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COMMERCE GROUP
A general note regarding vocational courses ai ,r : - , : - . rr Higher
Secondary in Commerce and Industries :

The courses have the following pattern.

1r]-_,.^Sglish 
or any one N.{odern lndian L::;-.: j: : Foreign

Language

(b, c, d) 3 academic subjects out of the list cu:i=::-- :=::::r-e.
(e) One vocational subject.

For (e) above, the following'locational sr-rbjec:S i l : r::. S.-i {gestedfor thc. Commerce and Indisiries out of n.hich ,:. . _.: , -:i slrbjectshould be chosen.

(i) Banking

(ii) Insurance

(iii) Officemanagement

(iv) Marketing and Salesmanship

(v) Small Industries and Seif-employment
(vi) Elementary Industrial Management
Visits to places of operations should be encoura:e j :. : _e:r extent.During strch visits, the strength of stucre,t. ;.'..,-_--.;..,,;;';;;
exceed 20. The students shouid be instructecl fi. a:., :::: :erarclingthe things to be observed and noted during r isi:s
Each vocational subject w'i111 carry two papers c: , ::-:rks eacrr.Minimum instruction per week for each or ti," h.,-tr i..11-.-.s .,,.-o,rd beas follows :

Lecture periods 3

Tutorial periods 3

Visits periods 2

Thus, in all, there wiil be 16 periods for the \-ocal,-,nai subject.
Practical Work
(i) Tutorials : I)uring tutoriars, the students are erpectcd to cro alot of exercise l'u'ork on casc str-rdy problen^,s set 6v the teacrrer.

The journal for tutoriais sh<luld -r", a rninimum of 100 pages
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(full scape equivalent) per semester. The work should be

evenly upr"ud during the semester. The journal should be

corrected b), the teacher. Tutorials should be in batches of not

more than 25.

(ii) Visits : The stuclent should be takcn round and shown the iobs
being carried out in practice. The sttrdent should maintain a

jourial to make a r-rote of his observations and experience

during the visits. There should be a minimum of three visits

during a semester

(iii) Projects : students should be asked to prepare projects

either individully or in suitable batches so as to g"! , realis-

tic experience of the vocation and would create self-confi-

clence in them.

SCHEME OF EXAMINATION
1. Banking
2. Insurance
3. Office & Management
4. Marketing & SalesrnanshiP
5. Small lndustries and Self-Employment
6. ElementarylndustrialManagement'

Paper -I

Written Examination of 75 Marks. 3 Hrs' duration'
This will consist of two sections.
Section A - Theory carrying 50 Marks'
section B -Questions oll Practical Portion carrying 25 Marks

Practical Examination of 25 marks. 2 Hrs. duration'

A batch.of 20 students will be examined by a pair of Internal and

External examiners. They will interview each student to ascertain how

far he has done the worX himself or copied down from some other

candidate's journal. The items of assessment which are to be completed

by the student dtrring the year are as follows :

The pair of examiners n'ill
shown against each item :

l. Assignment Projects or
Visit reports

2. Tutorial

assess these as Per scheme of marks

Total

Paper II
Written and Practical Examination same as Paper 1'
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COMMERCE GROUP

Course I

BANKINC
Standard XI

Paper I

Elementary Book-keeping and Accountancv

(i) Definition, objects, importance and uhlir-, :': : -<-<eeping,
the theory and principtes of double enLrii: - ,..-...ep*g and
its advantages.

(ii) Accounts - Real, personal, nominal.

(iii) jotunal entries with narration-document: ;,^:: - ::tnq entries
in books of accounts.

(iv) Ledger - posting from jounal to ledger i:- r -:-.:.
ledger accounts, debit and credit.

(") Writing of goods account with entries - -,,.<-..- stock -
opening stock, valuation of stock - ;,:.:: .::-.i rrrdirect
expenses - expenses and gains on nomir,:- :::.-,":r-,ts.

("i) Cash book and subsidiary book - pi-irc:-a:.. =ales. retlrrns,
inward and returns outward books; pLrs;-:-.I ::,::r subsidiary
books and cash-book to ledger accounts.

(vii) Trial Balance. Profit and loss account arci L'alance sheet based
on trial balance.

(viii) Preparing trading and profit and loss accor.rr,Lt - depreciation,
drawings, interest on capital and clran-ings. c-rr-rtstanding and
prepaid expenses, incomes accrued diie, bad debts, etc.

(ix) Reserve for doubtful debts, reser\re for drscolrnt on debtors
and creditors; preparing trading and profit and loss account
with adjustments.

(*) Preparing balance sheet.

(xi) Reconciliation statement - errors and, tl-reir rectification.

