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Standard-11
Elements of Accountancy

Unit - I :  Introduction to Accounting

Accounting - Meaning, obijectives, types of accounting information, advantages and
limitation, users of accounting information and their needs. Double entry system of
accounting. Basis of accounting - cash basis, Accrual (Mercantile) basis, hybrid basis.
Basic Accouvnting lerms - Business transactions, Events, Account, Capital, Drawings,
Liability : Internal & External, Current & Non-current liabilities, Assets - Non-current
Assets- Tangible, Intangible. Currrnt Assets - Liquid Assets, Real Assets, Fictitious Assets.

Receipts - Capital & Revenue

Expenditure - Capital, Revenue & Deferred Revenue, Expense, Income, Profit/Loss,
Purchases, Sales, Stock, Debtors, Bills Receivable, other receivable. Creditors, Bills
payable, other payable cost, Vouchers, Discount (Trade, cash, received, allowed)

Accounting Methods (Systems)
(1) Deshi Nama System
(2) Double Entry System

Unit - IT : Recording of Transactions

Origin of transactions, types of transactions - Cash & Non-cash.

Accounting Equation - Meaning and analysis of transactions using accounting equation.
Types of accounts and rules of Debit & Credit

Accounting Process : Journal - Subsidiary books - cashbook - Petty cash book, Purchase
book - Sales book - Purchase return book - Sales return book - Bills receivable book
- Bills payable book and Journal proper.

Unit - IIT : (A) Ledger, posting and preparation of Trial balance

Ledger : Meaning, utility, format, Nature, Posting form journal, cashbook and other books,
balancing of accounts

Trial Balance : Meaning, objectives and preparation.

Rectification of Errors

Errors : Types of errors, errors not affecting trial balance, errors affecting trial balance.
Tracing/Idenﬁﬁcation of errors and its rectification and its effects on profit-loss.

Suspense Account : Meaning, utility, preparation and treatment of suspense account in
books of accounts.

Bank Reconciliation Statements

Meaning, need and preparation of bank reconciliaton statement.

Unit - IV : Depreciation, provisions and Reserves

Depreciation : Meaning, need, factors affecting depreciation

Methods of computation of depreciation : Straight line method (Equal instalment), written

down value method, Accounting treatment of depreciation by charging it to specific asset
account & by creating provision for depreciation account.



Provisions and Reserves - Mecaning and importance, diflerence between provisions and
reserves.

Types of reserves : Revenue reserve and capital reserve (explanation with Hustration),
Types of revenue reserve - General reserve & specific reserve, secret reserve.

Unit - V :  Bills of Exchange

Bills of Exchange and Promisary Note : Definition, characteristics, related parties,
difference.

Important Terms : Terms of bill, Due date, Days of grace, Due date (including days of
grace), Bills at sight, Bill after dated, encashing of bill, endorsement of bill, bill sent for

collection, dishonour of bill and its recording, msolvency of acceptor, retirement and renewal
of bill.

Accounting treatment of bills transactions - Practical questions covering purchase - sales
tranactions to be asked.

Unit - VI : (A) Financial Statements of Business Organisation -

(B)

(©)
(D)

Financial Statements : Meaning, objectives and importance
Trading and Profit and Loss Account : Gross profit, operating profit, Net profit

Balance Sheet : Need, grouping, Marshalling of assets and liabilities i.e. Arrangement in
order of permanency and Liquidity.

Adjustments of following items in preparation of financial statements with respect to :
Closing stock, outstanding expense, prepaid expense, Accrued income, income received
in advance, Depreciation, Bad debts, provision for Bad-debts, provision for discount on
debtors. Manager’s commission, ahnnrmal Inss, Goods withdrawn for personal usc, Goods
distributed as free samples

Preparation of Trading account, profit and loss account and balance sheet of sale trader.
Accounting Principles, Concepts and Conventions :

(Going concern, consistency, Accrual, Accounting entity, Money measurement, Periodicity,
Full disclosure, Materiality, Prudence, cost concept and Dual aspect.

Accounting Standards : Concepts and Objectives
Deshi Nama System

are not expected)

Unit - VII : Financial Statements of Non-profit organisations

Non-profit organisation - Concepts (Meaning) and Illustrations
Receipts & Payments Account : Meaning and features

Income & Expenditure Account : Meaning, features, preparation of Income & Expenditure
account and balance sheet from the given Receipts & Payments Accout with additional
mnformation.

Balance Sheet : Meaning and features (Missing figure sums are not expected)
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Unit - VIII : Accounts from Incomplete Records

Incomplete Records : Meaning, uses and Limitations

Ascertaining Profit - Loss hy statement of Affairs Mcthod (i.e. Capital Comparision
Method)

Unit - IX : Computers in Accounting (CAS)

Introduction to computer Accounting System : Components of CAS, features, grouping
of accounts, software of CAS, Advantage and Limitations of CAS Accounting Information
System.

