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1. Organizational and working of Small Scale Enterprises
2. Foreign Trade Procedures & Documentation
3. Organisation and working of co-operation
4. Computer Application
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VEER NARMAD SOUTH GUJARAT UNIVERSITY , SURAT

F.Y.B.COM SEM I
COURSE TYPE: - MINOR (ELECTIVES)
CREDIT: - 4
COURSE CODE -

Orgaiiizatio[`a[ and working of Small Sca]c Enterprises a/a

(SYLLABUS EFFECTIVE FROM ACADEMICE YEAR 2023-24
AND ONWARI)S)

Objective
I. To acquaint the student with the role of Small Scale enterprises.
2. To cultivate the ability for using the physical and human resources.

Unit :-1 Deflnition,    Classification    of   small    scale    enterprises-    Cottage 40
Industries,    (40%)    Handicraft,    Ancillary    industries.    Difference
between  cottage  and  small  scale  industries,  Ancillary  Industry  and
small  scale  industry  -  Relationship  of small  scale  and  large  scale
industries.  Concept  &  working  of MshAI  (Micro  small  &Medium
Enterprise)  Characteristics of Small  scale  industries.  Their role  and

place in the developing economy

Unit :-2 Historical perspective of Small scale enterprises. Impact of industrial 20
I.evolution on small enterprises
- Their decline in India during British period.
- Their survival in India during British period.

- Their development since independence

Unit :-3 Basic consideration for starting small scale enterprises. 20

Unit :-4 Selection of small scale unit-Preparing of feasibility studies Report- 20
Registration -Infrastructure - Machinery - Raw materials - Finance
Marketing.

Reference Books:
I. R.R.Khan -Management of small scale industries.
2. Vasant Desai -I'roblems and Prospects of small scale industries in India.
3. Dr.P.S.Loknathan -Role of small scale industries in a developing economy.
4. Dr. P.S.Loknathan -Problems of small scale industry sector.
5. NavnihaL Singh -Scientific Management of small scale industries.
6. Developmen( Commissioner small scale indus(ries Govt`of India -lnd`istriaL estate in India.
7. K.K.Mehta -Small scale industry- Procedures hand book.
8. Uni. Granth nirman board Ahmadabad -Nanapaya Na udyogo.
9. Uni.Granth niman board Ahmadabad - Bharatna Udyogono ltihas.
10. Popular pub. Bharatna aarthik vikasni samsyao.



VEER NARMAD SOUTII GUJARAT UNIVERSITY , SURAT
F.Y.B.COM SEM I

COURSE TYPE - SEC
CREDIT: - 2
CouRSE CoDn -

Organization.1[ and working of Small Scale Entcri)rises a/a

(SYLLABUS EFFECTIVE FROM ACADEMICE YEAR 2023-24
AND ONWARI)S)

Objective
I. To acquaint the student with the role of small Scale enterprises.
2. To cultivate the ability for usinf the physical and human resources.

Unit :-I Definition,    Classification    of   small    scale    enterprises-    Cottage 50

Industries,    (\49#    Handicraft,    Ancillary    industries.    Difference
between  cottage  and  small  scale  industries,  Ancillary  Industry  and
sm`all  scale  industry  -  Relationship  of small  scale  and  large  scale
industries.  Concept &  working of Msho  (Micro  small  &Medium
Enterprise)  Characteristics  of Small  scale  industries.  Their  role  and

place in the developing economy

Unit :-2 Historical perspective of Small scale enteiprises. Impact of industrial 50
revolution on small enterprises
- Their decline in India during British period.
-Their survival  in India during British period.

- Their development since independence

Reference Books:
I. R.R.Khan -Management of small scale industries.
2.  Vasant Desai -Problems and Prospects of small scale industries in (ndia.
3. Dr.P.S.Loknathan -Role of small scale industries in a developing economy.          .
4. Dr. P.S.Loknathan -Problems of small scale industry sector.
5. Navnihal Singh -Scientific Management of small scale industries.
6. Developmen( Commissioner small scale indus(ries Govt.of India -Industrial es(ate in India.
7. K.K.Mehta -Small scale industry- Procedures hand book.
8. Uni. Granth nirman board Ahmadabad -Nanapaya Na udyogo.
9. Uni.Granth nirman board Ahmadabad - Bharatna Udyogono [tihas.
10. Popular pub. Bharatm aarthik vikasni sam§yao.
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VEER NARMAD SOUTH GUJARAT UN|VHRSITY , SURAT
F.v.B.COM snM I

COURSE TYPE: - MINOR qLECTIVES)
CREDIT: - 4
COURSE CODE -

FOREIGN TRADE PROCEDURES & DOCUMENTATION %
(SYLLABUS EFFECTIVE FROM ACADEMICE YEAR 2023-24

AND ONWARDS)
Objective

To give knowledge of Import Export Activities
Unit :-1 Introduction: Export Documentation, Foreign Exchange Regulations, 30

ISO    9000    Series    and    other    Internationally    accepted    Quality
Certificate.

Unit :-2 Quality Control and Pre-shipment Inspection, Export Trade Control, 30
Marine Insurance Commercial Practices.

Unit :-3 Export  Procedure:  General  Excise  clearance.  Customs  Clearance, 40
Role of Clearing and Forwarding agents  Shipment of Export Cargo,
Export   Credits,   Export   Credit  Guarantee   and   Policies,   Forward
Exchange  Cover,  Finance  for  Export  on  Differed  Payment  terms.
Duty Drawbacks.