(xii) Bills of exchange-acceptance, honouring and dishonorrring
biiis.

56

L-alancing

2. The nat

3. The me

4. Negoh;
notes -
instrur:
the casr

5. Histon

Comn-r
Nation,

Nation,

Social c

I The ce

functior
Structr-r

7. Banks i

nationa
Lead B;

7. Simple

2. Theban
- specra

3. Various
book, c

customt
compan
be taker

4. Regular
and thei

5. Paymen
banker -

protectr,
precautr
cheques
responsi
- collect:



1""*'l:.tl-Clng

€Pmg/
:.i and

_ - -1.- .)( l\ -

r irrect

a.'i"1f nS/

:...1iary

g: "--,.rsgd

::.ation,
i-:.: and

--.e'ltors

-: -ar.-rt1nt

- ---u,b

2. The nature of Banking and the functions of a Banker'

3. The meaning of Banking and Mercantile firms"

4. Negotiable Instrumeirts - cheqrres, hiiis of exchange and promissory

notes - documents analogous tl ...:.c'qlr,:s and other negotiable

instruments, parties to the negotiable instrurrrents - procedure in

the case of dishonour.

5.HistoryofIndianBankingforthe20thCentury
Commercial, Co-operative and Foreign Exchange Banks;

Nationalisation of the Reserve Bank of India;

Nationalisation of the Imperial Bank;

Social objectives, Nationalisation of major 14 Commercial Banks

6. The central Banking system - Reserve Bank of India and its

functions, organisation of the Reserve Bank of India (Functional and

Structural).

7. Banks in the public sector - (1) State Bank of India and (II) Othe'

nationalised Binks. Working and progress of State Bank of India' -

Lead Bank scheme.

PaPer II

1. Simple Banking oPerations.

Z. The banker- customer relationship - general naturre of the reiationship

- special features'

3. Various kinds of bank accounts - opening of new account, bank Pass-

book, cheque book and paying-in-slip book - special types of

customers, namely minors, married women, joint accounts, limited

companies, partnerships and non-trading concents - precautions to

be tiken by the banker while opening and operating such accounts.

4. Regular and irregular endorsements - different kinds of crossing

and their significance.

5. Payment and collection of cheques and bills - position of the paying

banker - duties and responsibilities of the Paying banker - statutory

protection provided to the paying banker under the law in India -

precautions to be taken r,r,hile making payments - collections of

.huqr", and bills - collecting banker's position - his duties and

responsibilities - protection provided to the collectingbanker in India

- collection of bills of exchange'
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6. (a) principles of goocl lending
(b) Loans and Advances.

7. General working of the commercial banks; rneanln._ ,rf additionalbanking and mercantile terms.
Ba,ance-sheet of commerciar banks - assets anci iia:r:r::es.
Ceneral principles governing them.

Advanc

Securitir
Stocks a

Financin;

(a) Hirr

(b) Star

A detailer
or otherwise f,_

mortgage, pier
measures to ei
clefault. Bank f
2. Safe custc

Miscellan.
out of star

3. General B

Ceneralre:
I{ight of se

passbook;
Closure c,t

Liquidatior

4. Document;

Appraisal :
emploved;,
of securihr.
Trust-Recer:

Credit De:
Various h:,

1.

1.

2.

3.

4.

Statandard XII
PAPER I

il# 
and Loss Account of the Bank _ Explara:--.i -.i important

Banking Regulation Act
Negotiable lnstruments Act _ Negotiable Ins tr:: ::^ : : :> f 1 gq Lics, Bills
:i:X::ilr: i:l 

p,o*r,,o.y il",L, ela si r" s.,...., * i: r s r.r ments;
negotiable, rrr,r;1 -l-^lrties 

to. Negotiabi. I 

" 
i.,, = er t= : rr.l--- rs oflments, drawing issue and neE,l,idlt,,rfl ol cheqttes.lmportant sections of Companies Act rerating to f ankrng operationsregarding Limited Compor.,i*s. 

-- -

Banks and Foreign Trade
various methocls of payments in International r:a:e

i:'iffi:i;:'tt 
r'*"ir". .il.,", and other .,.,..",,.,",, shioping

Terminology used in exchange transactions.Work of Foreign Exchange;:;;;"nr retarirr :,.(a) Letters of credit, p#f.*g?redjt.
(b) Colrection and neg;otiatian of crea, ancl crocrrmentarv foreignb,ls' commerciui'L/"', u"ir..* custorrLs and pr:actice forcommerciai documentarv cr

fl :frilii' r ;; : ;'# ;1i' lli; il;H: : # x:*x:
(c) Insurance and encashment of drafts, mair ancl cabre transf,ers,personal retters of credit, Trave,errs;".i;r,'ir,.".rr" 

ur-,asale of Foreign Notes ,"j .;l;;.
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PAPER II

1. Advances to customers against

Securities generallY including :

Stocks and shares (quoted and unquoted)

Land and Buildings,
Plant and MachinerY,
Life Policies,
Cuarantees,
Debentures,
Procedure and goods,

Documents of Title to goods,

Financing of :

(a) Hire-purchase and Instalment - credit transactions'

(b) Standing CroPs.

