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Sr. 

No. 
Subjects 

Periods per week 
Total 

Theory Practical 

1. English 5 -- 5 

     

2. A Modern Indian Language    

 Or    

 A Modern Foreign Language 5 -- 5 

 Or    

 A Classical Language    

     

3. Environmental Education 2 -- 2 

     

4. General Foundation Course 5 -- 5 

     

 VOCATIONAL SUBJECT    

 For subjects under -     

 Engineering and Technology Group    

 And    

 Commerce Group    

     

5. Paper I 4 8 12 

6. Paper II 4 8 12 

7. Paper III 4 8 12 

 
Total 29 24 53 
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GENERAL FOUNDATION COURSE (90) 

Scheme of Examination 

Std. – XI 

Sr. 

No 
Title of the Paper 

Theory Practical 
Visit 

Report 

Student 

Activity 
Oral 

Total 

Marks Marks 
Time 

(Hours) 
Marks 

Time 

(Hours) 

1 Employability Skill 

Development 
60 

 

2 1 

    2 

 

- - 20 10 10 100 

60 - - - 20 10 10 100 

 

Note: 

1. 20 marks are allotted for visit reports (Minimum Two visits (course related)) are 

required. 

2. 10 marks are allotted for Student Activity (Every student should prepare, and 

maintain file) 

3.  10 marks are allotted for oral.   

 

Std. – XII 

Sr. 

No 
Title of the Paper 

Theory Practical 
Project 

Report 

Student 

Activity 
Oral 

Total 

Marks Marks 
Time 

(Hours) 
Marks 

Time 

(Hours) 

1 Entrepreneurship 

Development 
60 

 

2 1 

    2 

 

- - 20 10 10 100 

60 - - - 20 10 10 100 

 

Note: 

1. 20 marks are allotted for Project Work (One Project Reports should be prepared by 

every student.) 

2. 10 marks are allotted for Student Activity (Every student should maintaina file) 

3.  10 marks are allotted for oral.   
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Introduction: - 

 

 “When the winds of change are blowing, you need to know which way and how fast”. 

 The ‘Employability Skill Development’ for XI class and ‘Entrepreneurship 

Development’ for XII class is a common subject for all the courses under H.S.C Vocational 

stream. It will help to equip the students to become an entrepreneur or a smart self 

employed citizen. This will also help them for gaining employment. 

 This course mainly comprises generic skills, entrepreneurial abilities and basic 

requirements for trade and commerce. While learning this subject, the student will be able 

to acquire knowledge about banking, accounting, transportation, communication and 

management aspects such as self management, team management, quality control, project 

preparation and time management etc for development and promotion of employability 

and entrepreneurship skill. 

 “The businessman is coming to realize that education is to business what fertilizer 

is to farming”.               

 

Objectives:- 

 

To enable the student to:- 

(1) Promote self employment ability. 

(2) Understand the role of self management through Employability Skill Development. 

(3) Learn ethics, values, and interpersonal skill. 

(4) Generate awareness about the importance of project work in Entrepreneurial 

Development. 

(5) Get acquainted with career planning, new career opportunities. 

(6) Learn about Safety and Health, Time management, Team Management, Financial, 

Operation & marketing Management. 

(7) Acquire basic skills of Business Accounting. 

(8) To enable the  students to understand working in practical life. 

(9) To develop knowledge about Financial Institutions and Government Agencies for 

encouraging self employment.       
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Std. XI 

Paper: Employability Skill Development  

Theory 
 

Sr. 

No. 
Unit Sub Unit Periods Student Activity 

1 Self Management  1.1 Identifying one’s strength & 

weakness 

1.2 Planning and goal setting. 

1.3 Managing self-emotions, ego, 

pride  

10 Every student should 

prepare a list of self 

strength and  self 

weakness   

2 Time 

Management  

2.1 Time Management, concept 

2.2 Attendance, discipline, and 

punctuality 

2.3 Tools to plan the work (Time 

Management Matrix)  

12 Preparation of time 

schedule of a particular 

task. 

a) Work – Game, 

learning 

b) Day to day activities 

3 Team Building 3.1 Concept of group 

3.2 Group dynamics and team 

building  

08 Prepare a group to 

perform a task.  

4 Motivation 4.1 Motivation 

4.2 Relationship between needs, 

drives and goals. 

4.3 Objectives of Motivation. 

4.4 Classification of Motivation. 

4.5 Types of Motivation 

4.6 Self Motivation      

14 How to motivate a 

customer for purchasing 

your product? 

5 Ethics and Values 5.1 Concept of ethics and values 

5.2 Factors of ethical behaviour. 

5.3 Areas of ethical concern 

5.4 Remedial measures and laws.  

04 Prepare a list of ethics 

and values socially 

accepted 

6 Interpersonal Skill 6.1 Importance of interpersonal 

skill 

6.2 Positive Relationship, Positive 

Attitude    

09 Group discussion on the 

interpersonal skill. 

7 Stress 

Management  

7.1 Concept of Stress 

7.2 Concept of Stress Management 

7.3 Causes of Stress 

7.4 Methods of stress relief.  

08 Arrange a lecture on 

stress relief –  

a) Pranayam 

b) Yoga 

c) Music exercise etc 

By using PPT. 

8 Interview 8.1 Concept of Interview 

8.2 Types of Interview 

8.3 Preparation for the interview 

14 Arrange a mock interview  
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8.4 Dos and Don’ts in an interview 

9 Cross 

Occupational 

Competency  

9.1 Concept of cross occupational 

competency 

9.2 Organiz and implementation of 

exercises related to   

a) Communication and co-

operation 

b) Independency and 

responsibility.    

11 Mock sale and 

communication used 

therein for promoting 

sale.  

10 Quality 

Management 

10.1 Meaning of Quality 

Management 

10.2 Concepts of TPM – SGA 

10.3 Concepts of TEM, ISO and 

QMS 

12 Arrange a visit to Study 

Small Group Activity 

Collect information for 

ISO certification 

11 Safety and Health 11.1 Meaning of occupational 

safety and health 

11.2 Concepts of occupational 

hazards, hygiene, ergonomic 

accidents 

11.3 Prevention techniques & 

controling of accidents 

11.4 Important Acts related to 

safety & health 

11.5 HIV/AIDS – Safety and 

precautions     

18 Arrange a visit to observe 

safety precaution 

Arrange a guest lecture of 

a Doctor on HIV/AIDS    

 

Std. XII 

Paper: Entrepreneurship Development 

Theory  

Sr. 

No 
Unit Sub Unit Periods Students Activity 

01 Entrepreneurial 

Career   

1.1 Need & scope for self employment 

1.2 Types of business in different 

trading sectors 

1.3 Importance of skill 

1.4 Qualities of good entrepreneur 

1.5 Dynamics of entrepreneurship 

1.6 Entrepreneurial competencies      

1.7 Entrepreneurial goal setting     

10 Collect any two success stories 

of:- entrepreneur/business 

icons and present it in class 

room    

02 Market Assessment  2.1 Meaning 

2.2 Understanding consumer and 

consumer behavior 

2.3 Need and importance of market 

assessment 

12 Conduct actual market survey 

of any one product 
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2.4 Techniques of market assessment 

2.5 Market & market segments 

2.6 Concept of publicity and 

advertisement      

03 Project Selection 3.1 Meaning of Project 

3.2 Product identification 

3.3 Classification of project 

3.4 Selection of project 

3.5 SWOT Analysis    

12 Make SWOT analysis of 

minimum one project  

04 Resource 

Mobilization   

4.1 Meaning of resource and resource 

mobilization 

4.2 Various resources 

4.3 Network analysis 

4.4 Role of various schemes and 

institutions for self employment   

10 Collect information from 

various organizations, 

institutions for self 

employment schemes i.e.  

I) DIC II) MCED III) MSSIDC 

IV) KVIC V) MITCON 

05 Project 

Formulation  

5.1 Need for project report 

5.2 Elements of project report 

5.3 Determining project size 

5.4 Selection of place and machineries 

5.5 Determining labour and raw 

materials 

5.6 Estimation of project cost 

5.7 Break Even Analysis and 

Profitablility. 

5.8 Time schedule, project monitoring 

and review techniques. (Network 

Analysis) 

5.9 Requirements of banks and 

financial institutions 

5.10 Project Appraisal   

20 Prepare a project report on 

any one project.  

06 Initiation of Project    6.1 Procedure for setting of an 

enterprises as per local 

requirement  

6.2 Registration and legal formalities 

of firm 

6.3 Investment procedure 

6.4 Identification of Financial Agencies 

and bank  

09 Identify five licensing 

authorities business/industry 

and list out the various 

license, collect format 

                      OR 

Prepare a dummy loan 

proposal for 

business/industry/shop     

07 Operation 

Management  

7.1 Concept of Purchasing and 

Planning materials 

7.2 Techniques of material storage 

analysis 

a) ABC b) EOQ 

7.3 Issue and Accounting of Stores & 

Materials 

7.4 Flow and control of material 

7.5 Quality Control and Operation of 

materials   

09 Prepare a report based on 

issue of material of 

cottage/small 

industry/business house. 

08 Financial 

Management  

8.1 Book-keeping and Accounting 

8.2 Principles of double entry book-

keeping 

18 Prepare formats of the 

following 

a) Journal 
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8.3 Understanding financial statement 

8.4 Compilation of final accounts 

8.5 Cost concept 

8.6 Budgetary control    

b) Ledger 

c) Trading Account 

d) Profit and Loss 

Account 

e) Balance Sheet 

09 Marketing 

Management 

9.1 Meaning and concept of 

Marketing Management 

9.2 Functions of marketing 

9.3 Channels of distribution 

9.4 Salesmanship  

08 Prepare a layout of an 

advertisement of any product 

(Print Media) 

10 Industrial Relations 

and Personnel 

Management 

10.1 Methods and process of 

recruitment 

10.2 Wages and incentives 

10.3 Training & appraisal   

10.4 Employer and employee relations 

06 Prepare an application form 

with detail bio-data for the 

post of 

salesman/clerk/supervisor/ 

technician/skilled worker   

11 Transportation 11.1 Meaning and importance of 

transport 

11.2 Means of transport 

11.3 Advantages and disadvantages of 

transport   

06 Prepare a chart of means of 

transportation and 

commodities to be 

transported. 

 

Note:- 

1) Subject ‘Employability Skill Development’ and ‘Entrepreneurship Development’ 

should be taught strictly by MBA or equally qualified expert. 

2) Each student has to study and prepare one project reports based on concerned 

vocational course. 

3) The sample list of project reports for each group of vocational course is shown in 

annexure. 

4) The project report should be completed under the guidance of MBA or equally 

qualified expert.   
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2: ELECTRICAL TECHNOLOGY (T4, T5, T6) 

Scheme of Examination 

Std. XI 

 

Paper 
Title of the 

Paper 

Theory Practical 
Term 

work 

Project 

work 
I.V.

*
 

Total 

Marks Marks 
Time 

(Hrs) 
Marks 

Time 

(Hrs) 

1 
Electrical 

Wiring 
80 3 80 3 20 10 10 200 

2 
Electrical 

Appliances 
80 3 80 3 20 10 10 200 

3 
Electrical 

Machines 
80 3 80 3 20 10 10 200 

 

* IV = Industrial Visits  

** OJT = On Job Training 

 

Std. XII 

Paper 
Title of the 

Paper 

Theory Practical 
Term 

work 

Project 

work 
I.V.

*
 OJT

**
 

Total 

Marks Marks 
Time 

(Hrs) 
Marks 

Time 

(Hrs) 

1 
Electrical 

Wiring 
80 3 80 3 10 10 10 10 200 

2 
Electrical 

Appliances 
80 3 80 3 10 10 10 10 200 

3 
Electrical 

Machines 
80 3 80 3 10 10 10 10 200 

 

* IV = Industrial Visits 

** OJT = On Job Training 
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Introduction 

All India Council for Technical Education, (AICTE), the apex body for making and 

maintaining the norms of Technical Education in the country has framed a National 

Vocational Education Qualification Framework (NVEQF) for the polytechnics and 

Engineering Colleges. 

NVEQF is introduced by Government in order to formally integrate vocational 

education together with its current conventional educational streams across school and 

higher education space and provide an opportunity and incentive to students to explore a 

large universe of opportunity. 

It is important that a Vocational Educational Qualification Framework is in place that 

allow cross mobility of standards and their absorption in Industry with certain skill gained 

over a fixed period of time or their seamless integration into higher learning that enable 

them to acquire formal degree and higher skill so that they perform higher level jobs in 

industry. 

The erstwhile Directorate of Vocational Education has gone for NVEQE based 

curriculum development. 

Each curriculum provides a list of Job opportunities (both wage and self) and 

description of each job. The objective of the course, scheme of studies and examination 

pattern, syllabus are given. 

The present competencies based curriculums on “Maintenance and Repair of 

Electrical Domestic Appliances - M.R.E.D.A.” and “Repair, Maintenance and Rewinding of 

Electrical Motors- R.M. & R.E.M. was implemented through Maharashtra State Board of 

Secondary and Higher Secondary Education, Pune after upgrading them since 2007-08. The 

two curriculums were falling short to fulfill the needs of Indian as well as foreign industries. 

To overcome this difficulty different group of expert worked to have a job and self 

employment generating opportunity by clubbing the two curriculums developed curriculum 

of Electrical technology vocational H.S.C. course likely to be equivalent to NVQEF level III 

and IV. The Group of Experts comprised of DVET officials, Experts from industries and 

Teachers and Instructors teaching to these two curriculums. 

The suggestions by the various experts in the field of vocational education and 

industries will be greatly valued and will go a long way in bringing out a revised version after 

reviewing by them. 

Objectives 

� To make students familiar with shop discipline, layout of electrical shop, safety 

practice. 

� To acquire knowledge and skills about safety precautions while working. 
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� To acquire knowledge about function and use of various electrical tools, equipments 

and accessories. 

� To acquire with properties and usage of different materials (conducting, insulating, 

wiring etc.) 

� To know about electrical symbols of commonly used electrical parts. 

� To develop knowledge about the wiring. 

� To get introduced to electrical shop to classify different tools machines and 

equipments. 

� To acquire skills for wiring methods. 

� To develop knowledge about the wiring. 

� To do any type of wiring such as house, industrial, commercial wiring. 

� To know about planning layout, setting and up keeping of electrical Interactive 

Lecture, Workshop/Lab, Self-performed. 

� To get knowledge about estimation, costing and billing of wiring. 

� To ACQUIRE the detail knowledge of Electrical, Mechanical, cutting and holding tools 

various machines with their specific use handling and maintenance and precaution 

while handling. 

� To UNDERSTAND how to work on electrical installation and shop floor safety 

precautions maintenance and upkeep  

� To CREATE an awareness about all electrical domestic appliances 

� To Develop technician skills in the field of dismantling, Servicing, Overhauling, 

Maintenance, testing and reassembling of electrical appliances. 

� To ACQUIRE the skill in sales and marketing of the latest domestic appliances, 

equipment, spare parts and raw materials. 

� To GAIN the knowledge and skill of motors transformer repairing, servicing and 

overhauling. 

� To become a wire man / electrician with the details of installation, repairing and 

maintenance of commercial / industrial / house wiring. 

� To obtain the detailed skills of reconditioning, repairing, charging and maintenance 

of various types of batteries, UPS, Invertors. 

� To GROW UP as a first generation entrepreneur from non-business family. 

� To participate in the development of country not as an employee but as an employer 

� To RISE UP as a TECHNOCRAT with ability to take Higher Vocational Education. 

� To make students familiar with winding shop discipline, layout of electrical winding 

shop, safety practice. 

� To acquire knowledge and skills about safety precautions while winding. 

� To acquire knowledge about function and use of various electrical machines, 

instrument equipments and accessories. 

� To acquire with properties and usage of different materials (conducting, insulating, 

winding etc). 

� To develop knowledge about the winding. 
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� To acquire skills for winding methods. 

� To develop knowledge about the winding. 

� To do any type of winding such as motor, transformer winding. 

 

Job Opportunities 

Wage Employment 

 

� Technician in local government bodies Corporation, Star Hotels, Electricity Board, co-

generation plants, factories, Industries, Townships. 

� Wire Man 

� Electrician 

� Instructor in technical institution 

� DG Set Operator 

� Lift Operator 

� Electrical Supervisor 

� Technical writer 

� Technician in Banks, IT Industries, General Industries 

� Electrical domestic Appliances Assembler 

� Electrical Domestic Appliances Tester 

� Electrical domestic Appliances repairer 

� Electrical Domestic Appliances Service Technician 

� Electrical Domestic Appliances salesman 

� Electrical Domestic Appliances Demonstrator 

� Insurance Surveyor 

� Lifts-hoists service Technician 

� Pump Mechanic 

� Motor rewinder 

� Wireman Panel wiring 

� Industrial Insurance Surveyor 

 

Self-employment 

 

� Dealership and agency of MNC-EDA 

� Owner of EDA Repair shop 

� Owner of after sales shop 

� Owner Assembly shop of o Electrical Appliances 

� Proprietor Service centre for electrical appliances 

� Proprietor Service centre for Electric motors 

� Free-lance Service Technician 

� Proprietor Installation and maintenance services of electrical Machines 
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� Contractor of domestic, industrial, hotels, banks, hospital, commercial shop, BPO, IT 

Company, Mobile Tower Maintenance 

� Sales shop of electrical items, Batteries 

� Owner Generator Set 

� Servicing of UPS / Invertors / Batteries 

� Owner Generator Set 

� Servicing of UPS / Invertors / Batteries 

� Licensed electrical Contractor 

 

 

 

Std. XI 

Paper I: Electrical Wiring (T4) 
 

Objectives 

 

To enable the students to 

1) Acquire knowledge and skills about safety precautions while working. 

2) Identify and to use different tools used in wiring. 

3) All units with properties and usage of different materials. 

(Conducting Insulating, Magnetic, Instructural, Wiring etc)   

4) Understand the general concept of Generation of electrical power. 

5) Understand the general concept of different wires. 

6) Know about electrical symbols used in electrical parts. 

7) Know about electrical house wiring.  

 

Theory 
 

Sr. 

No. 
Unit Sub-Unit 

No. of 

Periods 

1. Safety Precautions 

and shock 

treatment 

Shop Discipline 

10 

Electrical shocks and procedure for separating 

person from contact with live wire 

First Aid different methods of artificial 

respiration 

Electric fire 

Fire Extinguishers 

2. Electrical common 

tools 

Electrical tools 

10 Pliers, Combination, side cutting, round nose, 

long nose, 
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Screw drivers, connectors, electrical knife 

Neon tester, test lamp, series test lamp, 

pincer, line dori, plumb bob, steel rule, Tenor 

saw, Hacksaw, Hammer 

Symbols uses in Electrical technology 

Reading of electrical drawing 

3. Current Electricity Introduction, Generation of electricity, Types 

of electricity, Effect of electricity and 

appliances, Different energy sources, EMF, 

potential difference, current, voltage, 

resistance, conductance, power, energy, 

specific resistance, energy billing for a month, 

direct current and alternating current 

10 

4. DC Circuits Ohm's law,  Series CKT, Parallel ckt, series and 

parallel combination, types of electrical ckt 
10 

5. AC circuits Introduction importance, star delta, capacitor, 

Fundamentals of AC circuits, Introduction of 

different ckt, power factor, classification of 

materials, cables, wires, and insulation low, 

medium, high voltage 

22 

6. Fuse and soldering Introduction, common fusing material, 

miniature circuit breaker, (MCB), molded case 

circuit breakers (MCCB), earth leakage ckt 

breaker (ELCB), Soldering equipments, 

precautions  

10 

7. Common electrical 

wiring accessories 

Wiring accessories, lamp holders, other 

accessories, distribution boards, types of 

wirings, types of wires 

12 

8. Domestic wiring 

(house wiring) 

Introduction and necessity of wiring, selection 

of wiring, types of wiring, I.E. rule of domestic 

wiring, testing and installation of domestic 

wiring. Earthing formats for electrical 

connections 

24 

9. Illumination Introduction, lighting and fixtures 12 

Total 120 

Practical 

Sr. 

No. 
List of Practicals Periods 

1. Safety measures to be observed followed in the electrical workshop 4 

2. Demonstration of elementary first aid 12 

3. Personal protection basic injury prevention basic first aid safety signs 

for danger, warning  & caution 
8 

4. Artificial respiration techniques of separating person in contact with 

& live wire 
8 
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5. Demonstration of use of fire extinguishers 8 

6. Demonstration of trade hand tools  6 

7. Use of crimping tools 8 

8. Measurement of current voltage of power of a appliances 8 

9. Calculate the bill of electricity for one month domestic use 8 

10. Verification of Ohm’s Law 8 

11. Measurements of power of a appliance / circuit 8 

12. Calculation of unknown resistance V.I Method & Multimeter method 8 

13. Connecting of lamp in series 4 

14. Connecting of lamps in parallel circuits study of Resistance 

inductance 
8 

15. Practical on P.F improvement of power factor 4 

16. Demonstration and identification of different types of wires & cables  8 

17. Demonstration and practice of using standard wire gauge 4 

18. Demonstration of cable joining kit 4 

19. Skinning the cable and joint practice on single and multistrand wire 

(straight married and pigtail joint) 
8 

20. Market survey of electrical accessories 8 

21. Identification and use of writing accessories  8 

22. Practice one installation of common electrical accessories such as 

switch, holder, plug on board 
8 

23. Two lamps controlled by two independent single pole switch 12 

24. Practice of conduit and concealed on stair case wiring  

25. Installation and wiring connection of ceiling fan exhaust fan, geyser, 

water purifier 
12 

26. Measurement of insulation resistance of new house wiring by using 

megger 
12 

27. Practice of pipe & plate earthing  12 

28. Practical on electrical tube connection & testing fault & repair 8 

29. Industrial visit 12 

 Total 240 

 

Paper II: Electrical Appliances (T5) 
Objectives 

To enable the students to 

1) Understand the working principle and construction of common domestic appliances 

2) Know the cause of faults in these appliances 

3) Acquire skills of testing and repairs of appliances 

4)  Know the working and construction of cells of batteries 

5) Know the students about manufacturing of different appliances. 
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Theory 

Sr. 

No. Unit Sub-Unit 
No. of 

Periods 

1. Testing Equipments & 

basic control 

equipments 

Switch, fuse, line tester, electronic line 

tester, series test lamp for single phase, 

parallel test lamp for single phase, series test 

lamp for three phase, parallel test lamp for 3 

phase, thermostat, bimetallic relay, 

thermocouple, overload switch, 

electromagnetic relay, MCB 

10 

2. Electric iron types of electric irons, ordinary, automatic, 

steam, spray, laundry 
8 

3. Tea/ coffee maker Electric kettle, coffee percolator,  electric 

coffee mug/stirrer,  
6 

4. Electric induction 

cooker 

Electric induction plate cooker, simple rice 

maker 
8 

5. Electric toaster Ordinary, sandwich, pop up automatic 6 

6. Oven and tandoor Oven, tandoor maker, Micro wave oven 
6 

7. Water purifier UV/RO, UV light effect on bacteria, reverses 

osmosis membrane process. 8 

8. Rectifiers and filter 

ckt 

Rectifier, P type N type, Half wave, full wave, 

bridge rectifier 
8 

9. Filter ckts and voltage 

regulator  

Filter ckt, T-L, Pie types, voltage regulator IC 
8 

10. Emergency Torch Miniature lamp type, Farmers torch 8 

11. Battery charger Battery charger ckt and different 

components 
8 

12. Water boilers and 

geysers 

Types of water boilers and geysers, corner, 

vertical, horizontal, market survey 12 

13. Cells & batteries Types of secondary cells, cell in series and 

parallel, lead acid battery, 16 

14. Project Project of above appliances 8 

Total 120 

Practical 

Sr. 

No. 
List of Practicals Periods 

1. Study precautions testing & repair of line tester parallel & series test 4 
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lamp 

Study of application of heat control equipment such as thermostat bi 

metallic relay thermocouple 

4 

2. Study of and application of over load switch, MCB, ELCB, 

Electromagnetic relay 
4 

3. Dismantling reassembling testing and repairs ordinary laundry iron 12 

4. Dismantling reassembling testing & repairs electric tea / coffee maker 12 

5. Dismantling reassembling testing & repairs electric toaster 12 

6. Dismantling reassembling testing & repairs electric oven and tan door 

maker 
12 

8. Dismantling reassembling testing & repairs electrical microven oven 

electrical 
16 

9. Installation dismantling reassembling testing & repairs of UV & RO 16 

10. Study types of diodes 12 

11. Assemble & test bridge type rectifier with & without filter circuit 16 

12. Dismantling , reassembling testing & repair of emergency former 

torch  
16 

13. Dismantling  reassembling  testing & repairs of car battery charger 16 

14. Dismantling reassembling testing & repairs of water boilers vertical / 

horizontal 
16 

15. Study construction maintenance of lead acid cell battery 20 

16. Comparative study of above application according to market survey 16 

17. Visit above domestic & commercial appliance services & repair shop  16 

 Total 240 

 

Paper III: Electrical Machines (T6) 
 

Objectives 

To enable the students to 

1. Understand the student to use & principle of different measuring electrical 

Instruments 

2. Know various magnet & electromagnet. 

3. Know various D.C. Motors construction, working principle & its application. 

4. Know various single phase transformer construction principle and transformer 

equation & small transformer rewinding. 

5. Know various single phase motors, construction working principle, applications. 

6. Know various speed controls of single phase motors. 

7. Students able to rewinding the different single phase motors 

8. Students able to estimating, coasting and Billing 
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Theory 

 

Sr. 

No. 
Unit Sub-Unit 

No. of 

Periods 

1. Measuring 

instruments 

Introduction, types of measuring instruments, 

analog and digital, ammeter, voltmeter, 

wattmeter, multimeter, Ohm-meter, frequency 

meter, clip on meter, energy meter, tachometer, 

megger, earth resistance tester 

9 

2. Electromagnetism Introduction, types of magnets, basic magnetic 

terms, electromagnet, difference between 

permanent and electromagnet, magnetic rules, 

right hand rule, cork screw rule, end rule, 

dynamically, statically, mutual induction 

12 

3. D.C. motor Introduction of D.C. motor, working principle, 

construction, types of D.C. motors, necessity of 

starters, types of starters 

15 

4. Single phase 

Transformer 

Introduction, types of transformer, 

transformation ratio, rewinding, transformer 

testing 

12 

5. Single phase A.C. 

motor 

Introduction, working principles, types of single 

phase motor, construction, working principles, 

speed control and change of DOR, lubricants, 

testing of single phase motors, fault finding and 

trouble shooting, study of data sheet and up 

keeping of motor 

15 

6. Single Phase A.C. 

motor winding 

Introduction types of single phase motor 

winding, fundamental definitions, winding tools 

and equipments, winding materials 

15 

7. Rewinding 

Procedure 

Name plate data, inside data, method of 

removing burn coil and rewinding procedure, 

varnishing and baking methods, winding 

problems and developed diagram 

30 

8. Estimation, 

costing and billing 

Elements of estimation, elements of costing, 

billing 
12 

Total 120 

Practical 

Sr. 

No. 
List of Practicals Periods 

1. Measure the power of single phase resistive load by V.I method 12 

2. To test single phase energy meter with the help of standard 

wattmeter & stopwatch 
8 
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3. Identical of magnetic & non – magnetic materials 8 

4. Verification of  target & development in current carrying coil in a 

magnetic field 
8 

5. Connection of D.C motor to suitable starter & measure current, 

voltage & speed 
8 

6. Identical of terminal by measuring resistance of field & armature of 

D.C motor 
12 

7. Practical on simple transformer test, continuity short circuit & earth 

of primary & secondary winding 
12 

8. Practice on small / transformer rewinding &  verify voltage and 

current  ratio 
16 

9. Measure the insulation resistance between winding to core of 

single-phase transformer  
8 

10. Identification of starting and running winding of single phase motor 

by measuring  resistance with the help of multimeter 
8 

11. Measure the insulation resistance of single phase motor by using & 

megger 
8 

12. To study the parts of single phase motor, test capacitor by screw 

driver & multimeter method 
12 

13. To start run reverse capacitor start & capacitor run motor measure 

the current voltage & speed 
8 

14. Dismantle and study of carbon brush, and commulator of universal 

motor reassemble it, start run reverse universal motor measure the 

current voltage speed. 

8 

15. Visit to rewinding shop & prepare detailed report  8 

16. Nothing data of burnt motor and remove burnt coils and clean the 

slot 
8 

17. Insulate the slot and prepare new coils as per old coils test the 

rewinded motor  & insert wedges in the slots 
16 

18. Find out start and end terminals & tapping, binding shaping of coils  

19. Inserting the coils and making connection as per developed diagram, 

varnishing & baking 
16 

20. Assembling a motor and start it after rewinding  12 

21. Study concentric winding in split phase motor 12 

22. Market survey the cost size and specification of winding materials 12 

23. Estimation, costing & billing of single phase AC motor winding  12 

24. Visit to winding and repairing shop of motor  8 

 Total 240 
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Std. XII 

Paper I: Electrical Wiring (T4) 
 
Objectives 

To enable the students to 

1. Acquire knowledge and skill about industrial and commercial wiring. 
2. Identify and uses of different tools. 
3. Understand planning, estimation and costing of industrial and commercial wiring. 
4. Know about generation and transmission of electrical power. 
5. Know about HT and LT substations  
6. Know about different workshop tools and uses 

 

Theory 
 

Sr. 

No. 
Unit Sub-Unit 

No. of 

Periods 

1. Industrial and 

commercial 

wiring 

Introduction 24 

Study of Layouts and wiring diagram 

Power circuit 

Street light circuit 

Control panel wiring 

Protective Devices 

Load Balancing of 3 phase supply 

Troubleshooting and maintenance of wiring 

system of office 

Maintenance & repair of commercial/Industrial 

wiring  

IE rules 

Testing of commercial/industrial wiring with 

megger 

Earthing 

Plate and rod type earthing 

Pipe earthing 

2. Planning 

estimation and 

costing of 

industrial and 

commercial 

wiring 

Introduction  16 

 Estimation, costing and bill 

Elements of estimation 

Proforma for estimation and costing 

Elements of Costing 

Material, Labour, Expenses, Methods of costing 

Content of invoice proforma of invoice 

Tenders 

3. Generation and 

transmission  

Importance of electrical power in day to day 

life 

24 
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Methods of power generating 

1) Hydroelectric power station 

2) Thermal power station 

3) Nuclear power station 

4) Solar power generation 

5) Wind power generation 

Co- generation 

Need of co- generation 

Types of co-generation 

Topping cycle 

Bottoming cycle 

Power system layout types of power 

transmission system 

Transmission voltages 

Types of insulators used in transmission line 

Lighting arrestor 

4. HT and LT 

substation 

Introduction 24 

 Protective Devices 

Switch gears 

Introduction to layout and maintenance 

schedule 

Single line diagram 

5. Illumination  Circuit study installation and application of 

illumination sources 

16 

 

Mercury, Vapor lamp 

Sodium Vapor lamp 

Metal halide lamps 

LED Based modern lighting fixtures 

Decoration lighting 

6. Electrical services 

interactive 

lecture workshop 

lab, self 

performed  

Introduction 16 

Classification of tools 

Electrical hand tools 

Mechanical hand tools 

Cutting and holding tools 

Application of other tools 

Application of machines  

Application of instruments 

List of equipments 

Raw materials 

Planning, Layout and setting of electrical lab 

self performed 

Up keeping of electrical shop 

Safety precaution and measures 

Total 120 
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Practical 

Sr. 

No. 
List of Practicals Periods 

1. Demonstration on wiring with pvc channel 8 

2. Practice and concealed wiring 8 

3. Practice on surface wiring 8 

4. Measurement of insulation resistance of wiring insulation by using 

megger 
8 

5. Continuity and polarity test by using megger 8 

6. Bus bar MCBs, Elcbs, fuse and DB with cable, gland, fixing in wiring 

installation. 
8 

7. 3 phase load balancing 8 

8. 3 phase energy meter installation 8 

9. Estimate the cost of material and labour charges required as per 

market rate. 
12 

10. Site visit on installation of different wiring system for 

office/commercial complex/malls/bank/lodge/hospital. 
12 

11. Study of protective device used in power supply and its function 8 

12. Practice on operation estimation and costing of materials and 

accessories as per layout of industrial wiring 
8 

13. Preparation of project report of electrical workshop/lab self 

performed 
8 

14. Installation of DTH wiring 8 

15. Installation of CCTV wiring 8 

16. Installation of different chaser lighting circuit 8 

17. Workout measurement of a building or a shop and prepare the list of 

item for wiring. 
12 

18. Prepare the list of item required for 8 

 wiring with specification 

Visit to generation station and prepare detailed report. Visit to 

33kv/132kv substation & 

Prepare detailed report. Visit 11Kv.440v transformer (DP) and 

prepare detailed report 

8 

 

12 

19. Three Phase load balancing 8 

20. To study protective device in substation 8 

21. Circuit study installation and application of Illumination sources 8 

22. Circuit study installation and application of mercury vapor lamp, 

sodium vapour lamp and metal halide lamp 
12 

23. Circuit study, installation and application of LED based modern 

lighting fixtures and decoration lighting 
8 

24. Electrical interactive lecture workshop/lab self performed and one 

apartment and one commercial complex. 
8 

25. Industrial visit (minimum Three visit) 12 

 Total 240 
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Paper II: Electrical Appliances (T5) 
 

Objectives 

To enable the students to 

1. Understand the principle and uses of different testing and control equipments. 

2. Understand the working principle, construction, and uses of different electrical 

domestic electrical appliances. 

3. Acquire skills, testing and repairing of electrical appliances. 

4. Know the working principle and construction of stabilizer, mixer, inverters, 

Refrigerators, washing machines, room cooler, air conditioners etc. 

5. Know the functioning of craft, crane and lift. 

 

Theory 

Sr. 

No. 
Unit Sub-Unit 

No. of 

Periods 

1. Testing of 

Equipment and 

basic control 

equipment 

Testing instruments  

16 

Tester, Continuity tester, Test lamp, growlers 

Measuring Instruments 

R, V, I, W, KWH, IR, HZ, COSΦ, KVA 

Control equipments  

Control Switch, Fuse, Thermostat overload Relay MCB, 

Timer, ELCB 

2. Heat Convertor 

(Blower Type) 

Introduction 

4 
Construction 

Working Principal 

Overhauling & precaution 

3. Electric Hand 

drill machine 

Ordinary Hammer tone, controlled speed DOR 
6 

4. Introduction to 

power tools 

Electric cutter grinder Hammer-chippers 
6 

5. Ordinary Blender 

Mixer/Food 

procedure 

Lassi Maker, Food procedure, juicer Attachment, food 

procedure, mixer single speed three speed 8 

6. Domestic 

Vacuum Cleaner 

Carpet cylindrical type wet type up right type 
6 

7. Different types 

of electrical fans 

Car fan/ cabin fan table fan, pedestal fan, wall 

mounting fan, Blow/sprinkler fan ceiling fan, exhaust 

fan, exhaust cum fresh air fan 

18 

8. Domestic floor Ordinary Hammer tone, controlled speed DOR 4 
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mill 

9. Transistor as a switch type of configurations common emitter 

amplifier, introduction to basic component LED Photo 

diode bridge zener diode, PNP-NPN transistor SCR UJT 

DIAC, TRAIC, LDR POT, Electrolytic Cap, Resistance 

Colour code 

8 

10. Hand Dryer Sensor used different types of sensor 4 

11. Emergency Light Led/CFL fluorescent tube type 4 

12. Refrigerator Refrigerator Deep Freezers 4 

13. Washing 

Machine 

Ordinary Semi auto, Agitor, Drum, Pulsator, Side 

loading, Timer & value 
6 

14. Room Cooler Pillar, Window mounting table mounting semi-auto  4 

15. Types of 

stabilizers 

inverter, Home 

protector, UPS, 

Online Offline 

VA capacity, selection, connections, Installations, 

working with block diagram 

6 

16. Air Conditioners Functioning & Installation 4 

17. Craft, Crane, Lift Functioning  4 

18. Project on above 

appliances 

  
8 

Total 120 

Practical 

Sr. 

No. 
List of Practicals Periods 

1. Dismantling, resembling techniques of testing instruments 4 

2. Study, Precautions, testing and repair of line tester, parallel & series 

test lamp for single phase supply and three phase supply. 
8 

3. Precautions while using measuring instruments R, V, I, W, KWH, IR, HZ, 

COS$, KVA, O 
4 

4. Study, Dismantling, reassembling, up keeping, testing and repair of heat 

convector. 
8 

5. Study, reassembling, up keeping function owning precaution, testing 

and repairs of electric hand drill machine 
8 

6. Study, reassembling, up keeping function owning precaution, testing 

and repairs of electric power tools cutter, grinder, hammer 
8 

7. Survey of power tools such as hammer/cutter/grinder machines of 

different make as projects. 
8 

8. Dismantling reassembling up keeping testing & repairs blender, juicer, 

grinder. 
8 

9. Dismantling reassembling up keeping testing & repairs mixer/food 

processor (3/6 speed) 
12 

10. Dismantling reassembling up keeping testing & repairs of domestic 

vacuum cleaner car/pot/cylinder/wet/up-right. 
12 
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11. Study, dismantling, reassembling, installation, testing and repairs car 

fan/cabinet fan 
12 

12. Study, dismantling, reassembling, installation, testing and repairs car 

fan/pedestal fan 
8 

13. Study, dismantling, reassembling, installation, testing and repairs ceiling 

fan/exhaust fan 
8 

14. Installation techniques, precautions, dismantling, up keeping, 

resembling, testing and repairs of domestic floor mill 
8 

15. Study of transistor biasing PNP, NPN and transistor as a switch 8 

16. Study of basic components testing and symbols 8 

17. Study of transistor as amplifier in common emitter configuration 8 

18. Dismantling, resembling. testing and repair of hand dryer 8 

19. Study, testing, repairs, assembling of emergency CFL light 8 

20. Study, testing, assembling of refrigerator/deep freezer 8 

21. Study, testing, repairs, assembling of washing machine ordinary / semi / 

automatic 
12 

22. Dismantling, resembling, up keeping, testing and repairs of room cooler 

window, table pillar 
12 

23. Study, selection, testing & repairs, installation of UPS, Stabilizers 8 

24. Study, selection, testing & repairs, installation of inverters 8 

25. Study, functioning, up-keeping, testing & installation of air conditioner 12 

26. Study, functioning, up-keeping, testing of hoist, crane & lift 8 

27. Visit exhibition to market survey 8 

28. Study of advanced appliance and detailed report 8 

 Total 240 

 

Paper III: Electrical Machines (T6) 
 

Objectives 

To enable the students to 

1. Understand the student about three phase transformer construction and working 
principle. 

2. Know the construction working principle and various types’ three phase AC motors. 
3. Students should rewinding the three phase motors. 
4. Know about electrical pumps maintenance and repairs. 
5. Know about different starters and relay settings. 

