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Policies, Rural Insurance Policies, Guarantee Insurance Policies, Non Traditional Insurance 

Policies, Boiler and Pressure Plant Policy, Cold Storage Insurance Policy, Machinery Insurance 

Policy, Doctors Composite Package Policy, Lift Insurance Policy. 

 

 

������������������
����
�

 

�������!����� �����
��� Marks : 50 
 

• 1����	�����	������	���	�� �	�	����	����	��	���	������+���	��	���-������	��	���	��������	

�������	

• ��&	�	���&	������	��	���������	�������	��	��	
�������	������	

• 1����	��-��������	�������	��	��"	
�������	������"	��	"��	�������"	��	 ��&	����	���������	

��	�������������	

• ���&	���	���������	�������	��	��-��������	������	������	���&	�����	

• 1����	�	�������	&���	��	��"	
�������	������"	���	����	��&�	���	�������	������	�������	

�"	���	������"�	

• 1����	 ��"	 ������	 ��������	������"	���	�� �	�	����	��	��������	������	�"	�����	

• 1����	��"	�����	��	!
�	���	�� �	�	����	��	��������	������	�"	�����	

• 1����	��"	��-���	����	��������	������"	��"	�� �	�	����	��	��������	������	�"	�����	

• %� �	��	����������	��	������������	��	
�����	
�������	�� ���	

• %� �	�	���&	����	��	�������	��	
�����	
�������	����������	

 

 (v)����������1��
	�������
���

 �

������
� ��������	��/		0���0���
�'�*�
�

 ���	���

������������� ����� � ��!"��#�$��

 ���� ���"��#�$��

 ����������	�
�������

 ���#%� ��&"�#�$��

Introduction to Book Keeping and Accounting 

Book Keeping Meaning, Characteristics and Process, Book Keeping System in Banks, Accounting 

Meaning, Characteristics, Process, Objectives, Advantages and Limitations. Basic Accounting Terms 

Business Transactions, Assets, Liability, Capital, Expense, Income, Expenditure, Revenue, Debtors, 

Creditors, Goods, Cost, Gain, Stock, Purchase, Sales, Loss, Profit, Cost of Goods Sold, Gross Profit, 

Discount, Cash, Debit, Credit, Account, Discount, Drawings, and Equity. Theory Base of Accounting 

Accounting Principles, Assumptions/ Concepts and Conventions, System of Accounting, Cash Basis and 

Accrual Basis, Vouchers and their Types. 

Goods and Service Tax 

Meaning, Characteristics, Objectives, Advantages, Limitation and Accounting Entries under GST. 
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Accounting Equation 

Meaning and Process, Double Entry System - Meaning, Features, Advantages and Limitations, 

Objectives, Classification of Accounts - Traditional and Modern Classification. 
Recording of Business Transactions 

Rules of Debit and Credit (According to Traditional and Modern Approach).Preparation of Journal 

(Meaning, Features, Advantages and Format), Preparation of other Subsidiary Books (Meaning and 

Format), Cash Book (Simple, Double, Three Column, Bank Column and Petty Cash Book), Purchase 

Book, Sale Book, Purchase Return and Sale Return Book. Ledger (Meaning, Advantages and Format), 

Posting from Journal and Subsidiary Books in Ledger and Balancing of Ledger. 

Trial Balance 

Meaning, Features, Advantages, Limitations, Preparation of Trial Balance with Balance Method and 

Total Method. 

Rectification of Errors 

Meaning, Need, Advantages and Objectives, Classification of Errors, Detection and Rectification of 

Errors, Preparation of Suspense Account. 

Final Account 

Preparation of Trading Account, Profit & Loss Account and Balance Sheet from given Trail Balance (Without 

Adjustments). 

Accounting using Tally 

Company Creation in Tally, Accounts Group in Tally (to know about pre-define groups and learn to 

create in groups), Account Ledger Creation in Tally, Voucher Entry in Tally 
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Management 

Meaning, Features and Objectives. Functions of Management & Principles of 

Management. 

Planning 

Meaning, Features, Importance, Advantages and Limitations. 

Organization 

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

Delegation 

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

Staffing 

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

Directing 

Meaning, Supervision and Communication. 

Controlling 

Meaning, features, importance and limitations. 

 

 
  



49 

 

 ��
��
����	������'������*�
�  

�������!����� �����
��� Marks : 50 

 

 

 

• 1����	 �	 ��������	 ��������<�����������	 ���	 �����	 �	 ��,���	 ����	 ��	 ���	

����������	��	���	���������	

• 1����	�	��������	�����<���<�����������	���	�����	�	��,���	����	��	���	����"	�������	��	���	

������������	

• #����	�	����	�����	���	������+���	��	����������	&����	��	����	��	"��	������	�����	��"	

���������	

• #����	�	����	��	�������	��	�������	����	�"	�����(������	

• 1����	��	�����(�����	��	"��	�������"	���	�����	�	����	��	����������	������+���	����	�"	����	

�����(������	

• %� �	�	��������-�	����"	��	�����	���	�������	�����(������	

 �

 �

������


� ������������	��
��	�����1�*
�

 
 

���	���

������������� ����� � ��!"��#�$��

 ���� ���"��#�$��

 ����������	�
�������

 ���#%� ��&"�#�$��

Fundamental Concepts 

Tax, Assessment, Bonus, Income, Assessee, Individual, Previous Year, Assessment Year, Person, Gross 

Total Income, Fees and Commission. 

Residential Status 

Meaning, Types, Determination of Residential Status of a Person, Hindu Undivided Family (HUF) and a 

Company. Effect of Residential Status on tax Liability of a person in case of different income. 

Salary income 

Meaning of Salary, Provident Funds ,Allowances and their types. 

Income from House Property 

Meaning, Conditions, Rules, Exempted House Property Income, Annual Value, Different type of Rental 

Value. 
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Income from Business, Profession and Vocation 

Meaning of Business, Profession and Vocation, Rules for Computation of Income from Business or 

Profession. 

Income from Capital Gain 

Meaning and types of Capital Assets and Capital Gain, Calculation of capital gain when index value is 

given. 

Income from Other Sources 

Meaning, Explain Items Classified as income from other sources. 

Set Off and Carry Forward of Losses Some 

Specific Deductions 

80C, 80D, 80G, 80U etc to be Made from gross total income 

Rebates from tax liability 

U/s 86, 87 (a) 

Exemptions 

Agriculture Income, Share of Income from Hindu Undivided Family, Share of Income from Firm, Share of 

Income from AOP, Dividend from Indian Company, Interest on PPF, Long Term Capital Gain on Eligible 

Equity Share, Interest on Saving Account. 

Agricultural Income 

Meaning, Tests to Determine Agricultural income, Kinds of Agricultural Income. 

Companies : Meaning and Types, 

Co-operative Societies : Meaning and Types. 

Computation of tax Liability of Individuals. Good 

and Service Tax 

Meaning of GST, Important Definitions of GST, Components of GST ( CGST, SGST, IGST), Advantages 

of GST, Meaning of supply, Scope of Supply. 
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