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BARKATULLAH UNIVERSITY, BHOPAL 
FIRST SEMESTER 

1. Course Code  :   6. Internship Marks   
 : N 
2. Course Name :  B.Com.  7.   Internship Passing Marks  
 : N 
3. Total Subject  : 4   8.  Maximum marks  
 : 450 
4. Compulsory Subject : 3  9.  Minimum Passing percentage 
 : 33 
5. Optional Subject  : 1  10.  Practical    
 : Y 
 

Sub. 
code Subject Name Theory 

  Paper CCE Total Marks 
Practical Total 

  1 Max Min Max Min Max Min Max Min Max Min 
Compulsory 
 Foundation Course 

fgUnh Hkk"kk lajpuk 
m|ferk fodkl 

 
70 
35 

 
70 
35 

 
23 
12 

 
30 
15 

 
10 
05 

 
100 
50 

 
33 
17 

   
150 

 
50 

 Accounting 70 70 23 30 10 100 33   100 33 

 Business Management 70 70 23 30 10 100 33   100  
Optional Paper (Select Any 1)  
 Applied Economics 70 70 23 30 10 100 33   100 33 
Vocational Course  

 
I   Computer application 

 

52 52 18 23 07 75 25 25 8 100 33 

 
II  Office Management   

    and Secretarial Practice      

70 70 23 30 10 100 33   100 33 

 

III  Principles and Practice 

     of management of 

      Insurance 

70 70 23 30 10 100 33   100 33 

 
IV   Tax-procedure & 

      Practices 

70 70 23 30 10 100 33   100 33 

 
V  Tourism and Travel  

     Management 

70 70 23 30 10 100 33   100 33 

 

VI  Foreign Trade    

     Practices and     

     Procedures 

70 70 23 30 10 100 33   100 33 

 
VII  Advertising  Sales &  

      Sales Management 

70 70 23 30 10 100 33   100 33 
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as recommended by Central Board of Studies and approved by the Governor of M.P. 
mPp f'k{kk foHkkx] e-iz- 'kklu 

Lukrd d{kkvksa ds fy;s lsesLVj vuqlkj ikB~;dze 
dsanzh; v/;;u e.My }kjk vuq'kaflr rFkk e- iz- ds jkT ;iky }kjk vuqeksfnr 

Session 2011-2012 
         

Class / d{kk    %  ch-,-@@ch-,l-lh-@ch-dkWe@ch-,l-
lh- ¼x`g foKku½ 

@ch-,- ¼eSustesUV½@ch-lh-,-  
Semester / lsesLVj   %  izFke  
Subject / fo"k;    %  vk/kkj ikB~;dze  
Paper no.    %  izFke  
fo"k; lewg dk 'kh"kZd        %  fgUnh Hkk"kk lajpuk   
Compulsory / vfuok;Z   %  vfuok;Z  
Max. Marks vf/kdre vad   %  70 

 
 Particulars / fooj.k 

bdkbZ &1bdkbZ &1bdkbZ &1bdkbZ &1 Hkkjr oanuk ¼dkO;½    %  lw;Zdkar f=ikBh 

^fujkyk* 

tkx rq>dksa nwj tkuk    %  lqJh egknsoh oekZ  

Lora=rk iqdkjrh ¼dkO;½   %  t;’ kadj ^izlkn* 

ge vfudsru ¼dkO;½    %  ckyd"̀.k 'kekZ ^uohu* 

Hkk"kk dh egRrk vkSj mlds fofo/k :Ik  

Hkk"kk&dkS’ ky 

 

bdkbZ&2bdkbZ&2bdkbZ&2bdkbZ&2    d:.kk ¼fuca/k½     %  vkpk;Z jkepUnz 'kqDy  

leUo; dh izfdz;k ¼fuca/k½   %  jke/kkjh flag ^fnudj* 

fcPNh cqvk ¼dgkuh½    %  MkW- y{e.k fo"V 

^cVjksgh* 

vuqokn     %  ifjHkk"kk izdkj] egRo] 

fo’ ks"krk,a 

fgUnh dh 'kCn&laink  



ifjHkkf"kd 'kCnkoyh  

 