Application of computers in Accounting, Automation of Accounting process, Designing
Accounting Reports, Data exchange with other Information System.

Comparision of Accounting processes in manual and computerised accounting, Advantage
and Limitations of automation. '

Sources of Accouting System : Readymade customized, Tailor-made accounting system
as per customer need, Advantages and disadvantages of each option. '

Project Work :

Collection of source documents, preparation of vouchers, Recording of transactions with
help of vouchers.

Preparation of Rank Reconciliation statement with the help of given cash book and pass
book.

Prepare Charts : Vouchers, Bills, Promisory Notes.

Collection of source documents, preparation of vouchers, Recording of transactions with
the help of vouchers, preparation of accounts and trial balance.

Project work on any window based accounting packages : Installing and starting the

package, Setting up a new company, setting up accounting heads, vouchers entry, viewing
and editing date.
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54 10 : Ass U WAs (Cash Flow Statement)
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Standard-12
Elements of Accountancy

Unit - 1 :  Introduction to Partnership

Meaning : Partnership, Partners, Firm and Partnership Deed

Provisions of the Indian Partnership Act 1932 affecting Accounts in the absence of
. Partnership Deed.

Fixed V/s. Fluctuating capital Accounts, Division of profit among partners.

Guarentee of profits and adjustments (Relating to interest on capital, Interest on drawing,
salary and Profit Sharing Ratio), Preparation of profit and loss appropriation account.

Final Accounts of a partnership firm (Simple problems with simple adjustments)

Unit - 2 :  Reconstitution of Parinership and Goodwill
(A)  Reconstitution of partnership :

E3

®)

Change in the Profit Sharing Ratio among the Existing Partners - Sacrificing Ratio and
Gaining Ratio.

Accounting for Revaluation of Assets and Liabilities and Distribution of Reserves and
Accumulated Profits and Losses.

Goodwill : Nature, Factors Affecting and Method of valuation - Average Profit, Weighted
Average profit, Supur Profit and Capitalization.

Unit - 3 : Admission of a Partner

Effect of Admission of a Partner : Change in the Profit Sharing Ratio, Treatment of Goodwill
(As per Accounting Standards 26), Accounting Treatment for Revaluation of Assets and e
Liabilities, Treatment of Reserves and Accumulated Profit or Loss, Adjustment of Capital
Account and Preparation of New Balance Sheet.

Unit - 4 :  Retirement -Death of a Partner

Effect of Retirement-Death of Partner : Change in Profit Sharing Ratio, Teatment of
Goodwill, Treatment for Revaluation of Assets and Liabilities, Adjustment of Accumulated
Profit and Loss and Reserves. Calculation of Decesed Partner’s Share of Profit till the
Date of Death, Preparation of Deceased Partner’s Executor’s Account and Preparation
of New Balance Sheet.

[Note : Combined question of admission and retirement is not expected.]

Unit - 5 :  Dissolution of Partnership Firm

Meaning and Types of Dissolution of Firm : Settlement of Accounts - Preparation of
Realization Account and Related Accounts

[Excluding piecemeal distribution , sale to a company and Insolvency of Partners and
Firm.]

Unit - 6 :  Accounting for Share Capital

*

*

Share and Share Capital : Meaning, Nature and Types

Accounting for Share Capital : Issue and Allotment of Equity shares, Private placement .
of shares, Public Subcription of shares, Over-subscription and Under-subscription of
shares. Issue of shares at par, at premium and at discount, Calls in Advance and Arrears, -
Issue of shares for Consideration other than Cash.

L 11



Prorata allotment of Shares [practical example of simple forfeiture restricting to forteiture
of shares of only one shareholder to be asked. ]
Forfeiture of Shares : Accounting Treatment of Forfeiture and Re-issue
Disclosure of share capital in Vertical Balance Sheet
Unit - 7 :  Accounting for Debentures

* Issue of Debentures : Meaning, Issue of Debentures at par, at Premium and at Discounts,
Issue of Debentures for Consideration other than cash, Debenture as Collateral Security,
Interest on Debentures.

* Preparation of Debenture Redemption Fund Account and Debenture Redemption Fund
Investment Account and their Disclosure in Balance Sheet.

Unit - 8 :  Preparation of Financial Statements of a Company

Balance sheet and Income statement of a Company in a prescribed vertical form with
Major Headings and Sub-headings [As per Schedule III to the Company’s Act, 2013]
and Preparation on Final Accounts of a Company.

[Note : Not more than 30 items in Trial Balance and only 3 adjustments to be given|
Unit - 9 :  FlInancial Statemeny ‘Analysis
* Financial Analysis : Meaning, Importance, objectives and limitations.

