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Structure of Foundation and Soft Skill courses is modified as follows. 

(To be effective from June 2013 onwards accordingly) 

 

Sem. Effective COURSE 

NO. 

COURSE 

TYPE 
TITLE OF COURSE 

CREDITS Page  

No. 
From 

LECTURE 

I June 

2013 

FC 1 Foundation Tally Accounting  

2 

2 

FC 2 Yoga & Meditation  3 

FC 3 Fundamentals of Banking - I 4 

SS 1 Soft Skill Indian Constitution - I  

2 

 

5 

SS 2 General English : Text & Composition 6 

SS 3 Fundamentals of Entrepreneurship - I 7 

II December. 

2013 

FC 1 Foundation General Insurance 

2 

8 

FC 2 Sports & Practice 9 

SS 1 Soft Skill Indian Constitution - II 

2 

10 

SS 2 General English : 

Grammar   & Composition 

11 

SS 3 Fundamentals of Entrepreneurship - II 12 

III June 

 2014 

 Foundation Environmental Studies 

(Compulsory) 

3 13 

IV December 

2014 

FC 1 Foundation Disaster Management 3 14 

FC 2 Advertising & Retailing 15 

V June 

2015 

FC 1 Foundation General Knowledge – I  (Gujarat Level) 3 16 

FC 2 Total Quality Management 17 

VI December 

2015 

FC 1 Foundation General Knowledge – II (India Level) 3 18 

FC 2 Recent Trends in Management 19 

 

Please note that where 

1. Course Credit = 2, there will not be any internal examination. University will only conduct 

examination carrying 50 marks weightage. (duration 2 Hours) 

2. Course Credit = 3, there will be internal examination of 30 marks and University will conduct 

examination of 70 marks and if not specifically specified the normal duration period will be 3 Hours. 
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FC  1 :: Tally  Accounting 

 

Programme Name Bachelor of Commerce 

Semester First 

Paper No. FC 1 

Course Name Tally  Accounting 

Course Type FOUNDATION  

Effective From June 2013 

 

Unit 

No. 

Content Waitage Credit 

1 Fundamentals of Business process outsourcing and Tally 

o What is Business process outsourcing?  

Advantages and Limitations 

o Types of outsourcing 

o Accounting as a BPO 

o Starting Tally 9 

o Creating a company and Opening an existing company 

o Company features 

o Group creation and Multiple group 

o Single ledgers and Multiple ledgers 

25 % 0.50 

2 Voucher Entry 
o Voucher entry Purchase entry, Sales entry, Receipt entry, 

Payment entry, Journal entry 

25 % 0.50 

3 Reports 
o Financial statements 

25 % 0.50 

4 Some contemporary topics 
o Importance of information technology in new era  

o Internet and Intranet, E-commerce, Computer virus 

25 % 0.50 

 

Structure of question paper  

Theory 

 (50 Marks : 2 Hours) 

Only Theory Examination 

will be given.  

 

University will not give any 

practical Examination for 

this subject. 

Question Type Unit Marks 

1 Multiple choice  (7 out of 10) All 10 

2 (A)         Short Notes  (2 out of 3) 

(B)         Procedure     (4 out of 6) 

1 4 

6 

3 (A)         Short Notes  (2 out of 3) 

(B)         Procedure     (4 out of 6) 

2 4 

6 

4 (A)         Short Notes     (2 out of 3) 

(B)         Procedure        (4 out of 6) 

3 4 

6 

5 Short Notes  (2 out of 3) 4 10 

 

Recommanded Books: 

 Tally 9 : BPB Publication 

 Tally 9 (Gujarati) : Books India 

1. There should be ONE computer for every TWO students and  the maximum number of students in a batch should 

be 30. 

2. Practical should be asked based on the style of practical prepared by University. 

3. The college may charge Rs. 500/- per student per semester for computer maintenance 
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FC  2 :: Yoga & Meditation 

 

Programme Name Bachelor of Commerce 

Semester First 

Paper No. FC 2 

Course Name Yoga & Meditation 

Course Type FOUNDATION   

Effective From June 2013 

 

Unit 

No. 

Content Weitage Credit 

1 Yoga poses / Asana / Yoga positions - About 90 different yoga 

poses starting with poses for beginners and intermediate level, 

Breathing Exercise.  

