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P.G. DIPLOMA IN COST AND
WORKS ACCOUNTS (Previous)
PAPER -I : BUSINESS MATHEMATICS

AND STATISTICS
Min, Pass Marks 30

Max. Marks 100

Note: At least two questions are required to be atterpted from each section
and five questions inall. - .

Section A : Business Mathematics
Algebra, ratio proportion and variations, indices, surds, arithmetic,
geometric and ﬁarmonic progression summation of series - finite and
infinite series; permutation and combinations; binominal theorem
logarithms; Interest and annuity. .
Nature of the roots of quadratic equation; relation between roots and
co-efficient of a quadratic equation; framing quadratic equation (real
;o-eﬁ'lcients); determinants and matrix (determinants of order 2 and
).

Types matrices algebra; addition, subtraction and multiplication of
matrices, inverse of matrices; application of matrices and determinants
in solving linear equation.
Plane analytic geometry, rectangular, Cartesian coordinates; length of
a line segment, section ratio, gradient of line, equation of a straight line
standard form only.
Calculus, development of the number system, variable and functions;
ﬁh of functions; limits of algebric function; derivatives rules for

erentiation, meaning of derivative; maximums and minimums of
algebric functions; integration (of algebric functions only), definite and
indefinite integrals.
Mansuration; circumference of circle, area of triangle; parallelogram;
polygon; circle (including sector segment and annuals). Area of irregular
figures; volume and surface of a cube, cylinder, cone, frustum of a
cone sphere including zone and segment.

Section B : Business Statistics

Probability Theory: sets and set operations; definition of probability;
independent and dependent events; mutually exclusive events total and
compound probability, repeated trials, Mathematical expectation,
theoretical distributions (binomial, poisson and normal); objective and
subjective probability (Baveistan Theorem),
Sampling Population and simple: simple, random and stratified sample
use of random numbers, simulated sampling, sampling, distributions
of means and proportions; testing of hypotheses and statistical. .
Regression - Time series: secular trend: cyclical: seasonal and irregular
fluctuations, -
Interpolation and extrapolation: Newton’s advance difference method:
and Newton’s divided difference method; binomial expansion method
langranges method. :

Books Recommended:

5
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Refresher coram mathematics by Manjeei Sing.
Practical mathematics for cost accountants by R Gupta.
Practical mathematics for cost accounts by Vishwanathe
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Mensuration by G.P. Gupta.
Applied mathematics by Theodes.
Statistical methods by S.P. Gupta.
Statistics by Sancheti and Kapoor.
Statistics By D.N. Ethance.
. D.N. Gupta: Sankhyiki
0. K.N. Nagar: Sankhyiki ke mool siddhant.
1. Yule GV, and kendall. M.G. : An introduction to the theory of statistics.
PAPER - II : PRINCIPLES OF MANAGEMENT
3 Hrs. Duration . Min. Pass Marks 30 Max. Marks 100
Note: At least two questions are required to be attempted from each section
and five question in all, .
Section A : Principles
Concept of management: Present pattern of developments in business and
industry. Need for principal
Management functions: unifications of diverse s cialized activities, g_lanning

mZomaons

making managerial objective and criteria of management coordination,
motivatien. Duration and control.
) Section B : Organisin _

Organisation: structure and relationship: types, basic, functions, regions,
operation products customer.
Delegation: specification, duties, authority, responsibility, accountability,
staffing and job specification.
Exeoution of pol management practices in publi ises and utili

ecution 0 : ement practices in ic enterprises ity
undertakin ,pl?ugﬁc relations: Gc?vemmem h:eaammt; ?c’)ncai authorities;
chamber of commerce, trade associations, technical and professional bodies,
trade unions, public relations department.
Books Recommended :
1. Harrold Koontz :, Principles of management and cyrill odonnel
An analysis of nt functions).