A detailed knowledge of these sectrrities is required, their suitability

or otherwise for uirrurr."!, their valuation method and form of charge -

mortgage, piedge; hypothecation, floating charge' lienprecautielnary

measures to ensure io.a title - release on Payment or realisation on

default. Bank Guarantees, Discounting of Bills'

Safe custody : Safe Deposit vaults, Executors and trustee Busin,ess,

Miscellaneous serr,'ic"i, ,e.,de'ed by the Banker' such as carrving

out of standing instructions, furnishing of opinion' etc'

General Banking Business'

General relationship between Banker and ctrstomer, Banker's Rights,

I{ight of set off ani Lien, Duty of secrecy, statement of Accounts,

palsbook; Termination of coniract between Banker and Customer'

Closure clf Account, Death Lunacy, Bankrupicy of customer'

Liquidation of a comPany, Garnishee order'

Doeumentation

Appraisalofcredit-S.S'I.,Agrictrlttrre,Bankingfacilitiestoself-

"ri-rpfoy*a; 
credit cards, safe cu-stody- operations' Buying and selling

of securities. Various types of advances - Hizpothecation - pledge'

Trust-ReceiPts, Clean, etc'

Credit Deposit Ratio

Various tYPes of securities'

)
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Reference Books

l. Elements of Double_entry book_keeping _ Batiiboi.
2. Teach yourself book-keeping - Dounald Cotrsin:
3' Double-entry book-keeping - Kish,adr,r,ara, Kish:racirr-ara & shetty
4. Banking Law and practice in India _ Tannan
5' Banking Law and practice in India - varsh'e.,
6' Banking Law and practice in India - R.s. Dar-ar
7. Banking in India _ panandikar Mithani
8. Modern Banking _ R.S. Sayers

9' Advanced Accountancyand Aucriting - srr,kra-Gre-,r.al (for Bankingaccounts only).

Banking Regulation Act,1949 _ Gor.ernment or lnciia.
til'i:" of Foreig;n Trade, Foreig. Exchange anri Exchange control- Keshkamath (latest _ edition)
Finance of Foreign Trade in India _ Keshkamath
Corporation Finance - Kuchhal
Business Organisation anc{ Management _ Iagciish prakash
(Chapter on Financial Institutio.,Jofl
Practical banking - Advances _ Hardikar anci BecL
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OFFICE MANAGEMENT
Shndaril Xt

PAPER I

El€m€nt rv Book_ke€PinAand AccounENy

::'r:li*"":lst;;+::':i::,:;*;lffi :il'i#;:":

i t A(odrs_R€al Pe6onal 'ominal'
:l:, ;;;"";;;.;'".a(ati.n d-umen'is supporLi'jrs

' entriesin bool of a(ouns'
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Reconciliatid statement eLror\ rnd ther k'nficaiion

honoursg d dEhonoutinB
Bills ol exchange - a'cePtancc

2.
- PurPosc of ofiice - Fun'tjos oi of{ice'
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3. Man.gemenr

Definihon - Nahrraand scope.
4. The con(€p! ofOf6(e wort

;6:fu J'3*,l"ri:l1uf##;l*{*:.rrr"ri{:;
4. Cohoon Office SeMces

(i) CoEeponden(eandneporrwriting
thporrance - cks,ryinaLetre6 and r.^-.r r"t'- . sp" a r*ir". i i".-- l llJ.Y?^^ ' 1*"e..*'
Toma, ror RcporF c,,t;",,,,; :;;:.,, :y.I ll.,c'"if .,., 

"a"* r". r,,..ri"e-*,;;; ;:lll":;:;:;J,lH:protrong r_cttes uy Drpica""";.;; -,dd Report wnrirS - Cost ortca " 
_'_ortrollm8hlF'
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cards - Vertical @ds -Filed striPs contloUing, or8misinS
and actuarin8 in filinS.

(v) Records Ret€ntion

Meding-Adv tages stePs_storaS€Area Tra6ferHords
- Miscooilimir8 - controlling, oiSanising and actuating in
r*ords Rerendon ProFamme.