REFERENCE:
I. Govt. of India : Hand Book of Procedures, Import and export Promotion, New
Delhi.
2. R.L.Varshncy & Bhashyam S, " International Financial Management, An Indian
Prospective,  Sultanchand and Co„ New Delhi.
3. R.L.Varshncy and B.Bhattacharya, International Marketing Management.
4. Rathod, Rathor and Jam : "International Marketing, Himalaya Publishing House,
New Delhi.
5. Export-Import Manual, Nabhi Publication, New Delhi.

cho,
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VEER NARMAD SOUTII GUJARAT UNIVERSITY , SURAT
I

F.Y.B.COM SEM I
I

COURSE TYPE: -SEC
CREDIT: - 2
COURSE CODE -

FOREIGN TRADE PROCEDURES & DOCUMENTATION 0/o

(SyLLABUS EFFECTIVE FROM ACADEMICE YEAR 2023-24
AND ONWARDS)

Objective
To give knowledge of Import Exi)ort Activities

Unit :-I Introduction: Export Documentation, Foreign Exchange Regulations, a£
ISO    9000    Series    and    other    lnternationally    accepted    Quality L'o

Certificate.

Unit :-2 Export  Procedure:  General  Excise  clearance.  Customs  Clearance, a
Role of Clearing and Forwarding agents Shipment of Export Cargo. 6oExport   Credits,   Export   Credit   Guarantee   and   Policies,   Forward
Exchange  Cover,  Finance  for  Export  on  Differed  Payment  terms.
Duty Drawbacks.

I

REFERENCE:
I. Govt. of India : Hand Book of procedures, Import and export Promotion, New
Delhi.

2. R.L.Varshncy & Bhashyam S, " International Financial Management, An Indian
Prospective,  Sultanchand and Co., New Delhi.
3. R.L.Varshney and B.Bhattacharya, rntemational Marketing Management.
4. Rathod, Rathor and Jam : "International Marketing, Himalaya Publishing House,
New Delhi.
5. Export-Import Manual, Nabhi Publication, New Delhi.
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VEER NARMAD SOUTH GUJARAT UNIVERSITY , SURAT
F.Y.B.COM SEM 1

COURSE TYPE: - MINOR qLECTIVES)
CREDIT: -4
COURSE CODE -

oRGANISATloN Ar`ro WORKING oF co- opERATloN 0/a

(SYLLABUS EFFECTIVE FROM ACADEMICB YEAR 2023-24
AND ONWARDS)

Objective
The Objective OfThis Paper Is To Be Acquire Basic Knowledge To
The Students With The Nature And Development of co-operatives.

Unit :-I Evolution   Of   Co-Operation   Meaning   And   Definition   Of   Co- 40
Operation And Cooperative. Merit And Demerit Of A Co-Operative
Societies.
Co-Operative Sector In India (hcluding Amul Model)

Unit :-2 Pre-Condition   For   The   Succession   Of  Co-Operative   Activities. 30
Revised Principles Of co-Operation.

Unit :-3 Inspection And Supervision Of Co-Operative Society. 15

Unit :-4 Co-O|)erative Training - Education And Prooafanda. 15

Refe.anccs :    `. aeue twmct\ aul czifioua. -ulua` lt6Ltn - u2L

z. `tiee(i" _ th "ueLa a< i. u`unL6,

a. tLdey` eth ouo` `-2i - th troiatLou8 LeLrty uueLqii

¥. 3o6L` vi. - th tp`atLout; iqut, *xeiqte.

v. edxtLut 3and xtri. - th er.iatL"L¢ \qLiL, *urLe ®jfa aufet` otci+

e. 3e5t` _ quva (`Iifa5) - .jeRLCL u" aeiLu tilt - uv;e`qie.

a. uM iq}Q¥ (iuti.), .jmid u" ua5th tiv - a"6LqL6.

c. a.edy. `ardte mim``cL uldlsta i}i A6au (`eoo). - a*iLQ, at3`q`Q..

Blbllography.: 1. Io llrn@Ii / Magailnes : Co-operative Perspective, Valkunth Mehta

Natlonal lnstltute af  Co-o|]eratlve management. Pune (1998 I

I. Web!ltes :   htpp:/Co.operatlvo on net.com (199®|

htpp:/youartlcle.com

htpp:/shodhganga.Innlbnet.ac.In



VEER NARMAD SOUTH GUJARAT UNIVERSITY , SURAT
F.Y.B.COM SEM I

COURSE TYPE: - SEC
CREDIT: - 2
COURSE CODE -

oRGANlsATloN AND WORKING oF co- opnRATloN %
(SYLLABUS EFFECTIVE FROM ACADEMICE YEAR 2023-24

ONWARDS)
Objective

The Objective Of This Paper Is To Be Acquire Basic Knowledge To
The Students With The Nature And Develooment of Co-operatives.

Unit :-I Evolution   Of   Co-Operation   Meaning   And   Definition   Of   Co- 40
Operation And Cooperative. Merit And Demerit Of A Co-Operative
Societies.
Co-Operative Sector ln India (Including Amul Model)

Unit :-2 Pre-Condition   For   The   Succession   Of  Co-Operative   Activities. •40

RevisedPrinciplesbfCo-Operation.

Unit:-3 Inspection And Supervision Of Co-ODerative Society. 20

References :    `. