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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 :: General Insurance 

Programme Name Bachelor of Commerce 

Semester Second 

Paper No. FC 1  

Course Name General Insurance 

Course Type FOUNDATION   

Effective From December 2013 

 

 

Unit 

No. 

Content Waitage Credit 

1 Basic idea of risk: concept of risk, risk versus uncertainty, risk 

and exposure, types of risks, pure risks, financial risks, 

rationale for risk management. 

 

25 % 0.50 

2 Definition of insurance, nature of insurance as a business, 

risk transfer and risk mitigation role of insurance, costs and 

benefits of insurance, elements of insurable risk, insurance as 

a macroeconomic issue, kinds of insurance. 

 

25 % 0.50 

3 Basic principles of insurance: principle of utmost good faith, 

principle of insurable interest, principle of indemnity, principle 

of subrogation, principle of proximate cause, other related 

principles and terms, IAIS core principles. 

 

25 % 0.50 

4 Brief history of evolution and development of insurance 

services in the world and in India. Role of insurance in 

economic development. 

 

25 % 0.50 

 

Recommended Reading: 

 

1. Fundamentals of insurance, P.K.Gupta, Himalaya Publishing House. 

2. General Insurance Principles and Practice, K.C.Misra and G.E.Thomas, Cengage Learning 

3. Insurance Principles and Practice, M.N.Mishra and S.B.Mishra, S.Chand 

4. Insurance and Risk Management, P.K.Gupta, Himalaya Publishing House 
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FC 2 ::  Sports and Practice 

Programme Name Bachelor of Commerce 

Semester Second 

Paper No. FC 2 

Course Name Sports and Practice 

Course Type FOUNDATION   

Effective From December 2013 

 

 

Unit 

No. 

Content Waitage Credit 

1 Meaning, Aim & Objectives of Physical Education 

Meaning of Sports, Significance of Play for a Child 
 

25 % 0.50 

2 Physical Fitness 

Meaning of Physical Fitness. Components of Physical 

Fitness Aahpered 

Physical Fitness Test 
 

25 % 0.50 

3 Health 

Meaning, W.H.O. Definition Dimension of Health (Physical 

Dimension, 

Mental Dimension, Social Dimension) 
 

25 % 0.50 

4 Olympic & Asian Games 

Introduction, Historical Back Ground, Aims of Olympic 

Games.: Opening and Closing Ceremony. 

Asian Games 

Introduction, Historical Back Ground, Aims of Asian 

Games. India in Olympic & Asian Games. 
 

25 % 0.50 
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SS 1  :: Indian Constitution – II 

 

Programme Name Bachelor of Commerce 

Semester Second 

Paper No. SS 101 B (Soft Skill) 

Course Name Indian Constitution - II 

Course Type SOFT SKILL  

Effective From December 2013 

 

Unit 

No. 

Content Weitage Credit 

1 Local Governments 25 % 0.50 

2 - Constitution as a Living Document -  

25 % 0.50 

3 The Philosophy of the Constitution -  

25 % 0.50 

4 - Miscellaneous Provisions in Indian Constitution 25 % 0.50 

 

 

 Reference :   

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

 

Programme Name Bachelor of Commerce 

Semester Second 

Paper No. SS 2 

Course Name General English : Grammar & Composition 

Course Type SOFT SKILL  

Effective From December 2013 

 

 

 

 

Unit 

No. 

Content Credit 

1 Lesson : 6 to 10 

Fantasy a Collection of short stories 

Edited by V. Sasikumar (Orient Black Swan) 

 

2.00 

 

2 - Vocabulary (Text Based) -  

3 - Grammar 

Preposition (Time / Place / Action) 

Concord (Subject Verb Agreement) 

Pronouns 

 

4 - Composition (Paragraph Writing ) -  

 

 

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   3 :: Fundamental of Entrepreneurship –II 

 

Programme Name Bachelor Of Commerce 

Semester Second 

Paper No. SS 3  

Course Name Fundamental of Entrepreneurship -II 

Course Type Soft Skill 

Effective From DECEMBER – 2013 

 

Unit 

No. 

Content Waitage Credit 

1 1. Achievement theory of entrepreneur: Meaning and 

characteristics/elements of achievement motivation, 

classification of necessity of achievements, 

McCelland's achievement theory of motivation, 

suggestions for development of achievement 

motivation, tests for achievement motivation. 

2. Social responsibility: Meaning, characteristics, 

importance and scope of social responsibility. 

 

25 % 0.50 

2 1. Project report: Meaning, importance, contents, 

importance and imaginary form of project report. 

2. Entrepreneurship Development Program (EDP): 

Meaning, types and importance  of EDP, government 

organization for EDP, role of government for EDP and 

Entrepreneurship Development Institution of India 

(EDII). 

3. Small Scale Industry: Meaning and characteristics of 

cottage industry, tiny industry, ancillary industry and 

small scale industry, importance and problems of 

small scale industry. 