PAPER II
Managing Office Work

Comideation ot Management - Objectives - TPes ol objectivet _

Ofli.e managcrial furcbotu. llannin8 organisinS - actuating _

@ntrclling offlce mana8em€nt and rhe basic resources. Defin ion
oI orrice management ' comhon aPProa.hes in aPPlying the
management p.ocess - Scie.tific Ofii.e Management Slstms and
P.ocedures - Office Management Artistic olfice manaSemst -
convenriotrl office mnaSemenr - office maf,agement a.tivities _ The
challengc or offic€ Managmmt'TIe of6.e manaSement.

Plannirg and Its Application lo Olfice Foms

The meaninE of plamins - 6et olfice objetiv€s, anaLyse the Presmt
situation lorecast the Environmdt - Dehrmine altmative, Select

the Alremtive - GaininS ac.eptance oi sele.ted Plan _ LR dd SR

planninS Comnon types of ofiice plans - Planning office foms -

tunctional.onsideration -Physical_considerations.

O(fice Applian.es and Machines

lmporran.e Selection of ri8ht machines - selection ladors -
AdvantaSes & Disadvantages of office machims T,?es of office
machines - Typewriter - DuPlicating Machine A.counting
caLulato6 - Impriting Machine (ImPresion StamPs, Addresing
Machine) P!@hed card Ma.hines, Fra <ing Machine.

Envircnm€nt factos - Decoration Noi* _ LiShting Ventilatjon -
Tcmperature Sanitaiion - Salety IrecauhoB.

I

5. Offi.€ lo.ation anrl l-ayout

Factors for Location of 6n ofin€ MeaninS of offi.e Layoul
Principles @derlying a good layour ' obj€ctives oI office layout.

No changs or my kind are suSgeted in the syllabi of PaPes of

i.:irnll a.d 2

:: T.lerisnnj 3

I



Srandard Xl
PAPEN I

(i) conhoUirg Fom6, srpplies, sran.lards

,, *$f*+,.trl*tr:i#;ffi*ffirrrHf

J$it-{."i,.flIji=:ilff,er""!u*i:ifl i*;
. u,,+\-cobri Lha,i. r;;i,:l;il;k',1*";.d A-',s".br"
iur LontrcIirgOffi.eTineus.

id#utl;p+p*"fu #.{;}#lffi:1".,"

:lT#:.+H:,SI"j:il:1X'_i.: fron sropwatcrl study _ Exampre

(n ) 
_Offi.e 

Cosr Conholin8 and BurtAetirg

(i) Tne

E\a

(ii) o{

Ch.

Dcl

,Tt
(iv) Dyi

ii:iJi.Ji::jl,:::::1q":oo"-n.nl.,".".,*ou.,.n u".":ffi :'":'"'l:::s :"":x,;;6fi fi ["':::I""'::'::1,,,.f I:
iT,lif, ,iT.l',fiI';,!i,::,:'l "rr" 

j,i,; il ;":;;! ;.,a]H:r:
*:ru:',,,f;*t"::,1i":::;i;ii"',::"'il""1::1,1i:flilTi;
ii,li-'L','ll;i1T:ff1r:.c ;..T":;;;;;l;:[::]:il1i.]j
: ff :?i#'l,il::ff :li9:,:*::,:.", ill;".i:,*:',:::Yffi ::i- M"t r.g o"ag.,i"g -;; "r;"ii;l

ixr*,*:l#,*,i$:r,:{ii:ri*i:"{#:*;
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2.

maberial-Preparationof nanuals Dist ibunonof mduals_Manual

(i) The ofri.e organization

Managempnt drd o'8an'c,n8 . obierdve a.d orqdnizinS _

Mc in8 of organizing RelatinE of offie, to or8anization of
Enterprise - Organiational content and Placement of the
olfice The office sed.es Arrdgdent - The systds and
procedu.es A.ranEement The Modified systems and

!'o(ed'.rb AacnSemenr _ TrP Admin.r'ari\ ''P{i'p _

o'8nn/driondlcldnScreni lne AdT _,.lraar" \"-vi,e _

organizatio.al Afian8€ment The toP sraff, AdhinhhrivP
\en ne. AIa.Semcar,.ntrali/Jl on rnd orfl c orts.'n:2.8 _

Evahation of office Cenhralization - The office A.tiviiics

(ii) Organizin8 -work Division and People

- work Division Existent Division of work - tndividml Job
.ontent - lob sp€cialiation - Work Division ArranSement -
wharAranseh4ttou*'job alysG-obtaining job alysis
dnrd iob Desc'ip ion - lmportdnrc o, PeoPl. in or8anizirE _

Manage's aHitude md organlzinS - Organizing and social
implications - .hall€nge oi organization and PeoPle to

(iij) Authoritydd Oigani2ationalR€l.tionshiPs

Characteristi.s of Atrthority _ SPan of Autho.ity _

Organizationa) Rclationships and sPan of Authority _

Responslbilliy - Delegation of Aurhority P.oblees oI
Delegation - Dcveloping Delegation of Authority. Lin!
Authonty and Staff Auihority - Advisory Staff Autho.ny -
Iun tional Staff Audronty Seruice Staff Arthoriry Conhol
Staff Authoriry Or8anization Charts - The Lire Organiahon
- The Line and Stafi Organization - Use of Committees.