.M. Hegh Jones: Human relations and Modern Management
.;lames IFJ Mim : The] pnnc’d .ipdl:s t?-iil Organisation.
enry Fayol : General and industrial management.
Peter F. I;;'?lhl‘ : The effective executive
Peter F. Druker : Mamgin% for results, ;
Ernest Dale: Olg:;iantion The Frame work of Management)
Breach E.F.: isation (The Frame work of Management)
Ne‘mnd )Summer: The process of management (Concepts, behaviour
and practice
10. G.D. Sharma and Surana : Prabandha ke siddhanth RB.
PAPER - I1I : ADVANCED ACCOUNTANCY
3 Hrs. Duration Min. Pass Marks 30 Max; Marks 100
Note: At least two questions are required to. be attemnpted form each section
and five questions in all.
Section A

Company accounts, alteration and reduction of share capital reconciliation,
absorption and amalgamation of companies, Valuation of Share, stock
exchange transactions. :

oo chi b

Section B
Accounts of holding and subsidiary companies, consolidated balance sheet
and profit and loss account, Government accounting,
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Accounting of Eublic sector undertaking.
Accounting of hotels and hospitals.
Books Recommended:
R.L. Gupta: Advanced Accountancy.
J.R. Batlibei : Advanced Accountancy.
J.R. Charter: Advanced Accountancy.
Pickless: Accountancy.
Spicer & Peglar : Book Keeping and accounts.
H.P. Limmancy:: Principles of Advanced Accountancy.
Wilson: Advanced Company Accounts.
Y ortan, Smith and Brown: Advanced Accountancy.
Stanley Roland: Principal of Accounting.
10. Shukla, Grewal: Advanced Accounting.
11. Jain, Khandelwal : Advanced Accounting.
12. Dickson: Accountancy.
13. Parton and Dixon: essential of Accounting.
14. H. Chakravarty : Advanced Accountancy.
PAPER - IV : PRIME COST AND OVERHEAD

3 Hrs. Duration Min. Pass Marks 30 Max. Marks 100
Note: At least two questions are required to be attempted from each section
and five questions in all.

Section A : Prime Cost :
Purchasing and Receiving: Material as an element of cost, classification and
coding of materials; fixation of maximum; Minimum and ordering levels :
Purchases requisition, purchases order, standard ordering quantity, follow -
up of purchases order, inspector; return to sppliers; goods received note,
princing of receipts. ;
Storage : Organisation and layout of stores; material handing cost; bin cards;
store routine. _ i
Issue of material: Stores issue requisitions, returns form shop floor, pricing
of material issues and returns, consumption control.
Material accounting and stock control, stores ledgers, material abstract,
computation of material cost per unit of output, detection, location &
prevention of slow and non moving or obsolete materials; inventiory.
Management and inventory control, material cost - reporting, physical
verification, organizing physical verification work, periodical and perpetual
inventory, investigation and anal%rsis of discrepancies according to causes
for corrective action, treatment of the discrepancies. '
Labour : Labour as an element of cost, Classification of labour time keeping,
time booking payroll p: jon, disbursement of wages. Accounting control
and Reporting: Accounting of labour cost computation of labour cost rates,
measures of performance and cost, idle time.
Over Time : Labour turnover cost of defective production and process -
losses labour cost reporting. Chargeable expenses and problems connected

therewith.

Sectiom B: Overhead
Classification : Overhead as an element of cost, classification of overhead
according to function.
Factory, selling, distribution, administration: Research and development,
classification according to variability, fixed, semi variable and variable.