 

25 % 0.50 

2 Pranayama – Anatomy of Respiratory System, Deep Breathing, 

Fast Breathing, Alternate Nostril Breathing (Anuloma Viloma), 

Surya Bhedan (Right nostril breathing), Bhastrika(Bellow's breath), 

Bhramari (Humming bee pranayama), Ujjayi (Psychic breath), 

Shitali, Sitkari (Cooling pranayama).  -  

25 % 0.50 

3 Meditation - including Chakra Meditation, Prana Meditation, So 

Ham Meditation and Revitalizing Meditation.  -  

25 % 0.50 

4 Surya Namaskar - Sun Salutations. A dynamic series of Yoga poses 

to revitalize the body and mind.  -  

25 % 0.50 

 

 

Major readings:  

Light on Yoga BY B. K. S. IYENGAR. PUB: GOVINDRAM HASANAND  
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FC  3 :: Fundamental of Banking-I 

Programme Name Bachelor of Commerce 

Semester First 

Paper No. FC 3 

Course Code Foundation 

Course Name Fundamental of Banking-I 

Course Type FOUNDATION   

Effective From June 2013 

 

Unit 

No. 

Content Weitage Credit 

1 Banking - Introduction 

Definition, Types of Banking, Traditional functions of banks, 

Modern functions of banks, Limitation of banks. 

 

25 % 0.50 

2 Co-Operative Bank 

Primary co-operative banks 

State co-operative banks- its functions and managements, 

limitations. 

 

25 % 0.50 

3 Types of Accounts 

Current account, Savings account, Recurring account, 

Fixed deposits and non resident's account 

Cheque : its meaning and characteristics, types of cheque, crossing 

and endorsement. 

 

25 % 0.50 

4 Remittances 

Demand draft, mail transfer, Telephonic and telegraphic transfer, 

MICR cheque 

ATM, Tele banking, core banking 

Marketing of banking services 

 

25 % 0.50 

 

 

 Recommended Reading : 

1. Elements of Banking : Sudhir Prakashan  

2. Basics of Banking and Finance, K.M.Bhattacharya and O.P.Agarwal, Himalaya Publishing  

3. Banking Theory and Practice, Prem Kumar Srivastava, Himalaya Publishing House 

4. Banking Theory Law and Practice, Gordon-Natarajan, Himalaya Publishing  

5. Basics of Banking, Indian Institute of Banking and Finance, Taxman Publications 

6. Principles of Banking, Indian Institute of Banking and Finance, Macmillan India Ltd. 
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SS 1  :: Indian Constitution – I 

 

Programme Name Bachelor of Commerce 

Semester First 

Paper No. SS 101 B (Soft Skill) 

Course Name Indian Constitution - I 

Course Type SOFT SKILL  

Effective From June 2011 

 

Unit 

No. 

Content Weitage Credit 

1 • CONSTITUTION: WHY AND HOW?  

• ELECTION AND REPRESENTATION  

 

25 % 0.50 

2 • EXECUTIVE  
• LEGISLATURE  -  

25 % 0.50 

3 • JUDICIARY  

• FEDERALISM  -  

25 % 0.50 

4 • RIGHTS and Duties IN THE INDIAN CONSTITUTION  -  

25 % 0.50 

 

 

Reference :  

 NCERT Book For Class XI : Indian Constitution at Work  

 Indian Constitution : C. Jamnadas Publication 
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SS 2  :: General English : Text & Composition 

 

Programme Name Bachelor of Commerce 

Semester First 

Paper No. SS 2 

Course Name General English : Text & Composition 

Course Type SOFT SKILL  

Effective From June 2011 

 

 

 

Unit 

No. 

Content Credit 

1 Lesson : 1 to 5 

Fantasy a Collection of short stories 

Edited by V. Sasikumar (Orient Black Swan) 

 

2.00 

 

2 - Vocabulary (Text Based) -  

3 - Grammar - Tenses - Primary Auxiliaries - Articles -  

4 - Comprehension of an unseen Passage 

 

 

 

Recommended Reading 

1. Business Communication (ed) S D. Sharma & Jyostna Prabhakar 

2. High School English Grammar – Wrenn & Martin 

3. Contemporary English Grammar – David Green 
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SS  2 :: Fundamentals of Entrepreneurship – I 

 

Programme Name Bachelor of Commerce 

Semester First 

Paper No. SS  101 F 

Course Name Fundamentals of Entrepreneurship  

Course Type SOFT SKILL 

Effective From JUNE – 2011 

 

Unit 

No. 

Content Marks Credit 

1  The entrepreneur :  Definition, Characteristics and Importance 

of entrepreneur and entrepreneurship, Functions and types of 

entrepreneur, Essential qualities for good entrepreneur, Factors 

affecting entrepreneurship, Comparative study of the term 

Entrepreneur with entrepreneurship, entrepreneur and manager. 

 

25 % 0.50 

2  Business Opportunities: Meaning, characteristics, results, 

types, sources and areas of the study of business opportunities. 

 Business Environment: Meaning of business environment, 

factors affecting to business environment and importance of 

business environment. 

 Entrepreneur and risk bearing: Meaning of risk bearing, 

types/sources of risk and risk management techniques. 