(iv) Dyndi.officeO€.nizin8
Responsibility for orga.ization .han8es _ organization
.ontinuity - need lor orgmization Balance - mjor iifllences
sringing organization .hange - pro.es and machitus U*d _

The relationships foLlowed The De6.ee of centralization



(v) principtes of Of6ce Organizins
Benpr,its or Sooo or8an,zcrron oreqnj2jng D,.n<ipler -con!'deErid or lhe ob|Abk o{ rhe Fru-?ue. Lfilizdlioru runcnonjtu r$en riat CoFponer \ Esrabtrsh RcasdbleuJ6atuahotuI Un,6 - Deihrhon otea.h lob-OrBdnr/alio4atlrcsurph?nl otproo,rcti\ irv - ( on{derarion or rhe Hun,dnrremcni. trcqsion of EIle(riLe Lsderst rn - Lnjq oi Fiforl

fr:ffi-1qfl;1f##p;**{rdr:"-T

PAP€R II
l. Actuating:

(i) Motivating Offie p.Bouer

*f,:l,T':3lr:' "'|etr 
poin'[" iowa* Fnprovee.

-.".,,c,I19 Erprovees - motjvatron B:s

i"1ltl,:::1":::1, *:l; ;;:. :L'";#:,"j;I:,,.,,t i(u,ts - menr ,ahrA lldl\ - Admjmtrarion ot meritrlfu8 Prcmotid. A66,eeFm.nd L,dnes Lmptoye;roemi( he.urirv. Emptoyee ! re.rediionat-A. tiL rticb)u.S8cabons 60r Efferhw mob\arinE resedci in A.ruatir8once rmptoJ@s.
(ii) Oftice Salry Adrinbrntion

Ad minisrrdrid of @mpm$non - iob Evalut on - pricin8 dre

f :;.H;ffi ffi 
" 
Axt;illt..l**lxff:,.sj

;#::H",-" Frinse Beneiits - sociar and Economic

practiced - Thc p.6omet EmDiovert
orfi(r help Fetechon or orri.e ietD
lcle.rion - Iomat,ror reorSaruTrns

(iv) !

r)
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(ij) 'i h,

(ni) El€

!
T
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(iii) Developin8 Offi.e EmPloYs

Fun.la.."ntals of DeveloPins - obie'tives of suPervisory

L"-,'.t - obicdtrer or Lmplolee Trdlnin8 Advdtrge' uf

Thi^,d fj p^o(Ii.ni.8' Mar."rrPorTrdinin6 r$Bhmmc
- co.';t TrainnS_ Effech\Enes\ ^l 

TraininB

(iv) Srfety and Trade Unionism in the Olfi'e

Of6@ Ac.i.lcnt ocdrrcnce - Manag€ial safety Action _ Ititial

'al€s rl"Ds to bF ulen ofii'c sl(+y Pe_dnncl Pror'tng
rldv con:, roura' _ The oltne inJ lr"JP t nion'

(v) sup;,i6ins orfice EhPloyees

'rhe strDeNisor's Stah$ - The wo'k of the SuPervisor _

Lnowledce dnd 5\ l or lne SuPenisor Re'anonrhPs wJ\
6rhFE i; orsani/ation. Coaching and 

'ounsellina 
_

'uD.Ni-ms 
I ;ak enPloJ e4 fte suPHn i5or and r,trrE

rria rive I 
-ime 

_ t 
"e 

bv the supFn isor Aulhont) ard selechon

ol oili@ SuPetui$G SuPe isoryTrainina'

Offi.e Matgement in the Modd Context

'ir 
'lhc new Offire Trluolo6 _ Orfi( Aulod'non 'N'Pd tor

Au,omal on fea'ibilil ;f aulomahon 'oLLal a'Pe"F or

{ur ThFsy.renhdpPr&d _s)+m,ldenl'lFd 'srrcm' rad offi(
t<h rotosv_.i'tuc. nroalure and ueriodr _")srcmcnrd

",-"a"i,,6rii . -*"e'.dr_ dd\ anra8e' oi r rtemr 
'ndp-*a-* O""ig".g.i '*t"ms 

ed DroccduP'

(iii, Flementd! ldFdoiComPLlc's BtuIc I ) Pet of ComPuters _

Mina2€m;nt and ,nc Use o( Compur'F 'Vdjnr CoflPute(

u"". #Or ri. 
" 
Ira*eeren, - Compudnd OticP APPI(dtim.