bdkbZ&3bdkbZ&3bdkbZ&3bdkbZ&3    foyk;r igq¡p gh x;k ¼vkRedFkka’ k½ egkRek xka/kh  

vQlj ¼O;aX;½     %  'kjn tks’ kh  

rhFkZ;k=k ¼dgkuh½    %  MkW- fefFkys’ k dqekjh feJ 

edM+h dk tkyk ¼O;aX;½  %  MkW- jkeizdk’ k lDlsuk  

okD;&lajpuk% rRle] rn~Hko ns’ kt fons’ kh 

 

bdkbZ&4bdkbZ&4bdkbZ&4bdkbZ&4    vIi nhiks Hko ¼oDr`Ro dyk½   %  Lokeh J)kuUn 

Hkkjr dk lkekfld O;fDrRo ¼izLrkouk½ %  tokgjyky usg: 

Ik= eSlwj ds egkjktk dks ¼i=&ys[ku½  %  Lokeh foosdkuUn  

Cuh jgsxh fdrkcsa ¼vkys[k½   %  MkW- lquhrk jkuh ?kks"k  

i=&ys[ku % egRo vkSj mlds fofo/k :Ik  

lM+d ij nkSM+rs bZgk e`x ¼fuca/k½ MkW- ';kelqUnj nqcs 

 

bdkbZ&5bdkbZ&5bdkbZ&5bdkbZ&5    ;ksx dh 'kfDr ¼Mk;jh½ % MkW- gfjoa’ kjk; cPpu  

dks'k ds v[kkMs+ esa dksbZ igyoku ugh mrjrk ¼lk{kkRdkj½ % Hkk"kkfon~ MkW- gjnso ckgjh ls 

izks- f=HkqouukFk 'kqDy  

uhxzks lSfud ls HksaV ¼;k=k&laLej.k½ % MkW- nsosUnz lR;kFkhZ  

;fn ck u gksrh rks 'kk;n xka/kh dks ;g Å¡pkbZ u feyrh ¼lk{kkRdkj½ 5 dFkkdkj fxfjjkt 

fd’ kksj ls lR;sUnz 'kekZ  

Lkj&ys[ku] Hkko&iYyou  

Lkk{kkRdkj iz;kstu vkSj dkS’ ky   

 

    fu/kkZfjr ikB~; iqLrd % ^^fgUnh Hkk"kk lajpuk** e/;izns’ k fgUnh xzUFk vdkneh }kjk 

izdkf’ kr  



 
  



Department of Higher Education, Govt. of M.P. 
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Class   -  ch-,-@@ch-,l-lh-@ch-dkWe@ch-,l-lh- ¼x`g 
foKku½@ 
   ch-,- ¼eSustesUV½@ch-lh-,-  
Subject  - vk/kkj ikB~Øe   

Paper Title -  isij  II % m|ferk fodkl  
Semester  –  I  

dqy vad& 35 
 

bdkbZ&1bdkbZ&1bdkbZ&1bdkbZ&1  m|ferk&ifjHkk"kk] fo’ ks"krk,sa ,oa egRo] ,d m|eh ds izdkj ,oa dk;Z] 

,d vPNs m|eh ds xq.k] m|ferk vfHkizsj.kk ?kVdA  

bdkbZ&2bdkbZ&2bdkbZ&2bdkbZ&2  v-  y{; izkfIr dh izsj.kk ,oa fopkjksa dh LFkkiukA 

y{; fu/kkZj.k ,oa pqukSrh dk lkeukA 

leL;k lek/kku ,oa l`tukRedrkA 

Øec) ;kstuk ,oa {kerk dh fn’ kkc)rkA 

vkRefo’ okl dk fodklA 

 c-  lEizs"k.k dykA 

izHkkfor djus dh {kerkA 

usr`Ro 

bdkbZ&3bdkbZ&3bdkbZ&3bdkbZ&3  v-  ifj;kstuk izfrosnu 

pquh gqbZ izfØ;k dk ewY;kadu 

foLr`r ifj;kstuk izfrosnu& vko’ ;drk ,oa izklafxdrk ifj;kstuk 

izi= ds izeq[k Hkkx ifj;kstuk izfrosnu rS;kj djukA 



c-  laxBu ds izdkj dk p;u&,dkdh O;olk;] lk>snkjh ,oa lgdkjh 

lfefr dk vFkZ ,oa fo’ ks"krk,a laxBu ds p;u dks izHkkfor djus 

okys ?kVdA 

        l-  vkfFkZd izca/ku  

fofRr; laLFkku ,oa cSadks dh Hkwfedk] cSafdx] fofRr; ;kstuk] 

