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(6) Typing of business letters (simple).
(7) Typing of simple tabular statements and balance sheets.

(8) Typing of official letters of various forms including Demi-
official letters. |

(9) Manusoript symbels, abbreviations, Typing of business
letters, Official letters, tabular statemerts in manuscripts contalning
mis-spellings and abbreviations.

SCHEME OF EXAMINATION

Parer [

To typewrite in 15 mivuies an ordinary printed passcge of 450
words.

Note.—(i) Five strokes will constitute s word. Xach depreesion
of a character key or the space bar will be ccunted as a strotie. No
stroke is counted for paragraph indentation. Two strokes are counted
after every Full-stop, interregatiou sign or exclamation mark,

(i) The presence of more than 5 per cen’ of full errors or
omissions will be taken to indicate that the standard required has not
been attained.

Pargr 11

Manuscripts.—Seciion (1) To typewrite correctly on foolscap
p:per from manuscript (lithographed) simple statistioal tables,
balauce sheets, Prefit avd Loss Aeccounts, Income and Hxpenditure
statement, Invoice, Debit an?d Credit Notes. There shall be .no
spelling mistakes and there shall not be more than five digite in
figures. The total words and figures in Section (i) shall not be less
thap 125 words and not more than 150 words,

Sectien (ii) To typewrite correctly in proper form, taking not

‘more ttan one carbon copy from wunarranged draft in manuseript of

official letter, Demi-official letter and business letter, contairing
mis-spellings and common abbreviations. Two letters together shall
not be less than 475 words and not more than 500 words.

Note.—(i) Errors and abbreviations in Paper II (Part ‘A’) should
not exceed & percent. ,

. (1) The question paper shall contain cot more than one question
in 8ection (i) and not more than two questions in Scetion (il).

(iii) The counting of words in Paper II shall also be according to
Stroke system. ‘
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PUBLIZ EXAMINATION PAPERS

Paper I (Speed) 100 maarks (duration : 15 minutes)
Paper 11 100 warks 1% hours.
Manuscripts. —

Section (1) 40
Bection (i) 60

SENIOR GKHADE

Course €ontent,—

(1) Incresss emphasis on spzed and accuracy.

(2) Typing of basiness letters on an jncreasingly difficuit level
and of various styles.

(3) Typing of offcial letters, Demi-official letters, tender
forms, specifications, Notifications, Givernment Orders, Memorandum.

(4) Typing of tabular statements on an increasingly difficult
level, Balance Sheet with Auditor’s Repors, Invoices-Inland and
Foreign—Account Sales—Profit and Loss Accounts-Receipt and Pay-
ments Account-Debit and Credit Notes.

SCHEME OF EXAMINATiION

Pazzér—l
To typewrite in 15 minutes a printed passage of 675 wo rds.

Note.—

(i) Five strokes will constitute a word. KEach depression of &
character or the epace bar will be coanted as a stroke. No stroke is
counted for paragraph indentation. Two strokes are counted after
every tull-stop, interrogation sign or exclamation mark.

(i) The preseace of more than 4 per oent of full errozs or
omissions will be taken to indicate that the standard has not b:en
attained.

Paper-11

Manuseript.—

fection (i)-To typewrite correctly on foolscap paper frbm manus
oript (lithographed) advanced statistical tables, inland 2nd foreign
invoices, Balance Sheets, Income and Expenditure Accofnt, Profit

DPI 2
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~ and Lose Account. There shall be no spelling mistakes and there shall
not be mere thap six digits in igures. The total worde and figures in
Section (i)'shall not be lzss shan 225 words and byt more than 250
words.

Section (ii)-To typewrite in propet form taking not more than
two carbon copies from confused rsavuscripts of official letters (both
State and Government of India), D.O. letters, Government Orders,
Notifications, Cisculars, Official Memorandom and buSiness letters,
Tenders, Specifications containing mis-spellings and abbreviaticns
consisting of not lees than 600 words and not more than 700 words.

Note —(i) ILrrorse aud abbreviations in Paper II should not
exczed 10 per cent. .

(i) The question psper shall contaii not more than two
questions in Section (i) and not more than two questions in seotion {ii)

(iii) The counting of words in Psper II shall also be according
to Stroke systsm.

PUBLIC EXAMINATION PAPERS

Paper-1 (Speed) ... 100 Marks (Duration: 15 minutes)
Paper-11 ' ‘
{Manuscripts)

Seetion (1) 40} 100 ’s 13 bours.

Section (ii) 60

PROFICIENCY GRADE

Course Confent.—

(1) Incresse emphasis on speed and accuracy.
(2) - To typewrite lithographed tabular statencents and finaucial
statements of varying difficulty.

(3) To typewrite in proper form business lettese, official
letters (both of State and Government of India), Specifications,
Notifications, Circulars, Gover.ment Orders, Offivial Memorandam
frem badly written lithographed manuscripts.

(4) To typewrite in proper form legal and commercial
documents, prospectus of companies, minutes and agenda of mect-
ings, Notifications, literary matter from badly written lithographed
manuscripts.

(5) To display effeetively llthographel unarranged advertlse-
ments, hand-bills and title pages.
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SCHEME OF EXAMINATION

Paper-1

To typewrite for 15 minutes from a printed passage consisting
cf 6,000 strokes. The minimum speed required to pase ia 4,875
strokes. (Five strokes wlll constitute a word. Each depression of a
character key or the space-bar will bs copunted as a stroke, No
stroke is comnted for paragraph indentation or depression of Shifs
Key. Two strokes are counted after every full-ztop, interrogation
gign or cxclamation mark.)

Note:—(1) The presence of more than 3 per cent of full errors
and omissions may be taken to indicate that the standard has
not been attained.

(2) The certificate awarded wiil indisate the speed per
minute.

Paper-11

Section (a) : To typewr:te lithographed tabular statements and
financial statements of varying difficulty ou Two separate sheets.

Section (b) : To typewrite in proper form letters, specifications;
legal and commercial documents, prcspectus of a company, minutes
and agenda meetings, Notifications, Official Memorandum, Government
Otrders, and any literary matter from badly written lithographed
manuscripts containing interlineations, alternations, corrections and
abbreviations iuserting punctuations wherever necessary comsisting
of about 1,000 words in all taking not more than 4 carbon copies.