List of Book! R€.om€nded

Elements of Doubleenh'lr BooI k@Ping by Batliboi'

Teach you6elf Bek_kePin8 by Domld Cousins

Double-Entry Book keePin8 by (chnadwala, Kishnadwaia and
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Mrn"'l of Or.i6 VJtu8.-enrdrd. ta.,r onocri. bv B N tdr dnn
publi(hcd by S. Clrand & Co. Lrd, New Dcth , D7b
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Publirhed by Suttan Chind & Sonr 1472.

Ofli.e Admi.istration by Denyer J.C. publhhed by Macdoml &
Evans Ltd, London, 1972.

S(rctaial Pndi.e Office ManaScnrenr Vol llOffice. N,tanaSen.nt
by Bhuhan rK & Mittal A.K Plblished b! Somaim plbli;ations
Pvt I-td:, Bombay, Neu,Delhi 197t.

9. Office Organizarion & Moriktion by CeorEe R Te.r.!,. plblishe.i
bL lrrdIlorp^.d|" It'btnin8 adL.lrr I, r . rd. Bohb;. o7r
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Offi.e Pra.tice by Sherla T. StanrvetthnninN] I.1 Er1\...d Arnold
Publishers Ltd, London,
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t.



COURSEIII

MARKETTNG AND SALESMANSHIP

1. To htroduce the student to the concePt oI mrleting, imPorianc. ol
snl.smanshiP and role of advcrtising media in modern conme(e
and ro ihe terninologY involved.

2. To a.quaint the stldcnt with, the basi. PrmciPles and Practi.e of
s.bsm;Ghip and narketing incllding - its management, market

research, Product Plamin8 and Pricing.
I lu c.1 n .ur.o+ 'h d'e. r rH'p{l of nJrlcrht dd\rrl*in8 and

,,k,-;n.hip o'd rt"rcnt prudr.\,n ditlecr {hbtion. ro cndbl.

' thesrudentto getatul grasPof thePra.ticalasPecisof thesubied.

4. Gene.allv ro familia * the stud€nt with the drties .nd skills of a
pE. tit',,ncrersds'd in b.rl'nB 'no'cll n8'mdr^FrilgnrJorF'l 'in8
1.,,. r" "",h1; r" ". hi, worl merhod'"dllt "rd w'l onliden. "
att.r a short tcm of inPlant training

s Toa-ourinl lher"rdenL knh com_PRirl qnrld rhrolgh
commir irl h r$, r,oh. cJmFer.,al orBdni.r uon. dnd cormer. icl
peMmel so as to make his turther leamnB reaLl6iic and conforming
to the overal n€eds of the society.

Standard Xt

PAPER I
1. SalesmanshipCeneral

lmrcrlancc or sd.r-maril'rP, Defin,l .n. V n'nU rnd - uPe of
5dl;smr6h,p. >.".man-hiP ..r1. <iencc nnd , rrce'. Good' and

their diskibution manufadurer Produ.cr, wholesaler, retailer_

elation betw@n disiribution and Sal€smansliP Qualihes oI Eood
salesman - tyPes of salemen - their recruitDent, training

2, Iundamentais of selling wirh success, kflowledge of 8oods,
resources of knowledse ol goods to a slesman Organisation ol
selling depaltmenr, advertisinS, sales literature, knowledge o1

marker credit deParhnent sales manager.



rnohhA tne cu\tomer and
:ierr t)Prs ,are!ma4 rrxespof !ibitrhcs or Salsdan

3. O€anisation of Sales

(ii) Accorrts 11"o1, O"*onu,,(n,I ,otrnal entrje! w h

tu,s buyins hohves C,"r"."*lI
r:n.:i;:::,,ti::*:i,s * *-,,

i#s."*?*Tr*::"[$]fl *1Ht'd#J#i'#i
rffi.":;:liti;trj,T:*;ii:tg!.luiHi,- .*"",
[Tllil';:',[:*f:'.:;il: heLhod. o,. ;hE.bhe dnd othe,' 
i"ir#r#;ii,"hi'r :i::ilr, :n:fl :r:?.:n,r;;

PA?ER IIt Elmenhry Boo(-keel,hE and A<@uiancv.

j1"J.:it#,"}xl ;T-:T:T.T[' jlil *.x., t.i;i;e;. lt:

(ix) Re

(xii) Bill

3. Nle

('") 

