BARKATULLAH UNIVERSITY, BHOPAL

SECOND SEMESTER

Course Code 6. Internship Marks
°N
Course Name B.Com. 7. Internship Passing Marks
°N
Total Subject 4 8. Maximum marks
: 450
Compulsory Subject : 3 9. Minimum Passing percentage
133
Optional Subject 1 10.  Practical
'Y
Sub. .
code Subject Name Theory Practical Total
Paper CCE Total Marks
1 | Max | Min [Max [Min  [Max [Min Max [Min  Max Min
Compulsory
Foundation Course
English Language and 70 70 23 |30 10 100 | 33 150 | 50
Indian Culture 35 35 |12 |15 |05 |50 |17
mlferk fodkl
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
Il Office Management 70 70 23 |30 10 100 | 33 100 | 33
and Secretarial Practice
Il Principles and Praxtice | 70 70 23 |30 10 100 | 33 100 | 33
of management of
Insurance
IV Tax-procedure & 70 70 23 |30 10 100 | 33 100 | 33
Practics
V Tourism and Travel 70 70 23 |30 10 100 | 33 100 | 33
Management
VI Foreign Trade 70 70 23 |30 10 100 | 33 100 | 33
Practices and
Procedures
VII Advertising Sales & 70 70 23 |30 10 100 | 33 100 | 33
Sales Management
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Class : B.A./B.Sc./B.Com/B.Sc. (Home Sci.) B.A
(Mgt.)/ BCA
Semester : Il
Subject /f0"k; % vk/kkj ikB~;dze
Title of Paper : English Language and Indian Cuure
Paper no. : I
Compulsory/Optional : Compulsory
Max. Marks Vf/kdre vad % 70
PARTICULARS
Unit-1 | 1. Amalkanti : Nirendranath Chakrabarti 2(
2. Sita : Toru Dutt
3. Tryst with Destiny : Jawaharlal Nehru
4. Delhi in 1857 : Mirza Ghalib
5. Preface to the Mahabharata : C. Rajagopalachari
6. Where the Mind is Without Fear : Rabindranathdra
7. A Song of Kabir : Translated by Tagore
8. Satyagraha : M.K. Gandhi
9. Toasted English : R. K. Narayan

10. The Portrait of a Lady : Khushwant Singh
11. Discovering Babasaheb : Ashok Mahadevan

Unit-2 | Comprehension 15

Unit-3 | Composition and Paragraph Writing (Based on expansi an idea). 15

Unit-4 | Basic Language Skills : Vocabulary — Synonyms, Agtos, Word Formation, 10
Prefixes and Suffixes, Words likely to be confused Misused, Words similar in

Meaning or Form, Distinction between Similar Exgiess, Speech Skills

Unit-5 | Basic Language Skills: Grammar and usage — Theelleosns, Propositions, 10

Determiners and Countable/Uncountable Nouns, \fatiles, Adverbs.




Prescribed Books: English Langugae and Indian Culture, Publihsed biy.NAindi
Grant Academy.

Note :- Eight questions to be set from unit-1 and foubécattempted.
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Department of Higher Education, Govt. of M.P.
Semester Wise Syllabus for Undergraduates
As recommended by Central Board of Studies and
Approved by HE the Governor of M.P.
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Department of Higher Education, Govt. of M.P.
Semester Wise Syllabus for Undergraduates
As recommended by Central Board of Studies and
Approved by HE the Governor of M.P.
Session 2011-12

Class - B.A./B.Sc./B.Com./B.H.Sc/ B.A (Mgt.)
Subject - Foundation Course
Paper Title - Paper Il : Development of Entreprereurship
Semester - Il
Max Marks & 35
Unit | : Entrepreneurship- Meaning, Concept, Characteristics of
entrepreneur.
Unit 11 Types of entrepreneurship, importance and viewsadbus thinkers
(Scholars) .

- Formation of goals, How to achiegmals.

- Problems in achieving targets and solution.

- Self motivation, elements of self motivation dan
development.

- Views of various scholars, evaluation, solusion

Leadership capacity : Its development and results.