 

25 % 0.50 

3  Role of an entrepreneur: Role of entrepreneur in 

economic growth as an innovator, generation of employment 

opportunities, complementing and supplementing economic 

growth, bringing about social stability, balanced regional 

development of industries, role of export promotion and 

import substitution, forex  earning and augmenting and 

meeting local demand. 

 

25 % 0.50 

4 Crisis in entrepreneurship: Meaning, reasons and how to beat 

starting crisis, cash crisis, delegation of authority crisis, 

leadership crisis, financial crisis, prosperity crisis and 

management succession crisis. 

 

25 % 0.50 

 

Suggested Readings: 

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. Susha G.S., Fundamentals of Entrepreneurship, Ramesh Book Depot, Jaipur 
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Programme:-  Bachelor of Commerce 
 

 

Semester- II 
 

 

 Computer Practical List 

 
 

Course Type Subject Elective 

Paper No SE 102 C 

Course Name  Computer Application - II 

      

   
Total Practical :- 08  

(Page - 1 to 7)  



2 

 

Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 

Semester- II 

Subject Elective : Computer Application- II  (SE  102 C) 

 

Practical No.  - 1 

 

(1) Word DF\ GLR[GM 5+ T{IFZ SZMP 
Meena Raj Goswami 
Dwarkesh Society 

Near Railway Station 
Jaipur 

July 01, 2011 
 

To, 

Managing Director, 

Ganpat Vidhyanager, 

Kherva,  

Dist.:- Mehsana 

 

Dear Mr./Ms.  

 Thank you so much for hiring me for the teaching assistant position. I appreciate 

the time you took to interview me, and I am very glad to be working for you.  

 I look forward to starting my position and, once again, I had like to thank you for 

the great opportunity. 

Thanking You, 

Yours Sincerely, 

Meena Raj Goswami  
Company Secretary 

 

(2) 5+GL ;HFJ8 SZMP 
(3) :5[,L\U R[SL\U VG[ U|FDZ R[SL\U SZMP 
(4) 5+G[ V\T[ Page Break NFB, SZMP 
(5) 5+GL 5F\R JBT Copy SZMP 
(6) Page Setup GLR[ 5|DF6[ UM9JMP 

Top Margin   2”                      Bottom Margin    2” 

Left Margin  1”                                 Right Margin  1” 

Header Margin 0.8”                              Footer Margin  0.7” 

Gutter Margin  0.5” 

(7) 5+DF\ GLR[G]\ Header ;[8 SZMP  
“ North Gujarat University, PATAN” 

(8) 5+DF\ GLR[ 5|DF6[ Footer ;[8 SZMP   Footer TZLS[   (a)  Date  G[ 0FAL AFH] ;[8 SZMP     (b)  Page Number  G[ DwIDF\ ;[8 SZMP 
(9) 5+G[ Print Preview SZM VG[ Zoom SDFg0GM p5IMU SZMP 

(10) 5+G[ l5|g8 SZMP l5|g8 0FI,MU AMS;GF lJlJW lJS<5M RSF;MP  
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Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 

Semester- II 

Subject Elective : Computer Application - II  (SE  102 C) 

 

Practical No  - 2  
(1) Word DF\ Tab GM p5IMU SZL GLR[ 5|DF6[ 0MSI]D[g8 T{IFZ SZMP  

Sahyog Dairy, Mehsana 

 

  No      Particular                  Product Code          Quantity                    Rate 

 1. Milda Milk ............................MM01 252 11.50 

 2.  Kesar Milk ............................KM01 1425 13.00 

 3. Ghee......................................GH02 30 275.00 

 4. Butter Milk............................BM03 1210 7.50 

 5. Curd......................................CD04 110 112.00 

 

 

 GM\W  o  GLR[ 5|DF6[ Tab Setting  SZJFG]\ K[P  
 Column Alignment 

(Tab Type) 
Tab Stop 

Position 

Leader 

1 No Left  0.5” None 

2 Particular Left  1.0” None 

3 Product  Code Left  3.0” …….. 

4 Quantity  Right  4.5” None 

5 Rate Decimal 5.5” None  
(2) Drawing 8],AFZG[  SFIF"lgJT SZMP  J0"VF8"GL DNNYL GLR[ 5|DF6[G]\ 8F.8, T{IFZ SZL p5ZGF ,BF6 5Z D}SMP 

 

SAHYOG DAIRY, MEHSANA 

STOCK POSITION 

  
(3) Drawing 8],AFZG[  A\W SZMP  
(4) p5ZMST 0MSI]D[g8G[ SEM2-P2 GFD 5Z ;\U|C (Save) SZMP 

 

(5) ~,Z AFZ 5Z DFp;GF p5IMUYL 8[A ;[8 SZJFGL 5|lS|IF 8}\SDF\ ,BMP 
 

=====    
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Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 

Semester- II 

Subject Elective : Computer Application - II  (SE  102 C) 

 

Practical No  - 3  
(1) Word DF\ GLR[ D]HA 8[A, T{IFZ SZMP 

 