"'""jff L,:Hf5,rg:urnar io,edser acconnrs. barancjns,ed8€r

^'#jtf;ltj:::;#fl 
:,J$::xfi."#::T,,"".,:.,"x,".Hi

",uki",,,*:#?#":["'$";I#r':ili::il"**
'h) I rial B.lance - pb6rand 

Loqs Acroqtand barrnc,heer bd.r on
(viii) PEparing tradinA and profir and lossa..ount

10

naration, docuhcnrs supportins enrries jn

2

1.



l:ylp,ll,:,:" *,'q':nd d akins\ourErandhs dd prcpaide'peh*s. hcom6accrued due bad dEbL..er
(ir) Resefle for doubfid debt, rescrve fo, djscounr on debto.s ddoedro,.. preparinB hidhS !,ar p. qr ind to\\ a(.o nl {rlh

(x)

(xi)

(xi,
2.

3.

Prepa.ing balance sneet.

Ie.onciiDtior\ta'!mna' c-ror\dnd r,.crrru.rri(chon
Bills of cxchan8e - accephnce honoudnE ard .li6hono!.ing bills.
Adverxsint nced hd purpo,e - cd\e,h.rn8 hprphE Sai..mar
advin ragcs and d*ad vanraqes oI adverris.m;i "
M:qn.r adrc'tisinS pe*.raaro. rirm. rejpvis:on, ourdoor
PuDr'crrJ psrc's. neon 5ign. - d*ptay vehi.ut.r sinowrh
Pubn('ry trFraturc dr{rbajt-crrcubr std6
FeatuFs o' d ged adr phsin8 prcErdm mc - apppal ro buvtrE h utuninqr',,N-prepddrionmad\trrjhent rdto;iandde,iEr mrleriat

Nore for pape6 I-lL St ndards XI an.l XII
Advisble prr,ricil worl . Vi.it, lo depadrrenrdt sloF\, charn
5rore. \ d.ehor Fc, a nd Bodoh. . jectuF oI bu(e$n,l y tesden -sF.rntuhrp , omoFrrr .r. tob hdilnB to. d periud aJone munfibr racn puF,l

Standard XII
PAPER I

Cusbdtr p\yooloS\ ed nonvation - uni\er,at moh\ 6 - bxyinSnoft. huturtioa xFath lorpreu. - lnirdhorcon motivdtjon

ll1y.l.ng.'". e,.a*t-. p.cr8- p.,,rydRFion dboLrprodud-
ned rormnovdLonorprodu(ldrd cdevetopmenr,hictorrnew
product - rlvough resring - Testra.ketrrg picung.
Ior(dsrinS uls,dnd phmi,6 - ndruE and ,ole ot forecfirh8 -Ma erpotcntial.. o".od FacloF affe, t,ng and innraangrorGimg or etc . on,@l or deodd dd ra\ toh ociehDin;heshe. E(onomic rr.nds
Pri.ing - price policy consjiterations. objedives of the businc$ firn

1l

l

l
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CouE€ rV
SMALL INDUSTRIES AND SELF.EMPLOYMENT

1. 1o make students awarc ofseiiempLoym t opportmities.
2. To aive students a bird's eye view of few small scale indutrie in

ltban and nral areas wlich have large opportuniti€s for sell
employDnt and ar€ po$ible with minihuh resources.

3. To build up a thouSh prccs for ta.klin8 Eeneral problms by a
young Person startinS his @ree..

4. To build up *lf onlidmcc ior ca@. plaming and helpinE srudmts
in sele.ting caEe6 wn i, h ire csential for society bur which ni8ht
not have Sained suffici..t re.()Snition but need a scimiilic approach.

5. Io acquimt students with the supporr and assistance given ty
Govermeni, Semicoverninent and Privare iGtitutions and Banls
nl respe.t ol small indushics and self-employment

6. To acquainr ihe student wiih comedal and industrial worl<t
t\rcuEh industrhl pradices, indlBrrlal o.ganisarions and indlsrrial
persomel 5o as to mke his furtler leamin& if my, realilric and
conlormin8 to the overall reed of the siely,

Standard XI

PAPER I
1. Small lnduskies: ftope for development or small industdes ii hdia

in general md in Maharashtra in parti.ular. Growth in lar6e and
small indurrics in ecmt years.

Assistance Ior promotion of smll ind$iries : imparting hJomtion,
trainina, technical asslstance, financial assistance, markerinS
assislance; in entive shemes, rural indusrries projets; dev€lopment
of backward areas; roral artisan pro81amoe, incentiv€s ro youS
e'lu' dtFJ .nrrcprereur.