dk;Zdkjh iwWath&ewY;kadu rFkk izca/ku] ykxr o ewY; fu/kkZj.k 

rFkk ykHk dk ewY;kadu] vkfFkZd ys[kk&tks[kk j[kukA 

bdkbZ&4 bdkbZ&4 bdkbZ&4 bdkbZ&4     v-  mRiknu dk izca/ku  

[kjhnus ds rjhds  

py lEifRr@eky dk izca/ku  

xq.koRrk izca/ku 

deZpkjh izca/ku 

iSfdax 

        c- foi.ku izca/ku  

fcØh ,oa cspus dh dyk  

cktkj dh le> ,oa foi.ku uhfr  

miHkksDrk izca/ku  

le; izca/ku 

bdkbZ&5bdkbZ&5bdkbZ&5bdkbZ&5    1-  fu;ked laLFkkvksa dh Hkwfedk&ftyk m|ksx dsUnz] iznw"k.k fuokj.k 

eaMy] [kk| ,oa vkS"kf/k iz’ kklu] fo|qr foHkkx rFkk uxj fuxe 

dk fo’ ks"k v/;;uA 



2-  fodklkRed laLFkkvksa dh Hkwfedk] [kknh ,oa xzkeh.k vk;ksx@cksMZ] 

e/; izns’ k foRr fuxe] vuqlwfpr cSad] e/; izns’ k dk efgyk 

vkfFkZd fodkl fuxeA 

3-  Lojkstxkj ewyd ;kstuk,Wa & iz/kkuea=h jkstxkj ;kstuk] Lo.kZ t;arh 

'kgjh jkstxkj ;kstuk] jkuh nwxkZorh Lojkstxkj ;kstuk] fnun;ky 

Lojkstxkj ;kstukA 

4-  fofHkUu vuqnku ;kstuk,Wa& ykxr iwWath vuqnku] C;kt vuqnku] 

izos’ k dj ls NwV] ifj;kstuk izfrosnu] izfriwfrZ vuqnku vkfnA 

5-  efgyk m|fe;ksa gsrq fo’ ks"k izsj.kk,]Wa laHkkouk,Wa ,oa leL;k,WaA 

6-  e/; izns’ k vkfnoklh foRr fodkl fuxe dh ;kstuk,Wa ] e-iz- 

vUR;kolk;h fuxe dh ;kstuk] e-iz- fiNM+k oxZ ,oa vYila[;d 

foRr fodkl fuxe dh ;kstuk,WaA 
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Class   -  B.A./B.Sc./B.Com./B.H.Sc./ B.A. (Mgt.)  I    
Subject  - Foundation Course  
Paper Title -  Paper II : Development of Entrepreneurship 
Semester  –  I  

Max.Marks & 35 

Unit I :  Entrepreneurship- Definition, Characteristics and importance, 

Types and functions of an entrepreneur, merits of a good 

entrepreneur motivational factors of entrepreneurship. 

Unit II : (a) Motivation to achieve targets and establishment of ideas. Setting 

targets and facing challenges. Resolving problems and creativity. 

Sequenced planning and guiding capacity, Development of self 

confidence. 

(b) Communication skills, Capacity to influence, leadership. 

Unit III : (a) Project Report- 



Evaluation of selected process. 

Detailed project report – Preparation of main part of project report 

pointing out necessary and viability. 

(b) Selecting the form of Organisation – Meaning and characteristics 

of sole Proprietorship, Partnership and cooperative committees, 

elements affecting selection of a form of an organisation.  

(c) Economic management – Role of banks and financial institutions 

banking, financial plans, working capital-evaluation and 

management, keeping of accounts. 

Unit IV:  (a) Production management . 

Methods of purchase. 

Management of movable assets/goods. 

Quality management. 

Employee management. 

Packaging. 

(b) Marketing management. 

       Sales and the art of selling. 

Understanding the market and market policy. 

Consumer management. 

Time management. 

Unit V: (a) Role of regulatory institutions – district industry centre, pollution 

control board, food and drug administration, special study of 

electricity development and municipal corporation. 