 

Theory 

Sr. 

No. 
Unit Sub-Unit 

No. of 

Periods 

1. Three phase 

Transformer 

Introduction 
20 

Working Principle construction of Transformer, 
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connections of transformer 

distribution and power transformer 

Transformer testing and maintenance 

2. 3phase AC MOTOR Types of motor construction 

22 

Working principle of poly phase motor 

(asynchronous  motor ) 

Speed control of three phase motors 

Testing and repairing 

Installation and commissioning 

3. Three phase AC 

motor winding 

Fundamental winding terms 

30 

Types of winding 

Introduction of modern winding machine 

Rewinding procedure of AC machines 

Different types of winding data and its developed 

diagrams 

4. Control circuits Basic Controllers 
16 

Some important definitions 

5. Electric Pump Working Principle 

16 Types of pumps 

Maintenance & repairing of pumps 

6. Motor starters and 

Relay setting 

necessity of starter 

16 

Procedure of relay setting in starter 

Types of AC motor starter-Construction, working 

principle and uses of AC motor Starters 1) DOL 

starter 2) Fully automatic star-dela starter 3) Auto 

transformer starter 4) Rotor Resistance starter 5 

Mobile remote control starter their ckt 

(connection) diagram. 

Total 120 

Practical 

Sr. 

No. 
List of Practicals Periods 

1. Dismantling reassembling techniques of testing instruments 12 

2. To study of 3 phase transformer for its various connections i.e. 

star/star, star/delta, delta/star, scot 
12 

3. Visit to transformer manufacturer 12 

4. Connect, start, run and reverse given 3 phase induction motor 12 

5. Measure starting and running current, voltage & speed of 3 phase 

induction motor 
12 

6. Control the speed of 3 phase induction motor by various methods (by 

varying method by changing pole method) 
12 

7. Dismantling the three phase motor 8 

8. Dismantling testing resembling and installation of three phase motor 12 
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9. Noting data of burnt motor and remove the coils and clean the slot 12 

10. Insulate the slots, prepare new coils as per old could, in setting 

wedges in the slots, of rewound starter, tapping & binding & shaping 

of rewound starter coil 

12 

11. Baking and varnishing of rewound starter 12 

12. Test the rewound motor, assemble the motor, test it and start and run 12 

13. Estimation, costing and billing of 3 phase induction motor rewind 8 

14. Find out start and end terminals by two voltmeter or two amp meter 

test the coil 
8 

15. Study of control circuits accessories, preparation of simple circuits 12 

16. Dismantle the electric pump repairing and reassembling it  12 

17. Dismantle the submersible pump, repairing and reassemble it, study 

of float switch 
12 

18. Study of relays, setting of relays 12 

19. Study of DOL starter and connect to three phase induction motor 12 

20. Study of fully automatic star delta starter and connect to 3 phase 

induction motor, replacement of faulty parts in starter 
12 

21. Visit to rewinding shop and prepare detailed report 12 

 Total 240 

 

Reference Books 

1. Electrical Technology - Edward Hughes 

2. Electrical Technology - H. Cotton 

3. Study of Electrical Appliances and devices - K.B.Bhatia 

4. Elements of Electrical Gadgets - K.B.Bhatia 

5. Small Appliances Servicing - P.T. Brook Woll Jr. 

6. How to repair small Appliances - Jack Darr 

7. Electrical Wiring Estimating & Costing - J. D. Gupta 

8. Audels Home appliances servicing - Edwin P. Anderson 

9. Electrical Motor Repair - I. M. Anwani 

10. Electrical Wiring Estimating & Costing - S. L. Uppal 

11. Electrical Motor Winding & Repair - Anwani 

12. Basic Electrical Engineering - A Kastkin 

13. Basic Electricity (Hindi) - K. B. Bhist 

14. Maintenance of Domestic Appliances - R. B. Lal 

15. Audels Electrical Motor Guide - Edwin P. Anderson 

16. House Wiring Practice - T. D. Bhise 

17. Indian Electricity Rules - Nausheer Bharocha 

18. Fundamental’s of Electricity - Kernard C. Graham 

19. Electrical Engineering - B. L. Theraja P - I, II, III, IV 

20. Basic electronics - By V. K. Me 

21. Basic Electricals - By B. L. Jheraja 
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INFRASTRUCTURE 
 

1. Classroom =400sf with charts, display board, black board, ohp, computer with 

internet facility 

2. Workshop/lab =600sf with required appliances and wiring material, wiring boards at 

least two, charts, display board, black board, ohp, computer with internet facility 

3. Electric power supply at least 5KW, 3 phase 

4. Pure drinking water facility 

5. Library may be common but separate store required 

 

List of Equipment 

Sr. 

No. 
Description Quantity 

1 Air conditioner functioning 1 

2 Ammeter A.C. and D.C. analog  8 

3 Ammeter multi range A.C. D.C. 8 

4 Armature winding machine 1 

5 Battery charger 2 

6 Battery lead acid diff. types 2 

7 Bi-metallic relay, 2 

8 Blow lamp with 1ltr capacity 1 

9 Wiring board  1 

10 Centrifugal Pump 1 

11 Ceiling fan winding machine 1 

12 Centrifugal switch 1 

13 clip on meter 2 

14 Coil winding machine with counter clutch arrangement 1 

15 Decorating night lamp for ceiling lamp 3 

16 Digital energy meter single phase  1 

17 Digital energy meter three phase 1 

18 Digital panel mounted ammeter 0-20A 2 

19 Digital panel mounted voltmeter 0- 500 V 2 

20 Digital stop watch 1 

21 Digital tachometer 1 

22 Dimmer stat single phase 1 

23 Dimmer stat 3 phase 1 

24 Drawing oven with thermostat 230V single phase 1 

25 Dummy new rewinded armature for universal motor 2 

26 Dummy squirrel cage rotors of 1/3 phase  2 

27 Dummy stators single phase/ three phase 2 

28 Dummy transformer core/ stamping diff. sizes 2 

29 Earth resistance testing set with spikes 1 

30 Electric hand drill machine with bits 2 

31 Electric microwave oven 1 
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32 Electric bell indicator 2 

33 Electric blender/juicer 1 

34 Electric blow fan 1 

35 Electrical cabinet/cabin fan 1 

36 Electrical ceiling fan 4 

37 Electrical cutter/grinder 1 

38 Electrical domestic floor mill 1 

39 Electrical domestic vaccum cleaner 2 

40 Electrical exhaust fan 2 

41 Electrical food processor 1 

42 Electrical hand drier 1 

43 Electrical heat convector 2 

44 Electrical induction cooker 2 

45 Electrical invertors 1 

46 Electrical iron ordinary, automatic, spray, laundry 4 

47 Electrical room cooler 2 

48 Electrical Soldering iron 4 

49 electrical table fan 1 

50 Electrical tea and coffee maker 1 

51 electrical toaster 2 

52 Electrical UV/RO Purifier 1 

53 Electrical voltage stabilizer 1 

54 Electrical washing machine Semi/ Automatic 2 

55 Electrical water boiler 2 

56 Electrical wind generator (model)  1 

57 Electronic relay, electronic timer 2 

58 Emergency torch/light 2 

59 External growler 1 

60 Fan regulator diff. types 4 

61 Fluorescent tube with accessories 5 

62 Frequency meter 1 

63 Internal growler 250V 1 

64 Mercury vapor lamp 1 

65 Sodium vapor lamp 1 

66 MCB's and ELCB's  2 

67 Capacitor Motor 1 

68 Capacitor start capacitor run motor 1 

69 Sheded pole motor 1 

70 Split phase motor 1 

71 Squirrel cage induction motor 3 phase 1 

72 Universal motor  2 

73 Multi stage pump 1 

74 Ohm-meter 1 

75 Oil can 1 

76 Phase sequence indicator 1 
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77 Starter auto transformer for 3 phases induction mot. 1 

78 

Starter automatic star/delta for squirrel cage induction 3 phase 

motor 1 

79 Starter DOL for squirrel cage 3phase induction motor 1 

80 Transformer C.T.  1 

81 Transformer 230/6V 12V 2.5A 1 

82 Power factor meter 1 

83 Rectifier bridge, half wave, full wave 3 

84 Refrigerator 1 

  
Total 142 

 

 

 List of Tools  

Sr. 

No. 
Description Quantity 

1 Adjustable pipe wrench350mm 2 

2 Adjustable stator holder for rewinding work 2 

3 Adjustable wrench 2 

4 Allen key set (Metric) 2 

5 Auto wire insulation stripper 5 

6 Bearing puller suitable for 5HP motors 1 

7 Bench vice 150mm, 200mm 2 

8 Chisel cold 12mm, 300mm,12mm 350 mm 8 

9 Chisel firmer with handle  4 

10 Crimping tools 1 

11 De-soldering pump and wire 2 

12 Dial gauge 1 

13 Electrical knife with double blade 5 

14 Electronic leak detector digital type  1 

15 File set  1 

16 Fire buckets 10 ltr 2 

17 Fire extinguisher 1 

18 Grease gun 2 

19 Hack saw mini 5 

20 Hammer ball pen  4 

21 Hammer claw 2 

22 Hammer straight pain 2 

23 Hand drill machine with bit 1 

24 Home protector 1 

25 Hydrometer 1 

26 Insulated side cutting pliers 10mm, 150mm 10 

27 Mallet 2 

28 Pincer 2 
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29 Pipe cutter  2 

30 Pliers insulated combination flat nose, long nose 20 

31 Spanner box set 1 

32 Spanner set ring type 1 

33 Spanner set box type 1 

34 Spirit level  1 

35 Standard wire gauge 2 

36 Scissors 4 

37 Screw driver set 5 

38 Screw driver connector 5 

39 Tube holder 4 

40 Winding wire cutter 2 

41 Wire pusher 1 

42 Coil spreader 2 

43 Electrical wrench diff. type 1 

44 Tenon saw 2 

45 Neon line tester 10 

  Total 138 
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4: CONSTRUCTION TECHNOLOGY (K7, K8, K9) 

Scheme of Examination 

Std. XI 

 

Paper 
Title of the 

Paper 

Theory Practical 
Term 

work 

Project 

work 
I.V.

*
 

Total 

Marks Marks 
Time 

(Hrs) 
Marks 

Time 

(Hrs) 

1 

Building 

Materials & 

Safety 

Management  

80 3 80 3 20 10 10 200 

2 
Building 

Construction  
80 3 80 3 20 10 10 200 

3 

Civil Engineering 

Drawing and 

AutoCAD  

80 3 80 3 20 10 10 200 

 

* IV = Industrial Visits 

** OJT = On Job Training 

Std. XII 

 

Paper 
Title of the 

Paper 

Theory Practical 
Term 

work 

Project 

work 
I.V.

*
 OJT

**
 

Total 

Marks 
Marks 

Time 

(Hrs) 
Marks 

Time 

(Hrs) 

1 
Concrete 

Technology  
80 3 80 3 10 10 10 10 200 

2 

Estimates and 

Contracts 

 

80 3 80 3 10 10 10 10 200 

3 Surveying  80 3 80 3 10 10 10 10 200 

* IV = Industrial Visits 

** OJT = On Job Training 
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Introduction 

 

Construction Technology is introduced as a vocational course. This course is of two 

years. Students who have passed SSC are eligible for admission i.e. SSC passing is basic entry 

qualification for the course. Students get the facility of vocational education is formal 

education flow at +2 levels. 
 

This vocational course is demand driven course. Construction industry is one of the 

largest industries in India. Millions of people are working in this field. It is demand of 

construction of construction industry to provide people at supervisor level to assist site 

engineer or project manager. In government sector there is demand for civil engineering 

assistant. Surveyor is the person who plays the important role in construction industry. 

These surveyors can be provided through this vocational education. Architectural assistant 

is demand of architectural field which can be fulfilled by this vocational education. 
 

Qualified and skilled staff will be available at appropriate post in construction 

industry through this education due to best syllabus, teaching method training method, and 

individual guidance. The students who have passed this course can work as a construction 

contractor in government and private sector. This vocational course will provide 

employment and self employment oriented education to overcome the drawbacks in 

regular formal education.  
 

There is continuous increasing in the population of India which is now participating 

in education rather than in the labour market. Skill Development initiatives under the 

National Skill Development Mission have played an important role in the process of 

vocational Education at 10+2 stage. The objectives of the curriculum are to enhance the 

employability of youth through this competency based modular vocational courses, to 

maintain students’ competitiveness to fill the gap between the educated and the 

employable personnel. These courses are continued/revised keeping the foresight of future 

and directives of National Vocational Education Qualification Framework (NVEQF). 
 

Salient features of this course are. 
 

Demand driven course, Practical oriented training, Facility of on the Job Training, 

Industrial visits. Well equipped laboratories well designed theory and practical syllabus. 

Entrepreneurship Development Cell, Placement cell, Limited Seats, Individual Guidance, 

Government Driven and Granted Course Job Opportunities in government sector as well as 

in private sector, Provides facility of registration as government contractor, Provides 

apprentice training facility, further Education: Admission to II year diploma in Civil 

Engineering, Admission to BA, B.com, B.Cs, BBA, etc. 
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Objectives 

 

� Employment in government & Semi Government sector at appropriate post like civil 

engineering assistant in PWD, ZP, CIDCO, MIDC, MHADA, MUNCIPAL CORP, 

Municipal Council, Grampanchayat etc.     

� Building Construction Site Supervisor. 

� Surveyor.  

� Assistant Site Engineer. 

� Technical Assistant. 

� Sub Overseers. 

� Assistant to Architect. 

� CAD Draftsman. 

� Material Testing Lab Assistant. 

� Assistant to Junior Engineer. 

� Estimator. 

� Billing Assistant. 

� Quality control Supervisor. 

� Plumber. 

 

Self employment  

� As a registered government contractor, sub contractor, labour contractor, 

centering contractor. 

� Manufacturer of fly ash bricks Building Material supplier, Trader of Construction 

material such as hardware, sanitary ware, manufacturer etc. 

 

Std. XI 

Paper I: Building Material and Safety Management (K7) 
 

Objectives 

To enable the students to 

1. To know the materials used in building construction. 

2. Acquire the knowledge of building materials used for construction of building 

elements.  

3. To provide experts in quality testing of material in construction industry. 

4. To produce a good quality supervisor replacing site engineer. 

5. To provide assistant to quality control engineer. 

6. To create lab assistants for building material testing laboratory.  

7. To produce a technical assistant for material purchase department. 

8. To create awareness about latest & modern building materials available in market. 

9. To provide information for estimation. 
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10. To provide technically qualified and practically trained supervisors to building 

construction.     

11. To create awareness about safety in building construction industry among the 

students.  

12. To provide well known safety supervisors in building construction. 

 

Theory 

Sr. 

No. 
Unit Sub-Unit Periods 

1. Stone 1.1 Introduction usefulness of stone in 

construction industry.  

1.2 Types of stone from different rocks 

1.3 Properties of different types of 

stones 

1.4 Trading business of stone and its 

products.                  

06 

2. Aggregates 2.1 Introduction & Definition.  

2.2 Type of aggregates according to 

source, size, shape etc. 

2.3 Properties of aggregates.  

2.4 Laboratory tests   

10 

3. Bricks 3.1 Introduction, History of brick. 

3.2 Soil Burnt bricks. 

3.3 Fire bricks 

3.4 Fly ash bricks  

3.5 Concrete blocks (bricks).   

3.6 Light weight bricks. 

12 

4. Cement 4.1 Introduction and general 

information. 

4.2 Definition of cement, and ingredients 

of cement and chemical compounds. 

4.3 Types & grades  of cement 

4.4 Field tests of cement 

4.5 Laboratory test of cement 

4.6 Storage of cement. 

12 

5. Steel 5.1 Introduction 

5.2 Importance of steel in RCC Structure.  

5.3 Types of steel hard, medium, mild. 

5.4 Properties of steel. 

5.5 Different forms of steel and uses. 

5.6 Theoretical weight calculation of 

different forms of steel. 

06 

6. Mortar 6.1 Introduction  

6.2 Definition and function 

6.3 Ingredients and function of each 

08 
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ingredient. 

6.4 Types of mortar. 

6.5 Preparation method of cement 

mortar. 

6.6 Properties of good quality mortar 

6.7 9 Additives/Adhesives in  a mortar 

7. Tiles 7.1 Introduction, general uses.  

7.2 Properties of good quality tiles 

7.3 Type of tiles   

7.4 Ceramic tiles, Cement, clay, Stone, 

Artificial Tiles and Paving.                          

08 

8. Painting Materials 8.1 Preparation of Surface for paint. 

8.2 White wash, Colour wash & 

Distemper   

8.3 Types of paint. 

8.4 Oil paint:   

8.5 Wall papers   

10 

9. Miscellaneous 

Materials  

9.1 Introduction 

9.2 Glass facade 

9.3 Ferrous and non ferrous metal. 

9.4 Damp proofing & waterproofing 

material. 

08 

10. Health & Safety 

Management 

10.1 Construction expectation 

10.2 General construction rules 

10.3 Alcohol and drugs 

10.4 Emergency response procedure 

10.5 First aid and medical services 

10.6 Pre task planning 

10.7 Safety communication and safety 

management by walking around. 

10.8 Project hazardous material control 

10.9 Pollution prevention 

10.10 Solid waste management 

10.11 Waste water management 

10.12 Environmental Health and safety 

(EHS) rules 

12 

11. Accidents and 

Safety 

11.1 Accident prevention program. 

11.2 Site safety program. 

11.3 Personal protective kit 

11.4 Major possible injuries and first 

aid. 

11.5 Site rules and regulations. 

12 

12. Possible Accidents, 

Precautions and 

Actions 

12.1 Accidents at different stages  

12.2 Excavation 

12.3 Placing 

12.4 Slab form work 

12.5 Concreting of slab 

12 
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Practical 

Sr. 

No. 
List of Practicals Periods 

Procedure to 

Perform 

Practicals 
1. Stone 

 1. Study of Market for stones and their 

market forms. Study of comparative 

rates, main source,  price at main 

source, dealer/sub dealer/retailer’s 

price taxes profit loss etc 

16 By arranging visits or  

By arranging lecture 

of supplier 

 2. Identification and use of different 

types of stones such as marble, 

granite etc. 

Presenting collected 

samples. 

 3. Durability test of different stones. Demonstration 

2. Aggregates 

 1. Study of crusher project through PPT 

or recording &   flow diagram. 

30 LCD projector 

presentation 

 2. Determine specific gravity and water 

absorption of aggregates. 

Demonstration and 

individual Practicing. 

 3. Determine the bulking of sand. 

 4. Determine clay and silt content in an 

aggregate. 

 5. Determine the crushing strength of 

an aggregate. 

 6. Determine the impact value of an 

12.6 Removal of Centering & 

Shuttering of columns, beams, slabs 

etc. 

12.7 Electrical works 

12.8 Masonry and plastering work, 

painting work, Plumbing work. 

12.9 Lift work. 

12.10 Transportation. 

12.11 Safety- Check list for every 

activity. 

12.12 Health and safety management 

law. 

13. Green Building 13.1 Concept of Green building 

13.2 Green building standards.  

13.3 Low energy building. 

04 

   

Total 

 

120 

 

Industrial visits & visits for market survey should be performed & well organised at linked 

industry or traders. 



85 

 

aggregate. 

 7. Determine fineness modules. 

3. Bricks 

 1. To conduct Field tests of bricks to 

prove the quality of different types 

of bricks. Colour, surface texture, 

size, absorption etc. 

20 Demonstration and 

individual Practicing. 

 2. Efflorescence test of brick 

 3. Dimensions and tolerance test of 

bricks. 

 4. Determination of compressive 

strength of all types of bricks. Soil 

brick, fly ash, ACC, concrete bricks 

Demonstration 

4. Cement 

 1. Fineness test of cement by using I.S. 

sieve no.9 

30 Theory part : 

Class teaching by 

using LCD projector  2. Field tests of cement to check its 

quality. 

 3. Consistency test of cement.   Demonstration and 

individual Practicing.  4. Setting time tests( Initial setting 

time, final setting time) 

 5. Soundness test of cement. 

 6. Compressive Strength Test of 

cement. 

Demonstration and 

practicing. 

5. Steel 

 1. Field tests of steel elasticity, 

corrosion, hardness, uniformity, 

standards, etc. 

16 Classroom Teaching 

 
2. Identification & weight calculation of 

steel according to size. 

Practical by 

demonstration & 

use of steel table 

6. Mortar 

 
1. Preparation of cement mortar. 

16 Demonstration and 

practicing. 

 2. Workability test of mortar.  

7. Tiles 

 1. Field tests of different tiles. 20 By Organising 

Planned and 

designed visit 

 2. Visit to paving block manufacturing 

unit. 

 3. Visit to tile traders for market survey 

to study of comparative rates, main 

source, manufacturing price, 

dealer/sub dealer / retailer’s price 

taxes profit loss etc. 

8. Painting Materials 

 1. Visit to hardware paint shop  & 20 By Organising 



86 

 

Sanitary ware to study all and paints 

hardware material forms, their 

market rates, use, price of 

manufacturer, dealer, retailer, taxes 

on it 

Planned and 

designed visit 

9. Miscellaneous Materials  

 1. Market survey for different building 

materials used in building 

construction. 

16 By Organising 

market visit. 

10. Health & Safety Management 

 1. Study of Environmental Health and 

Safety (EHS) rules. 

20 Demonstration and 

presentation by 

arranging safety 

workshop. 

 2. Prepare a project on waste water 

management. 

11. Accidents & Safety 

 1. Study of personal protective kit and 

its practical use 

12 Showing the film on 

safety in building 

construction. 

12. Possible Accidents, Precautions and Actions 

 1. Prepare check list of safety for 

different construction activity and 

observe it on site. 

12 Demo. By film and 

on site. 

13. Green Building   

 1. Prepare a project report on green 

building. 

12 Film presentation 

Classroom teaching 

Laboratory working. 

Site visits. 

  

 

 

Total 

 

240 

 

Industrial visits & visits for market survey should be performed & well organised at linked 

industry or traders. 
 

Paper II: Building Construction (K8) 
 

Objectives 

To enable the students to 

1. Awareness about terminology used in construction. 

2. To know the Terminology in line out and each activity. 

3. Identification of building elements. 

4. To make aware about Importance of foundation in building construction. 

5. Study of types of foundation. 

6. Construction technology of each activity. 

7. To study the skills used in building construction. 

8. To acquire the different skills to be needed in building construction. 
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9. To learn the check lists of execution of each activity. 

10. To develop the supervision skills among the students. 

11. To learn the allied activities like plumbing. 

12. To know the water proofing techniques.  

13. To know about finishing activities. 

14. To know about vertical transportations 

15. To provide best technicians for construction industry. 

16. To provide technically qualified & practically trained supervisors, quality control 

assistant, technical assistant etc. to construction Industry. 

17. To provide the technically qualified and skilful contractor to construction industry. 

18. To create special contractors for special activity like water proofing contractor, 

termite proofing contractor, painting contractor, tilling contractor, cladding 

contractor etc.    

Theory 

Sr. 

No. 
Unit Sub-Unit Periods 

1. Building 

Elements and 

Terminology 

1.1 Introduction. 

1.2  Types of building. 

1.3 Plot & related Terminology. 

1.4 Lineout & related Terminology. 

1.5 Building Terminology. 

1.6 Sequence of building construction items. 

06 

2. Foundation 2.1 Introduction. 

2.2 Definition and function. 

2.3 Loads on foundation  

2.4 Points to be considered while selecting 

the type of foundation. 

2.5 Bearing capacity of soil. 

2.6 Types of foundation. 

2.7 Causes for failure of foundation & 

remedial measures. 

12 

3. Masonry Work 3.1 Introduction. 

3.2 Technical terms in masonry work. 

3.3 Types of brick masonry according to 

quality & material used. 

3.4 Bonds in brick masonry. 

3.5 Bonding of old work to new work. 

3.6 Repairing of brick masonry. 

3.7 Supervision points in brick masonry. 

(Check list for construction) 

3.8 Construction of fly ash brick masonry. 

(Check list) 

3.9 Construction of light weight brick 

masonry. (Check list) 

3.10 Construction of concrete block 

12 



88 

 

masonry. (Check list)  

3.11 Fire brick masonry work 

3.12 Stone masonry 

3.13 Technical terms. 

3.14 Dressing of stone. 

3.15 Types of stone masonry and their 

characteristics. 

3.16 Method of stone masonry work. 

3.17 Supervision points of stone masonry. 

(Check list) 

4. Walls 4.1 Introduction. 

4.2 Types of walls. 

4.3 Load & non load bearing walls. 

4.4 Retaining walls 

4.5 Cavity walls. 

4.6 Partition walls. 

4.7 Glass cladding, glass partitions. 

04 

5. Plastering & Pointing  

A) Plastering 5.1 Introduction, definitions 

5.2 Importance 

5.3 Technical terms in plastering & pointing. 

5.4 Types of plaster. 

5.5 Application of plaster. 

5.6 Curing of plaster. 

5.7 Supervision points in plastering. 

5.8 Defects in plaster and repairs of plaster 

08 

B) Pointing 5.9 Introduction 

5.10 Purpose of pointing 

5.11 Types of pointing. 

5.12 Application. 

5.13 Repairing of old pointing. 

5.14 Supervision points  

06 

6. Roof and Roof 

Covering 

6.1 Introduction,   

6.2 Technical terms. 

6.3 Type of roofs. 

6.4 Pitched roof. 

6.5 Flat roof. 

6.6 Method of fixing AC sheets. Check list for 

construction. 

6.7 Method of fixing GI sheets. Check list for 

construction. 

6.8 Drainage arrangement of flat and 

pitched roof. 

10 

7. Floors, Floorings 

and Cladding 

7.1 Introduction 

7.2 Technical terms used in floor &flooring. 

7.3 Types of floor. 

7.4 Advance materials used for flooring.  

10 
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7.5 Cladding   

7.6 Check list for construction of flooring. 

8. Doors & 

Windows 

8.1 Introduction. 

8.2 Technical terms related to doors and 

windows. 

8.3 Location and sizes of doors &windows. 

8.4 Types of doors and windows, and frames 

for it. 

8.5 Types of doors & windows according to 

material used. 

10 

9. Stairs & Stair 

Case 

9.1 Introduction. 

9.2 Technical terms. 

9.3 Location of stair. Characteristics of Good 

staircase. 

9.4 Classification of staircase. 

08 

10. Plumbing 10.1 Introduction. 

10.2 Technical terms. 

10.3 Plumbing system. 

10.4 Water supply system. 

10.5 Assessment of water. 

10.6 Service connection from authority. 

10.7 Uses of different pipes. 

10.8 Taps valves and cocks.   

10.9 Water supply scheme for house. 

10.10 Sanitary system. 

10.11 Uses of different pipes 

10.12 Fixing of different sanitary fittings. 

10.13 Construction of septic tank. Sludge 

soak pit. 

10.14 Drainage scheme for residential unit. 

12 

11. Waterproofing 

and Damp 

proofing  

11.1 Introduction. 
11.2 Reasons of dampness. 
11.3 Sources of dampness. 
11.4 Material of damp proofing. 
11.5 Material for water proofing   
11.6 Methods of water proofing of flat 

roof. 
11.7 Water proofing / damp proofing 

treatment to pitched roof.  

10 

12. Painting  12.1 Introduction. Importance of painting. 
12.2 Oil painting, Oil painting to new 

wood work.  
12.3 Oil painting for old wood work. 
12.4 Oil painting on steel work.(new / old) 
12.5 Oil painting on plastered surface. 
12.6 Oil painting  on damp wall 
12.7 Spray painting. 
12.8 Distempering  
12.9 Plastic painting. 

12 
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Practical 

Sr. 

No. 
List of Practicals Periods 

Procedure to 

Perform 

Practicals 
1. Building Elements and Terminology 18  

 1. Visit to construction site to know the 

terminology. 

8 Class teaching 

 2. Reading of drawings required for line 

out. 

4 Demonstration. 

 3. Practical of Line out for load bearing 

structure. 

2 Practicing for 

perfectness 

 4. Practical of Line out for RCC structure. 4  

2. Foundation 20  

 1. Construction of column footing 

foundation. 

4 Class teaching. 

 2. Construction of under- reamed pile 

foundation. 

4 Presentation 

through LCD 

 3. Visit to construction site to study the 

different types of foundation such as 

combined, continuous, cantilever 

footing, raft & pile foundation. 

8 Demonstration 

and presentation. 

In lab. and on site 

 4. Determination of bearing capacity of 

soil by penetration method. 

4 Test in building 

yard. 

3. Brick Masonry 24  

 1. Construction of stretcher bond 

without/ kachha mortar. 

4 Demonstration 

and Individual 

practicing. By 

using mortar 

without binding 

material. 

 
2. Construct a circular of wall of 2m 

diameter in header bond without/ 

kachha mortar. 

4 

 3. Construct a brick wall from given 

drawing in English bond 

without/kachha mortar. 

4 Theory by class 

room teaching. 

12.10 Exterior paints 
12.11 Graining  application 
12.12 Defects in painting 

   

Total 

 

120 

 
Industrial visits & visits for market survey should be performed & well organised at linked 
industry or traders. 
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 4. Construction of brick wall in Flemish 

bond from given drawing with kachha 

mortar. 

4 Theory by class 

room teaching. 

 5. Visit to construction site to study the 

different types of masonry works. 

4 Organise Visits. 

 6. Site visit to check the stone masonry 

work as per standard. 

4 Inspection as per 

check list. 

4. Walls 10  

 1. Construction of cavity wall. 6 LCD presentation 

and 

Demonstration 

on site or in 

laboratory 

 

 
2. Prepare a check list of construction of 

different walls & implementation of it 
& study of R.C.C. band for partition 
walls. 

4 

5. Plastering & Pointing 

 A] Plastering  20  

 1. Application of Cement plastering. 

(Internal & external) 

8 Demonstration in 

college by 

arranging 

experts. 

 2. Application of Cement plastering. 

(Internal & external) Application of 

Gypsum plastering. 

8 Demonstration in 

college by 

arranging 

experts. 

And individual 

Practicing. 

 3. Prepare a check list of pointing for 

supervision and implementation of it. 

4 

 B] Pointing 4  

 4. Visit to pointing work to study the 

pointing method. 

4 Demonstration 

on site. 

6. Roof and Roof Covering 20  

 1. Draw the different types of roofs. 4 Demonstration in 

college by 

arranging experts 

 2. Fixing of roofing sheets. (GI & AC)   8 

 3. Study of the RCC slab /Roof Casting 

method. 

8 

7. Floors, Flooring and Cladding 30  

 1. Prepare the vitrified tile flooring, 

without using binding material 

minimum 10 sq. m. 

6 By arranging 

skilled tile fitter 

as demonstrator 

in college Or on 

site 

demonstration 

Individual 

Practicing. 

 2. Fixing of paving blocks to prepare 

flooring without binding material 

minimum 10sq.m. 

8 

 3. Wall tilling by preparing surface on 

minimum 5sq.m 

8 

 4. Stone tile cladding 8 

8. Door & Windows 12  
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 1. Construction of different types of 

doors. 

4 Demonstration in 

laboratory By 

using doors 

prepared for 

demonstration. 

Demonstration at 

Collaborated or 

linked workshop. 

 2. Construction of aluminum sliding 

window. 

8 

9. Stairs & Stair Case 8  

 1. Study of different types of stairs, by 

sketching and with the help of 

models. 

4 Demonstration in 

laboratory. 

 2. Construction of RCC dog logged stair. 4 

10. Plumbing 36  

 1. Threading to various G.I. Pipes. 4 Demonstration In 

laboratory  2. Join different types of pipes by using 

proper fittings. (GI, UPVC, CPVC, PVC 

etc.) 

4 

 3. Fixing of different taps and valves by 

using necessary fittings. 

4 

 4. Laying the RCC, SW, PVC & CI pipes. 4 

 5. Fixing of wash basin. 4 

 6. Fixing Indian WC pan. 4 

 7. Fixing of commode (flooring, wall 

hung) 

4 

 8. Fixing of sink. 4 

 9. Fixing of urinal pot. 4 

11. Water Proofing and Damp proofing 18  

 1. Laying of Brick bat water proofing. 8 Demonstration In 

laboratory  2. Laying of tar felt water proofing. 2 

 3. Application of water proof coating. 4 

 4. Application of crack filler to external 

surface. 

4 

12. Painting 20  

 1. Application of distemper. 4 By arranging 

Expert’s 

demonstration in 

laboratory or on 

site. 

And practicing. 

 2. Application of plastic / lustre paint. 4 

 3. Application of cement paint/external 

paint. 

4 

 4. Application of oil paint. 4 

 5. Graining application in painting. 4 

  Total 240 

Industrial visits & visits for market survey should be performed & well organised at 

linked industry or traders.    
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Paper III: Civil Engineering Drawing by Autocad (K9) 
 

Objectives 

To enable the students to 

1. To impart the drafting skills among the students. 

2. To impart the knowledge to students about rules and regulations regarding 

submission drawing. 

3. To produce best civil draftsmen to construction industry. 

4. To Impart drafting skills among the students through AutoCAD software. 

5. To develop the student as a best supervisor. 

6. To develop the skills of reading of all types of drawings for implementation. 

7. To make students as technically and practically perfect personnel in construction 

industry. 

8. To impart knowledge to students for work as per drawing. 

9. To produce assistant to architect. 

10. To Impart basic interior designing skills. 

 

Theory 

Sr. 

No. 
Unit Sub-Unit Periods 

1. Engineering 

Drawing 

1.1 Introduction 

1.2 Importance of engineering drawing 
02 

2. Drawing 

Materials and 

Instruments 

2.1 Drawing materials and their usage. 

2.2 Drawing instruments and their usage. 02 

3. Lines, Lettering 

& Freehand 

Sketching 

3.1 Types of lines and their application in 

drawing 

3.2 Lettering. Introduction and importance 

3.3 Proportioning in lettering. 

3.4 General rules in lettering. 

3.5 Types of lettering. 

3.6 Free hand sketching meaning, necessity and 

sketching practice. 

04 

4. Dimensioning  4.1 Introduction and importance 

4.2 Types of dimensioning 

4.3 General rules for dimensioning 

02 

5. Orthographic 

Projections  

5.1 Introduction. Principles of orthographic 

projection. 

5.2 Methods of orthographic projections. 

5.3 Orthographic projections of simple objects. 

08 

6. Sections 6.1 Introduction and importance 

6.2 Method’s for representing section. Various 

material conventions and sections. 

08 
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6.3 Sections of simple objects. 

7. Building 

Measurement 

and Drawing 

7.1 Introduction, different type of buildings 

residential, industrial, hospital, market, 

school and bus stands etc. 

7.2 Understanding of plan, elevations and 

section for building drawing. 

7.3 Building components and their drawing 

symbols 

7.4 Measuring units for building measurement 

and their conversions. 

7.5 Area calculations. Plinth area, built up area 

and carpet area 

10 

8. Building Rules 

and Regulations 

8.1 Extract from building rules and bye laws: 

Documents and plans Number of copies, 

Undertaking from supervisor 

8.2 Submission drawings List of drawings, 

documents, and scales for different 

drawings. Drawing lay out, No. copies for 

submission Tracing , ammonia printing,   

8.3 General/ zoning regulations – residential, 

agricultural and industrial. Rules and 

regulations for different zones. 

8.4 Regulations regarding layout of building – 

Ground coverage, side margins, restriction 

on room sizes, stairs,  Openings, parking 

provision, height restrictions, floor space 

index (FSI) calculations 

8.5 Area calculation and tabulations as per 

statutory requirements. 

10 

9. Working 

Drawing  

9.1 Introduction, necessity and  

9.2 Drawings for execution. Site plan, Plan, 

elevation, and sections through various 

places, lay out plan of buildings garden, 

internal roads, water lines, drainage lines 

etc.  

9.3 Drawing for building components like stairs, 

door/ window details, toilets fittings, 

kitchen, flooring etc.  

9.4 Plumbing drawing. 

10 

10. Interior Design 10.1 Introduction and importance of interior 

designing 

10.2 Space utilization concepts. 

10.3 To enable to design and develop 

residential interior and to learn essential 

skills of space planning & furniture & 

finishes. 

08 
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11. Computer aided 

drawing (CAD) 

11.1 Usage of CAD software for drawing with 

computer.  

11.2 Different available CAD software.   

11.3 Introduction to CAD software screen/ 

GUI. 

11.4 Different methods of input. 

11.5 Different co-ordinate systems used in 

CAD software. 

11.6 Opening/ viewing and saving CAD 

drawing. 

06 

12. Commands 12.1 Draw commands:- 

Draw lines using different co-ordinate 

system, like Cartesian, system, and relative 

co-ordinate system, polar co- ordinate 

system. 

Drawing circle, rectangle and polygons. 

Object selection method, erasing drawing, 

undo and redo commands 

Drawing poly lines. 

Different Environments like Snap, grid and 

Ortho, etc similar commands. 

12.2 Editing 

Selecting Objects for Editing  

Moving Objects, Copying Objects, Rotating 

Objects, Scaling Objects, Mirroring Objects, 

offset, Hatch, Rotate, Move, Array, Blocks, 

Editing with Grips etc. Text  in Drawing, 

Types and Modifying 

12.3 Modifying Commands:-working with 

annotations, adding text in a drawing, 

modifying multiline text, formatting 

multiline text, adding notes with leaders to 

your drawing. Creating tables. 

12.4 Dimensions:- 

Dimensioning Concepts  Adding Linear 

Dimensions  Adding Radial & Angular 

Dimensions  

Editing Dimensions 

12.5 Layers: 

Concepts of layer, Layer states, Changing an 

object layer Modifying different properties 

of layer. 

12.6 Hatching:- 

Hatching, Editing hatches. 

10 

13. Advanced 

Editing 

Commands 

13.1 Trimming and extending objects. 

Stretching objects. Creating files and 

chamfers Offsetting objects Creating arrays 

14 
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of object 

13.2 Inserting blocks:- 

Concept of block Inserting block Editing of 

block 

13.3 Setting up of layouts:- 

Working in lay outs Creating and arranging 

drawing in viewports. Guide lines for layout. 

13.4 Printing drawing:- 

Printing layouts Printing from model tab. 

14. Building 

Drawing using 

CAD 

14.1 Building components drawing:  

Foundation, doors, windows, staircase, 

roof, flooring etc.  

14.2 Submission drawings:- demarcation 

drawings. site plan, key plan, location plan, 

block plan, floor plans, elevation, section 

passing staircase, section passing through 

wick., schedule of doors and windows * 

26 

   

Total 

 

120 

Industrial visits & visits for market survey should be performed & well organised at linked 

industry or traders. 

