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them bankwise, preparing schedule for each bank and general summary, exchanging the cheques in clearing 
house, preparing adjustment vouchers, entering the clearing register and balancing. 
 

Negotiable Instruments: Practical exercises on cheques, bill of exchange and draft, crossing, endorsement, 
discounting, clean and documentary bills, collection of bills. 

Establishment: Different cases of scrutiny of salary payments, maintenance of leave records, scrutiny of 
calculation of income tax, perquisite value, medical bills, travelling expenses etc. 
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� �����������

Meaning, Features, Objectives, Functions of Management, Role of a Manager in an Organization, Five 
Steps to Grow Your Business with Marketing Strategies, Marketing Manager: Duties and Job Description of 
Marketing Manager. 

� ���������

Meaning, Features, Importance, Advantages and Limitations. 

� �������������

Meaning, Features, Objectives, Principles, Formal and Informal Organization. 

� �����������

Meaning, Principles, Responsibility, Accountability, Centralization and Decentralization. 

� ���������

Meaning, Human Resource Management, Recruitment, Training, Wage Payment. 

� ����������

Meaning, Supervision and Communication. 

� ������������

Meaning, Features, Importance and Limitation. 
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� ���������

Meaning, Objectives, Importance and Advantages of Marketing. 

� ��������������������

Meaning, Objectives, Importance and Advantages of Marketing Management. 

� ����������������������

Meaning, Importance, Advantages and Disadvantages. 

� �������������

Meaning and Elements of Marketing Mix. 

� �����������������

Meaning, Objectives, Product Life Cycle, Product Planning Steps and Importance of Product Planning. 

� ��������

Meaning of Price, Importance, Pricing Policies and Strategies, Meaning and Objectives of Price Determination, 
Four Different Pricing Methods (i.e. Cost Based Pricing, Demand Based Pricing, Competition Based Pricing and 
Geographical Pricing). 

� ������������������������

Meaning, Classification of Channels and Marketing Channel Strategies. 
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� ��������������

Meaning, Features, Importance, Personal Selling and Salesmanship, Importance of Salesmanship, 
Qualities of a Good Salesman. 

� ��������

Classification of Products, Branding: Meaning, Importance and Benefits, Packaging: Meaning Need and 
Advantages of Packaging, Labeling: Meaning, Types, Importance and Advantages of Labeling. 

� �������������������� �!���������

Meaning, Objectives and Methods of Sales Promotion, Advertising: Meaning, importance, Types of 
Advertising, Advantages and Disadvantages, Preparation of an Advertisement, Advertising Agency, 
Functions of Advertising Agency. 

� ��������������������

Meaning of Consumer, Consumer Rights, Meaning and Ways of Consumer Protection, Consumer 
Protection Act 1986, Redressal machinery under the Act. 

� "������

Meaning, Types of Retailing and Importance of Retailing. 
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