o adbe loallE 2B
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Overhead Cost ascertainment i
\ 0 : Collection, all i
ggztcella:;?ps ar_nd gbsqrpnon overhead cost, accaou?ifiimal:tf ig:gn;en}?
Tl-ea?tgent ol;lﬁndé:l;'lat?nuémn. Administ!'ation research and gevelopmenlo coosl;
g;iel'ht;?d - CR Mg over absorption of overhead, report for control of
scellaneous, treatment of special expenses co; eseary
g sts
:gvstelgt;;m%nt Iprehmina:y expenses recti%cation e Slii?t}::: ;bso!escenceCh i
i ::czhgta_ttems and designs etc. productivity, mechanization of
o plus.s o Prmg and control of waste scrap, spoilage, defective etc
- KSP ]:I?R esentation of information. ' )
CO..;‘;V : METHODS, TECHNIQUES OF
3 Hrs, Duration TINGM‘?n Pas Fl\;lok.sB CONTING
Note: - At least two i Sl s oo
P e igt:sitlons are required to be attempted from each section
Section - A
Accounting: Cost ledger i iliati
w‘:;ﬂts. 3 e e i%te ga:;%u:;:fg, m:'gggmhanon of cost and financial
00:' odbof costing: Job costing, batch costing: contract costing, process
ting by products and joint products, uniforms costing, i
) ‘Section- B '
Operation Costing, Unit Costing, Multi i
; iple Co: i i £
2&:55;'.“3 r(eiati?te S:nnceglt : The basic cogcept :?;gmg(com?!mc%;?alﬂ e al
;:)nid o analysis volume profit and analysis; Break even charts
erent cost analysis: Modern decision techni
L3 - - - ue i i
nﬂizigm;nql costing, Techniques vis-a-vis under abs%rp:io:tgco!;t‘i:gl,u?l‘tcmhn?‘d“
SR Pee A
; : countin
2. Wheldon: Applied ':ostin'gs.an S
3. Biggs: Cost Accountants,
4, Lawrence: Cost Accounts.
g. gslt:itﬁ?eanf chtim:lvry of Costing.
; of cost and ‘vorks A/Cs, Lond i costing.
7. Dobson: An introducti e e o
g. }Iksm: ﬁ::tdAm'oﬁP hgg 'cost accountancy, Vol. I, IT & I11.
. JK. y -Book' of cost i
10. Lang: Cost accounts Hmud-Booka.ccounm'

PAPER - VI : BUDGETARY
AND STANDARD COSTING -

3 Hrs. Duration Mi. Pass Marks 30 Max Marks 100

Note: - At least two i uired
and five questions gﬁ?t lons are required to be attempted from each section
Section A

ﬁudgat and Budgetary controk: Objecti i

gl:s Egm&m ofgms {eyr + u:étgl;t;l. Objective functional budgets leading to
vertisement, Administration research and de i

:lgiti }:ll:{) cgietal budgets. Principle budget factor. B\‘rle‘;;g‘me;:rtior%a finxt:dmmcg

of b udgets responsibility accounting. Budgetary contro ision
g reports, revision
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Section B -

Standard cost and standard costing: Concept of standard cost, uses of
standard products cost, Organising standard cost records, accounting methods
under standard cost system (partial, single and dual plans). Standard costing
in associating with marginal and absorption costing techniques. Operation
statement in standard costing system. Stock valuation at standard costs.
Variances: Cost, Profit and sales variance: Nature cases calculation and
analysis of variances for budgets and standard: presentation and investigation
of variances, effect of changes in standards. . )

Reporting: Reporting and presentation of information to different levels of
management, requisites of reports, interpretation and use of information by
management for poli?v formulation and control.

Books Recommended: !

1. Motz Curry and Frank: Cost Accounting

> Ternli and Patrick: Cost Accounting for Management

3. Blocker and Waltmer : Cost Accounting )

4. Neuner: Cost Accounting, Principales and Practices

5. Charles Horungren : Cost Accounting - A Managerial emphasis

6. Diggs: Cost Accounts

7. Dhar: Cost Accounting

8. M.L.Basu: Costing .

o Oswal etc. : Advanced costing problems (Hindi Ed.)

10. Lectures in costing by swaminathan

11. Costing by B. Banergee ) .
12, Costmg by Maheshwari and Mittal (Hindi & English Ed.)

13. Gardner: Profit management and control
14. Depuch and Bimberg : Cost Accounting - According Data for
Management Decisions

15. Gellespite : Standard and direct costing
16. J. Batty: Standard Costing.
(" PG DIPLOMA IN COST &
WORKS ACCOUNTS (FINAL) |
PAPER -1 APPLIED COSTING
3 Hrs. Duration -
Section A

1. Social objective of Cost Accounting and Cost Audit. Essential
characteristics of a good costing system, designing of cost, record for
material, labour and overhead, installing a costin system.