Practical 

Sr. No. List of Practicals Periods 
Procedure to 

Perform Practicals 
1. Lines, Lettering & Freehand Sketching 12  

 1. Draw different types of lines 

lettering and conventional symbols 

used in building construction. 

4 Student will be able 

understand and draw 

the basic engineering 

drawings. 

 2. Draw sanitary fittings and fixtures 

by free hand sketching. 

4 Demonstration  

On 

Board and practicing. 

 3. Construction of geometrical 

figures. 

4 By class teaching and 

giving assignment 

2. Dimensioning  4  

 1. Draw a figure showing rules for 

dimensioning. 

4 By preparing drawing 

sheets accordingly. 

3. Orthographic Projections  16  

 1. Draw orthographic projections of 

given simple object by first angle 

method, enough practice and 5 to 

8 examples. 

8 By preparing drawing 

sheets accordingly. 

 2. Draw orthographic projections of 

simple object by third angle 

8 By preparing drawing 

sheets accordingly. 
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method, enough practice and 5 to 

8 examples. 

4. Sections 8  

 1. Draw sections in the above topics 5 

to 8 Examples. 

8 By preparing drawing 

sheets accordingly. 

5. Building Measurement and Drawing 24  

 1. Sketching practice of various 

components of Building e.g. 

Foundation, floors, stairs and stair 

cases, doors and windows, 

different types of roofs. 

14 Demonstration  

On 

Board and practicing. 

 2. Measurement of existing building. 

Preparation of the existing building 

plan. 

10 

6. Building Rules and Regulations 50  

 1. Preparation of line plan for a few 

type of buildings. 

14 Demonstration  

On 

Board and practicing.  2. Preparation of detailed plan, 

elevation and section for one 

building. 

14 

 3. Preparation of the submission 

drawing for small residence ground 

only structure as per local statutory 

guidelines. 

22 

7. Working Drawing 16  

 1. Preparation of RCC drawing for at 

least two building components 

with important reinforcement 

detailing. 

16 Demonstration  

On 

Board and practicing. 

8. Computer Aided Drawing (CAD) 4  

 1. Introduction to CAD software & 

commands used. 

4 Demonstration on LCD 

projector and Individual 

practicing. 

9. Commands 48  

 1. Draw different geometrical figures 

by using different CAD Software 

commands. 

8 Demonstration on LCD 

projector and Individual 

practicing. 

 2. Draw given objects by using 

different commands used in CAD 

software. 

8 Demonstration on LCD 

projector and Individual 

practicing. 

 3. Drawing of various components of 

Building e.g. Foundation, floors, 

stairs and stair cases, doors and 

windows, different types of roofs 

using CAD software. 

18 Demonstration on LCD 

projector and Individual 

practicing. 

 4. Measurement of existing building. 14 Demonstration on LCD 



98 

 

Preparation of the existing building 

plan using CAD software. 

projector and Individual 

practicing. 

10. Building Drawing using CAD 58  

 1. Preparation of the submission 

drawing for small residential 

structure as per local statutory 

guidelines Preparation of detailed 

plan, elevation and section for one 

two storied building using CAD 

software 

26 Demonstration on LCD 

projector and Individual 

practicing. 

 2. Preparation of RCC drawing for 

building components with 

important reinforcement detailing 

using CAD software. 

16 Demonstration on LCD 

projector and Individual 

practicing. 

 
3. To Design the interior for living, 

Kitchen and Bed room. 

16 Demonstration on LCD 

projector and Individual 

practicing. 

  

 

 

Total 

 

240 

Industrial visits & visits for market survey should be performed & well organised at linked 

industry or traders. 

 

Std. XII 

Paper I: Concrete Technology (K7) 
 

Objectives 

To enable the students to 

1. To aware the students about very important technology 

2. To impart the knowledge about quality control 

3. To impart testing skills among the students 

4. To impart execution skills of concreting activity 

5. To impart quality control skills in RCC 

6. To impart knowledge of erection of formwork. 

7. To impart knowledge for preparation of reinforcement for different activities. 

8. To develop the supervision skills of students. 

 

Theory 

Sr. 

No. 
Unit Sub-Unit Periods 

1. Introduction 1.1 Brief  introduction, definition, 

1.2 Properties of concrete 

1.3 Uses of concrete 

1.4 Types of concrete. 

04 
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2. Ingredients of 

Concrete 

2.1 Cement: physical properties of cement.  

2.2 Aggregates: classification of aggregates 

according to size and shape. 

2.3 Grading of Aggregate: Fineness modulus. 

2.4 Water: Quality required as per IS 456-

2000. 

08 

3. Properties of 

Concrete 

3.1 Properties of fresh concrete. 

3.2 Properties of concrete in harden state. 
08 

4. Water Cement 

Ratio 

4.1 Principle of water-cement ratio law/ Duff 

Abram’s water-cement ratio law:   

4.2 Relation between water cement ratio and 

strength. 

06 

5. Workability 5.1 General, definition, concept of internal 

function. 

5.2 Factors affecting workability. 

5.3 Measurement of workability. 

08 

6. Concrete Mix 

Design 

6.1 Concept of mix design. 

6.2 Variables in proportioning & various 

method of proportioning 

6.3 Introductions of various grades of concrete 

as per IS456-2000, proportioning for 

normal mix as prescribed by IS 456-2000 

and adjustment on site for bulking of fine 

aggregate, water absorption, and 

workability. 

12 

7. Admixtures 7.1 Introduction. 

7.2 Classification of admixtures- 

7.3 Accelerators 

7.4 Retarders 

7.5 Air entraining agents. 

7.6 Super plasticizers. 

7.7 Other Admixture. 

08 

8. Special Concretes 8.1 Introduction, 

8.2 Light weight concrete. 

8.3 Aerated concrete 

8.4 High density concrete 

8.5 Sulphur infiltrated concrete. 

8.6 Fibre reinforced  concrete 

8.7 Cold weather concreting. 

8.8 Hot weathering concrete. * 

8.9 Ready mix concrete. 

08 

9. Conducting 

Operations 

9.1 Storing of cement. 

9.2 Storing aggregates. 

9.3 Batching of ingredients. 

9.4 Mixing of ingredients. 

9.5 Transportation of concrete. 

9.6 Placing of concrete. 

12 
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9.7 Compaction of concrete 

9.8 Curing of concrete. 

9.9 Jointing. 

9.10 Defects in concrete. 

9.11 Check list of different stages. 

10. Reinforcement in 

Concrete 

10.1 Introduction. Terminology in RCC & 

Introduction to all RCC members. 

10.2 Tools and equipments required For bar 

cutting & bending. 

10.3 Properties of reinforcement steel. 

10.4 Checklist for reinforcement for different 

RCC members. 

14 

11. Form Work 11.1 Introduction, Objects of form-work, 

properties of good quality form-work. 

11.2 Types of formwork as per material used in 

formwork. Advantages of different 

materials used for formwork.* 

11.3 Erection method of Form works for 

different RCC members. 

11.4 Checklists for formwork of different RCC 

member.   

08 

12. R.C.C. Structural 

Member   

12.1 Reading and interpretation of RCC 

members. * 

12.2 Checklists for construction of different 

RCC member. 

16 

13. Scaffolding 13.1 Introduction. 

13.2 Purpose of scaffolding. 

13.3 Material used for scaffolding. 

13.4 Characteristics of good scaffolding. 

13.5 Types of scaffolding. 

13.6 Various types of rope knots metal 

coupling, 

13.7 Erection of scaffolding. 

13.8 Checklist for different scaffolding. 

08 

   

Total 

 

120 

 

Practical 

Sr. 
No. 

List of Practicals Periods 
Procedure to 

Perform 
Practicals 

1. Ingredients of Concrete   16  

 1. To determine the F.M. of aggregates. 8 Student will be 
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able understand 
and draw the basic 
engineering 
drawings. 

 To determine specific gravity and water 

absorption. 

8 Demonstration and 

 Practicing. 

2. Properties of Concrete 8  

 
1. To determine the compressive strength of 

concrete. 

8 Demonstration and 

 Practicing Method 

3. Water Cement Ratio 8  

 
1. Perform and analyse the effect of water 

cement ratio on strength of cement. 

8 Demonstration and 

 Practicing Method 

4. Workability 12  

 1. To determine the workability of concrete 

by slump cone. 

4 

Demonstration and 

Practicing Method 
 2. To determine workability of concrete by 

compaction factor test method. 

4 

 3. To determine the slump by K slump tester. 4 

5. Concrete Mix Design 24  

 1. To design the concrete mix for various 

strengths:- m100, m200, m250, etc. 

16 Demonstration and 

 Practicing Method  2. To determine the bulking of sand. 4 

 3. To determine water content in aggregates. 4 

6. Special Concretes 8  

 1. Visit to ready mix plant. 8 Observation 

VCD presentation 

7. Conducting Operations 24  

 1. Study of store on site. 4 Demonstration and 

 Practicing Method  2. Non destructive test on hardened 

concrete: 

Rebound hammer method 

Ultrasonic pulse velocity test. 

8 
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3. Core testing for compressive strength. 

4 

 4. Visit to construction site study the 

machinery and equipments used in 

construction industry. 

8 Organise site visit 

8. Reinforcement Concrete 48  

 
1. Prepare reinforcement for footing. 

6 

Demonstration and 

Practicing Method 

 

 
2. Prepare reinforcement for ckeâolumn. 

6 

 
3. Prepare reinforcement for beam. 

6 

 4. Prepare reinforcement for slab –one way, 

two way, PT slab, continuous & cantilever, 

etc. 

8 

 5. Prepare reinforcement for lintel and 

chajja. 

6 

 
6. Prepare reinforcement for stair. 

8 

 
7. Prepare reinforcement water tank. 

8 

9. Formwork 56  

 1. Erection of form work for RCC lintel and 

chajja. 

8 

Demonstration and 

Practicing Method 

 
2. Erection of formwork for RCC pardi. 

8 

 
3. Erection of formwork column footing. 

4 

 
4. Erection of form work for column. 

8 

 
5. Erection of formwork for beam slab. 

8 

 
6. Erection the formwork for staircase. 

8 

 
7. Erection of formwork for lift case. 

8 

 
8. Erection of formwork for round column. 

4 

10. R.C.C. Structural Member 36  

 1. Visit to construction site to know the 

reinforcement and formwork method for 

different activities. 

12 

Demonstration and 

Practicing Method 
 2. Visit to construction site to study the 

concreting operations of various items. 

4 

 
3. Visit to ready mix plant. 

4 
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4. Scaffolding 

08  

 5. To erect different types of scaffoldings. 08 Demonstration and 

Practicing Method 

  Total 240 

Practical should be conducted in demo lab for more practice. Demo lab should be well 

designed and well equipped. Visits should be arranged at only linked and collaborated 

construction industry for effective results. 

 

 

 

 

Paper II: Estimates and Contracts (K8) 
 

Objectives 

To enable the students to 

 

1. Candidate should be enabled to read engineering drawing. 

2. To learn construction process of building items with respect to requirement material, 

their proportion and labour, tools & plants, equipments.  

3. To understand qualitative difference as per specifications & rates of building 

material. 

4. To understand cost relationship with respect to quality and quantity of building 

construction. 

5. To enable for taking out measurements of building items. 

6. To enable for computation of quantity of building items. 

7. To enable to compute quantity of material for building items.  

8. To enable for rate analysis and cost assessment. 

9. To enable to prepare tenders. 

10. To study the different contract methods. 

11. To study different (construction) execution procedure. 

12. To study different bills. 

13. To study the construction store as store keeper. 

14. To understand the responsibilities as building site supervisor/work 

supervisor/master clerk. 

 

Theory 

Sr. 

No. 
Unit Sub-Unit Period 
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1. Introduction to 

Estimates 

1.1 Introduction 

1.2 Definition of Estimate terms used in 

estimates. 

1.3 Purpose of Estimate 

04 

2. Types of Estimates 2.1 Types of   Approximate Estimates.   

2.2 Detailed Estimate  

2.3 Comparison between approximate and 

detailed estimates. 

04 

3. Measurement of 

Building Work 

3.1 Methods of Measurement –  

3.2 Rules for measurement. 

3.3 Units of measurement for different items.   

04 

4. Detailed Estimates 4.1 Data required for preparing Estimate 

4.2 Steps in Preparation of Detailed Estimate 

4.3 Various forms in Estimate –   

04 

5. Specifications 5.1 Introduction 

5.2 Definition, points to be included 

specifications 

5.3 Importance of specifications. 

5.4 Types of Specifications 

5.5 Points to be noted while preparing 

specification. 

5.6 Specifications for different items. 

06 

6. Quantities of 

Materials 

6.1 Introduction, points to be taken into 

consideration for material calculations. 

6.2 Importance of material calculation. 

6.3 Calculation of Quantities of Material for 

different items.     

12 

7. Rate Analysis 7.1 Introduction.   

7.2 Importance/necessity 

7.3 Data required for Rate analysis. 

7.4 Factors affecting analysis of rates 

7.5 Analysis of rate for various items.  

14 

8. Taking out 

Quantities/Quality 

Surveying  

8.1 Introduction 

8.2 General, Points  to be considered while 

taking out quantities 

8.3 Rules for taking out quantities. 

8.4 Methods of taking out Quantities 

8.5 Quantity survey for simple items.  

18 

9. Construction 

Planning 

9.1 Classification of construction  

9.2 Planning –  

9.3 Resources of construction  

9.4 Construction team 

9.5 Construction organization in government 

sector such as PWD, ZP, Municipal 

corporations.   

08 

10. Construction 10.1 Introduction ,General Idea  

10.2 Types of labor 
08 
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Practical 

Sr. 

No. 
List of Practicals Periods 

Procedure to 

Perform 

Practicals 

1. Types of Estimates 8  

 1. To calculate the different types of areas of 

existing building. Such as plinth area carpet 

area, covered area, built up area.  

 Class teaching For 

Theory 

Labour 10.3 Labour acts.     

11. Quality Control 11.1 Meaning, definition, importance. 

11.2 Necessity of quality control. 

11.3 Stages in quality control. 

11.4 Major items for quality control. 

11.5 Quality control of different items. 

10 

12. P.W.D. works 12.1 Classification of P.W.D.works   

12.2 Method of carrying out works- 

Department and contract.  

12.3 Preparation of bill, Types of bill  

12.4 Important points to be considered 

while checking bill.  

12.5 Rules for MB writing. 

08 

13. Contracts 13.1 Introduction, definition. 

13.2 Different types of contract 

13.3 Contract documents. 

10 

14. Tender 14.1 Introduction, definition, General Idea.  

14.2 Concept of quotation & tender 

14.3 Types of tender, types according to 

cost and nature.   

14.4 Stages in tender preparation    

14.5 Tender notice. 

14.6 Submission of tender. E-tendering. 

14.7 Scrutiny of tender.  

14.8 Work order. 

14.9 Deposit works. 

14.10 Earnest money and security 

deposits penalty. 

14.11 Types of submission of tenders. 

14.12 Tender documents. 

14.13 Documents for registration as a 

contractor. 

10 

  Total 120 
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And 

Field work for 

Practical. 

2. Measurement of Building Work 16  

 1. To take measurement of different items 

executed and calculate the quantities by 

proper method of measurement. 

 Practical in suitable 

and convenient 

Site by 

demonstration 

And actual 

practicing to 

student. 

 

1. Take all measurements in FPS. Method and 

convert it into MKS units for calculating 

quantities of different items. 

 

3. Detailed Estimates 8  

 1. To prepare a sheets used in estimation, 

measurement sheet, abstract sheet, 

composite form measurement and coast. 

 
Class Teaching 

4. Specifications 12  

 1. To prepare specification for excavation 

work.   

 

Class Teaching 

 
2. To prepare a specification for RCC work. 

 

 
3. To prepare specification for B. B. Masonry. 

 

 
4. To prepare specification for Plaster. 

 

 
5. To prepare specification for painting. 

 

 6. To prepare specification for flooring. 

(Selective item should be performed) 

 

5. Quantities of Materials 36  

 1. Calculate the quantities of materials for 

different items.  

 

Class Teaching 

 
2. Brick Masonry (for different proportions) 

 

 
3. PCC (for different proportions) 

 

 4. Stone masonry (all types with different 

proportions) 

 

 5. Plastering 12mm thick,20mm thick 

(different proportions) 
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6. Pointing (different proportions) 

 

 
7. RCC (with different proportions) 

 

 
8. White washing and color washing.   

 

6. Rate Analysis 36  

 1. Prepare the rate analysis for different 

construction items. 

 

Class Teaching 

a. Earthwork in Excavation 
 

b. PCC / RCC 
 

c. Brick Masonry   
 

d. Stone Masonry 
 

e. Cement Plaster   
 

f. Pointing 
 

g. White washing 
 

h. Distempering 
 

i. Oil Painting 
 

j. Cement Paint 
 

7. Taking out Quantities/Quality Surveying 52  

 1. Calculate the quantities of different items 

for construction of compound wall from 

given drawing. 

 
Class Teaching 

 2. From given drawing of steps  calculate the 

quantities of different construction items 

 Class Teaching 

 3. Calculate the quantities of simple column 

footing from given drawing 

 Class Teaching 

 
4. Calculate the quantities of different items 

of RCC trapezoidal footing from given 

drawing. 

 Class Teaching / 

Laboratory 

Teaching 

 5. Calculate the quantities of different items 

required for construction of circular and 

semicircular steps from given drawing. 

 
Class Teaching 

 6. Calculate the quantities of different items 

for rectangular water tank constructed in 

brick masonry by using both long wall –

 
Class Teaching 
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short wall and centre line method from 

given drawing. 

 7. Calculate the quantities of different items 

for circular water tank from given drawing. 

 

Class Teaching 

 8. Calculate the quantities of different items 

for two rooms from given drawing by using 

long wall-short wall and centre line 

method. 

 

 9. Calculate the quantities of different items 

for three rooms from given drawing by 

using long wall-short wall and centre line 

method. 

 

 10. Calculate the quantities of different items 

for four rooms having toilet blocks from 

given drawing. 

 
Laboratory 

teaching. 

Practicing by 

Giving 

Assignment. 

 11. Calculate the quantities of different items 

for four roomed bungalow constructed in 

RCC from given drawing. 

 

 12. Calculate the quantities of different items 

for two storied RCC building from given 

drawing and prepare detailed estimate for 

this. 

 

8. Quality Control  16  

 1. Prepare a checklist of quality control for 

RCC work and implement it on any 

construction site. Prepare a report of 

quality control. 

 

Class Teaching 

9. Works 16  

 1. Take measurements of completed items 

and enter it into measurement book with 

all rules. 

 

Class Teaching 

 
2. To prepare a bill from MB and DSR. 

 

10. Contracts 12  

 1. Visit to PWD/Govt. office to study Different 

contract methods, tender Methods, and 

documents used for it. 

 
Oraganise Visit 

11. Tender 28  

 
1. Prepare a project: 

 
Class teaching. 

Demonstration and 

arranging 

 2. Draw four room plan of bungalow (ground 

floor) using AutoCAD Software. 

 

 
3. Submission Drawing /2 packets, 3packets. 
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4. Working drawing. 

 Workshop 

To 

Impart 

Knowledge 

Of tender 

procedure for 

getting work. 

 
5. Detail Estimate for same. 

 

 
6. Prepare a Tender form. 

 

 
7. Prepare a Tender notice. 

 

 
8. Submission of Tender, E-tendering. 

 

 
9. Tender Opening stages. 

 

 
10. Stages in Scrutiny. 

 

 
11. Prepare a Work order. 

 

 
12. Execution procedure 

 

 
 

Total 240 

Student should be perfect in estimation by practicing in both theory and practical. Student 

should be able to fill tenders for getting govt. Works, encourage the students for the same. 

 

Paper III: Surveying (K9) 
 

Objectives 

To enable the students to 

 

1. To read all types of maps. 

2. To read revenue land record maps. 

3. Perform survey to prepare maps. 

4. Perform survey to prepare layout and mark the plots. 

5. To collect information for fulfillment at objectives 

6. To mark the layout in the plot for the proposal construction. 

7. To determine topography of land. (Rise and fall of the ground level) 

 

Theory 

Sr. 

No. 
Unit Sub-Unit Period 

1. Fundamentals of 

Surveying 

1.1 Meaning, importance and need of surveying 

1.2 Different type of survey  

1.3 Equipments 

08 
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1.4 Fundamentals of land survey 

2. Chain Surveying 2.1 Linear survey methods, chain and its types, 

optical square, cross staff, locating ground 

feature by offsets – field book, conventional 

symbols, plotting chain survey and 

computation of areas, errors in chain 

Surveying and their elimination. 

12 

3. Compass 

Surveying 

3.1 Principles and use of prismatic compass, 
adjustments, Bearings.  

3.2 Local attraction and its adjustments.  
3.3 Method of Chain and compass surveying of 

an area. 
3.4 Adjustments of traverse. 
3.5 Errors in compass surveying and precautions 

14 

4. Plane Table 

Surveying 

4.1 Study of Equipment 
4.2 Orientation 
4.3 Methods of Plane Tabling, Three Point 

method. 

14 

5. Leveling 5.1 Introduction and principles of Dumpy Level,  
5.2 Basic definitions,  
5.3 Detail of dumpy Level and use of Dumpy 

Level in surveying, 
5.4 Temporary adjustment of Levels, 

Sensitiveness of bubble tube;  
5.5 Methods of leveling – Differential, Profile & 

fly Leveling,   
5.6 Effect of curvature and refraction, Automatic 

levels, 
5.7 Plotting longitudinal sections and Cross 

sections; 
5.8 Measurement of area and volume 

16 

6. Contouring 6.1 Introduction to Topographic Map,  
6.2 Characteristics of Contour. 
6.3 Contour Interval.  
6.4 Methods of Locating Contours,  
6.5 Interpolation of Contours  

12 

7. Auto Level & 

Digital Level 

7.1 Introduction and use of Auto level. 
7.2 Introduction and use of Digital level for 

multiple leveling 

14 

8. Theodolite Survey 8.1 Component parts of transit theodolite 
8.2 Measurement of horizontal angles 
8.3 Co-ordinate & transverse table. 
8.4 Digital Theodolite Construction and uses 
8.5 Determination of horizontal of vertical angles 

and also slopes  

16 

9. Total Stations 9.1 Introduction to total station survey 
9.2 Method of using the total stations for 

surveying, free station surveys, tie distance, 
remote height 

9.3 Computations (COGO) 
9.4 Longitudinal and Transverse profiles 

14 
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9.5 Contour map, cut and fill volumes staking 
out, cross station reference line, road 
program  

  Total 120 

 

Practical 

Sr. 

No. 
List of Practicals Periods 

Procedure to 

Perform 

Practicals 

1. Fundamentals of Surveying 24  

 1. Study of various instruments like Tapes, 

Chains, Cross-Staff, Optical square, Line 

Ranger, Ranging Rods. 

8 

Demonstration 
 2. Direct Ranging For minimum 50 meter 

length. 

8 

 3. Indirect Ranging taking some obstacles 

minimum 50 mater length. 

8 

2. Chain Surveying 36  

 1. To Plot & To determine area by chain 

surveying by Triangulation Method. 

8 Class Teaching 

 2. Study of various symbols used in surveying. 4 Demonstration 

 3. To calculate the area of field with plotting by 

cross-staff surveying. 

8 

Practicing  4. Setting out right angles by Optical Squares. 8 

 5. Ranging by Line rangers. 8 

3. Compass Surveying 16  

 1. Study of Prismatic Compass. 8  

 2. To Plot & To Calculate area of field by 

Compass Surveying. 

8  

4. Plane Table Surveying 16  

 1. To Plot & To Calculate area of given field by 

Plane table surveying (radiation and 

orientation method) 

16  

5. Leveling 40  
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 1. Study of Dumpy Level. 4 

Class Teaching 

Demonstration 

Practicing 

 2. Reading the leveling staff. 8 

 3. Practice in recording & finding reduce level 

by collimation method. 

4 

 4. Practice in recording & finding reduces level 

by rise and fall method. 

8 

 5. Taking fly levels for distance of 2.0km. 8 

 6. Profile leveling for Road Project. 8 

6. Contouring 16  

 1. Study of Contour with Characteristics. 4  

 2. Plotting cross-sections of field with drawing 

contour. 

12  

7. Auto Level & Digital Level 24  

 1. Study of Auto Level. 8 Class Teaching 

 2. Leveling Practice by Auto Level by Rise & Fall 

Method. 

3. Recording levels in Field Book with check 

complete. 

8 

Demonstration 

 4. Leveling Practice by Auto Level by 

Collimation Plane Method. 

5. Recording levels in Field Book with check 

complete. 

8 

Practicing 

8. Theodolite Surveying 32  

 1. Study of theodolite 8 Class Teaching 

and 

Demonstration 

 2. Adjustment & setting of theodolite 12 Demonstration of 

instrument and 

Practicals  
 3. Taking readings and recording those readings 

in the field book 

12 

9. Total Stations 36  

 1. Study of total stations  4 

Demonstration 

and Practicals 
 2. Method of using the total station survey 8 

 3. Calculations/Computations (COGO) 8 
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 4. Study of contour maps 8 

 5. To draw cross section and road program 8 

  Total 240 

 

REFERENCE BOOK 

Sr. 

No. 
Name of the book Authors & Publications 

1 Building construction B.C. Punmia 

2 Construction Management Vajrani & Chandola 

3 Construction Management Harpal Singh. 

4 Building Construction Sushil Kumar 

5. Building Construction Rangwala. 

6. Building Material Chaudhari  

7. Concrete Technology M.S. Shetty/ S CHAND. 

8. Concrete Technology. S.S. Chaudhari/ NIRALI  

9. Building Material and Construction. RK  Jain,V.R. Phadke/ Nirali  

10. Practical Building Construction & its 

Management. 

Mantri Publication 

11. Building Construction W.B. Mckay 

12. Surveying  B.C. Punmia 

13. Cement Concrete Mix Design M. Y. Sabnis 

14. Surveying- Vol. 1, Vol. 2 Kanitkar and Kulkarni 

15. Building Drawing Shah, Kale, Patki, 

16. Building  Drawing Y. S. Sane 

17. Building Drawing Guru Charan  Singh 

18. RCC Design Shah , Kale 

19. National Building Code ,BIS, New Delhi BIS, new Delhi. 

20. Water Supply and Sanitary Engineering S.C. Rangwala 

21. Water Supply and Sanitary Engineering  J. S. Birdie 

22. Building Material Harpalsingh  

23. Introduction to CAD D.D. Vaisonet, publisher: Mc Graw 

Hill, New Delhi 

24. The ABC’s of AUTOCAD Alan and Miller Published by BPB pub 

25. Mastering AUTOCAD George Omura Published 
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26. Inside Auto CAD the ABC’s of Auto CAD 

2004 

Racker and Rice Alan Miller Technical 

Publication Singapore. 

27. Auto CAD Practice      

 

BPB Publishers New Delhi. 

 

28 Estimating and Costing B.N. Dutta  

29 Estimating and Costing Vazirani & Chandola 

30 Building Construction, Vol. 1. to 4 W.B. Mackey 

31 Construction Foundation Engg. Bharat Sing 

32 Estimating and Costing Chakrabourti 

33 Contract and Accounts B.S. Patil 

34 Notes for Computer Course Auto CAD Fadake, Moghe. 

35 Concrete Technology K.C. Krishnaswami. & A.A. Khandekar 

Publication Dhanpatray. 

 

 

MACHINERY AND EQUIPMENTS REQUIRED 

SR PARTICULAR QTY 

1 LCD PR0JECTOR WITH LAPTOP 1 

2 COMPRESSIVE STRENGTH TESTING MACHINE (DIGITAL) 1 

3 
SET OF MOULDS CONCRETE &  MORTAR CUBES 150 MM, 70.5MM (4 Nos 

each) 
1 

4 K SLUMP TESTER 1 

5 SLUMP CONE SET 2 

6 COMPACTION FACTOR APPARATUS 1 

7 VICAT’S APPARATUS WITH ALL ATTACHMENTS. 1 

8. SIVE ANALYSIS SET FINE & COARSE 1 

9 ELECTR0NIC WEIGH BALANCE (SENSITIVE BALANCE) 1 

1O SIEVES FOR FINENESS OF CEMENT SIEVE NO. 9  

11 VIBRATING MACHINE (12000 RPM+/-400) 1 

13 WEIGHING BALANCE (100KG) 1 

14 MINI CONCRETE MIXER. 1 

15 CONCRETE NEEDLE VIBRATOR 1 
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16 TILE CUTTER MACHINE 2 

17 TILE POLISHING MACHINE (WITH DIFFRENT NUMBER STONES) 1 

18 BAR BENDING MACHINE 1 

19 POWER CUTTER 1 

2O DRILLING MACHINE 2 

21 METAL TRAY SET 2 

22 CORE CUTTING MACHINE WITH ATTACHMENT 1 

23 MECHANICAL RAMMER (COMPACTOR) 1 

24 MONO BLOCK PUMP SET 1 

25 MASONRY GRINDER 1 

26 REBOUND HAMMMER.(NORMAL) 1 

27 REBOUND HAMER (DIGITAL) 1 

28 VIBRATING TABLE FOR MOULD 1 

29 CONCRETE( HARDENED) TESTING KIT 1 

30 AGGREGATE IMPACT VALUE APPARATUS 1 

31 CRUSHING VALUE APPARATUS. 1 

32 SEDIMENTATION PIPPET FR SILT CONTENT 1 

33 SET OF BEAKER 1 

34 GRADUATED CYLINDERS SET 1 

35 MEASURING CYLINDERS 100, 5OO 1000ML. 1 

36 90 MICRON SIEVE. 4 

37 GUAGING TROWEL 4 

38 STOP WATCH 2 

39 OVEN 1 

40 METAL TRAYSET. 1 

41 DRILLING MACHINE 1 

42 SPRAY PAINTING MACHINE 1 
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43 PAINT REMOVER STOVE 1 

44 LEE CHATTELIERS APPARATUS 1 

45 STEEL BAR CUTTER 1 

46 K SLUMP TASTER 1 

47 BAR BENDING TABLE 1 

SURVEYING TOOLS 

1 METRIC CHAINS 2 

2 CROSS STAFF 2 

3 CROSS STAFF (ALL TYPES) 4 

4 PRISMATIC COMPASS 2 

5 METALIC TAPES 4 

6 RANGING ROD 6 

7 ARROWS (CHAIN PINS) 24 

8 PLUMB BOB 6 

9 OPTICAL SQUARE 4 

10 PRISMATIC COMPASS 2 

11 PLANE TABLE  2 

12 ALIDADE 2 

13 DRAWING BOARD 2 

14 DUMPY LEVEL 1 

15 THEODOLITE 1 

16 AUTO LEVEL 1 
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17 DIGITAL LEVEL 1 

18 DISTOMAT (EDM) 1 

19 DIGITAL THEODOLITE 1 

2O TOTAL STATION 1 

21 ADVANCED SURVEING GPS 1 

22 TAPES 30M 4 

TOOLS AND EQUIPMENTS 

1 MASON’ S TOOL KIT 4 

2 BRICK LAYER’S TOOL KIT 4 

3 TILER’S TOOL KIT 4 

4 BAR BENDER’S TOOL KIT 4 

5 PLUMBER’S TOOL KIT 4 

6 CARPENTER’S TOOL KIT (FORM WORK) 4 

7 PAINTERER’S TOOL KIT 4 

8 MORTAR MIXING PAN 2 

9 WATER SRAYER, SPADES , BUCKET, METAL, PLASTIC PANS (each) 1O 

1O SAFETY TOOL KIT 6 

11 WHEEL BURROW 0F   TYRE WHHELS 6 

12 BATCH BOX 2 

13 HELMETS 25 

14 FIRST AID TOOL BOX /FIRST AID BOX 2 

15 TUB FOR CURING 1 

16 GUM SHOES. SET 10 
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FORM WORK MATERIAL 

1 

TOTAL SET OF FORWORK FOR 50 SQ. M. (STELL PLATES, STEEL PROPS 

WITH ALL FITTINGS etc,  PLYWOOD FOR SHUTTERING, WOODEN 

PLANKS, WOODEN PLANKS  etc,)RCC SLAB,FOOTING , COLUMN , BEAM, 

ETC. 

1 

S 

E 

T 

DRAWING TOOLS 

1 DRAWING BOARDS 25 

2 TEE SQURE 25 

3 MINI DRAFTERS 2 

4 TECHERS GEOMETRY BOX 2 

5 COMPUTERS 10 

6 LAP TOP 2 Nos. 

7 SET SQUARES SET 4 

8 INSTUMENT BOX 4 

9 DRAWING SHEET CASE 4 

1O PLOTTER 1 

11 PRINTER 2 

12 INVERTER 1 

13 PEN DRIVES 8GB 2 

14 BLANK CDS 2 

AUTO CAD TOOLS 

1 AUTO CAD SOFTWARE WITH LIENSE 1 

2 SOFTWARE FOR 3D 1 

2 FURNITURE FO COMPUTER SETTING LS 
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4 INTRIOR OF LABORATORY LS 

SPACE AVAILABILITY 

 SPACE REQUIREMENT  

1 DRAWING HALL FOR 2O STUDENTS------------- (6OO SQ. FT.) 1 

2 DEMO LABORATORY------------------ (400 SQ. FT.) 1 

3  CONST. & SURVEYING LABORATORY ----------- (600 SQ. FT.) 1 

4 STORE ---------------------------------- (600 SQ. FT.) 1 

5 BUILDING YARD ----------------------- (2000 SQ. FT.) 1 

6 MATRIAL STORAGE ------------------ (600 SQ. FT.) 1 
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6: COMPUTER TECHNOLOGY (X4, X5, X6) 

Scheme of Examination 

Std. XI 

 

Paper Title of the Paper 

Theory Practical 

Term 

work 

Project 

work 
I.V.

*
 

Total 

Marks Marks 
Time 

(Hrs) 
Marks 

Time 

(Hrs) 

1 Office Automation  80 3 80 3 20 10 10 200 

2 Desktop Publishing  80 3 80 3 20 10 10 200 

3 

Computer 

Hardware & 

Networking  

80 3 80 3 20 10 10 200 

 

* IV = Industrial Visits 

Std. XII 

 

Paper 
Title of the 

Paper 

Theory Practical 

Term 

work 

Project 

work 
I.V.

*
 OJT

**
 

Total 

Marks Marks 
Time 

(Hrs) 
Marks 

Time 

(Hrs) 

1 
Web Page 

Designing  
80 

3 
80 

3 
10 10 10 10 200 

2 
Database 

System  
80 

3 
80 

3 
10 10 10 10 200 

3 
Multimedia and 

Animation  
80 

3 
80 

3 
10 10 10 10 200 

 

* IV = Industrial Visits  

** OJT = On Job Training 
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Introduction 

Computer Technology covers almost every aspect of our daily lives from business to 

leisure. In this era of globalization it is necessary to have adequate skills in computer 

techniques. 

The syllabus of Computer Technology has been evolved in such a way that after 

completion of the course of two years (Std. 11th and 12th), the student would acquire good 

working skills suited to work as an IT person. 

He/she would also gain confidence to work as DTP operator, Hardware and 

Networking Technician and also Web Designer etc. 

Objectives: 

� To make the student computer literate. 

� To make him/her familiar with Internet techniques. 

� To make him/her aware about basic hardware aspects of computer, 

telecommunication and other devices. 

 

� Specific objectives: 

Wage employment and self employment opportunities: 

1. Data Entry operator 

2. DTP operator 

3. Hardware & Networking Technician 

4. Assistance of Database Administrator 

5. Web Designer 

6. Animator 
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Std. XI 

Paper I: Office Automation (X4)  

Theory 
 

Sr. 

No. 
Unit Sub Unit Periods 

1. Introduction 

to Computer  

1.1 Basic Anatomy: 

1.1.1. Characteristics of Computer 

1.1.2. Classification of Computer 

1.1.3. Generation of Computer 

1.1.4. Data Representation 

03 

2. Operating 

System 

2.1 Concept, Definition, Need 

2.2 Overview of O.S 

     2.2.1. Feature of O.S 

     2.2.2. Types of O.S 

     2. 2.3. Windows XP 

     2.2.4. Windows 7 and 8 

     2.2.5. LINUX 

07 

3. 

 

 

 

 

 

Advanced 

Office Suite  

3.1 Word Processing  

    3.1.1. Creating Hyperlink Text 

    3.1.2. Inserting water mark 

    3.1.3. Importing files in other format 

    3.1.4. Creating symbolic shortcuts 

    3.1.5. Saving as  a PDF 

 

3.2 Spreadsheet  

   3.2.1. Get external data from webpage 

   3.2.2. Connect to (Import) external data   

            from databases 

   3.2.3. Import Text (.txt or .csv) files 

   3.2.4. Creation Macros  

   3.2.5. Study of Pivot Table 

3.3 Presentation  

   3.3.1. Combine shape tools 

   3.3.2. Use of picture crop 

   3.3.3. Save presentation as Video 

   3.3.4. Study of photo album   

 

20 

4. Accounting 

Software  

4.1. Introduction to Accounts 

4.2. Advantages of computerized accounting 

4.3. Introduction to Tally/Wings accounting/ 

Hisab/ Marg/      

       Gnucash/Busy and its features(any one) 

4.4. Creation and configuration company menus 

80 
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related to     Accounts 

4.5. Creating, Displaying and Altering Groups  

4.6. Creating, Displaying and Altering  

Ledgers 

4.7. Voucher Entries    

4.8. Displaying Trial Balance, Profit and Loss 

Account and Balance Sheet  

4.9. Cost center 

5. Internet  5.1. Internet Overview 

    5.1.1.WWW 

    5.1.2. Web server - Roll of Web Server   

            and Client 

     5.1.3. Browsers - Internet Explorer,   

        Mozilla Firefox  

     5.1.4. E-Mail 

     5.1.5. Messengers - Service and client  

       and their features 

5.2. Internet application  

    5.2.1. Reservation system 

    5.2.2. Online Banking  

    5.2.3. Online Shopping  

    5.2.4. Online Share trading   

10 

   

Total 

 

120 

Practical 

Sr. 

No. 
Unit Sub Unit Periods 

1. Introduction 

to Computer  

1) Familiarization with Different operating system. 

 
06 

2. Operating 

System 

2) Study of installation any one operating system. 

3) Study of control panel.  

04 

10 

3. Advance 

Office Suite  

 Word Processing 

4) Create a Word document with link, Insert 

image with properties. 

5) Create a word document with table & charts. 

6) Demonstration of Hyperlink file, saving as PDF, 

Inserting water mark. 

7) Demonstration on importing file in other 

format and creating symbolic shortcuts.      