Section (c) : To type display effectively lithographed unarraged
advertisements, band-bills and title pages. '

Paper-111

Mechanism.—Hictory of Typewtiter-kinds and purpose-essential
working parts of 2 typewriter and krowledge of their uses wiz,
Shift Keysa, Shift Loek Key, Back Spicer Key, Tabulator Key/Ear,
Colour Dial/Dige.. Ribbon Position Irdicator. Stenceil Lever, Space
Bar, Carriage, Key-rods, cylinder ot slaten, ecarriage relcase levers,
variable line spaces, Line space and cerringe retur:: lever, Line epace
guage/adjuster, osrd-holder. paper table/mame plate, paper eide guide
Thumb-whecls, paper—guide or olipasr bails, carriage =cale, scale
indicater, Marginal stops, Marginal Rdease Lever/KKey Cylinder Scale
Lioe guage, Type-guide, Sizes of the Carriage, kinds of type-1aces,
styles of types, ribbon and its kinds, oolour of ribbons, method of
renewal of ribbnzs, Sight and Touch methods, Toumeh, qudlities of
Touch, kind of key boards, arrangemen: of the key-hoard. 'Up-keep
and maintensnse of the machine, clearing and oiling and o,'hre of the
maohine, ' ,
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The following portions in addition to the portions prescribed for
Junior Grade Examination. :

Up -keep and maintenance of the typerwriter, cleaning end oiling,
care of the typewriter. commmon defects, ¢heir caas?s and reotification
viz, (a) Carriage running through, (b) Jerky movement of the
carriage. (c) Sudden stoppage of carriagas (d) 3luggish movement of
the oarriage, () Paper not feed uniformly, (f) Left weargin not
uniform.

Meaning of terms ramely. catch—word, copy-holder, foot-notes,
Lesder dots, marginal notes, Banking, Tail-piece, treeing, squeezing,
Romaun numbers, Rhythm.

Corrections of errors on  carbon copy, economy in the use of
ribbon, quality of ribbon.

A koowledge of the use of the following inner parts of the type-
writer namely, pinion wheel, escapement whezl, loose dog, rigid doa.
type-bar, universal bar, space bar. back spsce pawl, carrlage ruck,
tabulator stops/bits, ribbon carrier, type-basket, type-bar segment,
segment slots, segment groove, key tersivp, carriage tension, long gear
ghaft, bevel gear, spoolshaft, line space pawl, oylinder ratchet. detent,
line lock plate, rithon reverse pin of cam, ribbon actuatirg lever,
rubl:er feot, segment wire, type-bar eushion, ‘

A knowledge of the names and uses of she "working parts of
duplicators, namely, feed Tray, receiving tray, operating lever (off/on
lever) handle, silk carrier, feed roller, pressure lever, impression
roller, mergin adjustiog knob.

Types of stencils, method of preserving stencila. use of correcting
fluid and stylus pen. -

To addition te the portions prescribed for Junior and Senior
Grades, the following should b: studied : —

Acticn of variable line spacer, rigid and locse, Universal bar and
spsce-bar, mainspring mechiism, Key tension and its adjustment ;
Ribbon movement ; Spacirg nachanism. Tabuiar Mectanism ; Lstter
space mschanism; Back space -nacl_lanAsm and their uses ; Stencil-
outting and duplicating- corecting errors ou carbon copies and
stencil sheets : Grafting as ajplied to steccil-cutting : Mearig of
terms viz., pitch: banking, taibpiecs, leader-dot, segwent shift, and
carrigge shift, squeezing, comnon centre, alignment.

Cleaning and Oiling —Sim}le defeots, their causes and raosification
viz, cerringe snd key-toardtensions pick-up, feed rolls : ribbon-
throw : (up and dewn}, Line epacing and Banking Rcmoval and
refixing of tke following perts, carriage. platen, draw-band and
ribbon carrier. i

Note —The students shuld have a detailed knowledge of the
Mechspism and manipulatiql of eny two makes of typewriters and
method of operating several linds of duplicators.
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PUBLIC EXAMINATION PAPERS

Paper I (Speed): 100 marks {Duration : 15 minutes)
P

Paper II (Manuscripts)
Section (a) : 0
Bection (b): 40 } .. 100 marks (Duration: 2 hours)
Section (o) : 20 )

Pargr III (Mechanism —Oral

and Practical): 100 marks
Total soe 300 marks

BOOKS RECOMMENDED

(1) A Text Book on Typewriting for High Schools-published by
the Department of Publio lnatruction, Bangalore.

(2) A Text Book of Touch Typewriting (Theory and Practice) by
8ri R, V. Nagaraja Rao.

(3) Typewriting Key Board Instructor-published by the Karnataka
Btate Comwerce Institutes’ Associafion, Bangalore.

(4) Modern Text Book of Typewriting by Sri K, Mallappa and
Sri J. Brinivasa Rao.

(6) Hand Book on business an! Official O rrespondence published
by the Karnataka State Commerce Institutes’ Assosiation, Bangalore.

(6) A Text Book of Typewsiter Mechanism by Sri R. V. Nagarsju
Rao.

(7) Mechanism Book published by the Karnataka State Commerce
Institutes’ Association, Bangalore.

.

71 ENGLISH SHORTHAND

OBJIECTIVES :

(1) To develop the ability to write ;shorthand accurately and
fluently.

(2) To develop the ability to road printed or written shorthand
with ease and accuraoy.

(3) To develop the ability to transoribe shorthand hotes into
longhand and on the typewriter.

{4) To help students in attaining language proﬁcleuoyl

D.P.I. 3
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(5) To improve spelling, punotuation, paragraphing, grammsr
and composition.

(6) To develop the ability to elaborate notes dictated into
correct forms and also to prepare condensed reports of givon matter
in indirect form.

In brief, the object is to traia ahortha.nd writars to work as
Stencgraphera, Reporters, Personal Assistants, Private Secretaries
and Correspondents.

JUN10R GRADE
Course Contentd :—

I. Conscnants and vowelsjof the mother tengue-relation of
Consonzant sounds in mother tongue tv Epnglish alphabet-Meaning of
Phonogsaphy-Shorthand Characters-basio Priaciples of Shorthand.

‘II. Vowels as feund in mother tongue-Relation of Vowel sounds
in mother tongue to English-Representation of Vowel sounds in
Shorthand (Leng aud short vowels).

I1I. Alternative signs of +R’’ and ¢H’-Dipthonge and
Semi-Circle foy ¢W*’, ’ t . .