Study of the following cost accounting records rules.
g}o ement companies tgb) Paper companies )
ject planning, estimation of project cost, project appraisal.
Productivity Management: Materia productivity, labour productivity,
overhead productivity, overall productivity.
Cost accounting stan A
Section B - Max Marks 20

2.

3.

4,

5.
Amono?-aphinabom%papm-mrespectofsomemdemking“dthmfamce
tlothefolo ing: : ' ‘
2

3.

4.

Max. Marks 100

Historimvelopment of the undertaking.:. *
Analysis of Financial structure. B
Analysis of Assets structure, L

Analysis of Working capital. "
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5. Analysis of cost structure ou sales and profitability.
Note: - Monograph will be asses‘?:d} locally. pro o
Books Recommended:
L. Cost Audit: Social objective, institute of cost and works accountants of
(I:ndlaACalcutta.
ost Accounting Record Rules: Government of India Publication,
Cost Audit (Report) Rules, Government of India Publication.
Cost Audit, Booklets, institute of cost & work accounts of India. Calcutta.
Snﬁ:%sls of financial statement by H.G. Gerthmann (Prentice Hall, New
elhi

Financial Statement Analysis by john N. Myer (Preati Hall, N

PAPER-TI : QUANTYTATIVE TECHNIGURG,
OF DATA PROCESSING

Max. Marks 100

S sy

3 Hrs. Duration Min. Pass Marks 30
Note: - At least two questions are required to be attempted from each section
and five questions in all.

Section -A

1. Meaning: Nature and scope of operations - research potential
appéilcauon areas - specified techniques and basic phase in tackling of
problems. ;

2. Linear Programming;

fa% Concept and formation of L. P, models, graphic solution,

b) Working of simplex algorithm, Interpretation of final results,

(¢) Transportation and assignment techniques,

3. Game Theory: Writing line theory and input-output analysis. Decision
trees for decision making and risk analysis application of decision trees
in investment decisions, pricing strategy and competitive bididimg control
(Deterministic models only.)

Section -B
4. Network analysis (PERT-CPM)
(@) Drawing an arrow network mymbering the events: Estimation of
~ Jobs duration and concept of earliest and latest event times.
(b) .Cong{t of critical path probability considerations, assumption;
in PERT analysis,
(c)  Crashing a network and & ining of project time cost tradi
off. Data processing and computer-system diesign and analysis
Eas:c iomg:;:; Languagfes agobol, Antncad and Fortam,
omputer systesos for decision askimg programmed; er
non-programmed decision. Use of minigomputer and migvo
processing business.
Books Recommended:

Chirchman C. Wet: Introduction of Operations Research

B

Hodley and Witten: PERT/CPM and marketing managemeng and
inventory control.

3. Gaus: Linear Programming,

4. -Sassieni. Nauric etc. : Operations Research. .

5. Theil, Book & Klack: Operative Research & Quantitative Ecomamics. .

6. Mathur, Khande]wal : Operations Research diy

7. Diemen, Benani,; Quantitative Analysis for Business Decisions.

8. Redneyed, Joh gernard R. Siskin: Quantitative, Techniques for
Business De

9. Research,

dividend policyz .
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10. C.R. Kothari: Operations Research. .
11. Venkel Rac : Quantitative Teclt}:nﬂu!?s and Data processing,

PAPER - Il MANAG NT ACCOUNTANCY

; AND FINANCIAL CONTROL
3 Hrs. Duration Min. Pass Marks 30 Max Marks 100
Note: - At least two questions are required to be attempted from each section
and five questions in all. :
fnith ' and SfMMA

Definition, abjective and scope of management accountancy,
The scope of cial mm?jg?:nent in tl’ﬁfglvemll m t context, the
concept ofi fmancial management as a management rather than recording
fanctions: Financial Planning: evaluating the financial needs of a business
emterprises::
{1 'ps?,m: Equity and preference shares and borrowed capital debt. Equity

ratio,

ii) Period : short-term and long term capital. o
{ii:) Over«capitalisation : under capitalization, over-trading and under

(iv) \\’mig.g Capital: Concept and nature of working capital : Esﬁmatin%'
the: requirements of management of working capital, methods of.

