Subject- General Foundation Course

Time:3 hrs Theory:45 Marks
IMNA:0S Marks
Total:50

Structure of Question paper

In all Twenty eight Questions will be set from prescribed syllabus, The question paper will
comprise of three parts{ Part-I, Part-I1 and Part-III}, The questions will be evenly
distributer from the prescribed Syllabus.

Part -I will consists fourteen (14) objective type questions (One sentence question/ true-
false/ fill in the blanks and multiple choice questions) carrying 1(One) marks each.

Part-I1 will consists ten (10) short type questions carrying 3(Three) marks each,
Candidate will attempt any seven questions out of these. A question may have two or more
parts. The answer of each question should not be more than one page of the answer sheet.

Part-I11 will consists four (4) long type questions carrying S(Five) marks each. Candidate
will attempt any two questions out of these. A guestion may have two or more parts. The
answer of each question should nat be more than two page of the answer sheet.

Syllabus

industry
Meaning, Kinds of Indusiry - Manufasiunng, Sordca indusiry, Establishing an Indusirial Lina -
Procedures, Legal Reguimamanis.
Project Report
Meaning, Meed and Elements of Project Repan, Registration of tha Firm, Choosing Suitable Policy of
Insuranee for - Bullding, Content ang Vahicls, Liabillty Insurance and s Types,
Organizations in India for Industrial Development
Nasonalzed Banks - State Bank of india, Punjab Natiznal Bank elg, Smad indusirial Development
Drpanization, Smal Industial Development Bank of india , FReglonal Rural Banks, Malional Small
indusines Corsaration, IFCI, Stabe Financial Corparations ke Punjas Financial Corparalion.
Budget
Meaning, Typas, Ltility, Seaning end Advariagpes of Budgedary Contal, Markating Mix, Elamanis of

Marketing Wi, Cancept of SWOT Analysis.
Communication

Wiganing, Delinttion. Imponance, Featuras, Elements, 2epoa, Principles of Communizgtion, Typas and
Media ol Commumication, Barriers in Camswnication, hew Trands In Communication - Emad,
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Facsimile (FAX), intarmiot, Taleconderancing, Audia Canfgranging, Computer Tele Carlerancing, Vidao

Caonlerencing.
Communication Skills

Maaning, Tachniques 1o Develop CGood Commurication =hlll, Various Communication Skills for
Workglace Success. Pronuncialion Eiqueties of Communication Skils, Tios on improving Spesking

Shills.
Personnel Management

Decision Making, Aisk Taking Bahavices, Mathod and Procasses of Racruitmant, Wages & Incentives,

Agpraisal and Training, Emplayar — Employes Felalions,
Interview

Meaning of Aesume, Tips 1o Write 3 Good Becume. Concapt of Intarview, Types of Imgrviaw -
Tradiicnal, One fo One, Job Panel, Grovp, Telephona and Bahavior inierviews, Preparation for 1ha
Imbaruigw,

Business Transactions and Ledger
Irdredusction, Maaning & Detinisian, Formal of Jouraal, Jourmnat Enties - Simpla and Compolund with
Maralion, Meaning, Utlity and Format of Ledger, Maaning and Fermats of Cash Book, Trading
Account, Prefit & Loss Acoount and Bafance Shasl,
Banking Transactions

Sanking Transaction and their Recording, Bank Accous - Cuerant, Saving, Recuring Deposit, Fixed
Deposil Account. Pass Book, Fay = Sip, Wehdrawal Sip, Siatamant of Account, Cpening and
operaling a Bank Accownt, Types of Chegques.

E-Banking
Meaning, Process, impartance, Kinds of t-Datng, Services - Credit Card, Dadit Cand,  Mabile
Barking, Telaphcne Banking, Elecironic  Fund Transfar, Elocironic Chegue, e-wallet, ATM -
Introtucsian, Advarisges and Preceutans,

Income Tax
Meaning, Impartant Definitians, Compeneris of GST - CHST, 5GST, IGST, Format of GEET &l

C. COMPULSORY SUBJECTS
Note: Compulsory Subjects under Vocational stream & Academic stream at senlor

secondary level are the same, Kindly refer to the syllabl & structure of
question paper of these subjects uploaded under Academic Stream,

1. GERERAL ENGLISH

Time: 3hrs Theory {00 Marks
InA/Project : 20 Marks
Total ¢ 100 Marks
SYLLABUS AND THE STRUCTURE OF QUESTION PAPER
Part-l {Objective type quesiions) 8 marks

1. 1t will consist of 8 objective type questians carming ane mark each.
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