IV. Grammalogaes.

V. Phraseography.

VI. Circles, Large Circles.

VIL. Loop *‘S8T” and “‘Ster’’.

VIII. “R’ and “L” hooks as applied to straight strokes and
curves and alternative forms—-circle ‘S’ Large Circle or “‘Ster’” added
to double cousonants.

IX. Final hooks-Addition of Circles, etc., to finally hooked
strokes—¢‘Shun’’ hooks.

X. Aspirate ‘““H”’ upward R’ upwards and downward L’
snd ““SL’, :

XI Cempound Ccnsonants.

X1I. Principles of (a) Halving (b) Doublmg (¢) Dlpbones &
Medial Semicircles.

X1II. Prefizes, Suffixes, General Conttactlons, Figures and
Special Contraotions. o ‘

| SCHEME OF EXAMINATION
PsrER I-SPEED :

(a) To take down in the corresponding style of shorthand as
easy passage, narrative or speech ¢f 6560 words and a simple worded
official, business or personal letter of 240 woxds dictated at the. rate
of 80 words per minute, for 10 Minutes.

(b) To transcribe the above into longhand.
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Note :—(1) Type"writing may bo used for transcription,
(2) No candidate will be allowed to pass who makes more
- than 5 per cent of errors and omissions in ths transcription.
PaBer II-PrINCIPLES ©
(a) To answer questions on the orizciple of Shorthand.

(b) To transcribe ints longhand not more than 200 words of
lithographed shorthand matter.

(¢) To write neatly in shorthand printed English matter contain-
ing not more than 200 words in the Correspondiag Style of Paono-
graphy.

Note :—Marks will ba deducted for failure to insert essential

vowels, write recognised phrases and joinings, failure to observe position
writing.

Maximum Duration
Marks
Pargr I—_Dictation & Transcri- )
ption 100
Diotation 10 Minutes
Transcription 90 Minutes or
1 3} Hours.
PapeR II—Principles and
Transeription 100 2 hours
Prinoiples - 40 -
Transeription ... 60

Books RECOMMENDED :
1. Pitman’s Shorthaud Insttuctor—(First 38 Chapters)
2. 700 Couymon Words Series by Pitman’s
3. Rapid Shorthand Reader-By Shri K. Seetharama Rao
4. Pitman’s Shorthard Dictionary ’

5, Journals pablished by several organisatioas both in the
country and abroad.

INTERMEDIATE GRADE

Course CONTENT

I. Attaining a Speed of 10O words per minute. ‘}
II. Review of the Prinaiples of Shorthand. '
ITT, Outlines for difficult words and phrases.
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IV. Advanced Phraseograms and Contractiops (Chapter XXXIII
to end).

V. Training im Elaboration relating to common matters-Like
Invitations, Business and Offieial Letters, Applications and Adver-
tisements.

SCHEME OF EXAMINATION

ParER I-SPEED :

(2) To take down in the advanoced style of shorthand a narrative
speeoh or other similar running matter of 700 words and a letter of
300 words at the rate of 100 words per minute for 10 minutee.

(b) To transcribe the above into longhand.

Note:—(i) Typewriter may be used for transcription,

(ii) No +andidate will be allowed to pass who makes more
than 4 per cent of errora and omission in this transcviption.

Paper II-—PrincirLEs AND ELABORATION

To answer printed paper consisting of two portione containing
the following :—

(1) TFirst portion consisting of questions on principles of
of shorthand, out lines for difficult words, advanced phrases and
constructions and questions on writing from longhand to shorthand
and transcription from shorthand to longhand, each passage contai-
ning not more than 200 words ‘

(2 Second portion consisting of not more than three questions
on elaboration of not¢s relating to Invitations, a.knowledgements,
Business and Official Letters, and Applications only, the candidates
requiring to prepare the answers in proper form,

BoTH PORTIONS TO BE ANSWERED COMPULSORILY.

Maximum Marks Duration
Paper I — Speed ... 100 Dictation .— 10 Minutes
Transcription — 105 Minutes
or 1} hours’
Paper II — Principles and 100 - Two hours
Elahoration.

Principles 70~
Elaboration-—30
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Books hecommended

Pi‘man’s Shorthand Ins¢ructor (Complete Books)
Pitman’s Shorthand Dicticnarv.

English Grammar & Composirion by Wrenn & Martin,
Advanced Paraseograpbv b. Pi:men’s.

5. Noteson lilaboration of Skorthaud by the Shorthand Writers
Associction of Rarnataka.

6. RElaboration of Notes b, Co amerce Ins-itutes Association oy
Kainataka.

o s e

S_.NIOR GRADE

Cot &8E CONTENT —
I.  Attaining a speed of 120 words per minu‘e

II. Elabora ion of No es on Qactations, Adver-isemen's,
Circ ar Lettars, Gosern rren Orders, Noidic s of ‘eewings, Sp cifi-
g P

cations  Messages, Acknowiedgem nts, Official and _Bussiness
Let ers etc, phndubisel .
et ers ete.

I11. Condensation

IV. Transcription f:om longhand vo shorthand anl shorthan .
to iongiand.

V. Techniques of preparing Minutes and Proceedings of
Me: tings, :

SCHEME OF EXAMINATION

Pant I--SpEED

(a) To Take down in the advanced sty'e of phonograply a
nar-ati- e speech, jadgement or similar matter of 840 words and letrer
of 340 words diceated us the rate of 120 woids per minute for
10 ninates.

(b) To transcribe the above into longhand.
Note :—(i) Typewriters may be used for Transcription.

(ii) No candidute witl be allowed to pass who mﬁkes nore
than 4 ner cent of errors and omissions in this tmnscnptlon.

DPI : 4
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PapER IT—EraBoraTiON OF NoTES

~ To take down in Shorthand brief notes of wvaried character
guch as official or business or professional corr spondence, procee-
dinus of 1 gislature, court, local body, «tcy, or pet ic meetings d.ctated
at the rate of 120 words per minuse and to elabo-ate the nores into
roper letter or documentary form in lonshard. The volume of
notes dictated will, subject to a magimum of 600 words, be regulated
bv the di hcul-y of elaboration and the lengthin:ss of the letters or
documents as elaborated,

Note :—(1) Unfamiliar terms and proper na-aes shall be avoided
as far as pa sible, ;

(2) The qunstion paper shall contain no le:s than five and not
more than six questions.