wasking capital l:Iﬁ:xé:muts»s- :
Capitaiibudgeting; in various conditions: Cost capital ag?mach, Jut off rate,
Bvaluxtinnfof capital prtmmmmm avatg:d e a&una:of ives, i.e:
isadl of returns, pay- iod m internal rate of return, net
%rpgsmmem, Cash forecasts.and cash budggts and their sigpificance of cash
ow sinfiernent, use of spacifiic techniques such ass discosmted cash flaw,

Section B

Tools;féar Managemend Accounting;

(i) . Financisd statemont amalysis: Meaming and altject, accounting ratios,
pﬂﬁmbili%aios, retunn: om capital empioyed. Thernet profit ratio (Mangin
or Sales). The:Operating Ratio. Turnower ratios, warking capital turnover
raka, financial position patios, fixed assesratio, Tha:cuerent ratio, debt aquity
trend analysisratio, worth debt ratio. .

(i) Trend apalysis: Funds flow anadysis repacts, (a) Presentation of
acgounting and financiet data to management reports and statements
@) Interpreation of weports and stataments (c} Forecasting and dieision

1
|
R

~ Management Accountamgy. :
R.N. ony - Management Aggounting Principles,
N.K. Kuishrestha : Approach te Management Accounting,
S.K. Chakrabarty: anagement Accountancy.
Sen Gupta: Management Acceuntancy.
N. Sarkar : Management Accountancy.
R.L. Gupta: An outline ent aceountancy.
Sk Gu?r.a: Management Aegounting (Hindi), =~ .
, A : Prabandh Ramesh Books Dec\:ot.
. MR, A : Management Acco indi). Malik & Co.
PAPER -IV: TAX LAWS AND AX - PLANNING
3 Hrs. Duration Min. Pass Marks 30 Max Marks 100
Note: - At least two questions are required to be attempted from each section

DN AWN

.

=D 00~
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and five questions in all.
4 ' Section A - ) _
(i) Assessment of companies, Co-operative societies, non-residents;
deduction of tax at source; advance payment of tax.
(i)

Study of wealth tax act and rules.
Section B ) i

(i) Tax implications in planning the legal status of business unit, firm,
rivate limited company and public limited company. o

(ii) x implication in (a) receiving foreign collaboration (b) giving
collaboration abroad. i.e. promoting Indian Business abroad.

(iii) Tax implications of companies. :

iv) Tax incentive and export promotion.

Ev) Salaries and tax planning,

vi) Investment and tax planning.

ﬁvii) Capital gain and tax Planning.

Books recommended: _

R.R. Gupta: Income Tax law and practice. ) )

Bhagwati Prasad: Law and practice of income tax in India.

Bhattacharya: Income tax law and practice. ol

Kanga and Palkiwala : Law and practice of income tax in India.

Sunlgaram: Law of income tax in India.

Mehrotra: Income Tax law and accounts.

Sethiiul \\l(ealiﬂl lt?hx aot., "
: Wea act. .

gags Lal ; Income tax law and gracu'ce (vikas Publisher)

10. Pagara : Tax (Sultan Chand & Sons., Delhi) s

11. Chawla and Gupta: Wealth tax, E{t tax & corporate tax (Hindi Ed.)

12. Dr. Bhagwati Prasad: (M.Com. Ed.) (Hindi Ed.) .

13. Tax leﬁngl-_ll_’;teli’,] houdhary (Hindi Ed.)

14. R.K. Agarwal: anning

PAPER - V: COST AUDIT & MANAGEMENT AUDIT
3 Hrs Duration Min. Pass Marks 30 Max. Marks 100
Note: - At least two questions are required to be attempted from each section

tions in all.
and five questions in Sactisn

eral principles of audit : of financial audit: detection and prevention
St? gaud%uditl{ detection and prevention of fraud, intemal cash and other
transactions. Verification of assets and liabilities: Audit procedure for
authorization of revenue and capital expen . Cost Audit : Cost and
efficiency audit: audit vis-a-vis financial audit, special characteristics, scope
and functions of cost audit, organization for and circumstances favouring
cost audit, benefits of cost audit, Sf:csttla:dli!t programming and procedure.