Excel /Spreadsheet 

8) Demonstration on macros. 

9) Create an Excel workbook with two sheets 

using pivot table (using arithmetic or 

25 
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trigonometric or logical formula). 

 10) Demonstration on getting external data from 

web page. 

 11) Demonstration on import (.txt or .csv) files.   

Power Point  

12) Creation of Power Point Presentation by using 

templates with custom slide transition effect and 

other special effects. 

13) Demonstration on Hyperlink and various 

sound and animation effects.  

14) Create a slide with text, image and animated 

effects and combine shape tools.  

15) Demonstration on picture editing by using 

different effects (crop, brightness etc.). 

16) Create a photo album on a specific topic with 

automised transition. 

25 

 

 

 

 

 

 

 

 

 

 

25 

4. Tally  4.1. Study of Tally Package (GATEWAY). 

4.2. Creation of Company using Tally.  

4.3. Study of Groups in Tally. 

4.4. Creation of Ledgers using Tally.  

4.5. Creation of vouchers for different trading 

organization. 

4.5. Creation of vouchers for different non-trading 

organization. 

4.6. Creation of cost center. 

130 

5. Internet  5.1. Internet Overview 

5.1.1 Search various websites  

    5.1.2. Study the different browsers 

    5.1.4. E-Mail to your friends  

     5.1.5. Chat with your friends through 

Messengers 

15 

   

Total 

 

240 

 

Paper II: Desktop Publishing (X5)  

Theory 
 

Sr. 

No. 
Unit Sub Unit 

Perio

ds 

1. Desktop 

Publishing 

1.1  Introduction 

1.1.1. Paperback printing / publishing 

1.1.2. Modern Printing  

1.1.3. Desktop Publishing  

1.1.4. Laser and Dot matrix Printer, Scanners 

10 
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1.2.  Document Planning 

1.2.1. Creating and Using thumbnail sketches 

1.2.2. Setting Margins, establishing layout with grids, 

master pages, columns, typeface, type stiles, 

fonts, heading and sub-heads leading  

1.3. Pre-Press designing and production techniques. 

1.4. Book Binding techniques (for Printing Margin 

setup)       

2. Adobe 

Indesign 

 

2.1 Document Setup and  Working Environment-   

Toolbox, Ruler Guides,  Zooming and Scrolling, 

2.2 Creating Frames, Moving Objects, Selection 

Techniques- Control and Transform Panels, Lines, 

Manually  Resizing Objects, 

2.3 Working with Text- Entering Editing and Importing 

Text, Highlighting and threading Text,     

Understanding Text Threads, Story Editor, Glyphs, 

Special Characters and White Space, Text Frame      

Options – Columns, Text Frame Insets & Vertical 

Alignment 

2.4 Character Settings- Font, Size, Style, Leading, Kerning 

and Tracking, Horizontal and Vertical Scale, Baseline 

Shift and Slanted Text  

2.5 Paragraph Settings- Indents, Space Before/Space  

      After, Alignment, Drop Caps, Aligning to a Baseline  

      Grid, Hyphenation, Keep Options and Breaks, Text 

Composers, Paragraph Rules, Bullet Points and Lists, 

Paragraph Styles, Character Styles , Applying and  

       Editing Styles 

2.6 Working with Images Indesign Placing an Image, 

Image Fitting Options, Scaling and Cropping Images 

2.7 The Pages Panel- Inserting and Deleting Pages, 

Repositioning Document Pages, setting adding and 

deleting Master Pages, Auto page numbering 

2.8 Working with tables- adding and deleting rows and 

columns. Resizing Columns and Rows, Entering 

Content 

2.9 Exporting to PDF 
 

20 

3. CorelDraw 3.1 Introduction to CorelDraw  

3.2 Tools and menus  

3.2.1. Use of various tools such as pick tools, zoom tools, 

freehand tool, square tool, Rectangle tool text tool, 

fill tool etc. and all fonts used in design in 

monograms, logos, posters, stickers, greeting cards, 

wedding cards, visiting cards.     

3.2.2. Creating different types of drawings. 

3.3. Basic drawing working with text-basic  

3.4.Unit and Measurements (Pica, points, millimeters, 

30 
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centimeters etc ) 3.5 Page Layout  

3.6 Color schemes and matching  

3.7. News Papers layout (global standards) 

3.8 Printing.  
 

4. Basic 

Photoshop 

 

4.1Image Fundamentals: - 

     4.1.1 Digital image pixel. 

     4.1.2. Resolution. 

     4.1.3 DPL, 

     4.1.4 Raster image/bitmaps. 

     4.1.5 Vector image/graphics. 

4.2. Various File Format:- 

4.3.UnderstandingVarious Tools:-  

    4.3.1 Marquee- Rectangular/Elliptical. 

    4.3.2 Move Lasso, Polygonal Lasso, Magnetic Lasso,  

    4.3.3 Magic wand. 

    4.3.4  Brushes and other tools 

    4.3.5  Selection Techniques 

    4.3.5  Tools 

35 

5. Advance 

Photoshop 

5.1. Understanding various Palettes:- 

    5.1.1 Layers. 

5.2. Character Text and Paragraph  formatting  

5.3. Status Bar and Option Bar. 

5.4. Modes. 

5.5. Image Display Options  

5.6.. Edit Commands:-  

   5.6.1 Transform Preferences, Define Brush etc. 

5.7. Image Commands Inverse.  

25 
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5.8. Image Processing, Layers and Filtering effects   

5.9. View Commands. 

5.10. Print Option. 

  Total 
120 

 

Note: 

 

After completion of HSC vocational course (Computer Technology) most of the students do 

not continue their education they are interested in job or self employment so that they 

must know these professional softwares during the course. 

 

Practical 

Sr. 

No. 
Unit Sub Unit Periods 

1. Desktop 

Publishing 

1. Study of various Book Binding Techniques 
20 

2. Adobe 

Indesign 

2. InDesign - use of tool box and creation of 

simple letterhead or identity card of your 

institute  

3. InDesign – Design of a commercial color 

newspaper ad related to the exhibition of 

educational books in the size 2 columns x 10 

cm.  

4. Conversion of an Adobe InDesign Document 

into PDF (with and without Images) 

40 

3. CorelDraw 5. Study of Units and Measurements in 

CorelDraw. 

6. Study of Various tools used in CorelDraw 

7. Page Layout and Design according to a sample 

newspaper in CorelDraw. 

8. Graphic Import from different formats and 

Export to different formats in CorelDraw. 

9. Text Wrap techniques around graphics. 

65 

 

 

4. Basic 

Photoshop 

10. Know the difference between Vector Graphics 

and Raster Graphics 65 
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11. Screen Graphics and Pixel Graphics. 

12. Understand the following formats :- .ai, .pdf, 

.eps, .svg, .svgz, .psd, .bmp, .gif, .jpg, .pcx, .pct, 

.png, .raw, .sct, 

.tga, .tiff, .vst. 

13. Working with Images in Photoshop. Working 

with Palettes, i.e., layers palette, navigator 

palette, info palette, color palette, Swatches 

palette, Styles palette, History palette, Actions 

Palette, Tool preset palette, Channels Palette and 

Path Palette. 

5. Advanced 

Photoshop 

14. Working with Layers. Photo editing. Image 

adjustment options – Labels, Auto labels, Auto 

contrasts, Curves, 

Color balance, Brightness / Contrast, Posterize, 

Variations. 

15. Working with the magic wand tool, lasso tool 

and Symbol Sprayer Tool. Edit the images using 

options of 

Warp Tool. Using Dodge tool, Burn tool, Sponge 

Tool and Clone Stamp Tool. 

16. Creating images and giving special effects 

using Filters. 

17. Using Layer Styles - Produce an image by 

mixing two or more different images using Layer 

Masking & Vector Masking. 

50 

  Total 240 

 

 

Paper III: Computer Hardware and Networking (X6)  

Theory 

Sr. 

No. 
Unit Sub Unit Periods 

1. Basic 1.1. Basic Electronic components  

    1.1.1. Significance of current, voltage, power, 
10 
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Electronic 

components and 

Devices  

resistance and capacitors, diode, LED and 

transistors. 

1.2. Input/ output Devices  

   1.2.1. Input Devices  

   1.2.2. Output Devices   

1.3. Storage Devices: 

   1.3.1. Secondary Memory Installation and 

configurations 

1.4. Introduction of cards:  

   1.4.1. Types of External Cards 

   1.4.2. Modem   

1.5. Memory  

   1.5.1. Types of memories 

2. Microprocessor 

Processors and 

Architecture  

 

2.1. Types of processors. 

     2.1.1 Architecture of 8085 

    2.1.2. Introduction to 8086 

    2.1.3. SCSI interface, serial (COM)ports, 

parallel (LTP) ports 

    2.1.4. USB connector, keyboard and PS/2, 

connector, CD, DVD 

2.2. Motherboard and its installation  

2.3. Power supply and its installation 

15 

3. PC Servicing 

and 

maintenance 

3.1 Assembling and Dismantling of PC 

3.2. Troubleshooting of various input, output and 

storage devices,  

3.3. Software installation and virus  

      protection  

3.4 preventive maintenance  

3.5. Types of backup, fine tuning the system. 

25 

4. Networking and 4.1. Introduction to networking 65 
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Communication 4.2. Types of network   

4.3. Types of communication  

4.4. Modes of communication  

4.5. Network Component 

4.6 Access Method 

4.7. Network Architecture  

4.8. Network Topology  

4.9. Ethernet 

4.10. Network Operating System 

4.11. VPN and IPV6 

4.12. Wired and Wireless Transmission Media  

4.13. Threats & prevention from viruses, worms 

4.14. Hacking 

4.15. Proxy server 

4.16. Types of Server  

4.17. Network Protocol  

4.18. Network Troubleshooting 

5. Cyber Laws 

and Ethics 

5.1. Moral, ethics & laws 

5.2. Ethics culture & ethics for computer user 

computer professional , business  

5.3. Code and guide lines of ethics. 

5.4. Introduction to cyber laws 

5.5. Intellectual property rights  

5.6. IT act( amendment  2008) 

05 

  Total 120 
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Practical 

Sr. 

No. 
Unit Sub Unit Periods 

1. Basic 

Electronic 

components 

and Devices 

1. Identification (type, value, package, polarity) 

and testing of resistors, capacitors, diodes, 

transistors/ LED 

2. Familiarization with different parts of 

Computer. 

3. Installation of device drivers like printer, 

modem, scanner etc. 

45 

2. Microprocessor 

Processors and 

Architecture  

 

4. Assembling and Dismantling of Computer. 

5. Formatting and Installation of different 

Operating Systems and other application 

software. 

6. Fault finding and rectifying it.  

35 

3. PC Servicing 

and 

maintenance  

7. Preventive Maintenance of Computer System. 

8. Setting up a NIC (Network Interface Card) and 

assigning IP address and subnet 

9. Defining a Domain Model on Windows Servers. 

60 

4. Networking and 

Communication 

10. Setting up a Workgroup based network. 

11. Setting up user level hierarchy with different 

security levels. 

12. Sharing a Printer on the network for printing 

over the 

LAN. 

13. Sharing different resources, files and folders 

with rights to specific users in a Domain Model. 

14. Creation of various websites on a single Web 

Server and changing the Home Directory (WWW) 

of a IIS server. 

100 
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15. Configuration of a Proxy Server for Internet 

Connection Sharing with Restricted Access. 

16. Configuration of a wireless network. 

17. Installation of Antivirus Software 

18. Creation of different users grant permissions 

to user. 

19. Installing firewall security. 

20. Installation of File server, Print server, Mail 

server etc. 

21. Demonstrate the use of different Networking 

protocols 

22. Demonstrate the process of network 

troubleshooting 

5. Cyber Laws 

and Ethics 

- 
 

  Total 240 

 

Std. XII 

Paper I: Web Page Designing (X4)  

Theory 
 

Sr. 

No. 
Unit Sub Unit Periods 

1. HTML  1.1 Introduction of HTML 

1.2 HTML Basic Tags and Attributes 

1.3 Hyperlinks 

1.4 Physical Style Tags 

1.5 Images  

1.6 Tables and Lists 

1.7 Multimedia Objects 

20 

2. Advanced 

HTML 

2.1 Frames 

2.2 Forms 

30 
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2.3 Image Mapping  

2.4 Embedding    Multimedia 

2.5 Applets 

2.6 Web Server 

2.7 Browsers 

2.8 CSS- Cascading  Style Sheet 

3. 

 

 

 

 

 

Macromedia 

Dreamweaver  

3.1 Introduction to Dreamweaver 

3.2 Exploring the basic interface 

3.3  Formatting  

3.4 Using Property Inspector  

3.5 Using Object Panel  

3.6 Working with Web Page files  

3.7 Creating Hyperlink, Tables and frames  

30 

4. Introduction to  

JavaScript 

4.1 Limitation of plain HTML 

4.2 Difference  between Java   and JavaScript 

4.3 Variables and Operators        

  4.4 Selection and Iteration  

4.5 HTML Program using JavaScript 

4.6 JavaScript Programs  

40 

  Total 120 

 

 

Practical 

Sr. 

No. 
Unit Sub Unit Periods 

1. HTML  1. Study of HTML tags 

2. Creating A simple Web page and saving 

the same 

3. Use of various text formatting options 

Heading and paragraph with alignment 

4. Physical style, font type, color and size, 

80 
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bold, itallic, underline, superscript and 

subscript 

5. List  ordered, unorderd and nested, 

paragraph indenting 

6. Insertion  of hyperlink and book mark,  

hyperlink properties 

7. Image insertion formatting and image 

properties 

8. Creation of tables with various border 

formatting 

9. Page property setting title, background 

sound etc. 

2. Advanced 

HTML 

10.  Header, footers, page no, selection break 

11. Creation of HTML forms and related 

objects 

12. Frames and working with frames 

13. Design a web page using CSS 

14.  Use of buttons, labels, text box 

 

60 

 

3. Macromedia 

Dreamweaver  

15.  Study of Dreamweaver environment 

16.  Creating a simple website using text, 

graphics, sound 

 

40 

4. Introduction to  

JavaScript 

17. Use of control structures 

18. Write a program to display message on 

the screen using JAVA script 

19. Mathematical calculation using JAVA 

20. Program using control structure and 

looping structure 

 

60 

  Total 
240 

 

Paper II: Database System (X5)  

Theory 

Sr. 

No. 
Unit Sub Unit Periods 

1. Database 

Concepts 

 

1.1 Introduction to database 

1.2 Database Components 

1.3 Differences between database and 

spreadsheet 

1.4 Database Management System 

20 

2. Introduction to 

RDBMS 

2.1 Introduction of DBMS and RDBMS 
35 
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 2.2 Shortcoming  

2.3 Benefits of Database   

2.4 The Database Management System 

2.5 The Database Administrator  

2.6 Database Users 

3. Introduction to 

MS-ACCESS 

3.1 Introduction  

3.2 Database  Terminologies  

3.3 Data Types in Ms-Access  

3.4 Rules for Field Name 

3.5 Creating a simple database 

3.6 Viewing and Editing Data  

3.7 Relationships 

3.8 Utilities in Access 

3.9 Querying Database 

3.10 Report in Access 

35 

4. Database in 

Network 

Environment 

 

4.1 Operating system 

4.2 Client Server application 

4.3 ODBC DSN 

4.4 Introduction to SQL 

30 

  Total 120 

 

Note: 

 

After completion of HSC vocational course (Computer Technology) most of the students do 

not continue their education they are interested in job or self employment. So that they 

must know these professional software during the course. 

 

Practical 

Sr. 
No. 

Unit Sub Unit Periods 

1. Database  
concept 

1. Create a database to store records of 
students performance in std. XI  60 
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2. Create an appropriate form  to fill data 
into a database in practical 1 

3. Write an appropriate query to display 
records of database in practical 1 in 
various order 

2. Introduction to 

RDBMS 

4. Copy one table form a database to 

another database with/ without data 
40 

3. Introduction to 

MS-Access 

5.  Import different file of different formats  

into an Access database 

6.  Export an Access database to different 

files of different  format  

7. Create a multiplex database with tables 

representing carrier records of cricketers. 

Use relationship  to access identity in both 

tables (Separate tables for batting, 

bowling, fielding)  

8. Study of compact feature on a sample  

database  and comparison  with the 

original 

9. Application of password and encryption to 

a database 

80 

 

 

 

 

 

 

 

 

 

4. Database in 

Network 

Environment  

10. Create and ODBC DSN for Access database 

to use the same over a network 60 
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Paper III: Multimedia and Animation (X6) 

Theory 
 

Sr. 

No. 
Unit Sub Unit Periods 

1. Multimedia 

Objects 

1.1 Image Formats 

1.2  Audio formats 

1.3  Video Formats 

10 

2. Presentation 

Techniques 

2.1 Creation of presentation 

2.2 Animation for presentation 

2.3 Animation techniques. 

10 

3. Macromedia 

FLASH 

3.1 Introduction  

3.2 Basic functions 

3.3 Creating objects  

30 
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3.4 Editing objects  

3.5 Frames and layers 

3.6 Bitmaps and sound 

3.7 Animation 

4. Macromedia 

Director 

4 .1  Introduction  

4.2   Cast  

4.3  Working with Cast 

4.4  Files and their types 

4.5 Shortcuts, menus and toolbar 

4.6  Director scripting  

4.7 Working with message 

4.8 Stage and score  

4.9 Scripts 

4.10 Creating interactivity 

4.11 Editing media  

4.12 Creating movies 

30 

5. 2D & 3D 

animation 

5.1 Definition   

5. 2 Basic Animation  

5.3 Introduction   

5.4 Drawing  

5.5  Coloring   

5.6 Color schemes  

5.7 Texturing  

40 

  Total 
120 
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Practical 
 

 

REFERENCE BOOKS 
 

Book Name Author Publisher 

Fundamentals of Microprocessors and 

Micro Computers 

B. RAM Dhanpat Rai 

Publications 

Microprocessor Architecture,  

Programming and Applications with 

Ramesh S. Gaonkar Penram International 

Sr. 

No. 
Unit Sub Unit Periods 

1. Multimedia 

Objects 

1. Demonstration  of Image, Audio, Video 

formats 

2. Conversion of Image, Audio, Video  format 

10 

2. Presentation 

Techniques 

3. Presentation with sound effect 

4. Presentation with video clips 

5. Study of selection of appropriate format of a 

file (Graphics, sound, animation for web 

application) 

6. Simple project on multimedia presentation 

20 

3. Macromedia 

Flash 

7.  Study of layers in flash 

8.  Study of time line in flash 

9. Study of transition / background in flash 

10. Simple presentation using flash 

11.  Study of Flash plug-ins 

60 

4. Macromedia 

Director 

12.  Study of Director Environment 

13.  Study of cast and a score  

14.  Design a web page embedding Audio and 

Video effect 

60 

5. 2D &3D 
animation 

15.  Demonstration of various basic tools used in 
2D &3D animation  

16.  Drawing lines, 2D &3D shapes, object 
drawing, cartoon drawing 

17.  Simple animation with GIF animator 
18. Coloring  - color wheel, primary,  

secondary and tertiary colors 

19. Texturing – visual and feel textures 

20. Creation of movie clip as a mini project 

90 

  Total 240 
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the 8085  Publishing 

Networking   Steve Rackley  DreamTech Press 

Networking  A Beginners guide Bruce A. Hallberg  Tata McGraw Hill 

Edition 

Operating Systems  J. Archer Harris Schaum’s Outlines 

Internet an Introduction Manish Dixit Tata McGraw Hill Series 

Multimedia Technology and 

Applications  

David Hillman 

 

Ashok Banerji Anand 

Mohan Ghosh 

Galgotia Publications 

 

Tata McGraw Hill  

 

Multimedia Making it Work Tay Vaughan Tata McGraw Hill  

Web Publishing Monica D ‘souza 

Jude D’souza 

Tata McGraw Hill 

Publishing company Ltd 

Web Page Design Brian Austin DreamTech Press  

Working in Microsoft Office Ron Mansfield  C-DAC-Tata McGraw 

Hill series 

CorelDraw in easy steps Stepen Copestake DreamTech Press  

CorelDraw in Simple steps Kogent Solutions 

Inc. 

DreamTech Press  

Photoshop [for Windows and Mac] in 

easy steps 

Robert 

Shufflebotham 

DreamTech Press  

Dreamweaver  Nick Vandome DreamTech Press 

Flash Nick Vandome DreamTech Press 

Data Structures Seymour Lipschutz Schaum’s Outlines 

Series 

Concepts of Database Management  Philip J. Pratt Joseph 

J. Adamski 

Vikas Publishing House 

Tally 9  A.K.Nadhani,  BPB Publishing 
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K.K.Nadhani  Company 

Tally 9 in simple steps  Kogent Solutions 

INC   

DreamTech 

JavaScript in 24 hours Michael Moncur Techmedia 

 

List of Tools and Equipments for XI and XII 

 

1. Space Requirement - Classroom 400 sq.ft. (01 No.) 

                                           Computer Lab 800 sq.ft. (01 No.) 

 

2. Power Supply -3 Phase 5 K.W. 

 

4. List of Tools and Equipment- (for a batch of 30 students) 

i. Online UPS for computer lab. 

ii. Server for networking with latest configuration-01 No. 

iii. Workstations / nodes with latest configuration and multimedia 

facilities.-30 No. 

iv. Laptop- 02 no. 

v. Inkjet and Laser Printer: - 01 each  

vi. Scanner – 01 

vii. Speakers, Head Phone, Web Camera -02 each  

viii. Old computers for assembling and dissembling. 

ix. Consumables for hardware and networking -as required. 

x. Furniture - Vacuum cleaner, Computer tables and chairs, cupboard. 

 

5. Software -Essential open source software as per the syllabus. 
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3 : AUTOMOBILE TECHNOTOGY (Kl, K2, K3)

Scheme of Examlnatlon
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sTo xl
Paper - I Automotive Engine Technology

Theory

(K1)

t.
Sub-Unlt

I wo*shoo Environmeflt 1.1 worGhop e.vironment and tavout
1.2 work ethics /.!ltlre,disciptine
1.3 5afely precaution, h€alth hygine and fi6tatd
1.4 5 Stechniquesolholsekeeoins

2 H nory ofalrohobite

Growth ofautomobite

2.1 Historv of automobile
2.2 Growth of automobtle se.tor in tndla
2.3 perspeclive man power requir€m€nr in

autodobile OEM man(facturer, auro
components and setoi.e sector

2.4 List the vehicle manuf.cturins comDanies and

03

3.1 Power transmlrslon diagram
3.2 Classification of ergine
3.3 Automotive cycl€s - ono .ycle, Dieset cyct€
3.4 Connrlctlon and worklne of2-nroke5.t. and

3.5 Construction and wo.kiry of 4-.troke 5. t. and

3.6 Oifferen.e between S.l- and C.l. engine
3.7 Difference beiwe€n 2-norke 6.d rt-stroke

3.3 Cla*if icaiion of multi rylinder engine
3.9 FninA order of multi cylinder eagin.
3.10 Merits anddements ofsingl€ cytinder and

Automol veenginepads lmportant pans used in 4-stroke engine -engine
block, cr.nk case, cylin.ler h.ad, oil chamher,
p ston, types ofpiston, piston pin,.o^neclinc rod,
crank shait, cam shaft nylvheel, crank shan



5.1 connrucilon a.d workinSolvalve hechanhm
5.2 Pa.ls used ln valw me.hanism

5.4 Study ofOHCand OHVenSlne

a,!

6
6

tunction necessitv ofcooling svstem .
Tvpes of c@lins svsten, air and liqoidcooling
sYnem, therhosyphon coollng, pump

cnculati on .oolin& €laporative ,ne m

components of liqud coolinS system -
Radlato., radialor pressure 6p, water p!mp,
fan and lan belt, *ater ja.ket, thetmostar

7.1 objeclives of lubti6tlon systen
7.2Types of lubri@nB solid, semitolid and

liquid lubricnis, layout ot g.€sing /

7.3 lnlormation ot multi Srade oil ,
7.4Tvp€s ol Ubrication system _ Sravity fe€d,

3plash, pressure lubrication, dry sufrp

7.5 Pads ofpr€$ure lubrication system
7 6 rnlr6duciion to sAE Iorviscositvoloil
4.1

cofrp.ients oI tuel tupply syitem - a) FueL

tank b) Fu€l cock .) Fuer filter d) Fuel pump

and its type, e) carburelor and its ckcuit t)Air

5upercharglng, typer of supercha.ger
M P.F.l- syst€m, sensore used in it
LPG and cNG fuel supply system

Erhaust system - exhalst man told, €thaust
pipe, mufflerand ftstypes,lail piPe

3.3

a6

9.1 tayoltof 4.ylinder diesel supplY sysrem

9.2 components ol luelsyst€n - a)Feed pump b)
Dies€rlilter.)Fueliijectionpump(FlP)andits
types d) rnjector e) Hish prersure pipe

9.3 Phasing and calibration oI pump

9.4Types ol.ozzle, types of inje.tor testinc

L2(l



PRACTICAL Std XI PAPER I

AUTOMOTIVE ENGINE TECHNOLOGY (K1)

Studv and arply 5 -Stchnique in workshop and clastooms

construarion of v€hicle,Technical spe.ilicationtol lat.sl
wheeler,Take a so€cimen example of anv iwo and four

Denonstrate workiry of two stroke PetrolEngin€ onworking hodel.

R.mvethe cyhder Head and Block.Piston Assemblvlrom rour stroke

Remove the cvlinderHead of four stroke multicvlinder di6elEnSine

,clean, lnsoect, Repair and Relit.

!inelecylinder PetolEngine,clean,lnspecttorh€adcasket/valves/
surf a.e f inbhhs and warpage/ spriry tensron of valve assemblv / gulde

clearance/de.arbonke, and il.equked carry olt appropiate repair

oenronstreteworktng of four (roke PetrolEnelne on woikim model.

Demonn,anon on wo,,'4 modelol four nrote Oie*llng'ne

lnspectfor pi$on sklfii and crown sedioi fordamage and scuffing,

pi*on oeality, piston rinS 3!@ves, plston bos, plsion rinSclearance

and gap and carryoutrepan process, change plston.iry and oil ing lt

s Toemonst,ate tt'" totto*ing ststem ol lour stroke multi cvlinder perol

(a) Battery lGnltlon system

(b) wate. coollruSystem

{c) PEssurised Lubric.tion system

iem;ve;dhtor om forwheeler, clean, checkior leaka3e and

repa'nroJ-ddefed'v.t'rl(oolanrwthappropn.resoeof''aiiors.
r€pla(e pre$ure cap t r€quned

1i I Remove water Purp rrom four wheeler ,check bearine , seal ,

rh€rmostar ,ho*s ,tan b.lt Replace lf found defedive.

Remov. I ubricahn3 Oil Punp roF Ens'n.. Dkmantle. al'ar lnsoect,



Repair, Rerss.mbleand Refito. Enai..,.heck oillevelbv d€ep stick

checkMscositvoloil, check for oilpre$ure, change oilit necesa.v. \

T. p.,fd. 
"rlchaiee 

or iow *lE;lert.check and replace Engiie oil

OilFiltet DieselFlher and CLeanAir Cleaner.

Dhmount nechani.al fuel pumpfrom !€irol engine. Dismantle,clean,

inspedthefor diaphragm any damaae rock€r.m pivotfor wear

valves, reDonon .ondltion. Susg$t remedi.l measures, repair,

r.asremble and reiit , testlordeliverv.
r5 Tune uo a calburenor ui€d on four 3toke notorcycle.

Tune up. carburetorinspea lor leala3e of float chmber, hlockage of

lers, float pins,lloal, p3ckinss, carryout allseltings ol four nroke

Demonfiate MPfl system u5€d on l.test @r

Demon.trate workinsotCNGand LPG fuel sy5tem onvehiclesand itt

Dkmount lu€l feed puho f iom FIP ot di€sel engine. Disnantle,clean,
,.spect. reporr on rond'r'o.. suglFsl rehed'ar reai-r$, repdrr,

?O On-ouni l-errn,pdiol purpnomd,.!"lcrBinc Dlsna4le ('.ar 12

:n)pe.tto.(p lire,.fLe ta-\lo' edk.Ces.,eponon,ondon.
atr, re.$enble and 'Flt.

'nropcr 
nor'. booypr€$dedndlplaY. -epotr or .ondit'on suffer

I remedklnea uFs repc',. re4sefbl..n. r€Iit

I 22 oenon<irdteCno 'uelsuppl/\ysem urd 'nr 
F{ .,.sFl vFhilte lo 

,
) r v'nr roLwo neeler*Ni.e 5.cuon 03

14 | v,,{ ,o r., p. -o se. <e s'"roiiiilL.ovii piEio p, ^.c ano

I <a''bidrior or tr,Lrp. I

r! rncase olrnavailabilitvof machineand cquipment or advancetechndqYdemonstrale it
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sTD Xl Paper-ll

Automotive BodY and Paint Technology (Theory)

S.. Unlt

1.1 rntroduction, larcul ol dGwiff sheel

12 Drawinginsnum€ntt and thel. corecl

1.3 Ll.es - types ot lineand then use

1.4 Lettering-wrltingsingle strok€, capital and

1,SDimen5ioning

2.1 Pictoiialvi€w and orthog6phic proj€dion,

first andthlrd an8le mdhod,.onceptolplan,
elevation and sidevlew

2.2 Prepa6tion of o.thographic trom ircmetri.

2.3 Projection oi polni,line, planesandsolid bv

riBt ansle method

3,1 orthoaraphlc view of altomobile parts and

thenatsembles like plston, conn€.tim rod,

crankshaf! camshaft, valve, rocker arm,

untueEal ioh! srark plus, injecto., naster
6i'6i.r eh..l dlind.r :n.l.are.

4.1 lntroduction lo fitting
4.2 Use of dilferent tvpe ol t@h u5ed in fitting

4.3 Different types of operation in fitting thop
.1.e. Marking , cuttin8 , FilinC, chi5elinS,

HacGawing, Orilling, R€amin& ft readinC,

i-



6l Useofsalewequipment Ged in w€ldinE

other cot!!9!!1L

3.5firtin3 th€ windshield t.reen elass

sl Procedureior cut open bltout denk, mna'le

3.3 sandina ot ditterent riages
3 4Ftm.ntotreDair oart and aliSnmentlo

6 2 Differcnltook and equipments requ red for

6.3 lntroduction toele.tric arcweldin& 8as

w€ldln& sPot wtldin3.
5.4 Diff€renttypes oiflames, adjustmenl ir

reEulators,andtorch.
5.5

lnrodudLon ofbody,lvpe5 ol bodv bodv --
Fn.eh, rrame, type! offrame frame

7 2lntrod!c(ion and €o.structional learure oi
body componenB, e.win8r' dood bonnet

b..rl.ad tailsate. budps ba6. 
'ovedand

l

5.1 lnroduction to sheet metal working

I 2 Use oi diff€rent type oi t@k used in sheet

5.3 oitf€rent type of shet metals.

5.4 Differenttyp. oi operaliont in sheet m€tal

worki4,l.e. Markin& m€asu n8, bendi.&
5implejoints, drillins, and river nt



c1c"-1c"*-llds ot lslsp".morion on pain!a'd

9.2 Pro.edure tor doin3 painting chronological

9.3 Selection ot material, tools and.quipments
9.4 Applicalion of bodvfillerfor 5urface

g,5va.ious.le.ningagent/spravs_dew axing,

deteBent, degreate r, speci6l p utpose a3' nt

9.6 Sandingon smooth surface prepared,various

sDrav paintinagon, method and applicaiion

9.7 Applying bate coat paininS,.Learcoat

oaintins for m€taLlic paiht

9.a lnkoduction,tvpe and meihod of oven

baking procedure l.e. powdercoating, pla5lic

coatin& eledroplatlry, buffing proc*s etc

9.9 Oifier€nt type of baking oven

9.10 Typet of pain! la.qler coat, rubbhgand

96..dure lor insoe.tion of painnngworl,
intoduction of roboii. Painting

-oll,1t.dluction 

of enimatins tabour chaGes,

lo.2costing pro.edure lor bodv repak :nd

10 sPrnedureto remde ahd replace.nd
ref ittln3 of bodv.onPon€nl
ro .hroducton ol new innovanon h bodY and

1o.sDifierent .lases In car hatchbacL sedan,

suv. Dlflerent classes h buses/ttuct



STD Xl Paper -ll (K-2)

Automotive Body and Palnt Technology

PRACTICAL

Hor waterspErDearessih& Dlp p.ocest pre d4ressi4 pro.ess,

wale ins pro.ess, phosphat€ diq ql9!s4!s! EI9!:L!! !!!

5r.No,
sheet layoul and drawiig

she€t-2 Drawin* of lrnes, l.ltenim, nlmberin8, dimentionling
l;*r3 D^, 

" 
p,.i*t.. d lt"t poinB, and plai€.

sheet-4 rree h6nd sketch olnut, bolr, and washe6.
sheers Free hand sketch ol *rew,nudes and sel screw

GE- rree triiiiGir' ol ,*im typ". or t"ys
on on variolsrypes of frames and body components and 06

Demonsfatioi and use ofspecialtools and equlpmenG used for
dentinc and 9ainiing

0aPe.formed Dentingpro.ess on any single body p!!l
Perlorm denting process on dam4ed area using ap!ropriate dollv

bv dilferent Erade usinE sandets of anv

72Fitti4 pr€paretwojobsbyperformingliningoperauons bymarklnS,

fitiin3- preparetwolobs by performincfittin3 opeEtions bv dillng,

prepar€ a iob ofsheer meial working perforfring operalion heaslrins,
markine cux ia, b.ndinq.

15 Prepare any twosimp € sheet melaljoints performina b€ndin& drillin&

9-preBre a job atditferenl welding potition byeL€ct.icarceeldinS.
Prepare butt and lapjornls by Sasw€ldin3.

Demonstrat€ ihe sDot weldlns orocess.

12_
,]

. 
pe-orn outtv dpprano. p-o..$ on affe ed arFa of pdn

. vrt€ r!M:I6jL,:reY p,d's or pr',qe,
I ohsru. a.vone o.lwo orocess uled rn modern Daint shop in visli {

9!
qc

L
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" lnra!€ of unavaitab I'ryol machtne and

of powde, coaUng,Dlastic

equipment or advaoce technolocy d€monnrar€

STD XI PAPER III

Eledroni.s Technology (K3)

Markrso

Automotive Electrical and

TotalPerlod,l2o

y two bodyrarts.

aint booth.nd preparevisn reporl tn journat.

SrNo Sub Unlt
x.l simpl. electri.al circuit and p"r"Iet.tr.rtr
1.2 ld entification ofACand DC, ma8nerism,
e lectro m agh€rism a n d ete.tro magnetic in d uction
1.3 lnsul.to6, @ndudors, types of resi5tan.e
1.4 Comoon eledrical terms and svmbok
1.5 Vehicle e.rthing and earrhin8 methods
1.5 Purpose of.esistor, capacitor and hducto.
1,7 Differeft types ofdlodes, transGto6, pMer
supply lor electronicckt, tusei theirtypB and rains
2l lnt.oduclion, princ,ples and uses of tottrying
took an d e q uipme nts -hvd rohet.r, htgh Ete
dls.haG. tesrer, multineter,.onuhuitimerer, sprinp
te n s ion tester, rpark plug tesrer, CiDl se n ne r,

2,2 AC refrig€rant lillhE machine,growte. nachiie
batt€ry charger, ammet.r, vottfi eter
2.3 exeutive auto electriet toot kii

3.1 Necessityof ignirion.ysten, requtefie sot

3.2 typ€s of i8nition system-Magneio i8nition,
ba tte rv ignitio n, ele crron i. ign ltion syst.n
3.3 Pans 9l ignition system,ignrtion coil,.o^den5eL



.J
\

dbtributo., C.g. point, spa*plu& H.T.cable
4,1 lnkodudlon to battery

4.3 lead a.id battery, d.ycell batterv (maintenance
free)
4.4 chehical reaction in baite.v
4.s Batte.y charging and typ€$.onslant voltaSe
.ha13in& const.nt cu(ent charging, high.ate

4.6 battery testinE sp Bravity, open volt, hiah rate
dirhar8e test, candmium test.
4,7 Effects of battery mishandlirg on environme.r
5.1 rnrrodudion to shrter motor
5.2 Wo*in8 Pnncipleof startermolor, lvpes of

5.3 Consklctlon and working of narter motorosed

5.4D.ive. angeme.is and typ€s of d ve-bendix

5.5 stanermolor switch6, solehoid switch
5.1 lntoduction to DC gen€raror
5.2 Cdn{rlcrion andwodingto DC generatorand irs

5.3 Gen€rator cont.olle6, cutour relaya.d

6.4lnt.oduction ro a rernator
6.5P nciplesolalternator
6.6 Const.ud on and working ofaher.at6r and its

6.7 Volhge r4qlator, r{ulator unit, warninC amp,
.edlfler
7.1 Ditterenl componeits in light.i.cuit
7.2 Reiocused bulbr and seal b€am

7.45€nso6 used in lightcirclr! fhhersckcuit
7.5 E lecrrlcal horn circuir, e tectrtc hor., horn retay
7,6 Electrrcal wipe. motor
7.7 5Oeedometer/Odoheter
7.4 lntroduction to eL..tronict lunctions oi resistor,
capacitor, inductor, diode t6n5inor
7.9 Oiflerent 3au8e Ged in automoblle and ther€

7.10 rnrroductioh to ECU/ECM



s.r auto airconaitiontns systi-

4.4 Centra tockiru systei
A.S lntroduction and wo.kina of iav garion svst.m,
lntelliaent tatuport sYsrem
3.6 lntroduction on theft det€rent ry(em,Remote
key less entq rfimobttner system, paesive enrry
syst€fr , li.eer print rechnoto3ies, satelire sysrem
4.7 Convenience and ent€dainmenisystem audio
vkuals, amlosuetaDes, radio €tc
3.3 Electrical and hybr d vehicle system

STD Xl Paper -lll

AUTOMOTIVE ELECTRICAL AND EI.ECTRONICS

PRACTICAL

TECHNOLOGY

((3)

_l

of joining differenr wire lo,n$.z

j
i

)oro.nnA or wne5, .t ps & tugs.

uemonslration of various
High Ere dGcharsetester

types of tools and equipmentj- Hydromerer,
Sparl plug tet(er,,multi mete.,

rodrr"nn;rds;,o,s.r,on"/.6;; Yl,;;;s.e,,nsped
9nd diagnosts the pan5

system ahd Eledronic isniiion

Lheck batt€ry charging condition by usingtydronet.. & Disital
Multiherer/hiBh r6te dischar8e tesrer



d
4
a
(

l1

Demonstrstethe lnt€rnal .onstrlction of satte.Y bv usinS a cut frodel. 4!
5ii*tte tl,e o.c. s"n"r"tor, lnspedthe.ll pans, checkih€ armature

on growler machi.e. checktension ot brush, Repo.t on coflditlonr
suclest remedial measur6, repan &retit. Demonst.ate chad 6f.ut

,'!