Paper [IT CoNDENSATION A¥D TRANSCRIPYION

(a) To crndensa a pa-sage nf about 3100 words into a

“pam. arised repo-t in indirect form in about 300 vor is.

() To answer qe-tions in tr-nserip:ion fr:m longhand to
shorithant and she-ban tylonghand, ¢ msisting of passages of not
more than 300 words sach,

Maximum Duration
Maurks
P.per T — Sp-ed 100 Dic ati n — 10 Minutes
Transciipson — 2 hours
Paper [I — Elaboration ... 100 Dic ati n -- 5 Minutes
ot Notes Elaborativa — 2 npours
PJP r IIT — C.nlen ation . 100 — 9 hours
and Transceiption. :
Condensation ... 50 .
Transcriptivn .., 50 — 25 for each

BOOKS RECOMMENDED :

1. Pitman’s Shurthand Instructor.

2. Pitman’s Shorthand Dictionary.

3~ beporters’s Phrase Book bv Shri K. 8. Iyar,

4. Englich Grammar and Composition by Wrsn & Martin.

5. N tea on Elavorstion and Candensation by the Shorthand
Wiiters’ Association of Karnatuka. :

6. Elsboration ot Notes and Conlensation by Commerce
Institutions’ Association of Karnataka, .
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PROFICIENCY GRADE

Course Content :—

1. To attain a .peed of 150 words per minute.

9. TElaboratien of Notes on Quotations, Tenders, Advertisement,
Circular leiter, Gove vment Orders, Notices of Meetinus, proporation
of proceedinge, me:sagee, appeals, business and officials lesters,
Nosifications, ete.,

3. Condenasation.

4. Techniques of preparation of proceedings, reporting and
condensat.on.

SCHEME OF EXAMINATION

Parer I- SprED

(a) To take down in the rerortingstyle of shorthand a sperch,
narrative or judgmens of 1050 words aictated at the rste of 150 worus
per minute for seven minutes.

(b) To transcrite the above into longhand.

Note :— (i) Typ:writers may be used for transcription.

(i) No candidate will be- allowed to pass who makes more
han three per cent f errors und omiesions in this transcription.

ParER II—ELaBoRATION OF NoTEs

(a8} To take own in shorthand brief notes «f varied cheracter
such as official or business or professionsl correspondence, proceedirgs
of Legislatures, (ou ¢, Loosl Bo y or Public Meeting, dictated at tne
8te of 150 words pe: minute for five minutes.

(b) To elabo. ate the notes into proper letter or documentary
form in longbhand.

(¢} The Ques ion Paper shall contain not less thun five and not
more than six quest ons.

" PapER 111 CoNDENSA’ TON

(a) To take ¢ own in the reporting sty'e of shortbjﬂnd, mattes
relating to procecdin s of a C urt, Legisiature, Local Body or Public
Meetings or such otb running mat ter in first person dlésated at tre
rate of 160 words per minutes for a period of 10 minutes,
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* {(b) To prepare a Condensed Report in lcy ghand of the above
matter 1o indirect furw, congisting of not more than 540 words.

Musx mum Duraticn
Marks
P per I — BSpeed 100 Dot-tion — 7 Minutes
Trapscription — 105 Minutes
or 12 lours
Paper II — Elaboration ... 100 Dictation — 5 M nutes
of Notes Elaboration — 3 jiows
Pspe- IIT — Condensstion ... 100 Dictation — 10 Min tes
Condensation — 13 hours

BOOKS RECOMMEXNDED

1. Pitman’s Shortha:d Instructor.

7itwan’" Diectionary.

Enulish Grammar by Wren & Martin.
Report-1’s Phruse Book by Shri K. 8. Iyer.
Lightiug Cuts by Shri K. 8, Iyer.

6 Elshorativn ¢f Notes and Condensation by Coramerce
1- stitutes’ A 8 ¢ ntion of Karnataka.

7. Notes on Elaborativn and Condensation by the Shorthend
Wr'ters’ Assoc-ati-n of Karnataka.

O Gy D
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II THEORY SUBJECTS

I. DIPLOMA IN COMMERCE (DURATION OF THE COURSE—TWO YEARS)

SCHEMt OF EXAMINATION

No. of Instruetion

No. of Papers and Marks

é periods per week —_
5 Sub - . - . Duration
ubject I I @ ‘8 @ vl
B = B
Year Year 2 é‘ g S é’ :E,
1 2 -3 4 b 6 1 8 9
Book-Keeping and Accountancy 6 6 I 100 I 100 2% hours
_ -do-~ I 100 II 100 2t
2. Elements of Commerce ] 6 I 100 I 100 2,
-do- 11 100 11 100 9
3. Office Practice and Procedures 6 6 I 100 I 100 2,
4. Tlechive Subject 5 6 I 100 I 100 2
6 600 6 600

L2




II.

) No ﬁf Instruction

NIPTOMA IN STENOGR

APHY

- periods per week No. of Papers g
o Subject E i+ Duration
= R I II 1Year II Year "R
@ Year Year s =
2 .
1 2 3 4 ) 6 7 8
1. Officc Proctioce 6 6 Junior Senior 100 2} Hours
2. Typewnting 6 Junior Senior 100 15 Minutes
I Paper I Paper
Junior Senior 100 1§ Hours
1I Paper IT Paper
3. Shorthand 6 6 Junior Senior . 100 Dictation: 10 Minutes
I Paper I Papes Tranecription :
. Junior 14 Hours
Senior 2 H.urs
Junior Senior 100 2 Hours
II Paper II Paper
100 2 Hours
Intermediate : Seuior -
1 Paper I11 Paper 100 Diotation: 10 Minutes.
Transeription :
1} Hours
II Paper 100 2 Hours

Principles .., 70
Elaboration ,,, 30

8%




1. BOOR-KEEPISG AND ACLOUNTANGY

Objectives :
The objectives for teaching book-keeping should be
(1) To help the students to urderstand th: functions cf Book-keeping and accourtancy.

{2) To teach them how to prepare and interpret simple financial statements and reports for personal

and fzmily use, e.g., income and expenditure accounts and account: relating to inceme-tax, provident funi

and insurance ;

{3 To prepare the students frr employment as book-keepers, accounts clerks, cashiers, record
keepers. audit c'erks etc., in various types ¢f firns and fuctor es and in the firms of accountants and
suditors ard for entering into Government gervice.