(b) Role of development organizations, khadi & village 

Commission/ Board, MP Finance Corporation, scheduled banks, MP 

Women’s Economics Development Corporation. 

(c) Self-employment-oriented schemes, Prime Minister’s 

Employment schemes, Golden Jubilee Urban environment scheme, 

Rani Durgavati Self-Employment scheme, Pt. Deendayal Self-

employment scheme. 

(d) Various grant schemes – Cost-of-Capital grant, interest grant, 

exemption from entry tax, project report, reimbursement grant, etc. 



(e) Special incentives for women entrepreneurs, prospects & 

possibilities.  

(f) Schemes of M.P. Tribal Finance Development Corporation, 

schemes of M.P. Antyavasai Corporation, schemes of M.P. 

Backward  Class and Minorities Finance Development Corporation. 



mPp f'k{kk foHkkx] emPp f'k{kk foHkkx] emPp f'k{kk foHkkx] emPp f'k{kk foHkkx] e----iziziziz ---- 'kklu 'kklu 'kklu 'kklu    
chchchch----dkWe ¼Lukrd½ d{kkvksa ds fy;s lsesLVj vuqlkj ikB~;dzedkWe ¼Lukrd½ d{kkvksa ds fy;s lsesLVj vuqlkj ikB~;dzedkWe ¼Lukrd½ d{kkvksa ds fy;s lsesLVj vuqlkj ikB~;dzedkWe ¼Lukrd½ d{kkvksa ds fy;s lsesLVj vuqlkj ikB~;dze    

dsanzh; v/;;u e.My }kjk vuq'kaflr rFkk edsanzh; v/;;u e.My }kjk vuq'kaflr rFkk edsanzh; v/;;u e.My }kjk vuq'kaflr rFkk edsanzh; v/;;u e.My }kjk vuq'kaflr rFkk e----    iziziziz ---- ds jkT;iky }kjk vuqeksfnr ds jkT;iky }kjk vuqeksfnr ds jkT;iky }kjk vuqeksfnr ds jkT;iky }kjk vuqeksfnr    
 

Department of Higher Education, Govt. of M.P. 
B.Com (Graduate) Semester wise Syllabus  

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

Session @l=  2011-12 

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

Semester @lsesLVj  First @izFke 

Subject @fo"k;  Applied Economics @O;kogkfjd 

vFkZ’kkL=  

Title of the paper @iz’ui= dk 'kh"kZd  Micro Economics @O;f"V vFkZ’kkL=  

Compulsory @vfuok;Z ;k 

Optional@oSdfYid  

Optional @oSdfYid  

Max. Marks @vf/kdre vad  70 

 
Particulars / fooj.k 
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Session @l=  2011-12 

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

Semester @lsesLVj  First @izFke 

Subject @fo"k;  Accounting @ys[kkadu  

Title of the paper @iz ’ ui= dk 'kh"kZd@iz ’ ui= dk 'kh"kZd@iz ’ ui= dk 'kh"kZd@iz ’ ui= dk 'kh"kZd Financial Accounting @foRrh; 

ys[kkadu  

Compulsory @vfuok;Z ;k 

Optional@oSdfYid  

Compulsory /vfuok;Z  

Max. Marks @vf/kdre vad  70 
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Session @l=  2011-12 

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

Semester @lsesLVj  First @izFke  

Subject @fo"k;  Management @izca/ku  

Title of the paper @iz’ui= dk 'kh"kZd  Business Law @O;kolkf;d lfUu;e  

Compulsory @vfuok;Z ;k 

Optional@oSdfYid  

Compulsory vfuok;Z  

Max. Marks @vf/kdre vad  70 

 



 



 
 

Barkatullah University, Bhopal 
Semester – Wise Scheme for B. Com. (Computer Application) 

Session  2011 onwards 
 

B. Com. (Computer Application) Sem. I 
 

Code No. Paper 

CA 101 
P.C. Software and Fundamentals of Computer 

 

Practical 

CA 102 P.C. Software 

 

 

 

Scheme of Marks 

 

Theory Papers     52 marks 

Sessional marks     23 marks 

Practical       25 marks 

 

 Total     100 marks 



BARKATULLAH UNIVERSITY, BHOPAL 
 

Class   - B.Com  

Subject   - Computer Application  

Paper name  - P.C. Software and Fundamentals of 

Computer 

    (Paper Code : CA – 101) 

Semester   - I  

Max. Marks  - 52 

UNIT I Microsoft Disk Operating System:  Introduction, History And Versions Of 

Dos Fundamentals Of Dos, Booting Process, Internal Dos Commands 

TYPE, COPY DEL, CD, MD, RD, CLS, DIR, COPY CON, REN, TIME, 

DATE, VER, VOL, PROMPT, PATH. Concept of files and Files and 

Directories. 