Dismandethe ait.rnator, inspecl th€ allparts, report on condition,

suggest rem€dial measuret, repai. &reflt. Oemonstrale chart of cut

72

L
ry
72

D;;;il;th*t"'t* ."t.. l".o..t th""ll p.rts, ch€.k the armature

on growle. machine. Reporton tondltion,su8gest remedial measures

,repan &refir. DEmonskat€ chart of cut se(ion

Ch".kc1"""&"dturtCap.lnt,s pbiusi.creelersduBe
hinE by neon timinglorch.

Oraw wrinB diag.am ot Head liaht, Brake ll8,r! Tail lighi & lndicator
rixq, Che(t w dre ha"..r.'hecr arlbrbr and iuses aowrhaul elecrrical horn.
overhaulalr conditioning systen ofa ca.,:nd tunin8 enginewith

Ove6aul and checkelectricwipet motor, 6

2r s'*v... a.."*r,i* "Ji,rg; orsr
)2 srud/.onrru.t'o" r"d tr04rng ofAn bags 4lh,rua s

I 2l ch" . dld demonr'%'e *o,l_:E4t!y:rg!I!9L-
/4 ahe-^ ano korl.end. raton s^lPn,lTS Redr (cn "a.'rc
2s IDemonn, . woAh.orccntral o.k.csY\l.nd.o theF..re',e' (

)6 .hc.r wo,lLn! ofAud,o.V d€o. taDes Sadio

l 11 r6,.d nfo,mrlon.bouth.oridveh.(,e..l.dir6lv"l-rrle
vri r. Adi. Eledri.al seRire .tation

Lc lvrd roM.d.rnrou
I roral

". lncase of unavallabiliW of machine a.d eqLlpm€nt or advan.e technoloay ded
d!ringindust alvisit.

I Ll
l -:)L]l'l
L6Ll.l 3it---
l-""-l



STD XII PAPER I

Automotive Vehicle Technology (K1)

chapter Sub-Topic/Sub-Unlt

1.1 obj.ciives/pu rpos e to clutch
1.2 Cbssifi.ation of .lutch
1,3 Paftsotclut.h andthektunction
1.4 General.haracter ol ldeal clutch
1.5 Detailstudyoft pes olclut hiridion'cone
clutch, sinale plate, multi plate, diaphEm
.lutch. hydraullic cl!tch, automaticjemi
cent.ifwa l, centrilusa l, rorqu. co nvertor, flu id

1.7 Howto operate clutch, Double operatingor

2.1lntrodlction to aear bor and it' purpose

2.2 Resistanceto 3peed ofvehicle

2.6Typ€s ofge.r box sllding mesh, constant
mesh, synchrcmesi, planetary or epicycli.Sear

2.10 Autonan. transmkion .h.mi b) fulry
2.11rnrodu.tron to powertake off

3 3.1 Functions of propeller shaft
3.2 Types ol drive Front wheel dnv€, rear wheel
drivea)tiotch ki$ d.ive b)rorquerube div€,

3.3 Necessitv of unive6a iointand dipiolnt
3.4 Types otuniveBalloht a)cro* and yoke
type b)constantwlociw tYpe c)potqpe d)



5.1lnt.odud on to stee.ine
s.2 objedives otstee.i4 systen
5 3 Sreer'dg linka8es, componentsofst€ering

s.4lntroduciion toste€riryEear bo( types ol
st€erins sear box a) worm and sector b) worm
.rd roll.r.)worm and nutd)wo.m and
re.rculauB ballbearinS nutrype e)worn and
worm seartyDell€m and Des wpe s)rackand
pinion rype h) powe. sleeri.3 ilelectonic

5.5 Diflerence between HPS.nd EPS

5.5 lnkoducr on to steenns leometrv
5.7 content 6feteeinB seometrv a)ack€rman's
principl€ b) toe in andtoe oLn.)chambe. ansle
d)caste. angle e) (Pl r)included anele

{.1 lnnoduction to.eal.xle

4.3 Types olrear6xle a)live axle b) d€ad axle
4.4 Types of ive axl€ a)rlsid axle b) flexible axle
4.s sear axle.asim a)benjo typeh)splittype
4.6Types of Ear.rle a) semifloating b)lhr€€
quarterfloatinBc) lull floatingaxle
4.7 Function of differenthl
4.8 Pnnciple of differcntial
4.9 St. n dard/s im ple difierearial
4. 10 rypes of differ€ ntial a )sta nd a.d
difierential b) non slip diif€r€ntial c) double

4.11 Backlash adjusrments with special



6.1 l.lroducton ro rusp.nsion system
5.2 function lo suspeNion sYnem
6.3Types ofsuspension springs alLeafspr ns b)

6.4Types of leaf sprinsa) Semi elliotic.tteaf
5prin8 bla!arter elliptiel lear sp.ins c) Three
quarter €lliptical le6t 5priry d) T.ansverse
conv€nt onal suspension srstem e) cantitever
6 5 lndepefdent susplneion system rypes a)
Parallel link method orwt5hbon€ nd€pendent
suspension b) vertial slide method c)Swtneing
a.m method d) olvided axle merhod e) Mach
PheBon rtrut susp€nsion
6.6 Construction & worktdg ofAirsuspendon

5.7shock Absorber Types a) Mechanicatbl
Hydraulic shock absorber
5.3 hrodudion alprston iyp€ sh@k absorber
1)slngle actinB 2)double acrins
5.S ht.odudion of shck absorb€rt€stins
7.1 lntroduction ro brake

7,3 charad€rint of b.ake
7.4 cla ssifi.ation or b rake a ) .xternal .o nt.ding
b) internal conta.nnE brake
7.5 Iypes const.u.tlon and worlim ot hte.mt
erpanding br.kes almechanical b6ke
b)hvdrauli. b6ke c)vaccume reryo brake d)an
Pressure 6rake e) discbEke
7,6 lntroductlon o, hand brake
7.7 Prin.iples of hydraulic brake syneh,
consru.tion and rorking ol hydraulic bmke,

7.3 Conpo.enb olhydr.ulic b6ke system
a)daster cyllnde.tandem marter cylindu b)

7.10 Chara.teristic of brake oil
7.11 Bralelininamatenat
7.12 Combination €lve in hvdhutic brake
svstem (irontan rear disc brake)
T.l3lntroducrion to anti-brake ttstem (AB5),

necessityand workins principles oI A85, variour



parts in ABs, type5 of a8s, advan;a Ass-;i;
EsD {embedded) jniroduction
7. 14 lhtrod uciio n tosensou lsed in ABS

3.2 Typ.s of ryresotid, pneumaticand tlbet€$
3.3 TVr€ inspe.tion, tyre remo€t, rotaio. ot
tyE, defects in tyre due to ove. and onder
hflectio n , .troee n inrvre
3.4Types ot wheets, epft ryrc, d6c, pr€$ed
lteel wn€.nd spoked wheek
3.5 Repairsoatre5and tubessuch as
El.&ish8 and ivre r.tradin
e .l srandard o!eB on;;;;;;J;;;;
and serui.'nr orv.h,.t.
9.2 Use ofstiI te resr driv€, core sti !, reneri.
5[ills wnhns rr k

PMCTICAL XII PAPER I
Automotive Vehicle Technolos/ (l<1)

o6mmtle hydrautk .t,t.h-. .r,e-r""kag; .r *ursna, dd.h frdter cvtind€r.hed o tevet . chaneF ,r

ove,ha-r,c.-., Bo. oLdnv ro r,ore tu6a.l.i.a;.;;; o^
: (ololl'oh ig8*r,emed", measu."..,epak& e,,r o.,na,, h.i €idi:h.rhgdese,sh..h*(-,,"",,_."";,,,"""i;"d",,.".,,,

Lllt r.pars/ repia.e worn ou( parts and a[ o,tspj



5 ove.haul sy.chronesh Gear Box of any carlieep dism:ntle, clean,
inspect, repo.t on condition, suSSest remedial measures, check and
replace syn.hronising unit, repak & Efir.
Dismount propeller sh.ftlrom rear whe€ldnve vehlcle, Overhaulboth
UniversalJoints, cl€an, inspectthe part5 &replace U Joint repan kit and
ref t p.opeller shaft on th. vehicle.Grry olt tubn6ion of U J and slio
joint. over haulfront arle ol car with con5tant vel@itvjo nr check
alisnnent ot propell€r shaft .

Ov€rhall Ditferenual Unit of
axle shaft io. run out and end
on condition, tusB€5t remedial

anv carljeeD, dkmaitre, crean, insp€ct
play check b.cklash adlustmenc, r€Dort

Overhaul Steering G*r b.r from four wheeler, Clean, lnsp€d,Report
on conditaons, Sugaest remedial measures, Repair and Refit. adjust
steering wheel play,.heck and adjust neerrm lrnkae4,llbri.ate b€ll

Study and demonstr.te ,working mechanitn ot fie Power Steering

ro Overhaul the Hand e A.r Ass.mblv ol motorcycle.
R.mde the wheeh oI two and four wheeler, insp€d tne wheel and
brakedrum, Check whe€l bearing for play :nd wornouland pittingol
beanngs and replace ii found defective. replace oil seal .Pertorm the
wh€el hub greasiryof €leep and.efittyre bylsiry fittin8 machine.
, overhaul the lront lorkassenblyot motorcycle. Replace fdnt io.k

r3 Overhaul Lont axle wilh indep€ndent suspenslon,
bend, iorsion bar run out,chahge sho.kabsorber
lndependent 3uspension if r€qulred. report on
,rerairand rcfit it DDDe.lv.

insoect, repor! on condition
out Sreating prccess of leat

15 Overhaul bate Master & wh€el qlind€r ol6r/ieep. 08
Overhaulthe drum brakesystem and adjust h..ke thoe clearance and

Overhaul the dkc b,ate system.
Demon*rate working of ABS. c..ry out relaniry pro.ess ol brake shoe

19 To top up B.ake fluid and errv out Br6ke Bleediru proc€ss.

Perlorm the oroc€ss ortube vulcanizatio. by lsim hot Datch machine,
Carry out puncture repair proesr fo. tubeless tyre and fill nitogen ln



tedYl+qllcE *,,eer ba!n. 1s p@a;;;in 
-

vtrt rorv'€ n.read'ne Cenre a.a aemonsr,are rr,e orciis-
vrtr b (omouteird Wheet Badnc,.g & At,s1ne1 u;i;
demolnrareihepro.es..he(l6st€,...mbe. .n8te, toe in,Toe ort,rPr -

2a

03

3or uruvaEDrtryo, machine and equlpne.t oradvancer€hnotqy dem(
durinr indunriat virii

std. x
Paper i Automotive Dealership (K2)

Theory
iod: a2O

5r,

1.1 standa.d opeBtionat preedure ot

1.2 variou5department in d€ateri.e. sales,

l,3lnrodu.tion to iote o, wo*s m3na8er,
seeice advkor, s€rvice engineer, sates
exe@tive, spara pafi maia{er, technj.tan

Z r Operating procedure of the ors;;;;;;
dealeBhip f or sate enqunes
2.2 Promotions, discount otre15, avaitabE trom

2.3 Pr.e5 taxes and othe.aDDti.abte.on

2.4 Docume.rarion .equired tor ea.h procedure

2.s rhe individuats on ih€job needsto know
and undernand - howtoEreetand meet
.ustoher wattrn8 i. ro showroom, tetephonr
enquirier, quenej about cost and setoice and
iechnicat aspect of vehict., howtoatrjve 6tfinat
on road c6t oi veh(t€, do.ume
taolr'es about insurance and finance otf*ed bv
de.le6hiD.

I

2.6standard operation proc€dure oitheto luarion ofpr€-own€d vehicte

Sub-Unit

LI



i,.-Y-l 2.7 G cubrion of eect prichg for purcha* oi

l1hrmri"rcfsdea*es,."s r.,b.
a(essories l.e alloy wheel5, bu I bar dnivins
I'Shr.mudSUard, nudge, bar, park asslrt. re;r
spoller, roof fack, roof rack and artachment,
nde nep, bnneau.ovea tostigti! tray
bodies. trav tiner, trc pre!sure nonttonnE
slst€m, vehlcle protector, vtso6, .arbon fiber
bonet lowers, ca.bonfiber boot id lintsher,
ca.bon tiber mirror cover, bla.kand chrom€ sri
set, aerodynami. pack deat, wheelcap, wind
spoiler/deflector, llas3se ca i€r
3.2 Vehi.le prot.d....6sori.,
3,3 lnteior.c.e*ori6, a.tenainm.ni a.d

3,4 Howto.al.ulare the.ost ol.epairs hased
on a.cesories insratbdand tabourcharses

n

spare pan operuuii

Tnmi;;;-

/

l4.r 4.1 rRhnr.at specir,@tion o, spaE parr
I nudyorstdkccord
4.2 nre pr@edure requicdio ur. m€.h:^kit

I handins equipmenrt
l4.l Marnta'n re@rd or Dart de.tfi.ation :id

4.4 Spare paft lerninoto8y and (od.s
4.5 Th. tools a n d technotogy lsed for packiag

and storinsthe rartt
4.6 Funciion of mat€riat handtinsequipmenls
4,7 lnventory tnvenrory con,ol
4,4 Respondbiliti.s ofstore keeper, store

4,9 Types of stores

r3

15.1 fieq Enty po,,cyand pored;-

l5 2 Tvpesorw rant'es
5.1Jermr Md @nd'0on ofw En$.ad s

5.4 Howto rnterad wah .uslomer to m:k.
lhem awar€ aboutthe beneUts of w.trahty

5.5 waiiantyclaim proc€dure in prope. order
5.6 Parm.t€r to be chect b.fores.titement of

5.7 MaintainiE record of spare pad



conne.t ong rod aliSner, exhaust 3as
iniector tester, V b€lttension 8auee,
spring.omDressor, bea ru pulier

5 8 lnventoryol l.iled parts

6.1 Desoiption of variouitoolsand
equipfrent used in automobilegarage i. e,

Haneer, pll.c, chkels, fi1e5, tpanners,
ha.ksaw, scrib€r, Allen key sockets, p)p€

6.2 Dekription olvarious nachinessnd
€quipmentused in auloftobileSaraSe i. e
air compre55or, car washer, me.hanlcal and
hydrauli. jack, pneumatice..as€ sun, oil
spEy gun, nechani@l press, hvdrauli.
pres, hand and pedesra I srind er, pillardrill

7.1 Oescription ot m€asurirytools-vernler
eliper, nicromerer, di6l indlcaiior,
lachometer, fee eraauSe, compre5sion $uEe,
lacuum gau3e, cyllnd€r bore cause, oho
meier, battery cell tester, hyd.oneter, depth

7.2 D€sniptionof equipments-sparkplug
t€ste., timing lighttun, borinS machine,
honing machine, wheel alignment 3aWes, air
d.ill, air hanmer, dion rins comDresso.,



5..

Pradicals Std. X

Paper ll: Automotlve Dealership (K2)

visit two a na rour wneerei autr,oripiiiiilina seruiceiiirer ana
Studvthetst.ndard tayourand dake a report
rc *.0, "t p.e6ya 6,66 6t;aJipl lh*.iiffi. *i " e.. a-a
.ndcr{d1diheworkrobeLc ied out bysery c. r..rni( dn. 11.a<e

no_ rourineseruneor r.par/Llde6iandthesrardardDro(edue
Pe.o d srNice:nd,poe'. in- r;. "",^, -- --'---,^*.,,"ro stuav tr ouies anaiEponilEllies ot
Enei. eer, setuice Advk€ r, Sa tes Exe cutive 5pare parts store ManaSer

,o nuoylh. vatuation prfte$ of pre owned@6,

Greetthe.ustom€E and 3et veh cle buy,hg tnrerests andtine schedule
M.nt',or ras (tedlures/aduanrdse</b...,,t!).nduspsoroeb.and3
a^d producrr ava,tabte wlh the d€ateBhlp
lrvre. t'rand r..o dcuslom.rfiospecriv.visirforre5rdrive,etherat

Asist in pre_salB and post,sales suppon to.ustomers
Atrange and coordinate with test drive Execurives andsal.s consuttantt
Ask potential .unoheE for idlormafl on on reasons for.onsidering
pLrhd\. and (orpr€h.nd a[ (uslon.r r.quGments and 1e.d5
Coord rare wilh dedter seto(€s fu1('o.for pasing on the prospecl ve
reads lor sfroothe. seruice,,n worrshops
AranSe Ior vehi(le prcl Lp a.d drop< ro a.d t,om work shop!
R€.ord allfeedbacks and comptaints from .unomeE in the iv$eto
Receive, proc€$ and verilyrhe a.cu6.y of detiver€d ord€6tDh

ln t'dl. req Jir ed ad on toreroohp ro ru{oner setuie .equesrs
Mdke tollow up.alli roerin'ng cu{oneA tor seryie emrnde,s and ro
p,omole othervatue added seRi.es
Makecalkto n€wvehicle buye6 for fottowin8 up on rerrce
requ rcments as perlhe "fre s.Ni..,, s.hedute ofthe OEM

lollowing f undions reeardins cuslomer

buying plansorinterests, as perrhe.allins tist

blyiru plans or inter$l' as p.rthecatlnxl]st



tvtate cals to pototiariiiioiii;ii oE;i ii
Fo los !p with.unoi.B aher reruice or r.D:L< ^"rake ieedba.t oh rhe eroene..p
Reportaiy compta,nts or qdener trom cu om.F,^peEons in th. orlanizal.n

r.[r: ;::til:?]::::ft1:*l."Jtff ::1".::: 
*=,

;:llx r.:*";ru1;.:*;;:;H;1";ff :1.,,",".

::#ir:ff *#lr,"*Tr; jjff ,llh:#ffirr"

@nm!.hate with porertE, cu5tome6 to undeutand thennee&and

:i1J,"J"",:1::H::;'l :lTIi:::: ::Ji*:T. 
r F of ,re kh(€

scneduk a t€5r dave lor pot€ntiaj cunom€K

.:j:l:i":T.fl,1';;:1" *"',o che(k avd,dbi,i,v o,,e,! oa!e (aa

::'i,:,:",:,x[':1"ffi fl ,x*l",,"%Jl, #[i1,![flj]i1"i;lti.i i,li

::ff:lJ:ni:::..,"J[ii:;:.1

;'" ;i,lIi;J:;,1,::ffi ;:;: ;:illTt.Ji:',}:J"T:::i.,**
rerpond to n.Cat v€.omments on th.
rolow !pw'rh potenr,a, .!nome( ro
aSreeiry on a p!(hase pnce
.ss'st._6tom!6 D iutfilhg a[ docu menration .eq u rementsp^6ha*, rn celnd in!;nce."rG;;;;;:"J;;:i:
ap,rake ,he @ndiron or p.e.ow"; ;;.i;:;ilr" .:;;=,b,,".".,

:[ffi i:I:,]i::::,i:::: [:::iilijf,,]!llif ]J.xlilti,t,x:I



ensur€ lhat a v.luation Is@ried our for atl pr€-owned v€hi.tes prtorto

estihate re5ale p.ice post,relurbkhmenr lor rehictes
ne5otiate and close the dea, accordin€ to thevatuation donefor the
vehicles, with the customeE

r2,

To studythe standard operating procedu.e regardin8 WarantyCtaim -;

obtain th€ information related towarantyctaims trcm job cards,
vehicle history, and technici.n notes use th. procedure, concession and
msnutadurer 5ystem to ecord and processrh. ctaiis
keep track of waranty sale at dete,,rend
fraintain warranty3ale data and repo.ts
handle day to daywatrantyclaims

ensureadh€re.celowa antypolicyandproceduresardeat€/send
follow upwith dealeG to. payments and ct.ins documentaion5
malntain MIS tor watrairy claims and payments
interact wilh insuran.e.omp:nles for ctaim set{enents
co edand r€submirthe rejected ctaim itit isv:tid or repona6ourihe
.la m ifre5ubmission ir notDossibt.
inv€siigate a6out overdue ctaim5 aid dBcus the krues with
hanulacturer/ concessionaire represenlatives and co eaEues as
.ppropnate.- to inlorm custofr euaboutthe incomina mahlen.nce
seryice appointment remindeBvla enaik, phone ca[setc.
check the spare pans receive for:
. qualitVand quantitvof ttems
. the pan w.rranty history
. the invoi@ and specific.tion

lncase of unavailabiityofma.hine.nd equipmentoradvancetecMoto8y demonstral€
dur nB indust.iatvkit.

Demonnration and liltiru oa orotection acce$ories.

Demonnration andiittini of ent€nainm€nt and media a..ersori.<

Tostudvthe sparep.ftsterminolqyand.od.s.

Study olvarious machines used at dealeu workshop tike Wheet
AliSnhent Machine, Hoisr, C.rWasheri Compr.s5or, pneumatic took,

Visit to Au!omoliv. dealer ot two wheeter,

Visitto AutomoUve dea erollour wheeler.



Automotive Service Technology and Drlving,skills ( K3)

Total P€riod-120

XII PAPER III

Sr

=t:

faultsl.l Engine doe5 notturh over
1,2 Engine doer nor 3ran
1.3 Ensine run5 but mknrEs
1.4 Engine lacks power
1.5 Ehgineoveheak

1.7 Eminestalts ard backfires
1.4 Smokyextuust
19 Vibration tn enxhe

raults 2.1 Exce$ive f ule co.5umption
2.2 Shol-y exhaust
2.3 Poor accele.ation and tackofpower
2 4 StallinE oJengine

FaulB 3 1 Erces ve o't conidmDnon
3.2 Low oitore*ure
3.3 Erce$ive oil presslre

Faults4.1 EnSine overheat
4.2 Enginewarm up stowty
4.3 Cooljnx svstem teak

Faurts 5.1 EnSjne does noi (rantin.
5,2 aarerydoes notchaBine
5.3 Generator does nor produce

5.5 C.B. pornt burn
5.5 De fectiv. spa.k in ptug
5.7 Bigh tension coit t€aka*e



Faults 6.1C utch slipswhile engaging
6.2 clutch grab or .hatte.
6.3 clutci spins or drags

6.5 Clutch pedal pukation
6.6 Clltch,inin! weaB tast

Q7

Fau!ts 7,1 No,s. in transmission
7.2 Hard gear shifting

7.4 Chattering or Erabblm of

7.5 No peertranrnlsslon trom

7.5 oilleakaeeslrom sear box
3 Fautsa.l Contihuous noise is

32 Knocking in dilterenlial
3.3 Growling while taking turn
3.4 PNer k nor transmitting

9

9.2 Hard and rou8h ride

9.4 SaSSjng of spring
9.5 Steerim dilliculties
9.6 oittortlon in tame and bodv

Faults 10.1 Hard neering
10,2 Carw:nderi.g
10,3 Car pullingto one side
10.4 Front wheel shimmy

10.5 Exc€si* priv in nee,ins rYst€m

11.2 Arak€ pedalgoes to floor

11.6 Uneven brakiry 10 wheek
11.7 Wheel skidswhen brakes applied
11,3 brake pedal pukation

o8

12.3lmprop.rtyr€ @ntads ro Floor



i5.4 Re3bk.tion, permit, iirness cerrificaie

1s.5 Ru es related to drtvinghabbits, ollencer
and pe.alties regardinS drivingolvehic e

15,6 R!l€s relaled to safety precautions such
3s air baes s€at belts, .ottapsible steer ns

16.r lnlrodu.t'on of tra nspo dation, rote of
tansportation in indur&iat Browth

16.3 Ru es r€gardingtransportvehtcte carryina
hazardous gases,.hehicter f tammabte sases

r7.1 Pollut on coniiol norms (EUFO.orfr st
.ecessity ot EURO norm, Bharar stages

17.2 Unleaded pe$ol, speed petrot, cNG,
intr.ilction of new vehicte operared oi

F.dts 13.1A-C. systefr notworkin8

13,3 A.C. gar leakare 01

l4,1Variou5 altonotiv.vehtcle detinat on of
liSht motorvehicle, medium motorvehi.te,
heavy motor vehicle, stage caniage, conract
cariag., hvalid caries, pnvateerier, pubtic

14 2lmponanceoftraflic signs, types of traftic

r5.1Rul€s related to number ptate ofvehic e,
lc.tion ot light, mlnidum space required tor
parsen8€r8an3w.y, fl6o.toceiltnS, fronr rear

15.2 56tety aspect inteh ofcondition of tyre,

15.3 hportan.eof e igibility of driving tcense,
preedu.e ro issue drivinS ti.ense



17.4 Role ol every peBon and automobite
industryto contro I pollution o7

1a.1 lnsurance,imponanc€of insurance
1a.2 Types oivehicle Tnsurance-fnst part

iisuran.e, third pany ins!rance
13.3 DetailsofaDolicaiionform,variols

inf orfr ation.equlred tor v.hi.te b€ing
ins!red, documents requiied, insurance
premium, and benelirs lor cuslomer

1a.4 Pfoc€dur. ofinsurance ctatn,
documents required for ins!rance claim

1a.5 Calculationrof insuran.epremtuh.nd
insurance ctaim benef its

13.6 2erodeprecl.tionpolicy

19.1 E4lain m.an @nrrotsand their
operation andfundion a) loot cohkot b)
accele.ation c) clutch d)foor brake/nand
bhke e) stee.ins wheel 0 sea r shiftins g)
whd 3creen wip€r h) indi€toE r) heaterj)

19.2 Erplaln pre.au tion on enterinB
vehicl€, sta.ting v€hicle, turniryvehi.te to teft
orriSht, parldnS driviry on r&aight road,
.omeringon dlp road, drivlnSoi Shat ar€a

19.3 Explain outlne nferv check5
perforh.d on vehicle

19.4 Role of dnver incase ol accrdems on

t2o



Automotive Service Technology and Driving Skills (K 3)

13,

Tate nea3urment (onn€d,ne

cor dL.r .ono, anor & va.uu;rsi;;;,i<vi;;a;i;E;-s

ch,,r L, moe, bde eo .yrhd";h€;lh;A,oir;de;bl;i;per
"dlr.*"rdo." 

'rybr 
d,dtgucs. 1dc"tor. drvc.(tj or con preypd

"r or trdLcr. rncnSe !!,,ndpr t,.e.,f,cqr"eo, (h.-t rd,n rou.-o r,rleclwaler ja.reBaro..rrvourovnhdLt .ecordtr,o-jnspro.e*or
cy nder block and cytind€r h€ad .

appropr ate BauEes To nrdy

&dgry!{9ry!:t!39l r; *rrere@A;,r-C;e p"r"r5

ch- r e rc,,ect.vrc -naron, io;"nd-t;;rE;t;;:;;;iG

PRACTICAL XII PAPER III

Study ot Moto/ Vehicte Act-lgss
jrudv d dirreel, aepri(d,oi 6;;;,1;ii;irE;;ir sp;-md

srekhd'ft.r.nr,oad !i8n!&n8.ak;E;Mor@ v.; ;i
study or difr.renr rypes of satety f."t*;r;d t";
ro sketcn hand sienar5 to be naae ;ri;[ii;G drivii;
0.monsr,ate.he.kinsof khicre qh*,t t Eth ; G;;ry*, (p(rc)

cyry out major tune up or.arljao

Ch€c( and adlu{ roern and by wheet atignment cuas;;h;imberan8te bycambe. eau

o,ernaut mutt ryt naera,eset eng,ne

o,",h",G;n/r"d at..re"sr"e.

study the tnsur.nce procedu,e ofuetd;ts arrect€d veh.kte



7

D€monstratefottowins drivingskil s

r) opeEtion of A) loot conrror. B) accerer:tor c) cluich D) sEke E) hand
brake f) Steerang wheel G) C€ar thifting H) Da5hboard operation

iT) Pe.iorm lhe routine safety.he.ks

ili)start lhe vehicle and po5ilion coirectlyonthe road,anddrive s:fely

iv) Adjustthe speed orvehicleas per n.ffic.id road.onditions.

v) Perform the ora.ticefor rev€rsins of vehicle

tl lncas. ofunavailablliiv of machineand equlpm€ntoradvan..technolo8vd€monstrate it

durinP industrial vBit .

vi)hst.u.rions durinE night ddvrns

Guide to obtain drivins li.enseoftwo wh€eler (wirhout gear l. studenl
should obtarn it by his own.



Engineering and Technology Group

ELECTONICS TECHNOLOGY (JI, J2, J3)

Scheme ofExamination

srd- xI

- !E! !!!L '" ^llL' .,:Ti:,. 30

t0

std. xII

*^. ''9",;:i" ",'" Jli',|

(J2)

l



XI - Electronics Technotosy

Paper l: Basic Electricity

I Elechical Safetv md

z

t,

6

3



l)

2)

r)

1)

t
6)

8)

l0)

11)

t2)

r)
14)

lt
l6)

11)

l8)

l9)

20)

2l)

21)

Pepe dmwins sheei ol elecfical symboh

Eblisl rhe safety precautions to be ralcn in lhe Elecrjonics

PEpare drawing sheer of tooh used i. fic elecronics lab.

Enlis! difere.r vollagc sources i n rhe labomroiy snd note

PBp&e dmwing sher ofAciveod pssive componenls

IaDiliaizalion md use of Amoeter, Votrheter and Muhinerei.

Venfication ofOhm s Law

Veriflcation of Kirhhofs Curent Law.

Vaillcadon ol Kircbnol)s Votrage Law

Idend fi cari on and testing o I Pasive componenr.

Srudr o'difie-elrDpe. o. sr .ne. rcL)\dnd, orne.ror..

ldend licalion and re$ine o l Aclive compone s.

lnde.tify and dra* Pin Co.ngurarion of IC\ 555,?4t. 74xx,erc.

PEpee layout ad PCB otsinpleciEun [ke bridge redifier.

srud) ch4-sing &d d {h,sins oi. dpa.iror Lhrcush rclnor

Study of series md pell€l resislive cncuils.

Demo.strate so leno id as El eorc-na8net.

Prepare chan lor lypical sinu$idal sares for Amplitude, FEqucncy,
Peal value. Avengc value. RrVS vatue

Sludy of PMMC sahaomerer

Conve6ion of PMMC inro Amere.

Convmion oIPMMC into Voibeler.

Pojet dd Industilal Visirs

9

9

9

9

9

9

9

9

9

I

9

9

5l



XI - Electonics Technology

Paper 2: Basic ElectroDica

4 4 teed beksin amplilift

4 t Dillerenlial AhpLifier

52

6I SCR" Dh,, Tri&



Practicals

I

2.

l.

5,

6

8,

9.

l0

ll.

12.

t3

14.

15.

I6,

t7.

t3.

l9

20

21.

71

Identincaion of ditTerent types of diodes (LED. PHOTO.

Tesli ng of di ode usi ng analog and d i8ital nultinreler.

Study of Vl chdacleislics of PN junclion diode.

consituct dd iesl Halfqave rectifier.

9

9

9

9

9

9

9

9

9

9

5l

Construct od ast Full wave cehrer bppedl Bid-qe reclifier.

Study of LC llher and it's lipple facbr.

Find Line md Load regulaiion olweulated pox€r supply.

Construct dd test Zener diode 6 volbge reeularor.

Study of Fixed vollase Esulalor(usins IC-7805/7809/7912 etc)

Consnlct adju$able vohage Egulalor usins Ic LM3l7).

ldenlificalion ofdifercnl types ollresislots( UJT. BJT, FEI. PoNe,

Sludy inpu t c beacleristic s of C E trmsitor co nfie uralion

Sudy output chaacrerisdcs of CE rtusistor codfiguadon

Consmcr Hanle) oscill.lor using trmsislor.

Construct Colpin\ oscillatorusin8lrmshior.

Con$rud pnse shin oscillalor Dsing irmsnloi.

Study ol cry$al oscillalor.

Sludy or diac, fiac, SCR.

Sludy VI chdacterislics oa UJT tmsistor

LrPS hstallation dd ideflificarion ofeach pan

Consmcr and te$ sinple inlener circuil used in emersency lishr

Proj ecl and Industrial V isns
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n
XI-ElectroDics Tebrology

P.Dci- UI Disitd Electronics

Theory

I

: I Applna'ions.fE\.OR gsre

5I l rcdu{ionrc Flp.ilop

t5 JI<MS

5.1 Inroduction and types of



I

2.

l.

5

6.

3.

t0.

II

12.

13.

14.

15.

16.

t7

I3,

20.

21.

7)

Pnclicak

xl Prper-IlI: Digihl Elcctronics

Conven 6indy numberto d*ihllnunberand \i.c ve6a. 9

Convert Hexadecihal nunber to d(ihal nLnber and r ice !e^a. 9

Convertoclalnunbertodecimalnumberand\ice\csa 9

Sublletion olbinary bumbeB usine l\ complimenthelhod d 2k.onpliment
me$od. 9

DraN lo8ic diagrah for Booleo equrion. sinplii n by bootem algeua and dras
sinplified diasm. 9

lndenlify IC 7404.7408.7432 and lerify trnrb table oaattbasic gatcs. 9

Inde.tifylC7400.7402.7486ddverirylfuihhbleofaltderiledeares 9

Conslrucl d verily EX,OR sate uins b6ic sates only. g

Construct d Prove Demoree's lneorem. 9

construct b$ic8 res using NAND gate. 9

Conslrucl baic cates using NOR gar. 9

Sludyofhalfaddercilcuir. g

Sludy ofFull adder circuit. 9

Connruct Ex OR as 4 6it contolled i.v.rlos.

Constlucl 4: I Muliplexer usins IC7415] &d reri& n s hth rable. 9

Consrucr I 4 De-m! hiplexer usibS I C 741 3 9 and !€rify n s trurtr lable. 9

ConstrucrBCDrosevensesDentdisplayusingIC744? mdleify ir!lrurhtabte. 9

Construct E"coder usins IC?4147 and veri! ils ttuth rlbte. 9

Consrtucl decade courq usine Ic749O ad verify n s lruth Eble 9

Connrucr R-2R ladder for 4 bit DAC md resl ir. g

Co.nrud md re$ sinultdeous ADC usi.g OpAMp.

Projec! hdunial Visir

Tohl 240



Electronics Technology

XII -Theory PaPer-I (Jr)

Name of the paper-Applied and lndustrial Electronics

I

l.l NedofOPAMP
1.2 Block dilsram OPAMP
1.3 Ideal Chmclenstics
L4 OPAMP Pameter
I 5 Li.ctr Applicaiio6
1.6 Non Lined AFplicarions

2 1 Intmductio. lo lC-555

?? Asr,hle nuhi vibmror

24 BisEble muh'.ibmror
2 t tSKUsins 555

PWM.PPM,PAM application

:] ] LDR
.1.4 FOC

I 2 SEeedconlrol of Moror

5
t.l tmi.auondachine

7.4 Inlloducfion lo Solar



XII PAPERI

APPLIED AND INDUSTRIAL ELf,CTRONICS (J1)

PRACTICAL LIST

1) Dcremination olgain oflnvelins OPAMP

2) Dereminalion of gain ol Nonllvelins OPAMP

l) StudrofOpampasAdder

4) Sudy of Op anp 6 Subtraclor

5) Sludy of Op @p 6 InteSlalor

6) Study ofop op as difle€.riator

7) Sludy ofop mp !s Builer

8l Slud) olop mrp 6 conPtrator

9) Stud, ol Op mp d Schmitt's TriSger

l0) Slud.y oflc 555 in Monostable mode

I l) StudyofIC555 in Aslable node

1l) Sudy of Optocouplci c ncuit

li) Demo.slralion of solar celh ed sold applises

l,l) Denonstdion ol copier Machine

l5) Demonslr.tio. ol scamins oi docume.l

l6) C onsrrucl a circu it o I speed contol ofdc molor

l7) conslruct od study ISK usins Ic ss5.

l8) Srudy v I charadenst cs o a Pnob Di ode.

l9) DemoNraion ofinta red ren.te conlrcl cioun.

20) Denonnanion oIFAX nachine.

2l) Pojccr Indusr al visns

9

9

9

9

9

9

9

9

9

9

I
60

241



f, Iectronics Technology

xU- Theory- Paperll(J2)

\ane ofthe paper - Modcm lNrrumenrs rnd Conmudc.tion systef,s

Sub-topic/Sub-unir

I I Inhdu.rion :
i

1.2 Resistive Tansducer

I I Capaciti\e Tmsdu.e*

I 4 lnducrive Tr5nsdn..^

7 Eleclmnic Inslrmenh

2lcRo
2,2DMM

l

l.l ana og Commui.arion

l.l Digiral Com!nicauon

4.lWiEless onmuicalion

5

6



XIIPAPER-II

Mod.rn inslrum€nrs,nd Comhuri..rion Sl(ens(J2)

PRACTIC4L LISr
I StudyolThemisrorNTC.PTC.

2. Use of condenserhicmphone asa sound tBnsducer.

l. Study tud re coninBofthe toudspe*er.

,1. Srudy v.I chdactenstic ofphoto cetl

5 Studya.d Use ofolrocoupterin tuycircuit

6 Me6r various et ec trical q uo r ides 6ing digilat nulamecr.
7 Srudy rhe &onl panel conbois ofCRO

8 Measue trequency tme period ed AC/ DC voltage usns CRO
9 Measr phas diference using lissas@us panem or CRO

l0 Co.srrucrnd sludy AM Modutalor circuit

ll Conslrucl sinple diode detectorciEuit.

I 2 Consaucl md srudy FM lm.smnter circuit

ll Instaltarion oa DTH

14 Innallalionotwi-fi rcurer.

I 5 Dow ioading of laious Aodm id Appl icarions tor cellphones

l6 DemonstEtion oflibre optic commicalion

17 Studyof m.dem relevhion contrcls

l3 Demonniarion of workins ofLED qd LCD Tv.
I I Study lh€ sorkins of Mp3 husic systen. MixeFruicen

20 Studylne worune of Microqave, Wshinsn&hihe. Arrcondnionr
2l Prcje lndustial Vin(

g

9

9

9

9

9

9

240



.r;fchil"' 
I r"r"ru"i.

Etetroni.s Tec[notog/

xII Th@r] p.per-Ilt (J3)

Nrme of lhc prDer -{omDut r llrds*e ..d

I.l Inioduction ad Elorution

I 2 aaic Blocts of n icoDrocesso;

: lnnrucrionser

I prosramnjn(oa

L5 Inrroduction to adv&e
m rrcpmcessor
2.1 AddE$in! moder nt lors
2.2 Instruction st of 808 5

20

l
2.4 A$enbly lansuase prcEimDi@
3.1 Inboducdoo lo Micrcconbots

11

i'i
1.2 Adrantlges over micrcprcces&.