(4) To develop the essential hsbits of dccﬁracy, neatres:, orderliness, responeibility and honest ;

(6) To give training in thinking and analysirg and problem solviug.
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JUNIOR GRADE

Parer-1

1. Principles of Double Entry, objects and advantages, 8pecimen

2. Various concept« like assets, liabilities, receipts, payments,

; capi al, drawing, jsournal and 1 dg-r posting transactions in the
# Jouraul and Ledger. Nuture of Ledger Account Balances.

3 Suhsidiary Rooks :—Need to subdivide the journal. Purchase

,' beol ¢, sales b0k, returns, inwards and outwards books Bills Receivable
1 and Paynxble Books and the Cash Book. Recording Trade Discouat
# and Jash Discount-Invoice, Debdit and Uredit Notes.

{. Cash ard Baok Transactions :—Nature of the Cash Book and

the ~lotries. Bank Transictions-advaatiges of Bank Account-open-

ing n account—paying 1n slip-caequs—pass book.

Diff-rent forma of Cash Book :—(a) Cash and Discount columns
ouly (b) Cash, Baak and Discount columns (¢) Bank and ODiscount
Colu nns only. Petty Cash Book. Baak Reconoiliatios Statement,

5. Bili Transactions :—Forms of bill of exchanze, definition and
advedt.ges—various verms l:ke drawer, drawee, pa-ee accaptor due

date dishonour, notiag and protest. Recording Bills transactions,

Accc mmodation Billa

3. 'Trial Balance -Errors and their Rectification-Suspense account
Prepiration of Trading, Profit and Loss Accouat and the Balance
ghee of Sole Trade:-closing and adjusting entries-treparation of
Resc tve for Bad an - Doubtful Debts Accouat,

ParEr-I1

Consigament Accounts ;—Nature and Scope. Difference

betw sen consignment and sale. Accounts Sales. Profsrma Iavoice

Recc ruing of the Transactions in the bonks of the consigner and the
c.ns gnes. Treatment and valuation of closing stock and the damaged
stocl . Accounting in case of goods invoiced at selling priee.

). Average Due Date and Account Current.

}. Receipts and Payments Account :—Income and Expenditur
Accc 1nt and Balance Sheet. Simpie and Easy Problems.

t Biogle Entry :—Definition and Defects-Easy and Simple
prob ems. ’ : '

3. Partnership Accounts-Partners Capital Accounts-fized an-
fluct ating capitals—calcu ation of interest on capitals and drawinged
Adjustments on admission retirement and death of a partner. Treat-
ment of good will, .
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SENIOR GRADE

Parer-1

1. Receipts and Payments Account:—Income and Expenditure
Account and Balance Sheet. Distinction between Capital and Revenue
Exzpenditure. Accounts ef Non-trading Concerns like Clubs, Hospitals
and Educational Institutions—Harder Problems.

2. Single Entry :—Definition and Defects. Ascertainment of
profits through statement of affairs. Conversion of 8ingle Entry into
Double Entry-Harder Problems.

3. Partnership Accounts ;—Partners’ Capital Accounts—fixed and
fluctuating Capitals Calculation of Interest on capitals and drawings-
Adjustments on admission, retirement of and death of a partner.
Treatment of good will. Dissolation of Partnership. Insolvency of
Partners, Carner "Vs. Murry. Joint Life Policy. Amalgamation of
Firms. Sale to a Cempany.

4. Joint Venture Accounts :—Difference between consignmen
and Joint Venture. Different systems of recording joint ventur
transactions.

5. Depreciation and Reserves :—Meaning of Depreciation—Need
for providing depreciation-Factors determining the amount of depre-
ciation. Accounting depresiation under different systemas.

Parer-JI

1. Contract Accounts.

2. Company Acoounts:—Issuc of Shares and Debentures. Prepara-
tion of Company Final Accounts. Statatory Books. Valaation of
goodwill and shares. Reconstruction, Amalgamation and Absorption.

3. Branch and Departmental Accounts-Branch selling only for
Cash-Branoh selling both for cash and credit-goods involved at selling
Price-Branch maintaining independent Accounts-Foreign Branches-
Departmental Acoounts,

4. Royalties, Hire Purchase and.Instslment Accounts.

5. Auditing: Meaning, Origin and Development of Audit. Aims
and objectives. Distinction between suditing and accountancy. Inter-
nal Check and Internal Contrsl. Valuation and verification of assets
and liabilities. Depreciation and Reserves. Rights, duties and
liabilities of Auditors. '

6. DBank Accounts.

7. Insurance Company Accounts—Life, General.

8. Double Accounts—Electricity Companies. j

9. Elements of Incometax : Heads of Income-Salary-Interest-
House Property Business-Capital Gains and other sources-computation

of total income. Assessimont of Individua!s and Partnerbhips—Simple
Problems.
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Books Recommeded:
1. Double Entry Book-keeping by Batliboi.

; 9. Elements of Accountancy & Commerce Volumes I & II by
4T, Krishos Rao & V.V. Raman

3. Book Keepirg and Accounts by Jai Narain Vaish
4. Advanced Accountancy by Batliboi
5. Advanced Accountaney by Shukla and Grewal

6. Karnataka Civil Service Regulations (Chapters 11, VII, XI,
3 X1V, XXV, XXVII, XX1IX, XXX, XIXI)

7. Karnat ka Finarcial Code (Chapters I, 11, 1V, VI, VII, IX)
8. Income Tax Law & Accounts by Rep Ram Gupta
9. Income Tax Law & Accounts by Mehlrotra

2. BLEMENTS OF COMMERCE

Objectives :

The objectives foz teaching Elements of Commerce should be-

1. To develop a familiarity with the work of business and
# commerce with the important institutions engaged in providing goods

4 and service to consumezs.

3. To develop an understanding and appreciation of the role of
business in the community, its soclal and occupational conoept.

3. To serve as a foundation course for further study of speciali-
sed business institutions like banks,insurance organiszations, Transport
houses, financial agencies and:like.

4. To develop basic economic understanding.

JUNIOR GRADE

I Parer
1. Development of Commerce :

Commerce and Civilization-——Hunting, Pastoral and Agricultural
Stages—Barter System-Disoovery of New fra‘c Routes, The Industrial
Revolution, World Market, ’

2. Forms of Commercial Organisation.

(({.? Yole Trading concerns.—Qereral Characteristics—Advantages
and Disadvantages.
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(0) Partnership —Deod or Article of-Partrerehip~Characteristics
of Yarlnership.