Unit 1l : Projects and various organisations (Govt., non-GovGovt.
Projects, Non-Govt. projects.
Contribution of Books, their limitations, scope.

Unit IV : Functions, qualities, management of a good entnepire
Qualities of the entrepreneur (Modern and tradélipn
Management skills of the entrepreneur.



Unit V:

Motive factors of the entrepreneur.

Problems and Scope of the Entrepreneur :

Problemof Capital
Problem of Power
Problem of registration
Administrative problems
Problems of Ownership.
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B.Com (Graduate) Semester wise Syllabus
as recommended by Central Board of Studies and appved by the Governor of M.P.

Session@I= 2011-12

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

Semester@lsesLVj Second@f}rh;

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

VFKZ'kkL=

Title of the paper @iz'ui= dk 'kh"kZd Macro Economics@ lef"V vFkZ'kkL=

Compulsory @vfuok;Z ;k Optional / 0SdfYid

Optional@oSdfYid

Max. Marks @vf/kdre vad 70

Particulars / v

Unit-1 Macro economics- concept Nature, importance, limitations,  difference
between micro and macro economics.

o -1 Walte oo — S/EREn , Wald e, A | @ite gl wEie s 3R

Unit-2 National Income - meaning, Definition, Concept of National Income,
Methods for measuring national income , Problem of calculating
national income in India.

E - 2 ST W — e, g, U, WIRE W WS S v @ HHE |

Unit-3 Theories of Wages , Interest and and employment .

wH - 3 Holg, T T4 AR @ i |

Unit-4 Monitory Theories - supply and demand of theory of money, Price theory

of money , liquidity of theory Money.

W -4 Wied [Rrgia —4a1 ® 70 Ud gfd @ (Hara | qa @ qed o R | @ @
avam &1 fagia )

Unit-5 Banking and credit Management - commercial banking and credit control
.central banking system, inflation and deflation of money.

s -6
¥ 3w vy - ot 4T T vl O P 3= 3 voneh
qer @ fewedl wa faftwd |

* Papers under vocational course maybe prescribed as board of studies of related
University. i
*mmmhﬁv;mrumma%whmﬁmﬁnhwmm*mm*
g |

Suggested Readings :

1. Macro economics — Dr. V.C. Sinha
2. Macro economics- Dr. M.L. Seth
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Department of Higher Education, Govt. of M.P.
B.Com (Graduate) Semester wise Syllabus

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

Session@|= 2011-12
Class@d{kk B.Com @ch- dke
Semester@lsesLVj Second@f}rh;
Subject @fo"k; Accounting @ys[kkadu
Title of the paper @iz’'ui= dk 'kh"kzd Business Mathematicg®@ O;kolkf;d
xf.kr
Compulsory @vfuok;Z ;k Compulsory Mfuok;Z
Optional@oSdfYid
Max. Marks @vf/kdre vad 70
Particulars/fazm
Unit 1 Ratio — Gaining, Sacrificing Ratio, Proportion, Percentage, Commission.
] IFUTT-NIT @ T I, WA, Wi, S |
Simultaneous Equations - Meaning, Characteristic Types and calculations.
Unit I Prepration of Invoice.
gs FET—ae faTree g vE ToEd, e & i
Unit Til Elementary Matrices - Definition and Calculations, Types of Matrices.
. YN SR~ GRAT U4 O, AR @ WeR |
Logarithms and anti Logarithms - Principles and calculations, Introduction of
Calculus, Methods of Differentiation, Partial Derivative.
viLLY FgmE vd uf wgue - fefa od ToE | wER @1 oftes, sEmes 9
faferdiy wiftrs aEsa |
Simple and compound Interest, Profit and Loss. Linear Programming -
Unit ¥V Introdution.
WERYl 9 9®gly @I, @ d B | b geEa — ofted )
B PR : m Mathematics: Macrmillan, New
TS B et
. | Linear Progralrunmg; Tata M.C. Gra
Loosriba, Paul : Hi?fﬂm e -
| Quantitati Techn: i
Recommended Books | Vithen, NI | Meanagement: Tats Me Geaw Hill,
Sonl, LS. . Bmigm_s Muthernatics;  Pitamber
Publishing House ;
K VK ; Ems;ﬁ!:smm;:hmmm: Sultan Chand
Mathematics for  Busi and
Mok Economics, macmillan fndia. New
| Dethi
D V.K. Shukla ;]ﬁl.irltﬂ M:‘m, Msd]éyu. Pradesh
Dr. C K Butian Business Mathamtics
Dr. Anil Rajput e it
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Department of Higher Education, Govt. of M.P.
B.Com (Graduate) Semester wise Syllabus