L4 Applicalions of hicrccon!rcller
.l.l Srudy of urnshission Lines

t6
,1 2 Nedlo.I f?Es ed ropolo,ries

'r.4 hroduction ro comecriviry

5 5. I B6i. blocls oJ coDr!,r,
5.2 Menories i. Con.ute6
5 3 Oven iew of frdherhord

2{\
5 4 Spe(il-r(alios ofConpurer
5 5 Conpulq assembly md
insullation of periphe.dl devices
5 6 Trcubleshoorins d AMC
5.7 UDqradalion md secuilv systen

6l lnrrolul on to operar'ns nnems
6.2TypesoaOS such d windoss-?,

6.1 Acce$ and Secuity dpects of

12
7.2coEianls, v iabl. ed dara rloes
7.3 ODe@to6 LooDs. Anav.
7.4 Function and prosdms

8
120



ft.ctrcni$ T.chnoloB/

xrr ?rp.r-tll (J3)

Name olthe Drp€r-ConpDr.r Hr.dvrr.,nd Net{orkins

Pnctic!ls

l. Drawing SheetolArchirecture mdpin dilgrm of 8085 hiooprocessor

' ln rcdLcuon ro operde m.ropce..or 8085[

l. wlile a piognm to.lore dala by dilfee innruclions.

4. Dnw flov char'1 ed Erile a plosrm of sinple additio. (dnecl and indi@t

addressing frode) using 8085 rp.

5. Draw flow chart and trrile a progBm of simple

addEssin8 mode) usins 8085 sp.

9

subtaoion (dien and indircct

6 wnte simple proBm to sludy Losical ed bmnch inslructions Ning 8085 rp
7. Wrile a progrm to find ldgesl number usins 8085 up.

8. wnle a program ro find Block More using 3035 Fp.

9. write a prcslam lo find smallest.mber usins 8085 Ap.

l0 wrire a prcgrm ro exchange lhe ontains two blocks sing 803s Up.

ll Calculadonofsimple inteEsl for lhee sets olP, N, and R using C tunctions

12 \rrrire ! ptugram to add lwo numbes using C proCrmming .

13. Dawins Sheel ofArchnecture of 8051micmontrclle!

14 Dras $e sheels of diiferenl comectivily devices lite Moden, Hub. Repeale6,

15. Dmr rhe siects olI-AN.MAN wAN

16. Dras lhe sneets ofNetwork lopologies (Sl{, Bus. tun8)

17. ln'lentily ad list oul diferent pdls ofpesonal compuier

18. lntmducc poce{iN of inslauation md cobfieuration DL horher board.

I 9. ln$alhtion of OS \yindows 7/ wi.dows 8.

20. Tmubleshool ed rectify the poblens ol pcsonal computer such as pose lailure

2l Poject Indusftial Visits

9

9

9

9

9

9

9

9

60

2.t0



MECHANTCAT- TECHNOLOGY (K4, (s, K5)
Scheme of Examination

srd.-xr

OIT: On thelobTra rinc shoutd be conduded ar & wh.n

:l
;

MECHANICAL TECHNOLOGY (K4 K5, K6)
Scheme o, Examination

std.-x[

I rheot f-;.d-r I -l

." l_ r*. I r-;"a'' 
Markt Tlhe M:rr. rime work work

I rHBr rH6) 
L

-l ll fl{-ao r ,ol, 20 10

1.;fr-+,+;; 200

,* **, 

,

roeDmning a0 3 IO

-1r'"' ,H!4+
3 20 10

200

otr: on.h" .ot, I. "a nB..o dD.iondu-, tia (. !,o



Std. xr

i

Unit

13

1./ Elfect ofA loytngon base metat

1 9 Physical properries of Merah
1.10 Mechantca properties of Metats.

Sedion ol Engineertng materiak.
-Apd Gnms otemhmty Ged Ensh@rrs

f
1 11 Siudy of Heai Tr.alment oro.€s(
112Ien'npo, Mar. k

2.2 Cla$ifr.anon of Measu.inx Instruheniq
2 3 5ludyofNon Pre.ison tnnrumcnR
2.4 3trJy olpre.trion Jnnrumenis
2 5 sr!dy.Iacmp3rat.i tnjr.urr€nI
2.6 Stddy of An8utar Me.su,in* lnst.umenr

I 7 7 nkodurrion rocauees
rL2 3 sridr, or f5pddron cauees

Paper li Basic Machine Shops practice - |

Theory

1) Gai. knowtedse about Metat aid Non-M€rats.

2) Gaiiknowr€dgeaboutMeasurinslns|ruments.

!) Devetop neasurinCskitk with rhe hetp olpreckjon insrum€nts.
4) To d€vetop lh. skils in titringwork.

s) To deverop the s!i,I in werdinsspeciallyin fabric.rion work
b) CainknowtedgeabourCarpent.yworkspecia 

yFurnjturemakine.
7) Gain knowledue and skiI abo!r ptuhbingwork.

3) cain (nowledge about saaetyrutes,

9) caln knowt.dse about sheet hetat wort

Sr.

t nit

L



2.9 Cla$ili.ation of Gau8es

, 10 care and Maint€nance ot MeasurinA

ln!tru6ents
l.I Ne(essily ol B.nch wort.
3.2Mechanicsof manualBelalcuttingpro'ess
3.3 Hand tools used in ftti.swork
3.4 Markinsiools and cuttingtooh !sed

3.5 Operations in littingshoP

3 7 SIZE, AdualSize, Nominalsiz'
3 3 Limitlit and Tolerance
3c A owance and Clearan.€

Jt L*"''

3.10 Surla.e rouAhness sYmboG

l ll lntroduclion toinspection and qualitvcontroL'

3.12 Surface finish & qualitv conr'ol

4.2 Cla$if ication of Weldin8 processes

4.4 weldine terms, defl nitions and weldina

4 5 Ar. weld'ns power sour'es & rt! 
'pplkarions

4.6 oxy'Fuel v!elding & cutting
4.7 Soldering and stazing

4.9 MIG and Tl6 aeldinE
4.10 Submersed &Ihermit weldine

411 RdGtanceweldins

413 M€chanical ioinlna& adhesive bonding

4 14 lntrodudion to cNcweldina
41s Delects and Bemedies in weldilg

5.2 Pip€ M.terial & commercial Used lizes & their

S.3 Plumbing Hand lools and equipfrents

5 4 Plumbing fttingsioints

5.5 D€ean na. prpe ftlin8& d str bulion svnen'
fo. ro s6ry bu'Ldrngw hnoragetanl

6.3

6A

L

with inlroduction to CarPenrrV

woods, plywood and carpentry

d6icnins& Eqrc4!ons



7 1 rmportance ofth.et melalwork
7 2 Types ol sheet metalr
7.3 Sheetm€talproducis, shapes & Drawin8
7 4 Gpnmpii.al construcrion &draftinc
T.5sheelmetalmarkiig avouts&handtoos
7 6Type! ofsheel metalioinrs
7.r' Developmenr oftattern laYo!t
T.aMachinesus€din5heetm€ta!shop5.
7 9 Sheet metaloporations
3.1 Definition olAccident

a.3 safety iules in work shop

s 5 Fire and Electrica Salclv

std. xl
Paper | : Basic Machine Shop Practice - |

Practical

Neme of the Practicals
No.

I

l,
Lavoutplan &ma.hinelo.ationplanotth€workshop

rdeniifi.auon oI metah & non metahpro!ided lnwor[shop

5 ts,,d/ th. effeds ol va'ious allo/ing elements on properues

lil.niif i.:rl5n of 
^cn 

f enous nciaLt

!.ner .allp.re, mi.rod'eter

I r i ra""t,trc"ti*t*..*tvp"'
. -a 

Tsi,dy 
or rrcn ca rbon diac,am



I I Ldennri..ti.ns & us€ ofvarious precision suases

10. Measur€ment practicals bv usinscomparaior

1r fM";;;"-ent p,".tr.als tv i"r,r"' .**r'ii r",ti,.*t,
teast count ofvernier callrler & m c.ometer.
vernier calliper & micromet€r

ln quality audltinswith eo

i

U^deEtandinS th€ meaninB of zero drfect

l!a rher use 
'n 

f't'n3rhop

Mad n3& saw ng pract ce

rdentifrcarion of various .urtne lools, ma*ng rools, holdin3 tools &

'neasuriig took in nnlns shop

Fillng a tlzr surface & che(k for flatnes

-m-

Drilins & Iapoinson abovelitins lob

counrer boring&.ountersintins in a sivenlob

Preparat on orsquare boll by urnB lnms prad.e

we dinE edqe prepaErion pradic.

denLfi.ahon 6fweld'ng hand took in a wort!hop

rdentir.ation ol Ac & Dc power sou..e5 ror wedns. study rhe
sp..ificaiions for power El ns olpowersoutes

28 we dinE by u5ineAc Powersource

1. Arc Weldin3 hy d.positinB nraiEhl & weariB beats on tls in fal

Fillns at rEht anEle & che.k for riEhl ansl. & straEhtnes-1lob

step Filnq and fo.m llin3 lJoh

rirt ns male & remale- lldb

produ.earc we ded rilet lap&Tjolnrs in m ld stee liflatpo ion
P'od.."a' 

^ddedil 'd".o ne,
Produ.€ ar. welded lquare butrjolntli mild nee ii flatpo.tion
Produ.e a( welded snale vbuh iolnr in mlld neel i flat po5il on

vr'e rl ng by usins Dc Powersour.e

1 Arc wedin8 by deposring Staisht & wearis b.i6 on MS i fct



Produce ecwerdedfietkp & rjoinB in mitd nee inndposilio.
P,odr.p "i"ue d.d rldc.or1e,o nr r r io )reet'1 fl , po!r ol
Produce arc we ded squarebutioint in hitd neet nltat position

Produce ar. we ded sin8ls v burtjoinr n hitd ftetin ftar pos tion.

BDzlng& soldennBpra.rtre

we dinS by usins oiyl!elw.ldi^Sfordifierenrwetdins ro nb

Meta curtins by oxy nrelcuring prcre55

werdine phdce oi r6/Mc m#ine on smce ioinG (Min,num 4

cuning pipe, thrcading &ronnectins varlous plumbnp

Des sning p'p ns svnem otyour nn ture!o. rsn dor, bu d nC

ldent ry'n3 d'ffe,enl roo13 ursd n. penrryshop

rd.nufyidg various types ot wooit pl./wood, runni.a,
sheets used in.a.penrry/fu.niiure/fabrication work.

FaDri.dion ofslmple cabiner furn rure.

rdenrilicarronotditfer.nttoo s used in sheet metatsho!.

DrawlnC differenr seometri., .onnruction of difi€renr 5hapes in rheer

drawng 5urfa.o ddveopmeit ol various sinpe &

DEw the d fferent safery.hars in me.hani.at workhop.

];'","" " 
**".*," -",,',,,,".,,

,u. P,.p-". p,.r"a "pJ;""r"d,.r;r. b



I

I std. xl
Paper ll: Machine Shop Practice - ll

Theory

Gain knowledge about meia

To ei n ih. knowledse abour
processes, Drill ng Machine.

Io galn lhe know edge aboll

To sa n the knowl€dse aboll

lath., shaping, planning, slottinB, SroachinB & sawine

HOT & COLD working process.

plasuc mouldins process.

3

Lubricanb& rcolants, Type5ollubr.ant5, Type5
orcoolanr!,lhenpmpe ies& apo icar onr
workins Principle of Lathe machine

sln8le po nt.utt ns roolwirh rool nomehcla ture
Etfecl of cutins anslesii hetalcuxiiS pro.en
Me.hani.s oI meral.utliS proc.$
speed, feed, fr eaniry and then rehriv.
lignifi.an.e in metal .uting pro.es

Siz€ & sp.ciii.ation oiLalhe frachine
Main parlsof lathe ma.hin€ with lhen

c!ttinc pro..s! lik. obliq!e & onhogonal
cufiins speed, feed and depth oI cut and
machininsride relarlonsh p

2.2
2.3

2.4

25
2.6
2.1
2A

clasilli.au6n of Lathe machin.

2.10rn!tal aiion, car€ & Mainten.nce of Lathe

3l Woiking princip!e oishaping machine
3 2 Class licat on olshaping machdes
3 3 ske & sDecifcation ofshapins ma.hies
l4 Main parts ol shapinE machine with their



5 3 Cut'ng !peed t'eedanddeprhor.ut

lnstallation,Care&Maintenance.lshapinB

4 I Workin8 princip e olPlanin8 machine
4 ? Cla$ fi. onofPlantn8Machines
4I Size & spe.ifirationofPlanins machines
4 4 Main Pa r ofPlanins, machine wirh thek

5.2 Wor[ing Principle ofS oiting machine
s 3 cla$ifi.arionsofslott ng ma.hin€s
5.4 Sre &spe.iri.ation ofs ortingmachines
5.s Main partsofSlotlin€ machine wilh lhe.

6.1 nkodudion to Broaching pro.esse5

61Ma.hin ngoperatlons

65 Pow€rhacktaw& band saw ma.hine

C ass I'cauon.nd spe.in.ation
5ludy of d llerert types oldriliinB machine

Too holdlng and job holdingdevtces usedon

Ope.ations on drilling machine

72

7.5

HOT & COLO

3 2 Clasili.at on ofHOT& COLO
3 3 Study ofHOT.olling process
8 4 study of COLD rollinA process
3! dent t.ation ofdiff€retri producrs made
HoT & COLD workLng proc.sr.
a € Adraili8er & Di*,jvaniasis of r OT
worlinB pro.e$
T.ollroIlo.es

s s D rrpreit lo ans



-I

9.1 lntroduction to Plastic Mould ne

I 2 rntroducrion to polyme., themo plasl

9.3 tmportant plastic moulding & foming

9.4 ThermoformrnC & e/irusion

std. xl

Paper ll : Machine shop Practice - ll

Practical

Name ofthe Practicals

pi-t rcotmenctature o ,aenlifv ea.h part of the

Pid, r'. e on (;rrs roo's md'ns & nea\u'emenl or a' tlP ' &

p".rr"r tmir,e pr*ti." with scale & c'lliper

facing, cenlrinB straiSht tuhing, step turning, Grooving Taper

t!rnlns(lnternal, External) D.illlns, Borins,VThreadins (lnternal'

External) squar€ IheradLns (lnlernal, External) tuu ins &

a composlt. aisemby involvrn!r operanons

not€.ordriLinxmachin.

'cdrle'rR wlh'r'-O'n^ *heleve' aooli-cb " & 'hou'd bP

ihl.ro me:sure with verniercaliper

F at, Ansular, oovetaiL, (.ywav 5hapinc

=f
L

t loperauons ondLrpingm{h ne



9. Perlorm sawrne prrct'ceon pow€r ha.r saw ma.hine

Practice ot drilling a hoie of difierent sDos by tbe use oI pitbre
drllmachine,Sensitivedri lnsmachine/ R.dialdrillingmachine

I Pelform Reamihg ope.ation on dri I machine - 1 Job

Visit to nearbv HOT & COID workine pocess industry
r€port on machine used, diiferent operations, and
commercially used brand namesor produ.t.

Vislt lo n.arby pbnic moulding indushy
nrachines us€d, diflerent opcration, and
!s€d brand names of product.

Drrw the safetycharts in roll'ng hills

3) To deve op th. skill in oa.hine drawinE

4) T. D.v.lop rhe skt in AutoCAo,2Drnd 3D

std. xr
Paper lll: ENGINEERING GRAPHtCS

Theory

l) -o _" 
n InowledBe ioout Tdr aldnC,npeInBd.a^'nBp'oie..

2) Caih k.owledse about s.rewthreads, fasteners and wetdinsjoinG & rheir

Sub Unit

I 1 lntrod!ction to €nei.€artng drawing &

12 lnrrod!.tion 10 DrawinS lnrtruherts &

r 3 PaternsofLines, ener ne& number
14 Dih€ns oninBTechnlquer & drawlnC



5.

Sr.

s 1 Develop,nenrof Surlac€5

6.4 Rivets and foundation bolts

Paper lll:
std. xr

ENGINEERING GRAPHICS

Practical

Name of the Practlcals

DrJw'nE nsrrum€nls&the use5

Drawina.onvontions as per 5696- 1972

5 0nhorraphi. Proiection by first ansle method



O ho8raph c Proje.t'on byth 
'da^gle 

mnhod

Type3 of(rew & thr€a& w th specificar'ons

Fr.r hand sketches ofweldlnr io nts

Develophcnt ot Surf a..s

vrndow dlaloa box, Menu b,L, tool ba6 & conhand w ndow,
UCS coordination system - X, Y & Z coordn6tion, Unirs, Drawing
Lhitr, c.ids, Fulctron keyr Pap4q!q@4!!!9IL

Practiceon draw commands - Line, circtei Recrsn8e Elipse,
Polygon, Point, ReSoi & parabolr.
Make a b o.k/ write t & then insert it in anvfite
Modifyingcommands-Erase, Copy, Mirror, Ofiset, AftV, Sca e,

Practice on chamfering& filletinE corne6 ofdrawing.
Modifyingthe sk€tch in grid spac nB.
ar.aiion oi p.,a retni. diiieiriiors

r* Delet€ & Add d hensi.n<

Practi.e on creaton curved suface, Revotved surface, Ruled

Pr:ct.o on rreahns rD so d drawin8 w h remptate,

Bor, polysolid, Cone, Pvraqid, Wedga,T.ius.
Solld Edit ne commandr LJnlon.Subtrad& nien..r
3D Modijies .omhands - lD Mirror, Rorate 3D, Anay 3D, Algn
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COMMERCE GROUP 

1. ACCOUNTING AND OFFICE MANAGEMENT (Y7, Y8, Y9)  

SCHEME OF EXAMINATION  

Std. XI 

Paper 
Title of the 

Paper 

Theory Practical 

Term 

work 

Project 

work 
Visits Oral 

Total 

Marks 

Average 

Marks 
Time 

(Hrs) 
Marks 

Time 

(Hrs) 

Marks 

 

1 

OFFICE 

MANAGEMENT 

AND 

ORGANIZATION 

80 3 80 3 10 10 10 10 200 100 

2 
FUNDAMENTAL 

OF ACCOUNTING 
80 3 80 3 10 10 10 10 200 100 

3 

FUNDAMENTAL 

OF COSTING AND 

AUDITING 

80 3 80 3 10 10 10 10 200 100 

 

Std. XII 

Paper 
Title of the 

Paper 

Theory Practical 

Term 

work 

Project 

work 
Visits OJT 

Total 

Marks 

Average 

Marks 
Time 

(Hrs) 
Marks 

Time 

(Hrs) 

Marks 

 

1 
OFFICE 

MOTIVATION 
80 3 80 3 10 10 10 10 200 100 

2 

ADVANCED 

FINANCIAL 

ACCOUNTING 

80 3 80 3 10 10 10 10 200 100 

3 

ADVANCED 

COSTING AND 

AUDITING 

80 3 80 3 10 10 10 10 200 100 

 

*OJT: ON THE JOB TRAINING 
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Introduction 

Accounting and office Management is gaining quite extensive recognition, both 

within and outside the business world. It has rightly been termed as the language of 

business. The basic function of any language is to serve as a means of communication. 

Accounting too serves this function. It communicates the results of business operations to 

various parties who have some stake in the business, viz. the proprietors, creditors, 

investors, government and other agencies. The need for accounting is of great importance 

for a person who is running a business. He must know: (i) What he owns (ii) Whether he has 

earned a profit or suffered a loss on account of running a business, (iii) what is his financial 

position i.e. whether he would be in a position to meet all of his commitments in the near 

future or he would be in the process of becoming bankrupt. 

Cost Accounting also plays predominant role in manufacturing and trading concerns. 

Knowledge and skill of cost accounting only can gain success to any business, as any 

business, as cost control is the best tool of maximizing profit. Cost cutting is vital for survival 

and success in globalization. 

Audit has become indispensible for any kind of business. It is through audit that one 

can hear the sound of reliability of commercial concerns. The success and prosperity of 

business depends upon the efficiency of the audit system. It is an important tool of 

management control. Audits are essential in order to examine the truth & transparency of 

the financial position and account record kept by businessmen. 

Management skills are also essential for every entrepreneur to get work done 

through the efforts of other for meeting the needs of wide range business activities. 

This is an era of globalization. In this globalised word, the infrastructure of business 

and commerce activities keeps expanding every day as we know, the smooth functioning of 

any establishment of organization depends upon efficient office and personnel support.  All 

types of corporation, organization, establishments, institutions, enterprises working in 

government & non government sectors need skilled personnel. 

In response to these complexities & as a knowledge domain, Accounting, Cost 

Accounting, Auditing & Office Management, is gaining wide popularity. It finds a place in the 

vocational stream at the higher secondary level. A person, trained under ‘Accounting and 

office Management’ course, can get a job as an accounts clerk/ accounts assistant, billing 

clerk. Cashier, ledger clerk, cost assistant, etc. So far as self-employment is concerned, a 

person can undertake accounting jobs independently. Therefore, for meeting the future 

manpower requirements in various enterprises, the vocational course ‘Accounting and 

Office Management’ is designed and introduction at the +2 stage by various States / UTs in 

India. Among other things the above vocational course is designed to generate adequate 

competency in students facilitating their entry into word of accounting.  
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Objectives of the Course: 

1. To develop knowledge and understanding of- 

� Concepts, principles, practices and procedures of accounting and auditing. 

� Various books, records, documents and vouchers which are basic one for 

accounting activity. 

� Returns and statements prepared by the accounts department from time to time 

� Negotiable instrument and banking practices relevant for maintaining books of 

accounts.  

� Costing principles and techniques. 

� Auditing principles and procedures. 

� Working and use of computers in accounting. 

 

2. To enable students to attain proficiency in- 

� Writing books of accounts in both ways manually as well as computerized such as 

cash books, other day books Journal, ledger etc. 

� Preparing trial balance, final accounts, reconciliation statements and filling 

income tax / sales tax return forms and statements. 

� Preparing cost sheets, finding out contract costs, marginal costs, standard & 

actual costs, variance analysis, reconciliation of cost & financial profit etc. 

� Carrying out auditing work such as detection of errors and frauds, preparation of 

audit programme and maintenance of audit note books. 

� Working papers and other record, evaluation of internal control system 

verification and vouching. 

� Preparing book of accounts bills, vouchers, cost statements etc. using a 

computer. 

 

3. To inculcate personality traits like accuracy, efficiency, neatness, promptness, 

judgment and commonsense, analytical ability, courtesy, economy, sincerity, 

honesty, consistency, passion, alertness. 

 

4. To enable students to appreciate that the accounting structure is based on some 

definite principles which have general applicability. 

 

5. Develop interest in modern practices of office accounting. 

 

� Acquire basic knowledge and skills about computer operations. 

� Develop competent office personal for wage & self employments. 
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Job Opportunities 

A) Wage Employment (Manual and Computer Based) 

 

1. Accounts Clerk, Accounts Assistant 

2. Billing Clerk 

3. Cashier / Cash clerk 

4. Ledger Clerk 

5. Cost Clerk, Cost Assistant 

6. Audit Clerk, Audit Assistant 

7. Office Clerk / Office Assistant 

8. Office Secretary 

9. Office Clerk cum Cashier 

10. Store Keeper 

11. Personal Assistant 

12. Computer Operator 

13. Receptionist 

 

B) Self Employments (Manual / Computer Based): 

 

After completion of this course and completion of one year apprenticeship 

training, candidates should be licensed as. “Certified Book Keeper” if they have 

successfully completed one month advanced tally course & MS-CIT course, which 

would enable him to practice book keeping work independently & can undertake 

accounting jobs independently  as mentioned in wage-employment and setting up of 

office service institute, computer service institute setting up of office accounting 

bureau. 

 

Std. XI 

Paper I: Office Management and Organization (Y7)  

Theory  
Periods 

Topic No. 1: Concept of Office Management.     15 

1) Meaning and definition of office 

2) Importance of office 

3) Functions of Modern office 

4) Sections and function of office departments. 

5) Meanings and definitions of Management 

6) Functions of management 

7) Meaning and definitions of office management 
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8) Approach of office management 

i) Conventional office Management 

ii) Artistic office management 

iii) Scientific office management 

9) Principles of office management 

10) Functions of office management 

 

Topic No. 2: Office Organizing         14 

1) Meaning and definition of office organization. 

2) Importance of office organization 

3) Principles of office organization 

4) Types of office organization 

5) Meaning and definition of Delegation of Authority, Responsibility 

6) Importance, features and factors of delegation of authority and responsibility. 

7) Principles of Delegation of Authority and responsibility. 

8) Problems in Delegation of Authority and responsibility. 

9) Job specialization, Job analysis and Job description. 

10) Meaning and Importance of organizational Relationship. 

11) Meaning of Span of Authority. 

12) Informal Organization. 

13) Conflict in Organization. 

14) Causes of organizational change. 

 

Topic No. 3: Office Communication        13 

1) Meaning and definition of Communication 

2) Importance of Communication 

3) Features of Communication 

4) Elements of Communication 

5) Scope of Communication 

6) Types and Media of communication. 

7) Principles of communication. 

8) Barriers in communication 

9) Meaning, definition and principles of coordination. 

10) Relation between coordination and communication. 

 

Topic No. 4: Office Manuals         13 

1) Meaning and definition of office Manuals 

2) Purpose of office manual 

3) Importance of office Manual 

4) Types of Office Manual 

5) Manual in use 

6) Contents of Office manuals 

7) Sources of Manual materials 

8) Procedure of preparation of Office manual 

9) Distribution revision and maintenance of office manuals. 



178 

 

10) Evaluation of Office manuals 

11) Advantages and Disadvantages of office manuals. 

 

Topic No. 5: Office Correspondence & Letter Writing     15 

1) Meaning, Definitions of office correspondence  

2) Importance of office correspondence 

3) Procedure of inward and outward correspondence 

4) Modes of Correspondence 

i. By Hand 

ii. By Post – ordinary post, book – post, under posting certificate 

iii. Registered and unregistered letter, parcel, registered acknowledgement 

due, speed post etc. 

5) Meaning and definition of letter 

6) Types of letters – Personal, official, semi-official, confidential, Business. 

7) Characteristics of Ideal Letter – Complete, Clear, Correct, concise convincing, 

considerate, concrete, courteous, coherence, language of letter. 

8) Structure of official letter. 

9) Contents of official letter. 

 

Topic No. 6: Office Automation & Machines      15 

1) Meaning and definition of office automation. 

2) New technology used in office automation. 

3) Need and feasibility of office automation 

4) Advantages and disadvantages of office automation. 

5) Social Aspects of office automation. 

6) Importance of Office appliances & Machine. 

7) Principles of selecting office appliances and Machine. 

8) Office machines used in different offices, Franking cheque writing, machine, 

addressing machine, electronic typewriting, Xerox, Fax, Calculator, Computer. 

 

Topic No. 7: Selection Recruitment and Training of office employees   15 

1) Meaning & Concept of selection & recruitment 

2) Sources of recruitment 

3) Needs of recruitment 

4) Procedure of recruitment & selection. 

5) Meaning & Principles of training 

6) Methods of employee’s training 

7) Placement & induction 

 

Topic No. 8: Microsoft office & its Applications.      20 

1) Meaning, definition & types of computer 

2) Features of Computer 

3) Classification of computer 

By Nature & Types 

By size & Capacity 
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By use & purpose 

4) Primary memory & Secondary memory 

5) Input and output Devices 

6) Merit and Demerit of computer. 

7) MS – Word, Excel, PowerPoint. 

Meaning, Applications Features Merit and Demerit 

8) Introduction of Internet 

9) Email- Creating receiving & sending Email. 
 

Practical 

Periods 

Topic No. 1: Concepts of Office Management      30 

1) Showing films and slides on modern setup of office by using overhead projector 

television etc. 

2) Demonstration in a class room by putting desk, tables, seating arrangements like 

office setup where emphasis should be given lighting, ventilations feasibility of 

movement and inter-related work seats. 

3) Visits to various office i.e. Bank, LIC etc. 

4) Preparation of chart showing various sections and their functions of modern 

office. 

5) Visits to modern offices for showing various section and their functions. 

6) Preparation of various registers required for office. 

7) Visit to modern office for studying various registers maintained by them. 

8) Preparation of charts showing scope of management. 

9) Visit to modern establishment for study the functions of management. 

10) Visits to modern office to acquaint the students with principles and functions of 

office management.    

 

Topic No. 2: Office Organizing         28 

(Minimum 05 Practicals on) 

 

1) Preparing type wise office organization charts. 

2) Preparing departmental organization charts (for particulars department) 

3) Visit to business concern for studying the structure of office organization. 

4) Writing of letter indicating the problem in delegation of authority to higher 

Authority. 

5) Preparing Questionnaire used for Job Analysis. 

6) Preparing of Job description chart. 

 

Topic No. 3: Office Communication        26 

1) Preparation of maintenance of registers used in office automation 

2) Telephone register 

3) Visitor slip & register 
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4) Appointment diary 

5) Planning diary 

6) Complaints slip and register 

7) Worksheet register 

8) To acquaint the student with how to read telephone directory. 

9) To acquaint the student with the procedure and application of modern medias of 

communication with special reference to telephone, Fax, E-mail etc. 

10) Visit to a telephone exchange office to study the medias and system of 

communication. 

 

Topic No. 4: Office Manuals         26 

1) Prepare a manual of HSC vocational department 

2) To acquaint the students with the procedure of preparation of manual. 

3) To acquaint the students with the procedure of distribution revision and 

maintenance of manuals. 

4) Visit to an industrial office of acquaint the students with the types of office 

manuals. 

 

Topic No. 5: Office Correspondence and Letter Writing     30 

1) Maintenance of Inward and outward mail register. 

2) Visit to an office to study the Inward and Outward mail procedure. 

3) Students are expected to know the different method of correspondence  

4) Prepare a layout of business letter. 

5) Prepare a draft of confidential letters. 

6) Prepare a draft of demi official letter 

7) Prepare a draft of personal letter. 

8) Draft letters to different Institutions for different  

Purposes, e.g. To Insurance Company, to bank, to HSC Board etc 

Topic No. 6: Office Automation & Machine       30 

1) Visits to modern office to study the office automation and its aspects. 

2) Visit to a modern office to study the new technology used in one office 

automation. 

3) To demonstrate the students with the various types of office machine used in the 

modern office i.e. Franking machine, Cheque writing machine, Xerox, Computer, 

Fax etc. 

 

Topic No. 7: Selection, Recruitment and Training of Office Employees 30 

1) Prepare an advertisement in state and local level news paper for the post of 

General Manager, OS and Accountant etc. with Qualification experience etc. 

2) Prepare a proforma of Resume / Curriculum Vita.  

3) Prepare a call letter for Interview to Concern Candidate. 

4) Prepare proforma of appointment letter. 

5) Prepare proforma of joining letter. 

6) Prepare Layout of Training Institute. 

7) Prepare plan of Training Programme. 
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8) Visit to Employment Exchange. 

Topic No. 8: Microsoft Office & Its Application      40 

1) To introduce the computer operating system to students practically. 

2) Create Documents in MS Word. 

3) Create table with Rows & Columns for Salary Sheet, Mark Sheet etc. 

4) Prepare Slides for Presentation with regard to different project. 
 

Paper II: Fundamentals of Accounting (Y8) 

Theory 

Periods 

Topic No. 1: Introduction of Book-keeping and Accountancy    10 

1) Contents: - Meaning, Objectives, Importance and   Utility, Difference between 

Book Keeping and Accountancy. 

2) Basic Accounting Terminologies:- 

Business Transaction – Business and non business, Monetary and Non Monetary, 

Cash and Credit, barter transactions, Capital, Drawing, Assets, Liabilities, Income, 

Expenditure, Profit, Loss, Debtor, Creditor, Solvent, Insolvent, Goods, Purchases, 

Sales, Stock-Opening and closing, Bad-debts, Discount, Commission, Goodwill, 

Types of Assets, Types of Liabilities, Capital Expenditure, Revenue Expenditure, 

Capital Receipt, Revenue Receipt, Deferred revenue expenditure, Entry, 

Narration, Account, Types of organizations, meaning and definition only (Sole 

Trader, partnership, private company, Joint stock Company, Co-operative 

society).  

3) Accounting Concepts & Conventions. 

4) Accounting Standards. 

 

Topic No. 2: Book-Keeping Systems        10 

1) Single entry & Double entry Book-Keeping system, Principles of Double entry 

book keeping system – meaning, importance and advantages of double entry 

book-keeping system. 

2) Classification of accounts – Personal, impersonal (Personal, Real, Nominal) Rules 

of Debit & Credit for each types of account, relationship between book-keeping 

and accounting. 

 

Topic No. 3: Journalising of Business Transactions and Ledger    20 

1) Introduction, Meaning & Definition of journal, Format of Journal, Journal entries 

simple and compound with narration. 

2) Meaning & Utility of Ledger, Ledger posting, Balancing of Ledger accounts, 

Preparation of Trial Balance. 
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Topic No. 4: Subsidiary Books         20 

1) Meaning, Need and advantages of subsidiary books, types of subsidiary 

books/journal, purchase book, sales book, purchase return, Bills receivable book, 

Bills payable book, sales return book, journal proper, posting & entries in 

subsidiary book to ledger. 

2) Cash Book –  

a) Simple cash book, double column cash book (cash book with cash & Bank 

column). 

b) Petty cash book – simple petty cash book, analytical petty cash book with 

imprest system. 

 

Topic No. 5: Banking Transactions        05 

1) Banking transaction and their recording, Bank – meaning, functions of bank, 

types of Bank Account, Current, Saving, Recurring Deposit & Fixed Deposit 

Account, pass book, pay in slip, withdrawal slip, statement of account, opening of 

bank account and their operations, Types of cheques, ATM and NET Banking 

systems. 

 

Topic No. 6: Bank Reconciliation Statement      15 

1) Meaning and Need for preparation of bank reconciliation statement, Reasons of 

disagreement in bank balance as per cash book & pass book, procedure of 

preparation of Bank Reconciliation statement from given discrepancies & 

extracts of cash book and pass book. 

 

Topic No. 7: Trial Balance and Rectification of Errors     10 

1) Meaning, Need and Method of preparation of trial balance, Gross Trial balance, 

Net trial balance, kinds of errors their effects on trial balance, rectification of 

errors, rectifying entries, suspense account. 

 

Topic No. 8: Final Accounts of Sole Trader       20 

1) Preparation of Manufacturing, Trading account, profit & Loss account and 

balance sheet. 

2) Adjustment: - Closing stock, unpaid and prepaid expenses, outstanding / accrued 

income, Income received in advance, Depreciation, Transfer to reserve, drawings, 

Loss of goods. 

 

Topic No. 9: Accounting with Tally Package       10 

1) Creation of company, new accounts, groups, types of vouchers, classification of 

data entry. Cash, receipts, journal vouchers and contra entries. Preparation of 

cash books, purchase register, sales registers, return registers, journal proper, 

various ledger accounts, Trial balance, Manufacturing, Trading, Profit & Loss 

Account & Balance sheet. 
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Practical 

Periods 

Topic No. 1: Introduction of Book keeping and      20 

Accountancy & Source Documents       

1) Every student must maintain a journal or practical file with him. This should be 

timely examined and signed by the teacher and Instructor 

2) Printed specimen formats should be used for practical work such as cash memo 

etc. 

3) Source documents: Cash memo, Credit memo, Receipts, Bills, Simple Vouchers, 

Petty Cash Voucher, Journal Vouchers, Debit Note, Credit Note, Cheque, Pay-in-

slip, Withdrawal slip, Pass Book. 

4) Application form, Demand Draft, Advices, FDR Export – Import document – 

Commercial Invoice, Letter of Credit, Bill of Lading, Transport Receipt, Dock 

warrant etc. 

5) Minimum 05 Practicals should be conducted to identify source document and 5 

Practicals should be conducted to fill the printed source documents by giving 

necessary transactions. 

 

Topic No. 2: Book Keeping Systems        10 

1) Classification of Account – 10 Practicals should be conducted on classification of 

accounts, which should contain at least 30 head of accounts for every practicals. 

2) Analysis of transaction: - 10 Practicals of 20 transactions each. 

 

Topic No. 3: Journalizing of Business Transactions & Ledger    40  

1) Practical Problems on Journal Entries, Ledger Posting and Trial Balance. 

2) 10 Practicals of 20 transactions each with opening balance. 

3) 5 Practicals of 10 actual source documents should be conduct. 

(Printed forms of Journal & Ledger to be provide) 

Topic No. 4: Subsidiary Books         40 

1) Subsidiary Books; Ledger Posting and Trial Balance:- 

2) 10 Practicals of 20 transactions each, out of these two practicals should be based 

on genuine source documents. 

3) Minimum 10 practical problems of 15 transactions each on columnar cash book 

and 5 Practicals Problem on petty cash book each, out of which 3 should be on 

imprest system. 

 

Topic No. 5: Banking Transactions        10 

1) Minimum 10 practical problems of 15 transactions each on Journal entries of 

bank transactions in the books of bank and in the books of business / customer & 

preparation of bank account in the books of business & business / customer’s 

A/C in the books of bank. 

2) Every student should open saving bank account & should avail ATM Card & Net 

banking facility. 
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Topic No. 6: Bank Reconciliation Statement      30 

1) 10 Practical problem on Bank Reconciliation Statement from given, minimum 05 

Practical Problems to prepare Bank Reconciliation statement with given 

discrepancies & minimum 5 practical problems to prepare bank reconciliation 

statement with given extracts of cash book & pass book. 

2) Minimum 2 Practical problems from actual extract’s of cash book and passbook 

 

Topic No. 7: Trial Balance and Rectification of Errors.     20 

1) Minimum 05 Practical problems on preparation of trial balance i.e. gross trial 

balance & Net Trial Balance. 

2) Minimum 10 practical problems on rectification of errors 

 

Topic No. 8: Final Accounts of Sole Trader       40 

1) Minimum 20 practical problems on preparation of final Accounts of Sole Trader 

with minimum five adjustments. 

 

Topic No. 9: Accounting with Tally Package       30 

1) Data entries in subsidiary books using Tally Package:- 

2) Data entries & Preparation of cash books, Purchase register, Sales registers, 

Return registers, Journal proper, Various Ledger Accounts, Trial Balance, 

manufacturing, trading, profit & loss account & Balance Sheet (Data Entries of 

minimum 100 transactions). 

 

Paper III: Fundamentals of Costing and Auditing (Y9) 

Theory 

Periods 

Topic No. 1: Introduction to Cost Accounting      10 

1) Origin, Definition of cost, Cost unit, Cost Accounting, Cost Centre, Advantages 

and limitations of cost accounting, Cost Classification according to Elements, 

Behaviour, Traceability and Functions. 