- o) Joint Stock Company.—Its charaetcristics-Its organisation
Kinds of companies-Advantages and Disadvantages.

(&) Co-operative Organsiation.—Basic Principles ~ Orgaunisation
and Management-Forms of Co-operaiion~Merits and demerits.

3. Commnerical Office :

Introductory, Various Departments, Cash, Purchase, Sales;
Accounts, Correspondence and Filing-Their functions.

4. Modern Office Appliances.

Telephone. Typewsiter. Ipsophone, Dictaphene, copying machines
Duplicating Machires, Addressing Machines, Franking and Stamp
Afixing Machines-Cash Handling Maohinea-Cheque Writing Machines
Calouluting Machines-LBlovtrunics Computora,

I Parer
1  Fding and [ndexing :

Need ior Filing-Essentials ¢f good filing system. Methods of
Filing Need for Indexing Types of Indexiung.

Trade Chain-Wholesale and Retail Teade-Wholesalers Services to
the Manufacturers and to the Retailers- Elimination of \Whnlesalers
Organisation of Wholesale Trade-Retail Trade—Bervices and Functions
-Departmental and Multiple stores.

3. Communication Service :-

Significance—Means and their relative merits and Demerits.}

4. Banks:

Importance and functions of Banks-Typves of Banks-Kinds of
asocounts and their operation.

SENIOR GRADE
1 ParEr .’

1. Negutiable Instruments : i
Bills of exchange-Promiesory Notes-Hundies-Endorsements.
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2. Sale of Goods :

Sale and Agrecment vo Sell ~-Countracts-Hire Purchase-Conditioas
and Warranties-Invoices and their types-Debit and Credit Notes-
Proforma fnvoice and its uses. ‘

3." Marketing of Goods :

Market and Marketing-Classification and Marketing Functions-
Standardisation-Package - Ware housing - Advertisement - Media ~
Advantages and Abuse of Advertisements.

4. Insurance :

Fire and Marine-Solvage-Bottomry

II PAPER

1. Pastnership:—Articles of Partnership-Kinds of Partners-Minor
Partners-Mutual Rights and Liabilities of Partners-Dissolution of

Partnership.

2. Joint Stock Companies :—Main Characteristics -Memorandum of
Association-Articles of Assnciation Incorporation-Directors~Capital
and Share~sMeetings-Winding up- .

3. Foreign Trade:—Need for-Advantages-Special-Procedure-
Indent'‘Houses—Customs Procedure Bonded Ware-house-Export Proce-
dure-Shipping Order~Shipping-Bill-Mates Receipt~Bill of Lading-
Certificate of Origin-Consular Iuvoices-Financing of Foreign Trade.

4. Trade’; Associations” and Chambers of " Commeroe :—Special
features-Their organization—Their objects—Functions.

5, Transport :—Primitive means-Development of Modern Trane-
pori-Means-Railways-Inland and Water Transport and Sea Tranrport
Air Trangport-Comparative Advantages andf{ Dieadvantsges.

Books Recommended :—

(1) Business Organisation by Shukla
(2) DBusiness Organisation ty M. Satyanarayana & Others
(3) Bausiness Organisation by Davar

(4 Elements of Accountancy & Commerce Volumes I & II by
T. Krishna Rao & V.V. Raman

(6) Elements of Commerce by Sherlekar
(6) A Text book of Commerce by Sinha & Mugali




35
3. OFFICE PRACTICE AND PROCEDURES;

(Common for both the Diploma)
Objectives :—
(1) To improve and co-ordinate office skills learnt in other
courees.

(2) To improve when necessary, previously acquired skills in
fundamental processes such as han-lwriting, English, Spe’ling.

(3) To understand the organisation and flow of work in
business officcs.

(4) To develop Techniques for work simplification in the office.

(3) To develop skill in filing.

(6) To develop ability in the students to draft independeatly
business and official lettera and reports of various types.

(7) To familiarise the studeunts with offico equipments and to
develop the gkill to operate them.

(8° To develop personal traits and work habits needed in
business and Government Offices.

COURBSE CONIENT

Parer-1
Unit 1: Folc of Office tn a Business Firm :—

Need for Office contribution of office to Managerial functions
“such as planniug, organisation, co-ordination and control. Meaning
of the term ‘Ofhce’ Functions of an nffice. Acquisition of Information,
Preservation and Disseminstion of Informaticn.

Application of the principle of division of lsbour to office
orgsnisation, various sections of the office, a brief review of the
functicns of each seotion. Factors detsrmining pattein of Office
Management (i) Objective, (ii) Staff, (iii) Enviornment.

Centralised Vs. Decentralised System of Office Orgauisation,
Important trends in Offics Mapagemeut, Scientifc Maansgements,
Mechanisation. Importance of Office tu the Business,

Unit 2: Carcer Qpportunities in  Office : —Nature ‘of clerical
functions perfcrmed in the offico; Specialised ard Gen'bml Cierioal
work. " '
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Areas of Clerical Functions —

(i) Preparation of business forms
(ii) Keeping stock room racords |
(iii) Use of shipping services
(iv) Usiog the telophone and telegraph facilities
(M) Date processing
(viy TFiling and Finding of papers
(vii) Visaal reproduction of copies
(viii) Handling the mail
(ix) Messenger Bervice
(x) Meeting Callers
(xi) Composing Business Letters
(xii) Typing business papers
(ziii) Keeping financial records-brief review of each clerical
funotion-Need for the training of Office workers—
advantages of employment in office.
Unit 3: Personal lraits needed for an office worker :—
(i)k Personal appearance-Dress, Health, Poise, Posture and
walking, voice and speech.
(ii) Relationship with others-Co-operativeness and taot-sooia]
attitude, courtesy and manners, trust worthiness, loyalty
(iii) Effieiency on the job-initiative, menta) alertness and

memory punctuality, dependability, production ability.

Unit 4 : Handling the Mail .— Treatment of incoming and out®
going letters and articles and distrituting mail; handling of messages;
indexing of letters preparation, presentation and disposal of office
notes, filing, Teceiving and attending to callers.

Unit 5 : Purchase Routine.—What does a business buy? Prooca-
dure for buying; inquiry (i) quotations, Tenders, etc. (ii) Placing the
order—correspondence aud business forms relating to it-Financial
records relating to buying to be maintained.