* Tools for Financial Statement Analysis : Comparative Statements, Common Size Statement,
Cash Flow Statement, Accounting Ratios.

* Accounting ratios : Meaning, Objectives, Classification and Analysis of ratios.
* Tiquidity Rafios © Current Ratio, Liquid Ratio and Qnick Ratio.

* Solvency Ratios : Debt-Equity Ratio, Total Asset to Debt Ratio, Proprietory Ratio, Interest
Coverage Ratio.

* Activity Ratios : Stock Turnover, Debtors Turnover, Creditors Twnover, Working Capilal
Turnover. '

* Profitability Ratios : Gross Profit Ratio, Operating Ratio, Operating Profit Ratio, Net Profit
Ratio.

Unit - 10 : Cash Flow Statement

* Meaning, Objective, Preparation and Analysis [as per AS-3 with simple adjistmeats relating
to only ; (1) Interest & Dividend received & paid

) Provision for Taxation & Actual Tax paid
. 3) Sale of fixed Assets at Profit or Loss. Indirect Method Only
Project Work :

(1)  Comprehensive problem : Preperation of Accounts from given vouchers and preperation
of Trial Balance and Financial statements there from of sole proprietorshi adn partnership
firm. _

(2)  Analysis of given data using Ratio analysis and Cash Flow Statement.

(3)  Preparation of charts for Share Capital and types of Debentures.
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STD — XI-XII
BUSINESS ORGANISATION AND MANAGEMENT (046)
| (SYLLABUS) |

Preface :

The reason behind introducting this subject at higher secondary class it is necessesity of learning
business for practice of trade and commerce at present time. For the better future of the student
it is important for them to teach business and its principles in detail.

Business is a contions process. Business enviornment is a continons changing. This changing
takes place in technology. Natural resources, human resources for better human life. Students should
Jearn this changing in business enviornment. Information technolpgy become the part of business. They
should learn different type of business activities and business organsition.

'I'he syllabus of Rusiness organisation and Management is prepared in such way that anables
them o understand the effects of changes in business. It also help them to face & analysis the changes.
All the elements are included in the new syllabus which helps to them to understand business envirnment.
The new syllabus also helps them to understans the social, economical, political and legal aspects
of changing business environment. This syllabus includes the such a points which enable to understand
the social and ethical responsibilities of business.

Objectives :
1. To develop understanding regarding Business process and its enviornment among the
students.

To acquaint students with dynamic nature and interdependent aspects of the business. .
To develop interest among students regarding trade, business and industry.
To familierise the students with emerging trends of business and industries.

To prepare students to play their role as a consumer, employer, employee and citizen.

N o

To make students familier with the process related to management and administration of
business firms. '

To make the students competitent for self employment.

~

To prepare the students to pursue higher education in the field of commerece.
9. To familierse the students with social, ethical issue and trends of business.

10. To develop business attitude and skills among the students.
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STD - X1

BUSINESS ORGANISATION AND MANAGEMENT (046)

(SYLLABUS)

Sr. No.  Title of chapter

1. Natures, Purpose & Scope of Business

2 Business Services - ]

3 Business Services - 2

4 ' Commurvlication‘E-commerce & Outsourcing

5. Forms of Business Organisation - ]

6 Forms of Business Organisation - 2

7. Public sector, Private sector and Globa] enterprises
8. Sources of Business Finance '
9. Internal Trade

10. International Trade
11. Social Responsibilities of Business
Chapter-1 Nature, Purpose & Scope of Business
o Concept, characteristics and Scope of business

. Business, Profession and employment :
concept and their distinctive features
. Objectives of Business :
Economic and socia]
. Business Risks : Nature and cauges
. Classification of BusinessACtivities : Trade, commerce and Industry
. Classification of Industries : Primary, Secondary and Terfiary
. Types of Trade - Internal, External, Wholesale and Retail

Chapter-2 Business Services -1

o Insurance - Meaning, Principles of insurance, Types of Insurance, Life Insurance, Health
Insurance, Fire Insurance, Marine Insurance and Vehicle Insurance. introduction to IRDA,
Privatisation in Insurance sector,

. Postal Services : Post (UPC), Registered Post, Parcel Services, Speed Post, Savings
: Services, Recurring Deposited, National Savings Certificate (NSC), Kisan Vikan Patra

(KVP), Public Provident_Fund (PPF), Monthly Income Scheme (MIS), Postal Lite
Insurance (PLI), Money Order, Telegraphic Money'Order and quxilary services.