2. Elementary B@k- k€epint and Aeount..cy
(,) Definition, objds, ihportane and utility of book-kepins. The

rl-eor) ind prin.iDie< of double erlry bool-IeepinE d;d ir.

(ii) Accounts - Real, p€Eonal, rcminal.

(vii) Trial B:

(xii) Bills ol



\T
(iii) Iounal enhies with naration - d@uflts supporting entries in

(iv) Ledge! - p6nng lrom joumal to led8er accolnts, baldinE led8er
aeolnrs, d€bii d.redit.

(v) Writing of goo& acco$16, with mtries of.losing stock{Penin8
stek, valuation of stock - dnect and indirect exPenses €xPenses

and gains on nomhal ac.omls.

(vi) CaBh b@k and auboidiary books purcha*s, sale, retrre inward
andretu@outwardbooks;postingfromsub$di ybooksand.ash
b@k ro ledEer ac.omts.

(vii) Trial Balee. Proiit and LGs A.mut and balan@ sheet bred 6

(viii) Preparing tradiog and profit and lo$ a..ount - depreciation,
d6wings, inte$t d @pital and drawinB6 outstanding dd PrcPaid
expe@, incom6 a.d@d due/ bad debt6, etc.

(xi) Reserve loi doubtful debts, resewe for di*omt on debtoF and
creditors, prepari.E tradinE and profit and losc account with

(x) Prep hs balance sheer

(xi) Reconciliation statement - erros and then re.tiJication.

(xii) Bilis oi ex.hange - a.ceptance, honouring and dishononring of bitls.

Paper Il
study of sven indGiries one frcm @ch of the categories, in r.sp<i

ol suitaue tand and inJraslflctural facnibes, ma.hinery dd equipmot
and 6offces or Eupply, raw material, labou, methods of p.oduciiory
finance, products ed byeprcducio, production.dd its prospects.

1. textiler hosiery, or Eaments.
2. lood produ. r" w{m prodrnE or paa o'oduc6.
3. leather, rubber or plasti. products.

4. chemical, g1a$ or.eranics,
r. mernlprudu,6 md.hin\ r) or parE.

6. electrical equipment or paris,

Z t aftFort job o! repan woiks.

rra.ti.al : One projet in depth m a.y on€ smli indstly *hee.
75



'STANDARD XIT

PAPER I
1. Laws, ru16 and regulatio$: lmportant povisions oI the following

in,cspec' ol day l^da),or,lu,t.o(.mall ird'rrDin\
(il ldcroa Jr t(ii)shopand c.tabLrhmcntr( I {.iil e\<i'oa.rrirr'dlc:
rd. rvr i;.umc ta\ \vi p'ovrd.nr lud a<l rvii'.mPlo)ee' rtalp
irourance (viii) paynot of wa8es (ir) work'men's comPesation
(x) minihum wages (xi) local $tf Eovelment aci (xii) insurance.

, 
PAPER II

Study of typi.al Bmall industries :

Stldy oI 6even industries one lrom oui of each cateSory mdei the
eylabu6 for .las xI but exclldin8 the one $lected in clas )O, the stldy
beinE in resped of suiiable le.tion, infmstructu.al facilitiG, a.hinery
and equipmnt md sour.es ol supply, raw malerials, labour, method of
prcduction, ,inane, prcdu.ts and bye-Products, production, dd likely

Two proiecto in depth on any two diff€rent sroll industr,6, bein8
different than the one $lected in Cia3s x.

l. Ftem.lh ot DoLD,e-mt-y booL lcePins - Brtliboi
2. Teach youelJ Book-l(eeping ' Donald Cousins
3, Doubte'enlry Book kePing ' kishnandwala, Kislnandwala and

THEORY

SiEns

PRACTIcT
4.

5.

8.

9.

ln

Shall lndustry Procdures ttand-bool by K.K. Mehan

Pcnphrler. pr.bl.l.cd by 5lslard ProFcl rcPort' prePied by clsl

and Cecuo, mny or $ hi.h a r. sold for nomiml Pri<e.
(rcd'tpd for disl-i, l'"prPparcd bySlaPBdnlo( lnd'a.lcad B'rrl
Dep.r;pnt SivinB TEronal Prolil*. ngn.u rurdl and indJ'l'ra
,e,;u,... and a nunber uI qor^dblp 'mi . rnduslr i(' and
n..nDations and their economics.

LaE;uction to wo.ld of work by Dr. Menaru Bensali'

Vocational exPloration by Dr. lvleharu BenSali

Au.lyogic Sh6an arthai Karkhandanly Dharmadhikari, Udyam
Prakashan,NaSpu.. (Marathi)

Anv other naterial plblished by Covt or Private orgeisations to

suiport & dist small indutrie6 and sel,'cmPlovment'