o -
ternal or statutory cost audit: Provision for cost audit in companies act

E:d audit of schedtglrzd indlasu'ies ﬁi{ in relation to statutory audit, financial

it, operational audit and cost audit. . ) ‘ )
;ﬁ& and management functions such as general management including chief
executive and top management production. Personal selling and distributing
research and develtm costing accountancy and finance and secretariat
and administrative on.
Books recommended: o »
1. Linnberg and cohm * Operation Auditing.

i

Puaw N

3 Hrs. Duration
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Leonard William P.: Management audit - Appraisal of management
methods and performance.
Rose T.G. : Management audit.
institute of internal: Operations Auditing.
Auditors, New York, .
J.G Tikha : Cost audit and management Audit.
PAPER - VI: ADVANCED COSTING PROBLEM
Min. Pass Marks 30 Max. Marks 100

Note: - At least twb questions’ are required to be attempted from each section

and five questions in all.

!0

zt

PONRN BN -

Books

. Costing .
- Costing by Maheswari and Mittal (Hindi & English Ed.)
. Gardner : Profit Management and control, e )
- Dephuch and Bimberg : Cost Accounting - Accounting data for

Section A
Concept of Costs
Expense and losses: Products and period cost, direct and indirect costs,
variable and fixed costs, controllable and non-controllable costs, out
of pocket costs, Allocated and imputed costs, opportunity costs, sunk
costs, differential costs, social costs,
Production cost analysis for managerial decisions:
Make or buy, own or lease, close or continue, equipment replacement,
expending capacity or not, dropping or adding a procedure, choosing
production mix.

Section B

Cost control and Cost Reduction:

Cost control, Cost reduction, cost consciousness, control of cost over
runs, control of rejections, defectives, obsolescence, wastage and
spoilage, preparation of cost reduction programme,

Cost Analysis for profit planning:
Matrix, theory and cost allocation, learning curve; cost volume profit
analysis under conditions of uncertainty.
Performance Budgeting: '
Zero base budgeting, value analysis cost investigation for price fixation
in respect of ﬁoods subject to price contro.

Recommended:

Maitz Curry and Frank : Cost Accounting,

Temil and Patrick : Cost Ac unting for management.

Blocker and Waltmer : Cost Accounting,

Neuner : Cost Accounting. Principles and practices,

Charles Horungren : Cost Accounting - A g[ﬂ.nagerial Emphasis.

Diggs : Cost Accounting,

Dhar : Cost Accounting.

M.L. Basu : Costing,

Oswal etc. Advanced Costing Problems (Hindi Ed.)

1n costing by Swaminathan, 8
by B. Banerjee.

management decisions.

- Gellespite : Standard and direct costing,
. J. Batty : Standard Costing.

Zero base budgeting: A Critical A isal by Ashoka Jindal Central
India Regionaf Cofncil I.C.A.L.,pm. Y =
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(Diploma Certificate in Steno Typing Examination —

|
E.G Diploma in Salesmanship and Marketing Exam—~ |
PT. 2 SCHEME FOR DIP. COURSE IN

STENO-TYPING ENGLISH/HINDI

Rule 2 : A candidate passing the First year Examination of the Diploma
course shall be nwarde::l a c?;rg%cgw gh?lle a candidate passing the
xamination shall be awarded a Diploma.
x’i‘fe%:xaminaﬁ on in steno-typing shall be conducted in the of Su-
pervisor appointed by the University. The said supervision | be a person
qualified to be an Examiner in Steno-typing and shall be extenal to the col-
lege and place concerned”
1" YR. EXAM. OF DIP. COURSES IN
STENO-TYPING ENGLISH
Certificate course in Steno-Typin (English)

PAPER I- SHORT

Max. Mark : 100 Min. Pass Marks: 36
Speed 80 words per minute i
Pg::age 800 ' 10 Minutes
Interval 5 Minutes
Letter 400 words Transcription into long hand § Minutes

Duration: 3 Hrs. which would include 15 minutes of dictation but shall not
include 5 minutes of intervat and another 5 minutes allowed for movement
to the Examination Hall