. Warehousing - Meaning & Types
. Transportation & Logistics : Meaning & Types

12




Chapter-3 Business Services -2

Fixed Deposites.

o« Bankjng Services with referencé to Issue of Draff, Banker’s cheque (Pay order) RTGS

(Real Time Grodd Settlement), NEFT (National Electronic Fund Transfer), Bank Overdraft,
Cash Credit and Loan. :

. L-Banking (Including Internal Banking and M Banking)

®

®

®

® ] Banking : Meaning, Functions, Types of Bank Accounts - Saving, Current, Recurring and
» | |

®

»

» J Banking related Services - ATM, Credit Card and Debit Card - Meaning of Core Banking
» Chapter-4 Communication, E - Commerce & Outsourcing

® . Meaning of communication and Internet

;3 e E-commerce- Meaning and Scope. Resources required for successful Implementation of

E-commerce. Online Transections, Payment Mechanism, Secuirity and safety of Transection.

o Outsourcing - concpt, Need and Scope of BPO (Business Process Outsourcing) and
KPO (Knowledge Process Outsourcing)

i‘@ Chapter-5 Forms of Business Organisation - 1
E’ . Sole Proprietorship : Meaning - characteristics - Merits and Limitations.
. Hindu Undivided Family (HUF) : Meaning & characteristies.

e Partnership : Meaning, characteristics, Merits, Limitations. Types of partnership, Registration
) of a partnership Firm, Partnership Deed.

p  Chapter-6 Forms of Business Organisation - 2

L Joint Stock Company : Meaning, Private Company, Public Company - Characteristics,

E) : L Co - operative Socirty : Meaning, Characteriétics, Merits, Limitations.
.
1] Merit and Limitations

B  Chapter-7 Public Sector, Private Sector and Global Enterprise

ﬂc . Public Sector Enterprises : Meaning, Characteriétics, Forms of Public Sector - Departmental,

Public Corporation, Government Company. (features of each). changing role of public
B sector.

B . Private Sector Enterprises : Meaning, characterisitic Difference between private sector
' and public sector enterprises.
B . Global Enterprises, Joint Venture and Public Private Partnership - Meaning and
B characteristics.
b ®  Brief introuduction of Public Utility.
. Chapter-8 Sources of Business Finance
. Concept, Need and Impertance of Business Finance.
b :

. Owners Funds : Equity share, Preferance share and Retained Earning.

B . Borrowed Funds ; Debentures, Bonds, Public Deposites, Loan from Financial Institutions
) & Commercial Banks, Trade Credit and Inter Corporate Deposites (ICB)

¥
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Chapter-9 Internal Trade

Mecaning & Trade of Internal Trade - Services of Wholesaler and a retailer
Retail Business : Meaning, Merits, Limitations, Types : Mobile shops and Fixed shops.

Large Scale Retailers Departmental stores, Chain stores, Mail order Houses, Frenchises,
Super Market and Mall. :

Concept of Automatic Vending Machine, Tele markcting and Internet Marketing.
Terms of Trade : '

- COD (Cash On Delivery)

- FOB (Free On Board)

- CIF (Cost, Insurance and Freight)

- E&OE (Errors and Omissions Excepted)

Chapter-10 International Trade

Concept and Importance of International Trade
Incentives for Export Trade (Including SEZ & EPZ)
Export and Import Procedure

Roll of W.T.O. and GA.T.T.

Problems of International Trade,

Chapter-11 Social Responsibilities of Business

[ ]

Meaning

Examples of Social Responsibilities

Responsibilities towrds :

- Investors, Consumers, Suppliers, Employees, Government and Society.

- Business Ethics - concept and Element.

Project Work :

1.

List out names of 5 companies each related to different auxiliary services. i.e. Banking,
Insurance, Warehousing, Transportation, Communication and Advertising field and prepare
report on any one.

Find out names at five different types of co-operative socirties around you. Also give
details at activities of any one of them.

Give 5 names of each of different types of public sector enterprises, global enterprises,
joint ventures and public-private partnerships. Also give details of business activities of
any one of them.

visit a near by bank and find out procedure for opening a savings bank account. Colleat
the required documents and prepare a report on the same.

Collect the information about different life insurance pollicies issued by LIC or any private
insurance company and prepare report on it.
ks
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10.

11.
12.
13.

Sclect any one locally operated rading or business unit. Find out the kind of risks it
foces in business and the way it deals with then.

Prepare an imaginatory partnership deed of a partnership firm.

Prepare any one project report from 1 to 7 above.

Scleet any one company or firm and prepare a report on sieps taken by it to discharge
social responsibilities.

Collect an annual report of any one company of your choice and find out sources of
finance out of it.

Identify various fixed retail shop in your locality and classify them according to the different
types you have stadied.

Prepare a report on incentives provided by government at gujarat for promotion of exports.
Prepare a report on internet marketing of an organisation of your choice.

Visit a small scale business unit in your area and prepare a report on problems faced
by it.
Prepare auy one project report from 8 to 13 above.