Elementary External Dos Commands: SCANDISK, FORMAT, 

DISKCOPY, TREE, DELTREE, FDISK, MORE, move, DOSKEY, 

DISKCOMP, EDIT, MEM, Creating Batch Files. 

UNIT II Introduction To Windows: History, starting windows, the Desktop, 

Maximizing, minimizing, restoring and closing a window, Using the start 

menu, control panel, managing multiple windows, arranging icons on the 

desktop, creating and managing folders, windows accessories, Windows 

explorer, network neighborhood.  

 



UNIT III Introduction To Word Processing: features, Advantages and application 

areas of Word Processing, Introduction to parts of a word window, 

creating opening, saving & closing a document, formatting text, page 

setting, editing a document file, Spell Check & grammar, Using Paragraph 

Styles, 

Copying A Block To Another File, Newspaper Style Columns, Using 

Macros, Headers And Footers, Finding Text, Setting Up Printers, Mail 

Merge,  
 

Printing the document file, creating table using table , insert clip art, and 

graph use of tabs creating table, adding, deleting rows & columns, 

changing column width & row height  

 
 

UNIT IV Introduction:  Computer System Organization, Characteristics and uses. 

Generations  of Computers. 

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

computers) and hybrid. 

Input Devices: Keyboard, Mouse, Trackball, Joystick, Digitizing Tablet, 

Scanners, Digital Camera, MICR, OCR, OHR, Bar-Code Reader, Voice 

Recognition, Light Pen, Touch Screen. 

Output Devices:  Monitor characteristics and type of monitors: CRT , flat 

panel, LCD MONITOR, LCD screen. Daisy Wheel,  Dot Matrix, Inkjet, 

Laser, Line Printer, Plotters, Sound Card and Speaker. 

Storage Devices: Storage Fundamentals: Primary Vs Secondary. Various 

Storage Devices: Magnetic Tape, Cartridge Tape, Data drives, Hard disk 

drives, Floppy disks, CD, VCD, CD-RW, Zip Drive, DVD, DVD-RW. 

Types of softwares: System software, Application Software.  



 

UNIT V Types of O.S.: Single user, Multi-user, Real time, Time sharing and Batch 

processing, Multiprocessing, Multiprogramming, Multitasking, 

Distributed processing. 

Programming Languages: - Low-level Language, Assembly Language, 

Middle Level Language and High Level Language, Compiler, Interpreter, 

Assembler, Difference between Compiler & Interpreter.  

Text Books: 

1. P C Software for Windows by R K Taxali 

2. P C Software Bible by S.Jaiswal. 

3. Fundamentals of Computers: P.K.Sinha. 

References : 

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

2.  P C Software MS Office by Nitin K Nayak 

3. MS-Office Interactive course by Greg Perry, Techmedia 

4. MS Office Complete Reference TMH Publication. 

5. Computers Today: Suresh K.Basandra 

6. Operating System: Achyut S. Godbole 

7. Computer Fundamentals and Architecture by B.Ram. 

 



 

BARKATULLAH UNIVERSITY, BHOPAL 
 

Class   - B.Com  

Subject   - Computer Application  

Paper name  - Practical :- PC Software  

    (Paper Code : CA – 102) 

Semester   - I  

Max. Marks  - 25 

 

Suggested List of Practicals 

 

1. Execution of Internal and External commands. 

2. Design a Scenery using Paint Brush. 

3. Create Banner for your college using MS WORD. 

4. Design a Greeting Card using Word Art for different festivals in MS WORD. 

5. Create your Biodata and use page borders and shading using MS WORD. 

6. Create a document and insert header and footer using MS WORD. 

7. Mail Merge using MS WORD. 

8. Use MS WORD to insert a table into the document. 

 