 

25 % 0.50 

3  Various types of business units: Sole proprietorship, 

Partnership, Co-operative society and Joint stock company - 

Meaning, characteristics, advantages and disadvantages, 

Comparative study of various types of business units. 

 Sources of business capital: Sources of owned capital - share 

capital (Equity share and preference share) and ploughing back 

of profit, Sources of borrowed capital - debenture, term loan, 

public deposit, commercial banks and intern company 

deposits, owned capital v/s borrowed capital. 

 

25 % 0.50 

4  Venture capital: Meaning, characteristics, importance, types of 

venture capital and stages venture capital lending. 

 Innovation: Meaning, characteristics and types of innovation. 

 

25 % 0.50 

  

Recommended Reading : 

1. Viramgami H. S., Entrepreneurship Development, APH Publishing Corporation, New Delhi. 

2. Prasanna Chandra, Project Preparation, Appraisal and Implementation, Tata McGraw Hill, New Delhi. 

3. Holt H. David, Entrepreneurship - New Venture Creation, Prentice Hall of India Pvt.  Ltd.,  New Delhi. 

4. Desai Vasant, Dynamics of Entrepreneurship Development and Management, Himalaya Publishing House,  

 New Delhi. 

5. Sudha G.S., Fundamentals of Entrepreneurship, Ramesh Book Depot, Jaipur 
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A laptop computer or simply laptop. Also called a notebook Computer, is
a small personal computer designed for portability usually All of the interface
hardware needed to operate the lapt op, such as USB Ports, graphics cards,
sound channel are built in to a single unit.

Laptops contain high capacity batteries that can power the device For
extensive periods of time, enhancing potability. Once the battery charge is
depleted, it will have to be recharged through a power outlet. In the interest of
saving power, weight and space, they usually share RAM With the video
channel, slowing their erformance compared to na equilent Desktop machine.
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The Pricipal
Commerce College,
Mehsana.
June 27,2011

To,
Patel Infotech,
21,Super Market,
C.G Road,
Modasa.
Dear Sir,
I shall be if you can send the following item as soon as possible
1 Keyboard (Multimedia) 15 Nos.
2 Mouse optical 18 Nos.
3 Inkjet Printer Model AB 1020 10 Nos.
You may send these by rail parcel to the above address. I assure
You that you will be paid within 25 days on receipt.

Yours Faithfully
J.C Patel
(Principal)

PRACT4 (Save)
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Ganesh Engineering Works
M.G.Road
Talod.

June 23,2011

  To
  Mr Prem Desai
  21,Ram Society
  Idar

Dear Mr .Desai
This is with reference to your application for the post of a computer programmer

You are requested to appear for an interview for the said post .on 5
July,2011 at 11:30 a.m. in the office of the undersigned . You will be paid first
class railway fare from your city to Talod .  Fo r claiming the fare, you will have to
produce the ticket or railway money receipt.

     Please bring your original certificates and testimonials for verification
Thanks.

Yours sincerely
for Ganesh Engg Works.
Manager
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    Printer
                 In  computer , a printer is a peripheral which produces a text and/ or
graphics of documents stored electronic form, usually on physical print media
such as paper or transparencies .Many printers are primarily used as local
peripherals, and attached by a printer cable

Dot-matrix printer

Inkjet printer
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HTML Web Page

            Introduction to computer

            The word ‘ computer ‘ hes been derived from computer ’ thet means
  to  calculate

              Computer hes following characteristics

Accuracy

Speed

No intelligence

No emotions

                 It is used each and every field of life

(1)  Title ‘ computer fundamental ‘

(2) (introduction to computer )

( Heading =  H2, Font = Arial, Align = Center )

(3) it is used each and every field of life .

  ( Font size  = +2 , Color = Blue, Alignment = Center,Style = Bold )

 (4)    Pract7.html
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Web Pege  HTML

1     input Devices

key Board

Mouse

Scanner

   2.        output Devices

Printer

Moniter

Speaker

(1) Title ‘ Device list ’

(2)  Font = Arial

(3)   Pract .html
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HTML

External Link

(1) Main Document

JAY GANESH CORPORATION.Ltd

About Us

Contact Us

(a)  Title  ‘ JAY  GANESH CORPORATION ’

(b) Aboutus Aboutus . html

(c) Contact us Contact.html

(d)  Main.html

(2) External document About Us  Link

About Us
We are hundred years old book publishing company . we have published more
then five thousands books during last fifty years. We have publi shed books on
Accountancy , Management science and Statistics . in next year we are goind to
publish two hundred books.

(a)  Title ‘ Aboutus ’

(b)  Aboutus.html

(3)    External document Contact Us  Link

CONTACT US
JAY GANESH CORPORATION Ltd

 101 , Publisher Chambers
                    Hariman Point

                  Vadodara -51
Tel . 54567