15
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BUSINESS ORGANISATION AND MANAGEMENT. (046)

Unit-1

sk

*

(SYLLABUS)

Nature and Significance of Management :

Management : Concept, Importance and Scope

Management : ascience, an Art and a Profession

Levels of Management

Management Functions : Planning, Organising, Staffing, Directing and Controlling (In brief)
Co ordination : Characteristics and Importance

Functional Area of Management : Introduction to Marketing Management, Financial
Managament, Human Resources Management and Production Management.

Principles of Management :

Principles of Management : Concept, Nature and Singnificance.

Concept of Management (1) Classical (2) Behaviaral school and (3) Modern school of
Management.

Principles ard Techniques of FW. Taylor’s scientific Management.
Henny Fayol’s Principles of Management

Contribution of Peter F. Drueker

Unit-1II  Planning :

*

*

*

Concept, Characteristics an4 Limitations
Planning Process

Types of plan, Objectives stategy, Policy, Methods, Procedure, Rules, Budget and
Programme.

Unit-TV  ORGANISING -

k

*

®

Concept and characteristics of organising.

Steps in the process of organising,

Strueture of organisation : Functional organisation and Line organisation.
Formal and Informal organisation.

Matrix organisation - concept and structure.

Delegation of authority - concept, element and importance.

Decentralisation - concept element and importance

16 b




TT TV ST TPV YYRYVIY POY UYUY OUYUOU O OO O 0. @

Unit-V STAFFING :
* Concept importance of staffing
* Staffing as a part of Human Resource Management (HRM)
* Process of staffing
- Recruitment - meaning and sources
- Selection Process

* Training and Development - concept and importance.

Unit-VI DIRECTING :
* Directing -  Concept and importance

Elements of directing
- Supervision : Concept, Functions of a Supervision
- Motivation : Concept, Ma slow’s Hierachy of needs
- Financial and Non Financial incentives
- Leadership : Concept, Qualities of a Good leader
- Communication : Concept, formal and informal communication

- Brriers to effective communication, ways to overcome the barriers

Unit-VII Controlling :

* Concept, Charectristics and Importance.
* Relationship between Planning and Controlling

* Steps in the Process of control

Unit-VIIT  Financial Management :

* Concept, charateistics and Importance of financial management.

* Financial decision related to Investment financing and dividend - factors affecting

* Financial Structure - Concept and Factors Affecting Financial Structure.

* Fixed capital and working capital : Concepts and factors affecting its requirements.
Unit-IX Financial Markets : "

* Concepts and types

* Money market and its Instruments

* Capital Market and its types ‘

* Stock exchange : Function, trading procedure of securities.

* Concept of depositary services. (NSDL & CBSL)

* Securities and Exchange Board of India (SEBI) Objectives & functions.

17



Unit-X  Marketing Management :

&

Fy

*

%

#*

- Marketing - meaning, function, marketing v/s selling.
Marketing Management Philosopys

- Concept

- Product concept, Branding, Lebeling ahd Packaging.
- Price : factors determine price

- Distribution - concept

- Channel of distribution and its type

Promotion : (As a part of marketing mix)

concept and elements of promotion

Advertising : Concept and Role, Ohjections against Advertising
Personal Selling : Concept and qualities of a Good salesman
Sales promotion : Concept and techniqucs.

Publicity and Pubic relation Concept and Role

Unit-XTI Consumer Protection :

*

*

Concept and importance of consumer protection.
Consumer Protection Act -1986

- Meaning of consumer protection

- Rights and Responsibilities of consumer

- Redresal machinery

- Remedies available

Consumer qwerness, Roll of consumer organisation and non-government organisation
(NGO’s) '

Unit-XH Business Enviornment :

k

*

- Business Enviornment - concept and Importance

Diamentions of Business enviornment exonomic, social, cultural rechnological, political and
legal. '

Concept and impects of liberalisation privatisation and globalisalisation in business and
industries.

Project Work :

1.

+

Meet a social ot any other type of leader - Prepare a report on gdod qualities of a
leader with in his.

Prepare an organisational report and chart of any organisation. Prepare note on functions
of each post. '

Visit any organisation. Prepare a report on recuritment and selection of any one candidate

working with in that organisation.
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14.

Visit any organisation. Prepare a report and chart regarding employees working at different
levels of management state differences in their functions.

Visit any organisation. Prepare a report an various financial and non financial tools- excecise
by the organisation, motivati their employees. o o

Select any event in your school like independence day (15th August) Celebration. School’s
sports day schools arrival day. Teacher’s day Celebration day etc. Prepar a report an,
any one celebration.

Prepare a report on steps to be taken for improvement of prsence among irregular
students.

(Prepare any one project report from 1 to 7)

Find five complains of consumer explaitation and also note decision given on that.
Collect and report - Any two objectionable advertisement with explanation on objection.
Collect five printed advertisement and cleanified messegies given through each advertisement.
Prepare a note on distribution channal used by any company for its any one product.

Contact any NGO who has registered a complain against any defective product or
inefficient service and report on steps taken by them.