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

Session@I=

2011-12

Class@d{kk

B.Com @ch- dke

Semester@lsesLVj Second@f}rh;

Subject @fo"k; Management@izca/ku

Title of the paper @iz'ui= dk 'kh"kzd Business Organization and

Communication @ O:kolkf;d [axBu
,0a |lEizs"k.k

Compulsory @vfuok;Z ;k Compulsory Afuok;Z
Optional@oSdfYid

Max. Marks @vf/kdre vad 70

Particulars/faawm

Unit 1

PP

Significance, Components, Functions. Social Responsibilities of Business.
Promotion of Business : Meaning , Functions, Stages of Promotion, Forms of
Business Organization: Detailed Study of Sole Proprietorship and Pannership.

AT FISA | YA, AGIIRON, @V, 99<Yd, e, Hed U4 S, ey &
MRS INelidd Waay & YW o 3, 1 ygdd $ sgmN | Z9Ey
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Unit T

Company Organisation: Meaning, Definition, Formation of Private and Public
Company, Menits, Demenits and Types of Companies Cooperative Organisation -
Need, Meaning, Significance and its Merits - Demerits. Public Enterprises —
Concept, Meaning, Charactenistic, Objectives and Significance. Business - Size
and Location, Plant layout and Business Combination.

FYAT @ GG 3, GIOAW], [TA] Ud GEOE S99 &1 0, o, 2 0
T @ HN | WERT WS — Wavawman, ¥, Weed [ THS U7 SN | WA
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Unit 111

Introduction — Definition, Nature, Objects, Importance of Communication to
Managers, Elements of Communication, Feedback. Dimension and Directions of
Communication, Means of Communication — Verbal Communication, SWOT
Analysis.

qited — GIeAT, Waply, 9qevd, WeOdl @ (60 0N &1 4Ew, WU @ o,
ufogfie | W9y @ amam iR R, Wiww semm - mfas @i w@ie
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=




Unit IV

Non-Verbal Communication, Body Language, Paralanguage, Sign Language,
Visual and Audio Communication, Channel of Communication, Barriers in
Communication. Written Business Communication — Concept, Advantages,
Disadvantages, Importance, Need of Business Latter and Kinds of Business
Latter, Essentials of an Effective Business Latter,

(@) folten aewie w9 — sm@uRon, oW, b TEe | Eaihe
UET ) EvaE U9 WER, S anaaiye g & e

Unit V

Modern Forms of Communication — Fax, E-mail, Video Conferencing,
International Communication for Global Business.

S WA » B — Baw, -9, §¥9 Gl | e @aay $ o1y
FiEha |y |

Business Communications,

Recommended Books (English) | Dr. Ramesh Mangal *| Universal Pub.
i e e
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Barkatullah University, Bhopal
Semester — Wise Scheme fd@. Com. (Computer Application)
Session 2011 onwards

B. Com. (Computer Application) Sem.

Code No. Paper
CA 201 PC Software and Data Processing
Practical
CA 202 PC Software
Scheme of Marks

Theory Papers 52 marks
Sessional marks 23 marks
Practical 25 marks

Total 100 marks



BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

SESSION : 2011-12

Class - B.Com
Subject - Computer Application
Paper name - PC Software and Data Processing
(Paper Code — CA-201)
Semester - II
Max. Marks — 52
Unit | Introduction To Spreadsheet: Definition And Adweges of Electronic

Worksheet, Working On Spreadsheets, Range & Rel&@pdrations,
Setting, Saving And Retrieving Worksheet File, hisg, Deleting,
Copying And Moving of Data Cells, Inserting And Bghg Rows &
Columns, Copying, inserting, Renaming the sheevakbook. Short-cut

commands

Entering text and numeric data, Entering date and tifferent functions,

formatting text and numeric data.