 

Topic No. 2: Material and Labour Cost       20 

A. Material Cost 

1) Meaning and definition of materials 

2) Classification of materials in to direct and indirect materials. 

3) Need Principles and importance of purchasing. 

4) Purchasing of materials. 

5) Procedure of purchasing. 
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B. Meaning of Stores 

1) Functions of Stores Keepers. 

 

C. Stock Levels 

1) Maximum level. 

2) Minimum level. 

3) Re-order level. 

4) Average stock level. 

5) Danger level. 

 

D. Store Ledger 

1) Meaning of store ledger. 

2) Specimen of store ledger. 

3) Store pricing issues method. 

4) FIFO, LIFO. 

 

E. Labour Cost 

1) Meaning and definition of Labour. 

2) Classification of Labour into direct labour and Indirect Labour. 

3) Time Keeping Department – Meaning 

4) Time booking Department – Meaning 

5) Incentive payment system. 

 

Topic No. 3: Unit Costing         30 

1) Meaning and concept of cost sheet. 

2) Need importance, objectives and advantages of cost sheet. 

3) Format of cost sheet. 

4) Preparation of Cost sheet. 

5) Meaning of estimated cost sheet. 

6) Need of estimated cost sheet. 

7) Preparation of estimated cost sheet. 

 

Topic No. 4: Introduction of Auditing        10 

1) Origin of audit – Meaning of audit. 

2) Definition of audit 

3) Scope of audit 

4) Objectives of audit 

5) Meaning and definition of auditing 

6) Principles of auditing 

7) Advantages and limitations of auditing 

 

Topic No. 5: Objects of Audit         20 

Primary Objects, Secondary Objects 

1) Meaning of errors. 

2) Kinds of errors. 

3) Detection and prevention of errors. 
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4) Meaning of Frauds. 

5) Kinds of Frauds. 

6) Concepts of true and Fair View window dressing. 

 

Topic No. 6: Classification of audit        15 

1) Qualities and qualifications of Auditor.  

2) Responsibilities of an auditor. 

3) Role of an auditor. 

4) Duties of an auditor. 

5) Statutory duties of an auditor regarding audit report. 

6) Classification of Audit on the basis of - 

a) Authority b) Scope c) Time d) Objects e) Special audit. 

 

Topic No. 7: Planning and procedure of an audit      15  

1) Audit planning. 

2) Pre-Commencement and Considerations of an audit 

3) Audit Program Preparation by Client for audit 

4) Audit note book and working papers.  

 

Practical 

Periods 

Topic No. 1: Introduction to Cost Accounting      30 

1) Preparation of chart showing classification of cost; according to element, 

behaviour, function, period, traceability and controllability. 

 

Topic No. 2: Material and Labour Cost       50 

1) Preparation of specimen of; purchase requisition, inquiry, quotation, 

comparative statement, Invoice, Goods Received note, Goods inspection report, 

bin card. 

2) Calculation of various stock levels, calculation of EOQ. 

3) Preparation of store Ledger Account. 

Under FIFO and LIFO Method. 

4) Preparation of Pay Roll and Job Card. 

 

Topic No. 3: Unit Costing         50 

1) Preparation of chart showing step by step addition of cost. 

2) Preparation of cost sheet and estimated cost sheet from given details. (Minimum 

10 problems on cost sheet and 05 minimum problems on estimated cost sheet) 
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Topic No. 4: Objects of Audit         50 

Classification of expenditures & receipts 

1) Profit and Loss under capital, Revenue and differed revenue, capital expenditure 

and Revenue expenditure, Capital Receipts and Revenue Receipts. 

(Minimum 05 practical problems) 

Topic No. 5: Audit Planning and Procedure       30 

1) Preparation of Audit Programme. 

2) Audit note book and working papers. (Minimum 5 practicals each) 

3) Observing actual Audit procedure by visiting C.A Firm or any industries) 

 

Topic No. 6: Visit Report         30 

1) Study of C.A. Firms / any Industries and prepare visit Reports after visiting. 

 

Std. XII 

Paper I: Office Motivation (Y7) 

Theory 
 

Periods 

Topic No. 1: Secretarial Work in Relation to Meetings     15 
1) Meaning & Definition of Meeting 

2) Importance of Meetings 

3) Types of Meeting –  

I) Statutory Meeting 

II) Directors Meeting 

III) Annual General Meeting 

IV) Extra Ordinary General Meeting 

4) Essentials of valid meeting-proper calling organizing & conducting meeting  

5) Notice, Agenda, Quorum, Motion, Adjournment, Voting, Resolution, Proceeding 

& Minutes 

 

Topic No. 2: Office Motivation         14 
1) Meaning and Definition of Motivation 

2) Need for Motivation 

3) Methods of Motivation 

4) Principles of Motivation 

5) Problems in Motivating employees 

6) Meaning & definition of Leadership 

7) Features and Types of Leadership 

8) Qualities of Ideal Leader 

9) Promotion – Meaning, Basis, Types and Policies of promotion 

10) Transfer – Meaning, Basis & Policies 

11) Demotion – Meaning, Basis, Causes & Policies 



188 

 

12) Suspension –Meaning & Features 

13) Retirement – Meaning & Types 

14) Absenteeism – Meaning & Definition, Causes, Remedies 

15) Employees economic security – Meaning and Need 

16) Concept of pension, gratuity and other retirement benefits 

17) Recreational activities of employees, Meaning, Need & Types 

 

Topic No. 3: Office Salary Administration       12 
1) Meaning and Definition of office salary Administration 

2) Objectives of Salary Administration 

3) Importance of Salary Administration 

4) Procedure of Salary Administration 

5) Advantages of Salary Administration 

6) Job Evaluation – Meaning, Definition and Importance, Procedure, Methods and 

Advantages. 

7) Merit Rating- Meaning, Definition, Importance and Methods 

8) Wage Payment- Meaning and Methods 

9) Fringe Benefits- Meaning and Definition, Importance & Types 

 

Topic No. 4: Office Employees Discipline       12 
1) Meaning of Employees Discipline 

2) Objective of Employees Discipline 

3) Types, Need, Principles of Employees Discipline 

4) Code of conduct 

5) Features of discipline, Procedure of disciplinary action 

6) Termination of Services 

7) Service Book – Meaning and Content 

8) Confidential Report – Meaning, Importance, Features 

9) Leave – Meaning and Definition: - Types - casual, earned, commuted, extra 

ordinary, Maternity and paternity, medical, special, duty leave 

10) Holidays –  

I) Declared by Government 

II) Declared by Collector 

III) Declared by Institutional Head 

 

Topic No. 5: Office Financial Services & Banking Operations    20 
1) Salary Bill – definition, Feature and Content 

2) Budget – Meaning, Types, Advantages, Preparing budget for office factors to be 

considered while preparing budget, budget period and revision of budget. 

3) Bank – Meaning, Definition & functions 

4) Procedure of opening and operating bank account, types of bank account 

5) Cheque – Meaning, definition, crossing and Endorsement 

6) Bank Draft- Meaning and Definition, procedure of issue of bank draft, procedure 

of withdrawals and deposit in bank, withdrawal of cash by withdrawal slip, 

cheque & ATM, deposits by cash, by pay-in-slip & cheques. 
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Topic No. 6: Office Forms         15 
1) Meaning, Objective of office forms 

2) Importance and Types of office forms 

3) Designing of office forms 

4) Meaning and principles of Designing 

5) Controlling office form – Meaning, Objectives, Procedures and Advantages 

 

Topic No. 7: Demat Account         12 
1) Meaning and Introduction of SEBI (Securities and Exchange Board of India) 

2) Introduction of Demat Account 

3) Meaning of Demat Account (BSE/NSE) (Bombay Stock Exchange & National Stock 

Exchange) 

4) Merit of Demat A/C, Company, Investor and Broker 

5) Demerit of Demat A/C, Fees Structure A/C, Opening fees, Annual maintenance 

fees, Custodian fees 

6) Procedure of Dematerialization of security, opening account, submission of 

request 

7) Forwarding DRF (Demat Requisition Form) 

8) Forwarding DRF copy to Depository 

9) Confirmation by depository, updating records by company 

10) Confirmation of Demat to the depository, updating records by depositors 

11) Confirmation by depository, updating records by participants 

12) Confirmation of Dematerialization 

 

Topic No. 8: Income Tax          20 
1) Meaning of Assessee, Assessment, and previous year & assessed year. 

2) Prediction & Exempted income, Definition & Meaning of Taxation, Features, 

Types, Scope & objectives of income tax 

3) Exempted income & Deduction under Income Tax Act 1961 

Different Heads of Income (only theory) 

I. Income from Salary 

II. Income from House Property 

III. Income from business & Profession 

IV. Capital gain 

V. Other sources 

 

4) Definition of:-  

I. Salary U/S 15 to 17  

II. Income exempted U/S 17 

III. Deduction from salary U/S, 16 

IV. Prerequisite U/S 17/ (2) 

V. Profits in lieu salary 17/ (3) 

VI. Steps in computation of income from salary 

VII. Computation of gross salary 

VIII. Computation of deduction U/S 16 

IX. Deduct (B) from (A) 

X. Structure of form 16A 
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Practical 

Periods 

Topic No. 1: Secretarial Work         30 
1) Drafting Notices and agendas of meeting 

2) Drafting various types of resolutions passed in meeting 

3) Writing proceeding and minutes of the meeting, procedure of meeting and 

conferences 

4) Preparation of PROXY forms 

5) To organize mock-up of program on the entire 

 

Topic No. 2: Office Motivation         28 
Minimum 05 Practicals on:- 

1) Preparing a motivational plan for office employees containing positive and 

negative motivation factors 

2) Drafting a promotion letter 

3) Drafting a transfer letter 

4) Drafting a demotion letter with causes 

5) Drafting a suspension letter mentioning causes of suspension 

6) Drafting a letter appreciating valuable services in organization at the time of 

retirement 

7) Conducting 01 visit to business organization to study the cause effects and 

remedies of absenteeism 

 

Topic No. 3: Office Salary Administration       24 
Minimum 05 Practicals on:- 

1) Preparation of specimen of attendance register, salary sheet, salary slip, TA & DA 

bill 

2) Visits to an office for studying the procedure for preparation of salary sheet and 

TA & DA bill 

3) Prepare merit rating chart 

4) Prepare group Insurance plan and demonstrate 

 

Topic No. 4: Office Employees Discipline       24 
Minimum 05 Practicals on:- 

 

1) Preparing a memo to employees who is remained absent in office since last 15 

days without consent 

2) Preparing a report of bad conduct at employee before taking disciplinary action 

3) Preparing a specimen showing contents at service books 

4) Preparing a confidential report of concern employee 

5) Preparing application for following leaves 

a. Casual leave 

b. Medical leave 

c. Duty leave 



191 

 

6) Preparing a medical certificate writing down a report on conference on 

motivation aspect for submitting higher authorities. If an employee have 

received order from his higher authorities to attend a conference on motivation 

aspect of employees. 

 

Topic No. 5: Office Financial Services & Banking Operation    40 
Minimum 03 Practicals on:- 

 

1) Preparing a salary sheet of office employees 

2) Preparing a salary slip of any employee 

3) Preparing a salary certificate of any employee 

4) Preparing form no 16 A of any employee with imaginary data 

5) Preparing a profoma of pay in slip withdrawal slip, cheque, bank draft 

6) Preparing a loan proposal of any employee for purchasing a motorcycle or car etc 

7) Preparing budget for next year for office stationary 

8) Preparing a budget for next year for office employees salary 

9) Preparing and filling of forms used in banking operations i.e. account operating 

form, nomination form, specimen signature card, pay-in-slip, withdrawal slip, 

cheque, pass book, promissory note, bank draft, mail transfer form etc. 

10) Visit to a bank to acquaint the students with the procedure of opening and 

operating bank account 

11) To acquaint the students with the procedure of opening and operating bank 

account 

12) Familiar the students with the procedure and type of crossing and endorsement 

of cheque 

13) Arrange at least one visit to bank to study the banking operations 

 

Topic No. 6: Office Forms         30 
Minimum 05 Practicals on:- 

 

1) Preparation of forms used in the office-bills invoice, cash memo, credit memo, 

receipt voucher, Debit note, credit note etc. 

2) Acquaint students with the procedure of designing and controlling office forms 

3) Visit to the concerned office to study designing, using & controlling office forms 

 

Topic No. 7: Demat Account         24 
Minimum 05 Practicals on opening DEMAT Account:- 

 

1) To collect necessary documents for Demat A/C 

2) Filling of Demat A/C opening forms  

3) Submission of Demat requests & scrip certificate by investor 

4) Forwarding DRF & SCRIP certificate to register 

5) Forwarding a copy at DRF to depository 

6) To get confirmation of receipts of DRF by depository 

7) To get confirmation at dematerialization to depository 

8) Updating records of depository participants 
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Topic No. 8: Income Tax          40 
1) Practical Training in filling Income Tax returns forms (minimum 10 practicals). 

Filling the forms for tax deducted at source & procedure to avail the same 

(minimum 10 practicals) Computation of taxable income & income. Tax-salary & 

individual income, simple problems (minimum 10 practicals) preparing form No-

16 A (minimum 10 practicals). 

 

Paper II: Advanced Financial Accounting (Y8) 

Theory 

Periods 

Topic No. 1: Depreciation Accounting       20 
1) Meaning and causes of depreciation. Depreciation accounting under straight line 

& written down value method. 

 

Topic No. 2: Accounting of Consignment Transactions              25 
1) Meaning and Necessity of Consignment, parties to consignment-consignor, 

consignee, difference between consignment and sale. 

2) Losses in Consignment:- Normal and Abnormal 

3) Commission:- Ordinary, Del-Creder, over-riding 

4) Valuation of stock on consignment, journal entries of consignment, dealing in the 

books of Consignor and Consignee and preparation of Consignment account, 

Goods sent of Consignment A/C, Consignees A/C, and Abnormal Loss A/C for 

Consignor and Consignors A/C in the books of Consignee. 

 

Topic No. 3: Single Entry System of Accounting      15 
1) Meaning and Features  of single entry system, Accounts maintained in the single 

entry system, Distinction between single entry and double entry system, 

methods of calculation of profit; statement of affairs method only. 

 

Topic No. 4: Accounts of Non-Trading Concerns     20 
1) Meaning, Features and objects of non-trading concerns, distinction between 

trading and non trading concerns, Trust deeds/by laws of non-trading concerns, 

books of accounts to be maintained. 

2) Preparation of final accounts: - Receipts & payment Account, Income & 

Expenditure Account and Balance sheet. 

 

Topic No. 5: Partnership Accounts        25 
1) Meaning, Definition, Characteristics, Maximum and Minimum no. of partners. 

Types of partners, partnership deed and important clauses of the deed, implied 

provision of partnership Act, methods of maintaining partner’s capital accounts:-

Fixed and fluctuating capital Methods. Necessary adjustments in P & L 

appropriation a/c & distribution of profit. 
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2) Admission of a partner- Accounting Treatment-Revaluation of assets and 

liabilities, treatment of goodwill and capital brought in, preparation of 

revaluation account, partners capital account, cash/bank account and balance 

sheet. 

3) Partnership Final Accounts - Trading and profit & loss account, P & L 

appropriation A/C and balance sheet of the partnership firm. 

 

Topic No. 6: Study of Financial Statement Ratio Analysis    10 
1) Meaning, Advantages, Necessity, Utility of Ratio Analysis, Vertical forms of profit 

& loss account & balance sheet. Meaning, Advantages, Necessity, Utility of 

Revenue statement ratios. Balance sheet ratios & combined ratios. 

 

Topic No. 7: Classification of Expenditure & Receipts     05 
1) Classification of expenditure & receipts under capital, revenue deferred revenue           

expenditure, receipts, profits & losses-Meaning of Capital expenditure, receipts, 

profits, revenue expenditure, receipts, profit deferred revenue expenditure etc. 

Practical 

Periods 

Topic No. 1: Depreciation Accounting       30 
1) Depreciation Accounting: - Under straight line & written down value method.  

(Minimum 10 practical problem on each method) 

 

Topic No. 2: Accounting of Consignment Transactions     40 
1) Documentation of consignment Dealings: - Preparation of proforma invoice, 

account sale, payment vouchers for expenses of consigner and consignee, journal 

vouchers for commission, receipts for advance and final remittance from 

consignee. 

(Minimum 05 practical problems out of which 2 should be based on actual record 

of various dealers/agencies) 

 

Topic No. 3: Single Entry of Accounting       30 
1) Minimum 10 practical problems on statement of affairs method. 

(Minimum 10 problems should be given for practices.) 

 

Topic No. 4: Accounts of Non-Trading Concerns      40 
1) Minimum 10 practical problems on preparation of income & expenditure and 

balance sheet from the given receipts & payment account. 

2) Minimum 5 practicals on preparing members register, subscription register, dead 

stock register, notice of governing body & annual general meeting, receipts and 

payment account of non-trading concerns from the given transactions 

(Minimum 1 practical based on actual record) 
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Topic No. 5: Partnership Account        40 
1) Form ‘A’ registration of partnership firm, Form ‘E’ change in constitution of 

partnership firm and preparation of partnership deed from the information 

given, Retirement and Death of a partner-Accounting Treatment-Dissolution of 

partnership firm-Meaning and procedure of dissolution, journal entries for 

dissolution 

(Minimum 5 practicals each on retirement, death and dissolution of the firm) 

 

 

Topic No. 6: Study of Financial Statement [Ratio Analysis]    25 
1) Minimum 5 practicals on Profit and Loss and Balance Sheet (simple problems). 

Minimum 5 practicals on Calculation of Revenue statement ratio, Balance Sheet 

ratios and Combined Ratios their meaning and interpretation. 

2) Minimum 5 practicals based on actual annual reports of companies, problems on 

Revenue statement ratios, Balance sheet ratios and combined ratios with vertical 

form of Income Statement & Balance Sheet. 

 

Topic No. 7: Tally based Accounting        20 
1) Data Entries and preparation of cash book, purchases register, sales register, 

Returned registers, Journal proper, various Ledger Accounts, Trial Balance, 

Receipts and payment accounts, Income & Expenditure accounts, Manufacturing, 

Trading, Profit & Loss accounts and Balance Sheet. 

(Minimum 10 practicals of Data Entries of minimum 20 transactions each) 

 

Topic No. 8: Classification of Expenditure & Receipts     15 
1) Preparation of separate lists for every class of expenditure. 

(5 practicals of at least 50 items each) 

 

Paper III: Advanced Costing and Auditing (Y9) 

Theory 
Periods 

Topic No. 1: Contract Costing         15 
1) Introduction to contract costing, meaning of contract costing, Items charged to 

contract account, concept of profit on incomplete contract, work, certified and 

uncertified contract WIP (Work in Progress), and Escalation clause. Specimen of 

contract costing preparation of contract account. 

 

Topic No. 2: Budget and Budgetary Control       15 
1) Meaning of budget, need of budget, objectives of budget, Advantages and 

limitations of budget meaning of budgetary control, objectives of budgetary 

control, essentials of effective budgeting,  types of budgets - sales budget, cash 

budget, problems  
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Topic No. 3: Reconciliation of Cost and Financial Accounts    15 
1) Meaning, Need of Reconciliation statements. Reasons for disagreement in Profit, 

Methods of Preparing Reconciliation Statement.  

 

Topic No. 4: Marginal Costing         20 
1) Meaning and definition of marginal cost and marginal costing. Uses/Advantages 

of marginal costing, Limitations of marginal costing, Contribution concepts, profit 

volume ratio, meaning of Break-Even point, meaning of margin of safety, 

calculation of p/v ratio, BEP and M/S. Break even chart, meaning of angle of 

incidence, problems. 

 

Topic No. 5: Standard Costing         20 
1) Meaning and definition of standard cost and standard costing, Advantages of 

standard costing, Limitations of standard costing, concept of variances. Meaning 

of material cost variance. Material price variance, material usage variance, 

material mix variance, material yield variance. Calculation of variances by using 

suitable formula. Meaning and calculation of labour cost variance, labour rate 

variance, labour efficiency variance, labour mix variance, problems 

 

Topic No. 6: Vouching          15 
1) Meaning and definition of vouchers and vouching, objectives of vouching, 

Essential steps of vouching, study of cash memo, credit memo, receipt, debit 

note, credit note, bill, invoice, cash expense voucher and pay bill. 

2) Vouching of cash purchase, sales, capital, revenue expenditures and incomes. 

 

Topic No. 7: Verification and Valuation of Assets and Liabilities   10 
1) Meaning and objectives of Verification and valuation of assets and liabilities, 

Distinction between verification and vouching. Distinction between verification 

and valuation. Valuation of different Assets and liabilities.  

 

Topic No. 8: Audit Report         10 
1) Meaning of audit report, types of audit report, points to be considered while 

preparing audit report, audit report of co-operative society, joint stock company, 

sole Trader, Partnership.  

 

 

Practical 

 

Periods 

Topic No. 1: Contract Costing         30 

1) Practical problems on preparation of contract account, calculation of profit on 

incomplete contract and work in progress (WIP) 

(Minimum 15 problems) 
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Topic No. 2: Budgetary Control        30 
1) Practical problems on sales budget, cash budget. 

(Minimum 10 problems) 

 

Topic No. 3: Reconciliation of Cost and Financial Account    30 
1) Practical problems on Reconciliation statement. 

(Minimum 20 problems) 

 

Topic No. 4: Marginal Costing         40 
1) Practical problems on calculation of contribution p/v ratio (Profit Volume Ratio), 

BEP, Margin of Safety. preparation of Break Even chart 

(Minimum 20 problems) 

 

Topic No. 5: Standard Costing         40 
1) Practical problems - Calculation of material cost variance, material price variance, 

material usage variance, material mix variance and material yield variance. 

2) Calculation of labour variances - Labour cost variance, labour rate variances, 

labour efficiency variances, labour mix variance, labour sub efficiency variance. 

(Minimum 20 problems) 

 

Topic No. 6: Vouching          30 
Vouching of following items :- Cash sales, Receipt from debtors, Receipt from bills 

receivables, income from investment, sale of fixed assets, sale of investments, loan 

taken, bad debt recover, wages, payment to creditors, salaries, travelling and 

salesman commission, insurance premium, loans granted, Advertisement expenses, 

Rent paid, Repairs to building, Repairs to machinery, withdrawal from Bank, Petty 

cash payment, credit purchase, sales, sales on higher purchase, sales return, 

purchase return. 

 

Topic No. 7: Verification and Valuation of Assets and Liabilities   20 
Verification and valuation of plant & machinery, building, furniture and 

fixtures, Leasehold property, Goodwill, Tools and equipments, stock, debtors, 

bills receivables, investments, share capital, loans and advances, creditors. 

 

Topic No. 8: Audit report         20 
Preparation of clean and qualified audit report of sole traders, partnership, 

co-op societies, joint stock companies. 

(4 reports of each type) 
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4. BANKING, FINANCIAL SERVICES AND INSURANCE 

(H7, H8, H9)  

SCHEME OF EXAMINATION  

Std. XI 

Paper Title of the Paper 

Theory Practical 

Term 

work 

Project 

work 
Visits Oral 

Total 

Marks 

Average 

Marks 
Time 

(Hrs) 
Marks 

Time 

(Hrs) 

Marks 

1 
FUNDAMENTALS 

OF ACCOUNTING 
80 3 80 3 10 10 10 10 200 100 

2 

FUNDAMENTALS 

OF BANKING AND 

FINANCE 

80 3 80 3 10 10 10 10 200 100 

3 LIFE INSURANCE 80 3 80 3 10 10 10 10 200 100 

 

Std. XII 

Paper Title of the Paper 

Theory Practical 

Term 

work 

Project 

work 
Visits OJT 

Total 

Marks 

Average 

Marks 
Time 

(Hrs) 
Marks 

Time 

(Hrs) 

Marks 

1 

ADVANCED 

ACCOUNTING 

AND COMPUTER 

APPLICATION 

80 3 80 3 10 10 10 10 200 100 

2 

BANKING 

SERVICES AND 

CAPITAL MARKETS 

80 3 80 3 10 10 10 10 200 100 

3 
GENERAL 

INSURANCE 
80 3 80 3 10 10 10 10 200 100 

 

*OJT: ON THE JOB TRAINING 

 



231 

 

Introduction 

Banks play a very important role in improvement of the Economy. Indian Economy 
has been undergoing rapid changes in the area of the Globalization and information 
Technology. 

As an introduction course, it will equip the students to gain knowledge and acquire 
skill in banking sector. This course will help the students to focus on Bank Accounting, Loan 
operation, services rendered by Bank, Business Finance, Capital Market and Insurance. This 
course will enable student to start his business, Seek employment in Banking, Share Market, 
and Insurance Industry.  

This course aims to provide skills in Banking, Financial services and Insurance sector. 
Capability development and learning outcome, this course will equip the student to: 

Objectives 

1) To acquire theoretical knowledge of Banking, Financial Services and Insurance 
2) Gain practical Knowledge 
3) Develop Numerical and analytical Skills 
4) Perform multiple task accurately within time limits 
5) Develop inter personal skills and maintain relationship with customer 
6) Marketing of Insurance and financial product 
7) Inculcating and developing saving habits 
8) Making layman bankable increasing his credit worthiness 
9) Spreading Awareness regarding different types of Insurance and bring out its needs 

and benefit 
10) Help the public to invest their saving for improving their financial growth 

JOB OPPORTUNITES 

A) Wage Employment 
1) Clerk in co-operative Bank 
2) Clerk in co-operative Credit Societies 
3) Clerk in Commercial Bank 
4) Cashier 
5) Clerk/Office Assistants in a Investments Firm 
6) Daily Reports Collection Agent 
7) Manager in Co operative, Housing Society 
8) Clerk in a Foreign Exchange/ Export Import Firm 
9) Insurance Agent 
10) Survey Agent 

B) Self Employment 

1) Computer Operator 
2) Insurance Agent Assistant 
3) Loan Recovery Agent 
4) Mutual Fund Adviser  
5) Share Broker 
6) Account Assistance 
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Std. XI 

Paper I: Fundamentals of Accounting (H7) 

Theory 

Periods 

Topic No. 1: Introduction of Book-Keeping and Accountancy   15 

1) Meaning and Definition, Objectives, Importance and Utility, Difference between 

book-keeping and Accountancy, Basics of Accounting – Cash Basis and Accrual 

Basis, Qualitative characteristics of Accounting information, Financial Accounting, 

Cost accounting, Management Accounting. 

2) Basic Accounting Terminologies, Business Transaction – Cash Transaction and 

credit transaction, goods, profit, loss, Operating and Non operating profits, 

normal gains and abnormal gains with examples. Assets, liabilities, net worth / 

owners equity, Assets - Fixed / Current / Tangible / Intangible / Fictitious, 

Contingent liability, Capital, Drawings, Debtors, Creditors, Expenditure and 

Income, Cash Discount and Trade Discount, Solvent and Insolvent, Accounting 

year, Trading, Concerns, and ‘Not for profit’ Concerns, Goodwill, Conventions and 

principles and Indian Accounting Standards Concepts and objectives-Meaning 

and Importance, Business entity, money measurement, cost, consistency, 

conservation, going concern, Realization Accrual, Dual Aspect, Disclosure, 

Materiality, Revenue, Accounting Standards. 

 

Topic No. 2: Meaning and Fundamentals of Double Entry    14 

Book-Keeping System 

1) Study of Double Entry Book-Keeping System, Advantages of Double entry Book-

keeping system, Comparison of Double Entry Book keeping system with 

Conventional Accounting System, Classification of Accounts and Accounting 

Equation, Rules, Type of Accounts – Personal, Impersonal Accounts – Real 

accounts, Nominal accounts, Rules for different accounts for passing entries, 

illustrations, Accounting equations, Assets, Liabilities, Revenue and capital 

expenses, Brief explanation about IFRS (International Financial Report Standard) 

 

Topic No. 3: Source Documents required for Accounting    06 

1) Meaning, contents and prepare format - 

2) Voucher – Internal & External vouchers, Petty cash and Cash Voucher, Cash 

Memo, Receipts, Debit and Credit Note, Pay-in-slip, Withdrawal slip, Cheque – 

Bearer, Order, Crossed, Account Payee, Bank Pass Book, Banks Statements and 

Bank Advice. 

 

 

Topic No. 4: Journal and Subsidiary Book       25 

1) Journal – Meaning, Importance and utility of journal, Prepare format of Journal, 

writing of journal entries, Subsidiary books  - Meaning, need,  Prepare format of 
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different subsidiary books, simple cash book with Cash column only, Analytical 

petty cash book – Imprest system, Cash book with cash and bank column, Three 

column Cash book, Cash, Bank and Discount column, Purchases book, Sales book, 

Purchase Return book, Sales Return book, Journal proper, transactions of 

discounts, to be taken in Journal proper. 

 

Topic No. 5: Ledger          15 

1) Meaning, Need and contents of ledger be explained, Prepare format of ledger, 

posting entries from subsidiary books to ledger, balancing of ledger accounts. 

 

Topic No. 6: Bank Reconciliation Statement      10 

1) Meaning, Need and importance, Reasons for difference in bank balance as per 

cash book and balance as per bank pass book, format of bank reconciliation 

statement. 

 

Topic No. 7: Trial Balance         05 

1) Meaning and purpose, Format of trial balance, preparations of trial balance from 

given balance of accounts. 

 

Topic No. 8: Errors and their Rectification       10 

1) Meaning and effects of errors, types of errors – Errors of principle, Errors of 

Omission, Errors of Commission and Compensating errors, steps to locate errors, 

errors affecting and not affecting trial balance, Rectification entries. 

 

Topic No. 9: Final accounts of Sole Proprietary Concern     20 

1) Financial statements – Meaning, objective and importance, Preparation of 

Trading accounts, Preparation of profit and loss accounts and balance sheet, 

Effect of following adjustments – Closing stock, depreciation, Bad and doubtful 

debts, provision for discount on debtors and creditors, outstanding expenses, 

pre-paid expenses, Accrued Income, Income received in advance, drawing / 

addition of Capital, Goods distributed as free Samples. 

 

Practical 

Periods 

Topic No. 1: Introduction of Book-Keeping and Accountancy    15 

 

Topic No. 2: Meaning and fundamentals of Double     15 

Entry Book – Keeping system 
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Topic No. 3: Source Documents required for Accounting    30 

1) Prepare format of Cash Memo, Receipt, Bills, Invoice, Journal Vouchers, Cheque, 

Bank, Draft etc. Prepare debit vouchers, Credit Vouchers, Prepare format of pay-

in-slip, withdrawal  slip, Bearer Cheque, Crossed Cheque, Account Payee Cheque, 

Bank Passbook, Bank advice, Bank statement, write the names of various Assets 

and liabilities, Income and expenditure items, classification of accounts – i.e. 

Personal, Real, Nominal and write the names of items in each heads. Analysis of 

business transactions according to the rule of journalisation (Golden Rule of 

Accounting) 

2) Prepare the chart showing the rules of Debit and Credit 

 

Topic No. 4: Journal and Subsidiary Books       30 

1) Prepare format of Journal, writing of journal with support of vouchers and invoice, 

Format of Subsidiary books, Preparation of Simple Cash Book, Double column 

Cash book (Cash and Bank Column), Three column Cash book, (Cash, Bank and 

Discount Column), Preparation of Analytical petty cash book on imprest System, 

Preparation of purchase book, Sales Book, Purchase Return Book, Sales Return 

Book and Journal proper. 

 

Topic No. 5: Ledger          30 

1) Prepare format of ledger, steps to be taken for preparation of ledger, Ledger 

posting and Balancing of Ledger accounts, Posting of entries from Subsidiary 

books to ledger accounts. 

 

Topic No. 6: Bank Reconciliation Statement      30 

1) Prepare format of Bank Reconciliation Statement, Prepare the specimen of Bank 

Reconciliation Statement as per cash book balance i.e. Normal balance and 

Overdraft balance, and Prepare the Bank Reconciliation Statement as per Bank 

Pass book balance i.e. Normal balance and over draft balance, Method to 

ascertain items to be added to and deducted from the balance of Cash book/ 

Bank Pass Book, Problems for Practice. 

 

Topic No. 7: Trial Balance        20 

1) Prepare format of Trial Balance i.e. Journal Form and Ledger Form, Guidelines to 

prepare Trial balance, Preparation of trial balance in Journal Form and Ledger 

Form, Practical Problems (with Suspense Account also) 

 

Topic No. 8: Errors and their Rectification       20 

1) Steps to locate accounting errors, Rectification entries (With and without 

suspense account), Problems for Practice 
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Topic No. 9: Final Account of Sole Proprietary Concern    50 

1) Format of trading accounts, profit & loss and balance sheet (with and without 

adjustment given in the theory paper), solving problems of Final accounts 

Field Visit / Project / Guest Lectures / Journal / On Job training. 

 

Paper II: Fundamentals of Banking and Finance (H8) 

Theory 

Periods 

Topic No. 1: The nature, meaning, structure and scope of Banker:  10    

1) Nature, Meaning, Definition, Scope of  banker and structure of Banking in India, 

Functions of a Banker, Types of Banks – Public Bank, Private Bank, RBI, Foreign 

Bank, Co-operative Bank, Postal Bank, Agricultural Bank, Co-op Credit Societies – 

Meaning and Importance, Retail banking – Meaning & Importance, Functions. 

Core Banking – Meaning & Process. 

 

Topic No. 2: Saving Bank and Current Account:                                    15       

1) Saving bank account – Meaning and importance of SB Account, Types of Account 

Holders – Individual, Joint, Minor. Steps for opening of Savings Bank Account, 

Nomination, KYC norms and brief knowledge of documents required. Meaning 

and Importance of Current Account, Types of current account – Sole Proprietor, 

Partnership, Joint Stock Company, Club, Non Profit organizations account. 

Distinguishing features of Current Account, Overdraft facility, Definition of a 

cheque, parties and types of Cheque, Crossing of cheques – Need, meaning and 

Types, Stop payment order-meaning and precautions, Standing Instructions. 

 

Topic No. 3: Fixed / Recurring Deposit Account      10 

1) Meaning and importance of Term Deposit, Types of fixed deposit Account, 

Procedure of opening fixed and Recurring deposit account, Procedure of renewal 

of F.D., Repayment of Term Deposit (F.D) on Due date with interest, Concept of 

Indemnity Bond. 

 

Topic No. 4: Transfer and Closing of Bank Account     10 

1) Meaning, rule and Procedure of transfer entries, Meaning of Bank charges, 

Standing instructions, Recording of Bank charges, Meaning of Inoperative 

account, Scrutiny of Inoperative and Dormant accounts, Closing of Bank accounts 

– Meaning and steps, Brief Knowledge about Death Certificate, Succession 

Certificate, Will, Probate and Court Order. 
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Topic No. 5: Receiving & Paying Cashier       10 

1) Meaning and their importance, Duties of Receiving and Paying Cashier, 

Procedure followed for Receiving cash from Depositors and others, Procedure for 

passing cheques, Draft & Pay order, Token & its importance, Teller system, Clean 

Note Policy. 

 

Topic No. 6: Deposit Mobilization        20 

1) Meaning of Deposit Mobilization, Importance, prospecting sales Channel, 

Negotiation and Need Assessment, Closing (Striking a Deal), Introduction to 

Services. 

 

Topic No. 7: Business Finance and Functions of Financial Management  15 

1) Meaning and objectives of Finance, Profit Maximization, Wealth Maximization 

and other General Objectives, Scope, Role and Functions of Financial 

Management – 

a. Routine Functions 

b. Executive Functions – 

i. Estimating Capital Requirement 

ii. Mobilization of Funds 

iii. Investment Decisions 

iv. Allocating surplus 

v. Evaluating Financial Performance 

vi. Dividend Policy 

vii. Advising Board of Directors 

 

Topic No. 8: Financial Planning        15 

1) Introduction, Importance of financial planning, Advantages and Limitations of 

Financial planning, Types of financial planning, Fixed Capital and Working Capital. 

 

Topic No. 9: Financial Sources of Business       15 

1) Meaning and Importance of Business Finance, Sources of Business Finance – 

Internal and External Sources of Funds, Short Term – Cash Credit and Overdraft, 

Advances from dealers & customers, Trade Credit from Suppliers, Factoring of 

Account receivables, Discounting of Bill of Exchange, Issue of Commercial paper. 

2) Long Term – Issue of Shares, Issue of Debentures and Bond’s, Long Term Loans 

from Banks, Retained Earnings, Public Deposits, Venture Capital and Lease 

Financing. 

Practical 

Periods 

Topic No. 1: The nature, meaning, structure and scope of Banker   20 

1) Prepare a chart of structure of Banks in India, Collect information from reference 

material and compile, Prepare a chart showing structure of Co-operative Credit 

society. 
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Topic No. 2: Saving Bank and Current Account      30 

1) Saving Bank account – Collect information of banks and facilities offered in your 

area & compile, Collect Account Opening forms / Brochures, Pay-in-slips, 

withdrawal slip-Fill and File, Students should open an SB A/c in their own name in 

a Bank or Credit Society and operate. Prepare a template of a cheque and cross it, 

Prepare a format of a Pass book using extracts and pass entries in Pass book and 

solve problems, Issue of Duplicate Pass Book Procedure, Draw Format of a 

Requisition Slip to obtain a new cheque book. 

2) Current Account & its Operation: 

Understand the requirements for opening current account and documents, 

Prepare format of KYC form and Fill it, Steps & Account Opening Procedure, 

Project on Current Account. 

Topic No. 3: Fixed & Recurring Deposit Account      20 

1) Collect brochures & compare interest rates offered by Banks, Ask the students to 

open FD / RD A/c in their own name in a Bank or Credit Society, Prepare format of 

FDR, Project on Fixed Deposit Account, Change in names, Payment before due 

date, Loss of FDR, Loan against FDR (give examples) Collect RD pay in Slip and Fill 

it, Format of R.D. account Pass Book. 

 

Topic No. 4: Transfer and closing of Bank Account     20 

1) Prepare Debit Voucher, Credit Voucher, Posting of Voucher, Visit the nearest bank 

and list the bank charges on various bank services, Prepare a table of Bank 

charges, Collect brochures from Bank, Procedure of closing saving and current 

account, Procedure of transfer of account from one Branch to another Branch, 

Write the procedure of closing the deceased persons account and transfer of fund 

to the legal heirs. 