Visit any reddressal agancy. Prepare a report on five different cases in which consumer
explaitayion is reporter.

Visit any company and prepare a report on factor affecting business environment..

(Prepare any one project report for 8 to 14)
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Commercial Correspondence and Secretarial Practice [337]

Index
Commercial Correspondence

(1)
2)
3)
4)
(5)
(6)

[1]

Bank Correspondence
Correspondence with Govt. Departments, Public Service Depdrtments and local bodies

Inter-departmental and employee related correspondence

Insurance Letters

e - commerece
Presentation Skills

Part - I : Commercial Correspondence

Bank Correspondence
* Introduction

* Bank Correspondence
(1) I.etter for opening an account.
(2) Letter for opening a de-mat account.
(3) Letter to stop the payment of a cheque.
(4) Letter for dishonouring of a cheque.
(5) Letter to get the facility of Debit card/Credit card/ATM.
(6) Letter informing about the loss of Debit card/Credit card.
(7)  Error in Pass-book '
(8) To close the Bank Account
(9)  Letter inquiring about various services and facihities provided by Bank (I.ocker

facility, overdraft facility, education loan etc.).

Glossary

Correspondence with Govt. Departments, Public Services Departments

[2]
and Local Institutions
" [A] Correspondence with Government Departments
* Introduction
* . Specimen Letters
[B] Correspondence with Public Service Departments
* Introduction
* Specimen Lefters
[C] Correspondence with Local Institutions
ol Introduction
. *  Specimen Letters ,
‘Glossary

MR AR AR AR A A A2 Rl B 2 2 A B A BN BE B AL BN BN BN BN BN BN B3 W W )
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[3] Inter-departmental and Employee related Correspondence
[A] Inter-Departmental Correspondence

* Introduction

* Inter-departmental Letters

(@ Notices, Circulars, Memos
. (b)  Its meaning, aims and function

* Specimen Letters
[B] Employee-related Correspondence

* Recruitment I etters

* Appointment Letters

* Promotion Letters

* Transfer Letters

* Demotion Letters

* Retirement & Resignation Letters

Glossary

[

ES

4] Insurance Letters
Inroduction
Need of Insurance
Types of Insurance
Insurance Letters
Specimen Letters
(Letters to gct information, (o restart the policy, get the amount of death claim, medi-claim etc.)

Glossary

5] E - Commerce

Introduction

Meaning of e - communication
Types of e - communication
Structure of e - mail
Specimen of e - maijl
Explanation -

(1) e - tender

" ‘
(2) e - auction
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(3) e - filing of documcnts
(4) e - purchase '-

(5) e - sell

6) e
(7) e - stamp

rescrvation

(8) e - job application

(9) e - governance

e - banking

on line payment through Internet Banking

* E.C.S. (Electronic clearing System)
¥ RTGS
* e - learing - video conference
Glossary
[6] Presentation Skills
*  Introduction
* Importance of Presentation
£ Types of Presentation
* Objectives of Presentation
* Important points to be considered for Presentation
* Effective Presentation |

Specimen of Presentation

Glossary
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Section - II 30%
Commercial Correspondence

Meaning and Importance of Commercxal Correspondences
Structure and Layout of a letter
Effective Correspondences
Types of Commerciai Correspondences
(a) Letters of inquiries and replies their to
(b)  Letters of orders
. Placing of an orders
. Accepting of an orders

. Cancellation of an orders

®©® 0000000 0 0 ¢

(¢)  Letters of Claim, Complains and their Settlement

Standard - 12
Secretarial Practice and Commercial Correspondence

(According to 2013 Company Act.)
Section - I : Secretarial Practice

issue of Share
()  Share application and its Procedure
(1) Allotment of Shares
e Legal restrictions
* Spliting of Shares
* Register of Share allotment ‘ ¢
* Duties of Secretary regarding allotment of Shares
() Calls on Share
(v)  Forfeiture of Share
(v). Surrender of Share
(vi) Lion of Share
(vi))  Share Dividend
Transfer and transmission of Shares :
(A) e Importance and Provision for transfer
¢ Procedure for transfer of Share
(B) Transmission of Share’s

Meaning, circumstances and procedure of transmission of Shares

22
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Debenture

®
(1)

(i)
@)
)

(vi)
(vii)

(vii)

Definition of debenture

Types of debenture

e Registered debenture

e Unsecured debenture and secured debenture
* Redeemable and Irredeemable debenture

¢ Convertible and Non-convertible debenture
Procedure for issue of debenture '
Rights of debenture holders

Debenture trust deed

Procedure for transfer of debenture
Difference between Share and debenture

Interest

Memberships :

L]

L 2

Introduction

Meaning and definition of membership
Who may become a member

Mode of acquiring membership
Termination of membership

Management of Company

L.

