3P
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