MANISHA FRUITS CENTRE 
HIMMATNAGER  

No. Name of 
Fruits 

January February March April Total 

1 Banana 5000 8000 4500 4400  

2 Mango 7500 7000 4400 4500  

3 Apple 6200 7500 4300 5100  

4 Grapes 6300 5600 4600 6200  

5 Pineapple 6500 6700 6100 6000  

 

(2) K[<,L ,F.G 5KL GJL ,F.G pD[ZMP H[DF\ GLR[GL lJUTM ,BMP 
 

 

6 Orange 6300 6500 6000 5500   
(3) January GFDGF SM,D VFU/ GJ]\ SM,D pD[ZM T[G[ Code V[J]\ GFD VF5MP T[DF\ VG]S|D[  

Ba, Ma, Ap, Gr, Pi, Or  lJUT sSM0f ,BMP  
(4) Formula GM p5IMU SZL NZ[S  Row sCZM/fGM ;ZJF/M  TotalGF SM,DDF\ D}SMP  
(5) Code JF/]\ SM,D N}Z SZMP  
(6) Code GFDG]\ SM,D 5]Go:YFl5T SZMP  
(7) Apple JF/L ZM N}Z (Delete) SZMP  
(8) Total GFDGF SM,DG[ VFWFZ[ 8[A,G[ pTZTF S|D (Descending) DF\ UM9JMP  
(9) Name of Fruits GFDGF SM,DG[ VFWFZ[ 8[A,G[ R-TFS|D (Ascending) DF\ UM9JMP  

(10) Auto Format ;J,TGM p5IMU SZL  8[A,G[ VFSQF"S AGFJMP  
 

= = = = = 
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Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 

Semester- II 

Subject Elective : Computer Application - II  (SE  102 C) 

 

Practical No  - 4 
 

 

(1) Drawing Toolbar GL DNNYL GLR[ 5|DF6[ C[g0AL, T{IFZ SZM VG[ TDG[ UDTF Z\U 5}ZMP      
(2) "AMA" p5Z Auto Text Entry V[JL ZLT[ T{IFZ SZM S[ ßIFZ[ TD[ AMA VYJF ama  8F.5 SZM tIFZ[ VF5MVF5  Ahmedabad Management Association ,BF. HFIP  
(3) V[S V[JL Auto Correct Entry T{IFZ SZM S[ HIFZ[ TD[ 'Shri' 8F.5 SZM tIFZ[ J0"  T[G[ VF5MVF5 'Shree' DF\ O[ZJ[P  
(4) Hemchandracharya North Gujarat University, Patan 8F.5 SZMP tIFZAFN  VF ,BF6 p5Z Change Case GF H]NFH]NF lJS<5MGL YTL V;ZM RSF;MP   

= = = = = 

INPUT PROCESS OUTPUT 
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 Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 

Semester- II 

Subject Elective : Computer Application - II  (SE  102 C) 

 

Practical No  - 5  
(1) Word DF\ GLR[G]\ ,BF6  T{IFZ SZMP  

Random-Access Memory (RAM) 
 

The memory unit of the microcomputer is often referred to as a random-access memory 
or RAM. Like the main memory of the traditional computer, information can be placed into this 

memory by input devices; information can be taken out and reproduced in human-readable 

format by output devices; and information inside the RAM can be processed. RAM memories, 

because they enable information to be "read out" from them and "written into" them are really 

Read/Write memories. Information can be stored or changed according to the requirement of an 

application program. 

 

Read-only Memory (ROM) 

 

(2) lXQF"SG[  [ Random-Access Memory (RAM) ]  GLR[ 5|DF6[ ;[8 SZMP 
Font : Arial          Style : Bold          Size : 14              Color : Red 

(3) lXQF"SG[ [ Random-Access Memory (RAM) ] DwIDF\ UM9JMP 
(4) The memory unit ... YL ... an application program. ;]WLGF  ,BF6G[ A[ SM,DDF\ UM9JMP 
(5) V\lTD ,L8L (Read-only Memory ) DF8[ lXQF"S  [ Random-Access Memory (RAM) ] D]HAG]\ OMD"[8L\U  OMZD[8 5[.g8ZGL DNNYL SZMP 
(6) Mail Merge GF :8[5 8}\SDF\ ;DHFJMP 

= = = = = 
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Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 

Semester- II 

Subject Elective : Computer Application - II  (SE  102 C) 

 

Practical No  - 6  
Flash Document DF\ GLR[ 5|DF6[ SZ;T SZTM AF/S NMZM TYF T[G[ Publish SZMP  

 

 
 

 
 

 
 

               ................... 
 

 

 

 

Practical No  - 7 
 

Flash Document DF\ GLR[ 5|DF6[ pK/TM N0M NXF"JM TYF T[G[ Publish SZMP 
 

 

 
 

 
 

 
 

 
 

 

 

 

 

 

 

 

Practical No  - 8 
 

Flash Document DF\ 0FA[YL HD6L TZO UlT SZT]\ TLZ                          NXF"JM TYF T[G[ Publish SZMP  
= = = = =   