«©

Introduction

Director and board of directors

No. of Directors (Woman Directors to be mention)
Appointment of diretor & their ypes

Qualification and disqualification of director
Retirement of director

Vacation of office and removal of director

Right, duties and liablities of directors.

Managing Directors & Provision of law

Difference between Diretors & Managing Directors

Meetings :

Meaning
Types
Notice
Agenda
Quorum
Chairman
Minutes

23



. Voling
. Proxy
] Motion & Resolution _
7. Winding up of Companies :
. Meaning
. Modes of Winding up

Section - IT 30%
Commercial Correspondence

1.~ Agency Correspondence :
. Letter for acquiring the agency.
. Letter for giving agency.

L Letter for cancelation of agency.
. Letter for surrender of agency.
. Letter for charge in the terms and conditions of the agency.

2. Letters for economic status and reference

3. Banking Correspondences :

e Letters to open an account.

. Letters expressing grievance with the working of the bank,
*  Letters indicating errors in the Bank Statcment/Pass book.
. Letters for Credit facilitics over draft, Cash credit and Loay
o Application for transfer of account from onc branch of the bank to anotes branch.
. Letter to stop payment.
. Letter inquiring about various services and facilities provided by bank.

. Letter to close and accoun.
4.  Correspondence with offices/institutions :
. Correspondences with government departments/Institutions (Including Post and Telegraph,
Telephones etc.) _
. Correspondence with Public utility.
. ' Correspondences with Local authority.
. Inter departmental Corredpondence
- Notice
- Circular
- Memo
. Letter to editors of news papers regarding public interest.

. Letters regarding recruitment, appointment, Promotion, transfer, demotion, termination
of employment and recognition.

24
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Commercial Correspondence And Secretarial Practice
(337) '

Preface

In the age of globalization, commercial correspondence has acquired an
important place. So the introduction of commercial correspondence to the students
at the Higher Secondary Education level, is necessary. In this book the letters
are carefully selected and the material is arranged in a graded manner to enable
the students to take interest in commercial correspondence.

The corporate world is undergoing a rapid transformation process. So, the
study material offered to the students got obsolete very fast. That is why to
acquiant the students with the latest/changing trend in communication is necessary
Keeping in mind these things, this book is prepared in such a way that a student
can correspond with bank, goverment departments, learn how to send and receive
e-mail.

We hope this book will serve the purpose for which it has been prepared.

Part-1
Commercial Correspondence
Index
(D) Meaning of Communication and its forms.
2) Commercial Correspondence and its different styles.
3) Appearance of a Business Letter.
(4) = Lay-out of a Business Letter.
(5) Inquiry Letters and their Replies.
(6) Letters of placing an order, execution of an order and cancellation
of an order.

7 Letters of Claims/ Complaints and their adjustments.
8 - Letters of credit and financial status Inquiries.

Chapter 1 : Meaning of Commuiication and its forms
® Intorduction
® What is Commercial Communication ?

® Process of Communication

25



(1) Speaker/Sender

(2)  Encoding

(3) Message

(4) Channel-Medium

(5) Decoding

(6) Listener / Receiver
(7) Response / Feedback

® Forms of Communication

(D Oral

(II) Written

(H1) Visual

(IV) Audio

(V) Audio-Visual

(VI) Silence

(D Oral Communication

0060000000 ac

(a) Merits of Oral Communication

(b) Limitations of Oral Communication
(1) Written Communication

(@) Merits of Written Communication

(b) Limitations of Written Communication

® Conclusion

Glossary

Chapter 2 Commercial Correspondernice and its different styles
®  Introduction
® History of Correspondence
®  Characteristics of Correspondence
® Types of Correspondence
(A) Formal Letters
(a) Business Letters
(b) Official Letters
(B) Informal Letters.

26



" Meaning of Commercial Correspondence
Importance of Business Letters
Types of Business Letters
Effective Commercial Correspondence

Characteristics of effective business Letter.

Style of Business Letter

(1) The Full Block Form

(2) The Modified Block Form
(3) The Semi-Indented Form

(4) The Fully Indented Form
(5) The‘ Hanging Indention Form

(6) The NOMA Form
L] Structure of Full Block Form and Modified Block Form

Glossary

Chapter 3 : Appearance of Business Letter
® Introduction
®© Appearance of a Letter

e Following things should be considered to make the Letter attractive

(1) Sclection of paper

v v w 9 WU Vw Vv VU VD O O U 9O 00O 0 0 & v

(2) Typing | .
(3) Margin
(4) Folds

g (5) Envelope

b (6) Superscription _

b ’ Glossary

b

) Chapter 4 : Lay-out / Structure of a Business Letter

) e Introduction |

(A) Regular Parts of Business Letter
® Specimen with explanation

) (B) Occasional Parts Of Business Letter
) ® Specimen with explanation

27



@  (Detailed discussion of) Regular parts of a Business Letter

(1) Heading

(2) Date ,

(3) Inside Address

(4) Salutation

(5) Body of the Letter

(6)
(7)
e Oc
(1)
)
3)
“)
(5)
(6)
(7)
(&)
)