Unit 6 : Sales Routine.—What does a busines sell ? How does
a business sell 2 How does it find customers? How to deal with the
enquiries received by letter or phone #reatment of orders received-
Delivery of goods sold Mode-of selling cash credit- financial records
relating to selling, Forms concerning the sales. Different msthods of
advertising various sales promotion methods. ‘o
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Unit 71 Receipts and Payments.— Different ways of receiving
payment various pregent forms money used in settlement (i) Currency-
Legal tender currency and limited legal tender money, (ii) cheques
alternative means of & paying money through a Bank (iii) From the
Post Uffice (a) Bill of exchange, Issuo of receipts, Youchers etc. Depo-
siting nioney into the bank procedure (b) Maintenance of records
relating to cash payments made cash book Bank Reconciliation
Statement Petty Cash Book. Purpese of each.

PAPLR-II

(I) Maintenance of Store and Stock Records.— Meaning of Stock
Bin Card or Stock Record Card Stores Iedger Valuation of Stock
Procedure of receipt of goods into the Stores aud issue of goods from
the Storee.

(2] Maintenance of Personnel and Wage Records.— Woark of the
Personuel Department (i) Recruitinent of Staff, (ii) Keeping employers
records, (iii) Education and Training, How does an Employer obtain
employees and How does an employer select employees? Interviews
Preparation of wage shee$ (1) Basis Time Card, Time Book, Piece
Wage Card, Job Card Wages, Sheet Wages Abstract. Procedure for
actual payment to wages: Iuternal checksto be provided against
fraud deductions to be made from wages as per Payment of Wages Act.

(3) Business Correspondence — Faatures of Business Letters-
Structure of a Businesz letter-Essentials of a Business letter—Drafting
of business letters of various types~Circular letters-Letters of intro-
duction letiers of information~inquiries, inquries and orders—consign-
ments end letters relating thereto Agencies—Insurance letters banning
correspondence-Letters asking for payment of money dae-Letters of
complaint Adjustment or explanation lebters; Collection letters—
Employment letters-Lirafting reports.

(4) Filing System.—Need for efficient records management, Steps
involved in filing, how to file, vettical and horizontal filing. Alpha-
betical, Numerical subject and Geographic filings: Indexing; Impor-
tance and methods of card index. Removal of papers and files
procedure.

(5) Office Communications.—Mails, telephones, telegrams, cable
grams, phouograms and code mes:ages; how to make a telephone call;
how to receive a call; answering calls; local and long distanco calls-

- Interual office communicatione, Memorandum, PBX Postal facilities.

@\, Qffez Machines —Cansiderations for using offica muhm&
Typewriters ~ apd” 3
franking machines press cop_ymg addressing machiues, {ddlng and
calcujating machines, other time and labour saving appliances
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Su_g‘(/('_g[(‘(l Rt'(l(l?.‘)!‘(/,ﬁ' s —

1) Business Machinery and Office Organisation by Umeshwar
#prasad Yarma (Calcutta Book Land Ltd.)
3 (2) Scoretarial Drafting and Business (Correspondence by Jain
and 8.K. Dugar (Caloutta, World Press, Ltd.)

(3) Secretarial Practice by jain and S.K. Dugar (Calcutta : World
[Press Ltd,) . )
(4) Business English and Secretarial work for Indisn Stadents
$vy Kashyap (S.8. Vasan & Co. Bargalore.)
4 (5) Office Routine by Vioncent E. Collinge and L. W. Eles (Issac
#Pitman & Sons Ltd. London)
A (6) Office Practice Today by F.C. Thurling (Pitman & Sons Ltd.
London). . o
(7). Manual of Business Training by A.J. Couldery (Issac Pitman
& & Sons Ltd. London).
] (8) Clerical Office Practice by Agnew & Mechan (South Western
3§ Tublishing Co.,~Cincinnatti)

(9) Official Clerical Practice by Archer & Breekett (Gregg Pabli-
shing Division, New York).
; (10) Oftce Mapagem: nt by Denyar (Macdonald & Evane Ltd.
& London).
: (11) Clerical Record Eeeping by Barren and Steinfeldt (South
Western Publishing Co., Cincinnatti, U.5.A.) .

(12) Modern Business Correspondence by Nagamia J.C. Bohl
(Hind Kitaba Ltd. Bombay)

(13) Manual of Commercial Correspondence by Roland and Fry.

(14) Business filing and records control by Bassett Agnew and
Goodman (South Western Publishing Co., Cincinnatti).

ELECTIVES

Anpy one of the following :—

(a) TElements of marketing and salesmanship,
(b) . Banking Practice.
(¢) Insurance Prastice.

(s) ELEMENTS OF MARKETING AND SALESMANSHIP

OBJECTIVES

(1) To develop in students an understanding of the marketing
function and an appreciation of the role of the wvarious agencies
engaged at various steps in the marketing process

(2) To prepare students for initial einployment as salesman in
small business establishments, '
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COURSES CONTENT

Parer-1

Meaning of Market- Classification of Markets-Meaning of Varket-
ing. Siguificsnce of Marketing,

Marketing  Proecess — coucentration - dispersion -equalisation-
Maiketing functions-Buyirg-Selling-Financing-Risk bearing-Market
information-fi{anda: dization-Transportation-Storage.

Types of Markets—As introduction to e-ch type forms and
documeuts vsed in the marketing of goois-dealing in various markets.

Matketing of Manufactured and Agriculsural goods-Regusated
markets-Marketing legislation,

Paper-~-11

Salesmanship-Mcaning of Salesmanship~The Nature of Salesman-
ship-1la salesmanship Profession 7 Iwportance of Sulesmanship-Born
Balesman sud Trained Salesmeu-Duties and responsibilitics of Salesman
~ttualitics of a good Salesman-types of Salesman-Tue Selling Process.

Advertising : Meaning-Advertising and Sulesmanship-Sosial and
Economic effect of advertising-Advertising “media, Planning for
advertising-Preparation of simple advertisement material Advriising
Agenocy,

Suggested Readings :
(1) Fundamentals of Selling (South Western Publishing Co.)
Wivgate srd Nolan.

(2) ¥undamentals of Advertising (Jouth Wesiern Publishing Co )
Rowe and Nolan.

(3) Principles of Murketing and Salesrninship—J.C. Sinha.

(4) Salesmanship, - Sales  Management and Advertising-
R. 3. Davs:.