 

Topic No. 5: Receiving and Paying Cashier       30 

1) Format of Pay –in-slip of S.B. Account, Current Account, R.D. a/c, F.D. a/c, Ask the 

student to collect information about the counterfeit coins & Forged Notes / Fake 

Notes & distinguish them with genuine notes & coins, How to spot a Fake 

Currency. Stamping & Signing of Pay-in-slip, Preparation of Receiving Cashier’s 

Register, Scroll Registers, Study & Draw different seals used, Preparation of cash 

receipt issued by Head Cashier to Receiving Cashier, Note Counting Machine & its 

use, Arrangement of Receiving Cashiers Cabin & Paying Cashiers Cabin & Safety 

Precautions, Documentation of payment of cash, Preparation of cash receipt 

issued while withdrawing cash from the strong room, format of Register  kept at 

strong room  and the entries recorded, Preparation of Token, Prepare format of 

draft, pay order & its Application Form, Format of Scroll Register, Draft Issue 

Register, RTGS Application form. Format of Cheque Return Memo 

 

Topic No. 6: Deposit Mobilization        40 

1) Survey the area, use of electronic medium (emails, SMS, Phone Calls), Display 

Charts and Banners, Personal visit (School, Colleges, Housing Societies, offices) 
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follow-up, Prospecting Sales Channel, Preparing Questionnaire and Interview of 

Prospective customers. 

 

Topic No. 7: Business Finance & Functions of Financial Management  20 

 

Topic No. 8: Financial Planning        20 

 

Topic No. 9: Financial Sources of Business       40 

1) Prepare the chart of sources of Finance, Prepare a chart of capital Structure of a 

company, Prepare the format of Cash Credit, Bank Overdraft, Application form 

and fill it with imaginary details, write the procedure of Cash Credit and Bank 

Overdraft, Procedure of Discounting of Bill of Exchange, Procedure of issue of 

shares Application & Allotment. 

2) Give the procedure of issue of Debentures, Procedure of collecting Deposit by a 

public limited company, Prepare the format with brief explanation and ask the 

student to fill it with imaginary details of Share certificate, Debenture Certificate, 

Dividend Warrant, Interest Warrant, Certificate of Incorporation of Company, 

Certificate of commencement of Business of a Public Ltd Company, Prepare 

format of letter of credit, Prepare a financial plan of a Family member. 

Journal / Project / Field Visit / O.J.T. 

 

Paper III: Life Insurance (H9) 

Theory 
Periods 

Topic No. 1: Insurance Regulatory Development of Authority (I.R.D.A.)  25 

1) Definition and Nature, Role and Importance of I.R.D.A, Insurance: Definition, 

Need, Role of Insurance in economy, Types of Insurance, Insurance Act 1938 and 

1999, Composition of authority, public and private Insurance, Overview 

Companies Process and Contents, Life Insurance: Meaning and Definition, Need, 

Importance and scope of Life Insurance, Types of Life Insurance and various plans 

of Life Insurance, Features of Policies.  

 

Topic No. 2: Group Insurance         10 

1) Special Legal Features of Group Insurance, Superannuation scheme, Group 

Gratuity scheme, Retirement scheme. 

 

Topic No. 3: Micro Insurance and Health Insurance     10 

1) Meaning and definition, features and need of Micro Insurance in India 

2) Meaning and definition, features and need of Health Insurance. 

 

Topic No. 4: Pension and Ulip Plans       10 

1) Meaning and Importance of Pension Plans and Ulip Plans, features and need of 

Pension Plans and Ulip Plans, Benefits of Pension Plans and Ulip Plans. 
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Topic No. 5: Underwriting         10 

1) Introduction and meaning of Underwriting, Medical  and Non-Medical 

Underwriting, Underwriting by Agent, Recent Trends, Surrender Value and Paid-

up-value, Nomination and Assignment – Meaning, Features, Difference between 

Nomination and Assignment. 

 

Topic No. 6: Life Insurance Agent        25 

1) Definition of an Agent, the concept of Carrier Agent, Educational Qualifications, 

Criteria for Appointment of an Agent, Remuneration for the Agent, Qualities and 

Essential skills to become successful Agent, To Prepare the Application form for 

the recruitment of an Agent. The Role and Importance of an Agent in Insurance 

Business. 

 

Topic No. 7: Life Insurance Marketing       20 

1) Introduction, Meaning, Definition and concept of Marketing, distribution 

channel, The Customer, Strengthen relationship, Advertisement, Customer 

Satisfaction and Sales Technique, Difference between selling Goods and selling of 

Insurance Policies (Products) Life Insurance Agent Back Office, Customer Service, 

Types of Needs Fulfillment, use software packages for Life Insurance.  

 

Topic No. 8: Claim Settlement         10 

1) Introduction, Meaning and concept of Claim settlement, Survival of Policies, 

Surrender of Policies and Maturity Claim: Meaning, Procedure and Necessary 

Documents for Maturity Claim, Death Claim: Meaning Procedure and Necessary 

Documents for Death Claim. 

Practical 

Periods 

Topic No. 1: Insurance Regulatory Development of Authority (I.R.D.A.) 40 

1) Comparative study of Government Insurance companies and private insurance 

companies, To study the Contents of Proposal Forms, To prepare the charts of 

Types of Insurance, Visit to two Insurance Companies and Prepare Report. 

 

Topic No. 2: Group Insurance         25 

1) Visit to Insurance Company for gaining practical knowledge about Group 

Insurance and Submits its report, Visit to Insurance Company for gaining practical 

knowledge about Superannuation Scheme and submits its report, Group Gratuity 

Scheme and Retirement Scheme. 

 

Topic No. 3: Micro Insurance and Health Insurance     25 

1) To get filled in five proposal forms of different Insurance Companies 

2) To collect necessary documents from concerned prospective clients 
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Topic No. 4: Pension and Ulip Plans        25 

1) Conduct market survey for gaining the knowledge of pension and Ulip Plans and 

submits its survey report. 

 

Topic No. 5: Underwriting         25 

1) Calculation of Surrender Value and Paid up Value. 

2) To get filled in five proposal forms of different Insurance Companies & to get filled 

in five Agents Confidential Reports. 

 

Topic No. 6: Life Insurance Agent        30 

1) Visit the Insurance companies and arrange an Interview with the Successful 

Development Officer and Insurance Agents and get the knowledge about 

Insurance Agency & submit the report of the Interview 

 

Topic No. 7: Life Insurance Marketing       40 

1) Canvas sale of Insurance policies by explaining various suitable plans to 

customers, use of skill and selling techniques, Assisting the policy holder and 

servicing policy, helping the insured in getting their claim properly assessed and 

settled, Use of software packages for Life Insurance. 

 

Topic No. 8: Claim Settlement         30 

1) Comparative study of the Claim forms of various companies and make 

comparative statements. Prepare Five Case Studies of Survival & get filled in Five 

Maturity Claim forms, and Five Death Claim forms. 

Journal / Project / Viva / Field visit / O.J.T. 

 

Std. XII 

Paper I: Advanced Accounting & Computer Application (H7) 

Theory 
Periods 

Topic No. 1: Partnership Final Accounts       15 
1) Meaning and Definition, The Indian Partnership Act 1932, Partnership deed, 

Methods of Capital Accounts, Introduction and necessity of preparation of Final 

Accounts with following adjustments:- 

a) Closing stock b) Outstanding expenses c) Prepaid expenses d)Income received 

e) Income receivable in advance f) Bad-debts g) Provision of doubtful debts 

h)Reserve for discount on debtors and creditors i) Depreciation j) Interest on 

capital, drawing and loans k)Interest on investments and loans i) Goods 

destroyed by fire/accident (insured/uninsured) m) Goods stolen n) Goods 

distributed as free sample o) goods withdrawn by partners p) Unrecorded 

purchases and sales q) Capital expenditure included in revenue expenses and 

vice-versa r) Commission/remuneration to working partner on the basis of sales 

etc. 
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Topic No. 2: Negotiable Instruments        25 
1) Introduction, necessity, Meaning, Definition, Types of Negotiable Instruments, 

Draft/Format of Bills, Promissory Notes, Parties, Acceptance of Bill, Terms of Bills, 

Days of Grace, Date of Maturity, Due Date, Types of bills of exchange, Honouring 

of Bill, Dishonouring of Bill, Noting and protesting of bill, Notary public and 

noting charges, stages in collection of bill, Accounting treatment of bill by the 

Drawer/Holder and Drawee in following cases :- 

a) Retaining the bill till due date, honour/dishonour, insolvency of 

acceptor/drawee, Endorsement of the bill, honour/dishonour and insolvency of 

acceptor, Discounting the bill with the bank, honour/dishonour and  insolvency, 

Sending the bill to the bank for Collection/Honour/Dishonour and Insolvency, 

Renewal of Bill-Reasons for renewal of the bill, Renewal of the bill with or 

without charging interest, making part payment of basic amount, Interest and 

noting charges and drawing of new bill, Honour/Dishonour  of new bill, Journal 

Entries and Ledger. 

2) Average Due Date: - Meaning, Importance, Procedure of calculating Average Due 

Date and Calculation of Interest. 

 

 

Topic No. 3: Company Accounts        25 
1) Introduction, Capital Structure,  Objectives of Financial   Statements, Financial 

Statements-Requirement and Contents, Balance sheet (as per schedule VI-

Revised), Scheduled notes to balance sheet  (only working knowledge and simple 

problem of classification of items). 

2) Accounting for Shares: - Shares and share capital, Meaning, Nature and Type, 

Accounting for share capital: - Issue and Allotment of equity shares, over 

subscription and under subscription of shares, Issue at par, Premium and 

discount, calls in arrears, Issue of shares for consideration other than cash, 

Accounting treatment of forfeiture and re-issue, Disclosure of share capital in 

Company’s Balance Sheet (Practical-only journal entry), Issue of shares, forfeiture 

of shares. 

3) Accounting for Debentures: - Meaning and Introduction, Issue of debentures at 

par, Premium and Discount, Interest on Debentures Redemption of Debentures. 

4) Bank Accounts: - Meaning and Importance, Format of Bank’s Balance Sheet and 

Profit and Loss Account (Vertical Format) 

 

Topic No. 4: Analysis of Financial Statement      15 
1) Meaning, Objectives and Limitations, Tools for Financial Statement Analysis, 

Meaning of Comparative Statements, Common size Statements, Cash flow 

statements, Ratio Analysis:- 

Meaning and Importance, Classifications of Ratios a) Gross profit ratios, b) Net 

profit ratios, c) Current ratios, d) Liquid/Quick Ratios, e) Debt equity ratio, f) 

Debtors turnover ratios and credit period, g) Creditors turnover ratios and credit 

period,  

h) Proprietary Ratio, i) Return on Investments, j) Stock Turnover Ratio. 
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Topic No. 5: Tax and Preparation of Tax Returns      20 
1) Meaning, Need and Objectives, Different types of Taxes:- a) Income tax (I.T), b) 

Value Added Tax (V.A.T) c) Service Tax, d)Local Body Tax (LBT), e) Professional 

Tax (P.T). 

 

Topic No. 6: Computerised Accounting System and Tally ERP-9   20 
1) Meaning, Components of computerized Accounting System (CAS), Features and 

Software’s of CAS, Tailor Made Software/Ready to use Software. 

2) Application of Computer Accounting and Accounting on Tally Package: - How to 

use computer for processing data software. 

3) Kinds of Software’s:- Operating system, Application programme, Benefits of 

Computerised Accounting, Accounting programme, Using package  software for 

accounting, Use of Tally ERP-9, Software for Accounting. 

4) Create a Company:- Name, Mailing Name and Address, Income Tax Number, VAT 

Registration Nos., Maintain Accounts or Inventory, Financial Year from book 

beginning from, Use of Security Control, Base currency information, Ledger and 

posting vouchers and its entries. 

 

Practical 

Periods 

Topic No. 1: Partnership Final Accounts       40 
1) Prepare the format of partner’s capital account under fluctuating capital method 

and fixed capital method, prepare format of partners current account, problems 

for practice, Prepare format of Trading Accounts, Profit & Loss accounts, Balance 

sheet (without adjustments) prepare format of trading accounts, Profit & Loss 

accounts, Balance sheet (with adjustments) Journal Entries (Transfer Entries) for 

Profit & Loss Accounts, Practical problems covering adjustments stated in the 

theory. 

 

Topic No. 2: Negotiable Instruments        30 
1) Preparation of various types of Bills of Exchange and promissory note, 

Calculation of discount and interest, preparation of sales invoice and purchase 

bill, Problems for practice, explanation of stages in calculations of Average Due 

Date, Calculation of Interest and Simple problems. 

 

Topic No. 3: Company Accounts        50 
1) Trading, Profit and Loss Accounts and Balance Sheet. Prepare format of Balance 

Sheet (as per   schedule-VI), Simple Problems on classification of items in Balance 

Sheet. 

2) Accounting for Shares 

Prepare format of Share Certificate, Structures of Share Capital, Journal entries of 

application of shares, Allotment of shares, Issue of shares, Calls on shares, Calls 

in arrears, Forfeiture and re-issue of shares, Problems for practice (only journal 

entry). 

3) Accounting for Debentures 
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Prepare format of journal entries for issue of debentures, practical problems 

(only journal entries) 

4) Bank Accounts  

Prepare Format of Bank’s profit and Loss Account and Balance Sheet (vertical 

Format) 

 

Topic No. 4: Analysis of Financial Statements      20 
1) Simple problems in connection with comparative statements, common size 

statements and cash flow statements and ratio analysis stated in the theory. 

 

Topic No. 5: Tax and Preparation of Tax Returns     40 
1) Prepare the format and filling up of different tax returns i.e. Income Tax (I.T) 

Value added tax (V.A.T) Local Body Tax (LBT) Professional Tax (P.T) and Service 

Tax, Calculation of tax with Imaginary details (simple problems), Arrangement of 

guest lectures. 

 

 

Topic No. 6: Computerized Accounting System and Tally ERP-9   60 
1) Hands on training in computer- Tally ERP-9 Package, Create a company as per 

theory. 

 

Paper II: Banking Services & Capital Markets (H8) 

Theory 
Periods 

Topic No. 1: Loans and Advances        15 
1) Types and classifications of Advances, Banker-Borrower relationships, Principles 

of Sound Lending, Personal Finance, Procuring Overdrafts, Cash Credit, Car Loan, 

Education Loan, Housing Loan, Gold Loan, Personal Loan, Loan against Securities 

e.g. Life Policies, Fixed Deposit Receipts, NSC’s, Kisan Vikas Patra, Bonds, Goods, 

Supply Bills, Agricultural Loans, Credit card, Kisan Credit Card, Loan for self-

employment, Contract of Indemnity & Guarantee. Meaning, Types, Issue of 

Guarantee and Indemnity. 

2) Modes of Creation of Charges-Lien, Assignment, Hypothecation, Pledge, 

Mortgage their meaning, Features, Precautions and Types. 

3) Concept and Meaning of NPA (Non Performing Assets) 

 

Topic No. 2: Customer Services        10 
1) Fund Transfer: - Bank Draft, Meaning, Procedure of Issue and Encashment of 

Demand Draft, Online Banking-Meaning, Procedure of IFSC Systems (Indian 

Financial System Code), RTGS/NEFT 

2) Safe Custody and Safe Deposit Lockers: - Their Importance/Need, Procedure of 

Opening, Operating, Closing, Documentation. 

3) Handling Foreign Exchange Transactions: - Meaning and Importance of Foreign 

Trade, Bank’s role in Foreign Trade, Foreign Exchange and Exchange rates, 
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NOSTRO & VOSTRO A/Cs-brief knowledge about FEMA, Procedure for sale of 

Foreign Exchange, Buying and selling rates. 

4) Value Added Service of a Bank:- Payment of Tax, Income Tax, VAT, LBT, Property 

Tax, Municipal Tax, Payment of Stamp Duty, Insurance Premium Payment, Medi-

claim, Vehicle Insurance, Pension Payment, Payment of Utility Bills, Scholarship 

Payment. 

 

Topic No. 3: Clearing Department Functions      05 
1) Meaning, Importance & Functions of Clearing House, Functions of Clearing 

Department in a Bank through Computers, ECS, CTS system (Cheque Truncation 

system) 

 

Topic No. 4: Exchange of Cash and Frauds       05 
1) Meaning and Need, Currency notes and Features of Genuine notes, Mutilated 

and Soiled Currency Notes and Counterfeit Coins, Procedure of Exchange of 

soiled/mutilated notes & RBI clean note policy.  

2) Frauds in a Bank - Meaning and areas, Detection and Prevention, Vigilance 

 

Topic No. 5: Technological Developments in Banking Sector    10 
1) Need of Computerization, Phone Banking, Net Banking, E-Banking, ATM, 

Functions of ATM & Services, Debit Cards & Credit Cards, S.W.I.F.T Network, CTS 

(Cheque Truncation Systems), Electronic Fund Transfer-RTGS/NEFT, Electronic 

Data Interchange (EDI), CIBIL (Credit Information Bureau(India) Limited), Website 

of RBI. 

 

Topic No. 6: Customer Relationship Management     10 
1) Introduction, Need in an Organization, Types of CRM, Advantages, Customer 

Satisfaction. 

 

Topic No. 7: Capital Market         15 
1) Stock Exchange - Meaning,  Role And Function, Bombay Stock Exchange, National 

Stock Exchange, Trading Procedure, SEBI(Securities and Exchange Board of India) 

Terms Related to Stock Exchange Transactions, Credit Rating Arrangements. 

2) Mutual Funds - Meaning, Objectives, Role in the Capital Market, Benefits to the 

Investors, Constitutions of Mutual Funds, (Sponsors/Promoters), Trustees, Assets 

Management Company, Custodians (Safe Custody of Fund Securities etc). 

3) Corporate Bonds and Fixed Deposits - Meaning Need and Importance, Types of 

Bonds, Deposits. 

 

Topic No. 8: Depository System and De-materialization     05 
1) Meaning, Need for Depository, Importance of Depository to Investors and 

Companies, NSDL (National Securities Depository Ltd.) CSDL (Central Securities 

Depository Ltd) Procedure for Dematerialization. 
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Topic No. 9: Research Methodology in Share Market & Investment Strategy 

of Good Investor          15 
1) Research Methodology, Introduction, Meaning and Objectives of Research, Types 

of Research. 

2) Investment Strategy of Good Investor in stock Market-Introduction, 

Importance, Indian Capital Market, Introduction to the Company, Company’s 

Product Portfolio, Portfolio Analysis, Market Analysis and Market Index, 

Conclusion and Suggestions. 

 

Topic No. 10: Personal Finance Management      15 
1) Meaning, Need & Importance, Sources of Finance, Strategy, Role of a Personal 

Finance Manager/Advisor. 

 

Topic No. 11: Back Office Management of a Share Broker, Mutual Fund & 

How to Become a Sub-Broker/Agent       15 
1) Meaning, Need and Importance, Procedure 

 

Practical 

Periods 

Topic No. 1: Loans and Advances        20 
1) Three C’s for Credit Worthiness (Character, Capital and Capacity).Procedure for 

Advancing different types of Loans as per theory and Documentation 

(Documents required for taking loan), Trust Receipt (Prepare Format), Loan 

Application Form-(Understanding & Interpretation), Preparing a Loan File, Collect 

Formats of Mortgage, Hypothecation, Lien, Assignment Letters, Application 

Forms and Documents required to take a credit card and Procedure.  

 

Topic No. 2: Customer Services        25 
1) Write the Procedure for Online Banking, Calculation of Simple & Compound 

Interest (Quarterly, Half Yearly, Annual) on fixed Deposits, Safe Custody 

Procedure and Safe Custody Valuable Receipts (Format), Opening and Operation 

of Safe Deposits Vaults, Agreement of Lockers, Rent Register and Visit register of 

Safe Vault, Currencies of Different Countries and their exchange rates, Procedure 

of Sale of Foreign Exchange, Procedure of Purchase of foreign exchange, 

Procedure of Payment of Value added Services, Arrange a Visit to a Bank and 

show students Safe Deposit Vaults/Lockers. 

 

Topic No. 3: Clearing Department Functions      15 
1) Prepare format of a CTS cheque and knowledge of CTS system, Clearing, 

Procedure (Inward and Outward) and Preparation of a Clearing Sheet and 

balancing it, Project on Clearing System. 
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Topic No. 4: Exchange of Cash and Frauds       15 
1) How to spot a fake Currency, Procedure of exchange of Soiled Notes, Collect 

information on notes and coins from Newspaper and RBI Museum and Internet, 

Project work on “FRAUDS” in a Bank. 

 

Topic No. 5: Technological Developments in Banking Sector    25 
1) Prepare format of ATM card, Procedure of withdrawing cash from ATM, Services 

available at the ATM, Procedure for Net Banking and Core Banking, Collection of 

forms of RTGS/NEFT and understand its working, Internet Browsing of Bank Sites. 

 

Topic No. 6: Customer Relationship Management (CRM)    15 
1) Procedure for Redressal of Customer Complaints, Banking Ombudsman Scheme 

of RBI. 

Topic No. 7: Capital Market         30 
1) Procedure of opening De-mat A/c, Collect latest Annual Report of a Company, 

Arrange a visit to a stock exchange and prepare a visit report or arrange a visit to 

a share broker’s firm or any organization which deals in corporate securities and 

Prepare a visit report, List the different type of schemes/plan floated by mutual 

funds, prepare the format of mutual fund application form (any scheme), Collect 

the guidelines to mutual funds from (SEBI manual from internet), Collect 

information of various types of bonds issued by the government/corporations & 

public sector undertaking (PSU), collect information about the various deposits 

schemes of leading public limited companies and prepare report about it. 

 

Topic No. 8: Depository System and Dematerialization     15 
1) Collect the annual report of NSDL & CSDL, Prepare the procedure of opening of 

De-mat account and procedure of operation of De-mat account. 

 

Topic No. 9: Research Methodology - In Share Market & Investment  30 

Strategy of a good Investor in Stock Market 
1) Collect the annual report of SEBI, collect various information published by 

Business Magazines and Newspapers about stock market, listen and read 

comments of experts and their interviews about Stock Market and Securities on 

TV and Business Magazines etc and comment on it. Study a few Blue Chip 

Companies share movement in the stock market for at least one week and 

prepare a chart and comment on it. Arrange Guest Lectures, Arrange a Visit to an 

organization which deals in Corporate Securities and Write a Report. 

 

Topic No. 10: Personal Finance Management      30 
1) Find out various interests rates of different banks like nationalized banks, private 

banks, co-operative banks, postal banks, arrange interviews of salaried persons, 

self-employed people like taxi drivers, auto drivers etc. and small businessmen & 

prepare a report. Prepare personal budget for them, collect various articles 

related to personal finance management from leading business 

magazines/newspapers and comment on it, arrange guest lectures. 
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Topic No. 11: Back Office Management of Share Broker’s    20 

  Mutual fund and How to become a sub broker/agent 
1) Collect application form from a share broking firm for sub-broker and fill it with 

imaginary details. Arrange a visit to share broking firm, give students 

understanding & practice on share trading & transfer procedure using computer 

software, make students aware of customer services in share broker’s office. 
 

 

Paper III: General Insurance (H9) 

Theory 
Periods 

Topic No. 1: General Insurance        20 
1) Definition and Nature of General Insurance, Role, Scope and Importance of 

General Insurance, Insurance Contract, Nature of Insurance Contract, its 

Features, Difference between Insurance Contract and Gambling, Classification of 

General Insurance, General Insurance Corporation of India, Objectives and 

Functions of General Insurance Corporation of India. 

 

Topic No. 2: Fire Insurance         20 
1) History of Fire Insurance, Definition, Nature and Need of Fire Insurance, Basic 

Principles applicable to Fire Insurance, Difference between Fire and Life 

Insurance, Types of Policies, Types of Hazards, Underwriting and claim 

settlement of Fire Insurance. 

 

Topic No. 3: Marine Insurance         20 
1) Introduction to Marine Insurance, Definition, scope, Nature and Importance, 

Basic Principles, Market structure, Protection and Indemnity Association, Basics 

of Rating, Types of Policies, Underwriting and claim settlement of Marine 

Insurance, Institute Clauses, its Meaning and Effect on Policy. 

 

Topic No. 4: Motor Insurance         15 
1) Meaning, Importance and Nature of Motor Insurance, Motor Insurance Act-1939, 

Principles and Practice of Motor Insurance, Physical and Moral Hazard, 

Classification of Risk, Method of Rating, Extra Benefits and Rebate, Discount, 

Contingent Liability, Indemnities, Reinsurance, Types of Motor Insurance, 

Features, Advantages, Classification of Motor Vehicles, Conditions in Policies, 

Underwriting and Claim.  

2) Settlement, Proposal Form, Meaning, Importance, Types, Insurance Certificate, 

Policy, its Importance, Claim Settlement, Necessary Documents for Settlement 

Claim, Importance, Investigations, Inspecting the Damages. 

 

Topic No. 5: Accident Insurance and Health Insurance     15 
1) History, Meaning, Nature and Scope of Accident Insurance, Legal Aspects 

Relating to Accident Insurance, Basic Principles Types of Accident Insurance, its 

features, Personal Accident and Sickness Insurance. 
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2) Health Insurance: Introduction, Definition, Scope, Nature and Importance of 

Health Insurance, Types of Health Insurance, Underwriting and claim settlement. 

3) Procedure of Health Insurance. 

 

 

Topic No. 6: Plant and Machinery Insurance      10 
1) Meaning, Importance, Nature, Scope, Features of Plant and Machinery 

Insurance, Underwriting and claim settlement. Procedure of Plant and Machinery 

Insurance. 

 

Topic No. 7: Miscellaneous Insurance       10 
1) Meaning, Nature, Scope of Miscellaneous Insurance, Burglary Insurance, 

Employers Liability Insurance, Crop Insurance, Cattle Insurance, Workmen 

Compensation Insurance, Medi-claim Insurance, Plate Glass Insurance, 

Contractors Risk Insurance, Third Party Insurance, Difference between Medi-

claim Insurance and Health Insurance. 

 

Topic No. 8: Insurance Salesmanship        10 
1) Meaning, Nature of Concept, General Principles of Salesmanship, Sales 

Techniques, Psychology in Selling, Tips for successful Salesman, Scope for 

Modern Insurance Business, Scope of Insurance in India, Insurance Needs.  

 

Practical 

Periods 

Topic No. 1: General Insurance        40 
1) Arrange at least two visits to any General Insurance Company. 

2) To understand its working and prepare a report. 

3) Prepare two hypothetical Insurance contracts. 

 

Topic No. 2: Fire Insurance         40 
1) Collect the proposal forms of Fire Insurance of Government and Private 

Insurance Companies and fill it with Imaginary details (Any five establishments) 

Conduct survey of commercial establishments to measure the risk factor, 

Valuation of property, calculate the amount of premium for the policy and 

submit the report. 

 

Topic No. 3: Marine Insurance         40 
1) Arrange a visit to nearest marine Insurance Company or any other organisation 

handling Marine Insurance to get the knowledge of underwriting and claim 

settlement procedure get filled in five proposal forms, five claim forms with the 

necessary documents, submit the report of the claim forms. 

 

Topic No. 4: Motor Insurance         30 
1) Get filled in five proposal forms including valuation of motor vehicle, Calculation 

of Insurance premium based on rating and tariffs. submit five case studies, 



249 

 

Registration and processing of claims and initial noting, Investigating and 

Inspecting the damage and losses assessing and quantifying the losses in 

monetary terms, to visit five accidents spots and prepare and submit report 

considering all the factors mentioned above. 

Topic No. 5: Accident Insurance and Health Insurance     30 
1) Preparation of necessary documents for Accident Insurance, Calculation of 

Premium to get filled in five proposal forms, to prepare an intimation of accident, 

Spot survey, Investigation, inspection, determination of loss, cause of loss, 

minimise the loss, Five case studies relating to accident insurance, two visits to 

Insurance companies and other organisation considering the risk factor. Prepare 

survey report. 

 

Topic No. 6: Plant and Machinery Insurance      20 
1) Get filled in five proposal forms of Plant and Machinery Insurance including 

valuation of Plant and Machinery. 

 

Topic No. 7: Miscellaneous Insurance       20 
1) Get filled in three proposal forms of the various Miscellaneous Insurance policies. 

 

Topic No. 8: Insurance Salesmanship        20 
1) Preparation of complete list of prospective clients through personal and social 

contact and business directories, Interviewing, to contact five prospective clients 

attempting to sell Insurance by explaining benefits of various suitable Insurance 

plans, Procuring to canvas sale of insurance policies by explaining various 

suitable plans, use of skill, selling techniques, inspection, making arrangements 

for risk inspection if necessary and Prepare report, to get filled in five proposal 

forms from the client and getting the premium deposited in cash collecting 

centre, sales after, Service: Assisting the policy holders and servicing policy, 

keeping record of the business booked, Helping the insured in getting their 

claims properly assessed, surveyed and settled. 

Journal/Project/Viva/Field Visit/O.J.T. 
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2. MARKETING AND RETAIL MANAGEMENT (H1, H2, H3)

SCHEME OF EXAMINATION
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Topic No.3: Ma.&etina Mix
40

s)

4l

2)

II Prepare a nudy reporr based on 4 p! {produ.r. pr..
con5umer pbduds or tuiunes Droducr
colledrhe informatoi ofvanous brands and an.tr2e it.

Toplc No.4: Advenising

.. cornrr.tionfdrenat.ta(lfoods.corm.n.jaldJewetry,
2) P..o.,ed.oroa,at,re.dvert(menr lludyreporr hasedondcompanson of r o!imitar rvpe ofprodud ofany (areroru.
3) P,eDar.dn adr'pdsemenr avonfora parttutr.produd mtwowdra) PirntbtAud'.vNEr

P'epar. c nJdv repo^ b.<.d on rh. ob\eddtion or a p.4Lurar producr byobsetuinB the contentr 6f:
a) Priht adve.rk.ment and
b) Audio Visuat adverrisement
Prep..e a *udyrepoa hased on a vGit Siven to an advefrisingaSency,

Paper ll: Retail Marketing Services (H2)
Theory

Topic No.3: ReratlTrade toaistics Servi.es

roplc No. 1: customers€rvic€ orientatton 
Periods

. t) I::lli* der,lir,on imoona@ or (br".", ,,,", 
", 

.,,,".",. .,.,".::,oDl€f,rois and its hrndtins.
2) custome.,s psychotosy:

Cunoh€/t rejeclion tn v.rious types of consumer Eood5, meanjng ofcustoner
psycho togy & it5 impo na n.e

3) Consum€rkm:
consumer protecrion act, deanina and deff nitions ol tmpodant conceprs.

Topi. No. 2r8ankinS and tnsurance

A) Meain& frncr6N_ r!y( rorhs, r aanhn8. rete mob,te b.nr,n& AtM
. setuaer.red rnd d.bir.ard<. tvpesofto.n: dnd advan(er NEFi, dI;SB) cnrrd,sdk, M€a n& dernit,o;. rundions creo(.o.rrottoot\, c.R.R and)LH. & rVpesotSants

^) ll'll1ll1",: rmrn&_ derrnrion .npondnc.. L,f. rn:L.anre and s.nerar,nsurarre.pro..dur.for...ltementot,n5urance.lrim(

lo

196

30



7
/

1) rhnspoftation-

l":"i"* '.*n--, rvp",. r,ir Road Ar w
,, 

,0""",,-.0..,."",,,*";,ffi;;;"". ""," "nd 
d.menh or ea ,1

ffil;:#:1il; **'nft on:.rwa,.hounn& sadm' s,and..di7a,,or
rl oetruerysery,..s-

_. 
MeanmB. rnpo.r.n.e and pro<eduE

c]lDventory(onkol
Mean,ng rmpo.lanc..BeneratDror.dur.oriluertorytar,ng.

ropi( No. 4: EtementofBook (eeptns
,, ,oorKeep,nsrnrodudi.h 3s

,, ffi',lli;", JlLlitl".#
;l'"'.I:ilJ'-' -" ieae"'' 

"traor ooor,. ."sr, uoor. ri.r barance

Topic No. li Customer Service

c) Dep..tmenlat store!
d) superMarker erc

Practical

40

- 
And*rite a bnet.eport, based on qrr

-' .;ffi:;:;:H,i'-"ou c!'s or consur-, (ou4 r.su\ (,ron,oos,ns

" 'Jff;,",h'"1,,'::l1"lL,*: - *-.b!rn8 mo,ive!.o, nv. p,odud

Iopic lvo. 2: Bantina & tnsu.anc€

",'"i1j]';H:Hll::#rh'mas'ndrynro,hariononro,,owinsi. 
60

o Apptrc.r,onrorC c
c. Apptjcation for O.D
d. Apptjcarion for Rotd torne. Appli.arionforCarloan

- 
r toan appkanon for houdn,rr 
;::ia;,:,:foeil d su$, ,o'.*" .onou.,"a o, ,"",r,.,, / rn rudo. {Gue\t _r, ts ,n upan tnrurance proposat ,orm

197



.. Lifehsuranc€
b Medrtaim,nsurance
.. Gen€r.t ,n5uran..

"' fili11"1* ** "" --ir,! plan or'"oo,rreren.,n,u.an...ompaa,.j

Chitdren pbn
pen5io. ptin
Medic,aih ptan etc

5) Studyofdocuments 
used in setuements o'lnsuEn.e.

Topk No. 3: Ret.it tothflcs S€rutcer

" 
"':,1?il,:J],;"i;1lj;";1#i,wdv 

re.e D, h pho,o (opv for.* ***" 
".':",

.. ::],ff- 
-* **, - ,aLre1 ,o ,delt,rv ,un(,on\ 

Dccra8,ns ma,qiar &bJ study o.tuid,onj Derfo,ned bycouri., \erv.
Toprc No, 4: Erement of aook- (eepins 

_ te 
'sennes / pi'ra Hut {.

;i trj;:l,ffil,ffi.j"1;3i.Ti?:,,,I:".i.,",",,."n*"." *
)p (Minimuh 200 enntes)

Paper : Retail Marketing (t{3)
Theory

ropic No.l: Ret.fl Marketina periods

' l'fl ll":r]ffi il #,,r,",#":i"i":;'l.l;'::r"lr;,:'Hlr;1*:",ii

"'''ii,"i;jJLllllTll"rtementandM€r.hand,srn8 
30.-+".*,.0.0,"."i.iiffIi,J"":::: .:9 dp,,n,rion o, p,odu.,

ropic,!o.3: Reiair pricing & promorion 
rnandi:i's neanin, & merhod.

" fli'r::'"" '""", hpodon.. or o.,(ilE and ,.po"".." 
",....",.""'1"

'.,,.,fl .'"1[;;il[l#ii,ff ,,,"' -" 0".**.r..^.,",.",,."
'' l!fii|'j'- -'"-*","r,r.e-"a"a,r"s".""66;,.6,"*,,","1f
2) Loeisrk,and Tere m tetrn!

concept, technotoev. etenierinc

t98



Toptc No.4: iton.store Retafiinr

" *'nuun,*tuv on t"tu-uir"*e th-*t
b. ListourDbduaa
.. tislout webr(es
d. pro(edure ofp.yo€nr

periods

rept / airanged rn. oepadmenGr

p,epar€ a lsi by vkiting a

fo,lowin8 pricing stratesvj

35

proho on & sel]n8 ota produd in

Iopi< No. r: R€taitMart€tin8
r, AJlrdv n brhf abo( dEptav of vanous Eoodr

superMarkers

;i .+:ii{,fi:""#,1;"" 
chr^.,,,.., fr "na'emen,., a depcnmenia,s,.,€, "t4* or 

"",.u, a"ruro;..",

-"" 
l"#::j::.i"::::len. and Merch,hdisinr

;:T[":ffi ::[,,#i;Hi"::,",,.....,
'' .lill]";;"'- *' 

'a{ 
oo{n. produd: and,,iHit,i:;ff 

irjt;:r#:i Ji:::::::I.'**
Ioptc No. 3: Retait p.icint & promoflon

" :'"fl::iffi1"-r.::' "''|a,re.o den,irY
t. co.purir,r"pnonl
c. Discountpri.,.r -
d. Orfseason pric;ee srim rrrer.ear oi.,.,

,, ;,I"*::i":1::::T,'l.i:i 
.,,,,, 

", ".

,o

50

50

pape, r, naransjeda Xlhir Marketins (H1)

Health, Safety and HySiene tn tretaling

199



I) M$im8 ol hetnrre activnie, aro pw.le,. nqd,trore.z, ,mpodanc€ ofsafetv and se.u iv

ll !1..1,.",n '".., -*"'.". ,arptynam( do ,r, plFdu$

s) work dhics in seraitstor.<

25
Toprc No.2: Customer services in RetaitTradEI' 

]::l^oi.c.Ysbm':r .uve, 5 b.hav'our., u,ome, p5v.horo,y.
ouyrnE molives and impact o, buy ng mohves.r) rypejorcunomerseM.es,n,era,tndrps

3l Expe.inentat Se[in3 and cus
4) C!stomer retations in ,etait maiagement.

.0" l:;1:"1:M:**re and cash handringin Rerajrinr 30
rn b,[,1&.^amprc: qrv(e iai. !ates ta.. vat. othe,

/r Melhod5 0r hMdtinsrd\h r.
rr varous merhods ot,€ce,v,n8 paynents frcm .u

-.a,. *"a, *,a,,..r,r".""a1;i;.il',ffi,'::::'",,,.-,Bh ch€ques. debit

fopic No. 4: Suppty Chain Manatement [SCM]rl rmponan.e of (5CM)Supptv Ch.h Manapemenr.z, u{rng oul th. benefr\ ot (S(Mt SupotvCham Maqdg.nenr,n r.td,tiiErl AdvantaSes ofscM in retait,na
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-(rssandflofrjof 6cMtsuppty(ndinMdna8ement,nrera,t,n8a uemand ptanninAand tore.aninr
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i
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Topl. No. 2: Customer SeNt.es
1) An intediew with Retait

obsetuarion bvstudenr3:

@
nudents with types oI custom.r

R.Sardtng customei,s services
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-sa,e< 
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;.JH::iJi;ltf ff l:t _.** *,*. rutu€yherhod

b. Need and ihportance o,

i. Suryeyth.ouch haitii. retephonicsuryev
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Geo8r.Dhtr. OemoEraDh(
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3)

Topi( No.4: ForeiAn Trade
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practical
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,nrerlchondtnarler __",.,-"",, u.ou8h we.rt. of aC.nae5 t^elpin8
4 write .n hterurew Repod based on d,rfiniri
. f;':ti:t":ti':,.:n*Jiii:,1[H:HuT: 

-. .::H::
4) Vhir Sepon based on a visitgiven toforeiSn trader.

paper t: Rural Marketing & Stock Exchange (H3)
Theory

'"'''ii;':,*?:I;,,f:::.,^ . . *":l'
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lIopi. ,to. 2: Aaricutturat Marke n,rl Meanhs. In,roduclion. definr_,"" 25
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orodud.k
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":
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50
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jl l:ff :';1.;,:::::.T^';j:jri].:r f :r,"", **,
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