Complimentary Close
Signature
casional Parts of a Business Letter
Personal and other notations
Attention Line
Subject Line
Enclosure
Carbon copy notations
Indentification Line
Mailing Instructions
Postscript
Per. Pro. Signature
Glossary

@

Chapter 5 : Inquiry Letters and its Replies

Introduction

Inquiry Letters

Important factors of Inquiry Letters

Replies to Inqui}y Letters

Important aépects/factors of Replies to Inquiry Letters

Specimen Letters

(@)

(b)
(©)
(d)
(e)

. Glossary

Inquiry Letter for wholesale purchase of goods and asking for its

conditions

Reply to the above letter

Inquiry Letter for the new product
Reply to the above Letter

Letter informing about the rates of goods. (Quotation Letters)

¢

launched in the market.

>
@
®
@
@
®
@
9
@
®
X
]
o
®
®
8
@
®
®
®
®
@
@
&
®
)
@
®

28

@
®
@
®



Chapter

6 : Placing of an order, executing of an order and cancellation

Important points to be kept in mind while writing order letters.

(B) Accepting of an order and its exccution.
Important points to be kept in mind for accepting executing an order

Important points to be kept in mind for cancellation of an

(B) Accepting of an order and its execution Ietters '

Glossary

7 - Ciaims/Complaints and their Adjustments

When the Letters of claims / complaints are required to be written ?
Important points to be kept in mind while writing the Letters of Claims

Letters of claims / complaints and their Adjustments.

Principles of Letters of claims / complaints
Important point to be kept in mind while writing Letters of claims/

Glossary

8 : Letters to get information regarding credit & financial status

of an order letter
® Intr OdUCUOI]
(A) Meaning of an order Letter
letter.
(C) Cancellation of an order
order Letter
® Specimen Letters
(A) Letter of Placing an order
(C) Cancellation of an order Letter
“hapter
‘® Introduction
e
®
/ Complaints
complaints.
® Specimen Letters
hapter

and Collection Letters

1 Letter to get information regarding credit and financial status

Introduction
How to get information regarding credit and financial status ?

29



Request leuer for reference
Reply to the above letter

A letter written. by business finm to get the opinion (reference).

A letter providing negative response to a Request Letter.
Letter of credit & financial status with reference to Banks.
[B] Collection Letters

® Introduction

L4

°

°

® A letter not providing any information asked for in the reques[“Letter.
°

°

®  Different stages of Collection Letters
®  Effective Collection Letters
®  Specimen Letters
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Glossary
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Std - 11
Secretarial Practice

P00 000

1. Meaning and types of Secretary
® [ntroduction
Definition of Secretary
Types of Secretary
(I) Private Secretary
(II)’ Ministerial Secretary
(IIT) Company Secretary
(IV) Secretary of Embassy
(V) Departmental Secretary
(VID)Secretary of Association
2. Company Secretary
® Introduction
Qualities and qualification of Secretary

°
® Appointment of Secretary and provisions relating (o appointment
® Functions and duties of company secretary.

@

Before incorporation after incorporation and after a commencement of
business.
@ Powers of Secretary and its limitations; liabilities of company secreatary.

® Termination of Secretary

® Significance of Company Secretary

3. Incorporation of a Company as per provisions of the companies Act,
2013

4. Memorandum of Associati()n
Introduction

Meaning and Definition
Characteristics
Significance

Clauses

Alteration and procedure for alteration

v e w v w w v W W W VYU VYV W WV 9 9 VYV e VvV VvV V9 e 9uOow®e
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" 5. Articles of Association

Introduction

Meaning and Significance -
Provisions of Companies Act
Items .to be included

Table F, G, H, I and.J of schedule I to Companies Act, 2013 and its

introduction.

Alteration and procedure for alteration

Duties of Secretary for alteration

Doctrine of indoor management and its exceptions.

Difference between Memorandum and Articles of Association.

6. Prospectus

]
®
]
®
®
®
¢
o
L

Introduction

Meaning and definition

Significance

Matters to be stated therein

Provisions of the Companies Act

Liabilities for mis representation of prospectus
Duties of Company Secretary

Minimum subscription - Meaning and effects
Under writing Agreement

Types of Share Capital and Share

Introduction

Share Capital

Types -of Shares :

(A) Equity Shares - Types and buyback of shares
(B) Preference Shares \

Difference between Equity and Preference Shares
Share Certificate

Dematerialisation of Shares

Share Warrant

- Issue of Shares at par, Premium and Discount

Bonus Share

- Right Share ¢