{b) BANKING PRACTICE
OBJECT‘IVES

(1) To develop in studenis an understanding of the fugctioning
of baok aul to familarise them ~ith caraer opportunitiea!and 3ob
sequiremente in the fiel1 of Bankimng.

(2) Te prepare students for initial employment in a }éank
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COURSE CONTENT

PaPER-I

qhe law and practice of Banking-The legal relation of Banker
and Customer—Current Accounts-Depcsit Accounts—Trust Accounts—
Over Drafts—Pses Book-Cheques and Documents analogous to cheques
-Law relating to Rills and Cheques thg reyment and collection of
cheque-Liability of Paying and collectivg Bankers-Seourities for
advances in general-Pledges snd Mortgages of negotiable instru-
ments-Stecks-Share-Life Policies interests #nd hand and documents
of title to goods-Baunkers guarantees-Legal positions in cases of
insolvency of a customers other services performed by Bankers-
Termination of selationship between Bankeis and Customers-Respon-
sibilities of Bankers-Officisls and Secrvants-Legal aspects of the
organieation of Banking bussiness-Law regarding prepatation of
Balance Sheet.

Parer-I1I '

Orgauisation of Banks :—Co-operative Banks-Raceiving depart-
ments-Clearing and cullesting departients-Loan departmenta-Bill
discount depariment-Trusteca aud Executors Department-Securities
Departents-Foreign Exchange Department- Brauch Depattment-The
olearing system-Organisation of Staff.

N. B, : The subject is tdo e studied with special reference to the
Law and practice of Banking in India.

A brief history of Banking progress in India.

Rurel Finance :—Money lenders and indigenous bankers-co-
operative and Land Mortgage Banks-Commercial Banks-Loan Office
Nidhis—Chit Fonde and Government Takavi Loans.

Postal S8avings Bank-National Sevings Certificates—-Government
Loans-Steck Exchange-Insurance Compaznies-Indian Jeint 8tock
Benks-their organisation and operations-Structures of their assets and
liabilities. :

Finsncing of Foreign Trade-Kxchatge Banks-their organisations
role, operations and profits-The role of Indian Banks in the finaxcing
of foreign trade.

Industrial Finance and Institutions providing it.

The State Bank of India-Its organisation and position in Indian
Bapking. ’

The Indian Money Market-The need for a Bill Market-The “Bill
Market Schemes of the Reserve Bank of India-The Reserve Bank of
India-its organisation Regulation of Currency and Credit-Supervision
-and control of Banks-Banker-to Government-Reserve Bank and Rural
credit, Reserve Bank and Industrial Finance-Exchange Congrol.
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Suggested Readings :—

(1) Money Banking and International Trade by K. Sanyasaiah
and A. V. Ranganathacharya.

(2) Money and Banking by Sri G. Ramakrishna Reddy,

{3). Fundamentals of Banking Theory and Practice by
A. K. Basu,

{4) Banking Law and Practice in Tndia by M. L. Tanan

(5) <¢‘Money Banking and International Trade’’ by P. C. Vaish.

(6) Studies in the Fundamentals of Practical Banking by Alak
Ghosh, Viswanath Mitra.

() Law and Practice of Banking by Davar.

(c) INSURANCE PRACTICE
Objectives :

1. To develop in students an understanding of the funetioning
of an insurance office and to familiarise them with career opportunities
and job requircments in the field of Iusurance.

2. To prepare students for initial employment in an Ineurance

Office.

COURSE CONTENT

Parer 1
(a) Life Ineurance: —(i) Proposal forms and relative reports

policy privileges; conditions and restrictions; Different types of policies; -

Factors affecting and a broad desoription of the actuarial method of
the calculation of premiums; Valuation and Reserves; Participating
and Non-participating policiess Bonus system; Surrender and Loan
Values; Non-Forfeiture Schemes; including paid up policies; Income
Tax Allowance on Premium; Indisputability of policies; Proof of age;
Assignment and Nomination. '

(ii) Comparison between the working of State Schemes and of the
Life Insurance Corporation.

(b) Motor Insurance: —Policy Forms; Endorsements; Different
types of risks; Methods of rating, extra Benefits and rebates Discounts
Statutory regulations as to insurance

: (c) Miscellaneous Insurance:—Policy, furms and rating for
Aviation. Employzes Liability. Burglary. Pidelity Guarantee Personal
Accident and Public Liability Insurance. J

(d) Social Insusance-Insurance benefits and contributions there

- for under Employees State Insurance Act, other schemes of the nature
of Social Insurance.
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o " ParEr II

(a) General Theory:—Nature, fanction and scops of Insurance;
Main elements of 2 contract of insurance; subject matter of insurance
Insurable intezest. Contzact of Jndemnity Promimate Cause; Good
Faith; Moral and Phgeical Hazarde; Warranties; Prinoiples underlying
self-ingurance. o

(b) Fire Insurance:—(i) Policy forms and conditions therein
for different types of Pelicies including declaration policies and
reinstatement policies; Tixcess Ineruance; loss of Profits Insurance;
Rent Insurance; (iij Llfect of Location construction und use of the
property insured on the risk insured against; Rati'ng; Reserves for
un-expired risks; Additional perils; Reinsurance. (iii) Settlerent of
claims including eslculation of the amount recoverable and rights of
subrogation arising therefrom.

(c) Marine Insurance:—(i) A detailed study of the Principles of
Marine Insurance Act 1963; Basic Institute Clauses for hull and cargo
insurancs; (ii) Pactors affecting the premiums, Tarif and Non-
Tariff rates. Reinsurance. (iii) insurance against Rail and Road
Transit Risks. (iv) Country Craft underwriting. -

Suggested Readings:;

(1) ¢Elements of Commerce and Business Methods’® by Dhal
and Dhongde.

(2) Insurance by H A.L. Cockbell (Teach Yourself series).

(3) Tnserance by Raynes (Qxford Publication)

(4) “‘Social Insurance for the Indian Working Class’’ by M. A.
Chansarkar (Vora and Company).

(5) General Insurance by Magee.

(6) Modern Life Insurance by W. A. Osler.

(7) Elements of Ineurance by W, A. Dinsadale (Pitman’s
Publication), ‘

(8) General Fire Hazards and Fire Prevention by Williams
(Pitman’s Publication).

.(9) Fire Insurance Law by Jones (Pitman’e Publication.)

H. V. SrRirANGARAJUT,

Director of Public Instruction,
in Karnataka, Bangalore.
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