Functions and Other Features: Classification asagd of Various Built-

In-Functions In Worksheet, Passwords, Protectiny@ksheet

Printing of the worksheet, page margin setting adding header and
footer, Transferring Data to and From Non Worksheées, Database

Handling, Creating, Naming & Executing Macros.

Creating graphs.

Unit I Introduction to MS - power point, Auto-wizard, ctié@ a presentation

using Auto content wizard, Blank presentation, tneg saving and



printing a presentation, adding slide to a presemtaslide view, outline
view , slide sorter view , notes view and slidevsew.

Changing text font and size, selecting text séd colour, to set header
and footer.

Using, bullets, clipart and word art gallery. Apply design template
creating graph.

Adding transitions and Animation effects, settimgings for slide show

preparing note pages, preparing audience handouts.

UNIT Il Introduction to Business Organization. BusinesggaDization units:
Production, Stock Control, Cost, Purchase Con8ales Order Processing
and Accounting. Characteristics of a good Busit#ss
Data and Information, Introduction to data Proaggsfields, Records and

Files. Types of files: Master files and Transactian

UNIT IV Overview of System Analysis and Design, Businegsté®n Concepts,
System Development Life Cycle, Feasibility Analyddesign, Testing &
Evaluation.
Overview of MIS : Introduction, Role of IT, MIS- haracteristics and
application areas, Business and Technology trepésiaization,

management by methodology, decentralization, iatevnalization etc.

UNIT V Introduction to Database Management System : basicepts, Various
facilities and advantages of business computingplidation areas of

DBMS, Parallel Processing and Distributed Processin

Text Books:
1. Fundamentals of Computers: P.K.Sinha
2. System Analysis and Design by Elias M Awad.
1. P C Software for Windows by R K Taxali
3. P C Software Bible by S.Jaiswal



Reference Books:
1. Computers Today: Suresh K.Basandra
Operating System: Achyut S. Godbole
Management Information systems by Gerald V. PoBa&id L. Anderson.
Understanding Computer Fundamentals & Dos By Gy&t |
P C Software MS Office by Nitin K Nayak
MS-Office Interactive course by Greg Perry, Techiaed
MS Office Complete Reference TMH Publication.

N o oW



Class

BARKATULLAH UNIVERSITY, BHOPAL
VOCATIONAL SUBJECT

SESSION : 2011-12

- B.Com

Subject - Computer Application

Paper name

Practical- PC Software
(Paper Code — CA-202)

Semester - II

Max. Marks — 52

MS Excel

oA~ wWNPRE

Design your class Time Table.
Prepare a Mark Sheet of your class subjects.
Prepare a Salary Slip of an employee.
Prepare a bar chart & pie chart for analysis ottd@ Results.
Prepare a generic Bill of a Super Market.
Work on the following exercise on a Workbook:
1. Copy an existing Sheet
2. Rename the old Sheet
3. Insert a new Sheet into an existing Workbook
4. Delete the renamed Sheet.

Prepare an Attendance sheet of 10 students fol6aubjects of your syllabus.
Calculate their total attendance, total percentagattendance of each student &
average of attendance.

Create a worksheet on Students list of any 4 fesulhind perform following
database functions on it.

1. Sort data by Name
2. Filter data by Class
3. Subtotal of no. of students by Class.

MS POWERPOINT

1.

w N

No oA

Design a presentation of your institute using awatent wizard, design template
and blank presentation.

Design a presentation illustrating insertion oftpies, wordart and clipart.
Design a presentation learn how to save it in difi€ format, copying and
opening an existing presentation.

Design a presentation illustrating insertion of mgwanimation and sound.
lllustrate use of custom animation and slide trtamsi(using different effects).
Design a presentation using charts and tableseaférks obtained in class.
lllustrate use of macro in text formatting in yqaresentation.



8. Design a presentation using action buttons.
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