PAPER H - TYPE WRITING

Max. Mark : 100 . Min. Pass Marks: 36
gmmion. One hour speed 30 words per minute ——
v g 25 Marks
Tabulation 25 Marks
1* YR. EXAM. OF DIP. COURSES IN
STENO-TYPING (HINDI)
Certificate course in Steno-Typing (Hindi)
Max.dl\élg%s;dlk. - Min. Pass Marks: 36
& o min .
Es’ggsage 600 s 10 Minutes
Interval 5 Minutes
Letter 300 wasds Transcription into long hand 5 Minutes

Duration: % Hrs. which would include 15 minutes of dictation but shall not

include 5 manutes of interval and another 5 minutes allowed for movement
to the Examination Hall .
PAPER 1] -TYPE WRITING

Max. Mark : 100 ) Min, Pass Marks: 36
Duration: One hour spepd 25 words per minute .
Passage gg
Letter Marks
Tabulation 25 Marks
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II* YR, EXAM. OF DIP. COURSES IN

STENO-TYPING ENGLISH
Certificate course in Steno-Typing (Erglish)

PAPER I- SHOR
Max. Mark : 100 Min. Pass Marks: 36
Speed 100 words per minute
Passage1000 10 Minutes
TN\"?nnscr)iption to be done directly on the Typewriter within one hour {60

ute -

PAPER II- SHORT HAND
Max. Mark : 100 Min, Pass Marks: 36
Speed 100 words per minute
Passage 1000 10 Minutes
Interval 5 Minutes

Letter 500 words Transcription into longhand 5 Minutes

Transcription to be done in long hand within three hours which do
include the interval between the two dictations and the time allowed for
movement to the Eli,xamination Hall.

APER I1I - TYPE WRITING

Max. Mark : 100 Min. Pass Marks: 36
Duration: One hour speed 40 words per minute ;
Passage 50 Marks
Letter 25 Marks
Tabulation 25 Marks

Second year Examination of Diploma Course in Steno-Typi indi
ond yeu B ORT HAND, e

Max. Mark : 100 Min. Pass Marks: 36
Speed 80 words per minute '
Passage 800 . 100 Minutes
g?nscx;puon to be done directly on the Typewriter within one hour (60

inute

PAPER - SHORT HAND

Max. Mark : 100
Min, Pass Marks: 36
Speed 80 words per minute
Passage 800 + 10 Minutes
Interval . 5 Minutes
Letter 400 words Transcription into long hand 5 Minutes

Transcription to be done in long hand within three hours which do include
the interval between the two dictations and the time allowed for movement
to the Exami.natioil’ Hall .

APER III - TYPE WRITING
Duration- One Hour

Max. Mark : 100 Min, Pass Marks: 36
Speed 80 words per minute , 50 Marks
Passage 25 Marks

Letter ) 25 Marks

N.B. : Colleges which already affiliated to the University for T.D.C. (Com.)

in steno-tﬁ\/pmg may not be required to seek formal affiliation sepmte?r for
C

the Certificate-Diploma Course in Steno-Typing provided head of the Insti-
tu‘tion shall ohtain nrine nn“issiop Al WY e nrarfiﬂn +*
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(P.G. Diploma in Salesmanship and Marketing |

GENERAL REGULATION RELATING TO
P.G. DIPLOMA IN SALESMANSHIP AND MARKETING
(i) A graduate with at least 45 percent marks may be considered for admis-

sion subject to availability of seats any admission test which the Depart-
ment/University may fix. Intake in a section will not normally exceed

30. .

(ii) A candidate will be required to secure at least 35% marks in the aggre-
gate subject to a minimum of 25% in each paper/viva-voce for passing
the examination. Subject to this provision, the minimum requirement
for a first class would be 60% for a second class 48% and for a pass
36%

(iii) Each paper will carry 100 marks. )

(iv; The duration of the course will be one academic year. ) )

(v) Attendance will be recorded as per University Rules. If a candidate is
short of prescribed minimum attendance, he will not be permitted to sit
in the examination.

(vi) There shall be five paper of 100 Marks each.

Paper I - Marketing Management

Duration: 3 Hours Max Marks 100

Marketing Management : Concept, scope, distinction between Marketing

Management and marketing, Elements of marketing, legal aspect of market-
ing in India.
Prgoduct planning and development — objectives, scope, process, Product

life cycle, Pricing, Sales Promotion - Techniques, marketing control — Tech- .

niques, co-operative marketing, Agricultural marketing,
PAPER II - SALES MANAGEMENT

Duration: 3 Hours Max Marks 100
Sales Management : Concept, Importance and scope, Sales organization,
Sales Department Relation with other departments, Organisation of service,
selling through distributive channel, Transportation and storage. Role of
personal s¢lling, managing the sales force. The sales executive, recruitment
and selection of salesman, induction and training of salesman, motivation
the salesman, selling and non-selling function of sales force, Routing sales-
man, Remuneration and incentives of salesman. Controlling salesman’s per-
formance, Decision making process in sales management and information
needs, sales budget.
Note: Student are expected to illustrate with Indian example.

PAPER IJI - EXPORT MANAGEMENT
Duration: 3 Hours Max Marks 100
Export Management : Importance, Scope, Export Market Research Forms.
Types of Export organization. Product Planning for export pricing for ex-
port. Channels of distribution. The agency control, personal selling. Adver-
tising for participation in trade Fair and exhibitions. Export procedure in
India. Export documentation in India. Export finance. Salient features of
various export financing schemes in India. Major organization and policies
(Government and Private) facilitating and promoting export from India (Their
elementary knowledge). Function and Evaluation of UNCTAD and GATT

Syllabus/ PG Diploma in Salesmanship / 15

Books Recommended:
I Varshney. Bhattacharya: Inter Marketing Mgt. An Indian Perspective.
2.© R.S. Arora; A Practical Guide to the Foreign Trade of India.

3. _S8.C. Mittal : Inter Trade Foreign Exchange and fiscal policy Hindi.
PAPER IV —- SALESMANSHIP AND ADVERTISING
Duration: 3 Hours _ Max Marks 100
Ssicsmansh:g : Meaning, Types of Salesman, Qualities of Salesman, Selling
for resale an selling to customers. Theory of selling communication, Skills,
Prospecting seting and opening the interview, Telling the story, Demon-
strating with showmanship, Handling objection, Closing the sale working

customers, Sales Management, Salesmanship in urban and rural markets.
Advertising : Advertising decisions, Need, Personal Selling viz-a-viz Ad-
vertising Media copy, budget, the cost factor handling firm’s or department
organizing, advertising campaign sharing with outlets. Resorts to special-
ized agencies and media research, Ethics in advertising : Measuring effec-
pv&nggs, Recent trends in advertising in ladia, Legal aspects of advertising
in India.

Books Recommended:

Kirkpatrik . Salesmanship

Rustom R. Davar Salesmanship & Advertising

Hass & E. Zimmer Creative Salesmanship (Glincol Press)

Allen E. Zimmer The strategy of successful salesmanship

Thomsom :  Salesmanship Concepts Management strategies
Aspley L.C. (Ed.) Sales Promotion Han%book ¥ ¥
glht;i;haerjt;e& S ?dve:‘ltis ing in India.

wala & Sethia oundations of Advertising Theory & Practice
Aaker and Mayers  :  Advertising Ma.nagemen?g i

» PAPER V - MARKETING RESEARCH '
Duration: 3 Hours Max Marks 100

Marketing Research : The concept, utility organization for Marketing Re-
s<_aarch,_ﬁelds of marketing research, Marketing research methods and tech-
niques. New product analysis, Motivational Research, Consumer Psychol-
ogy, Buying motives. Consumer behaviour : Factors effecting decisions.
Trends in Marketing research in India.

Books Recommended:

Byod, Westfall & Stateen : Marketing Research

Kullarni, pardhan & Patil : Morderm Marketing Research
Delens, A.H.R. Principals of Market Research

Note : Dissertation can be choose by the candidate, in lieu of any one
paper out of above I to V as per his/her choice
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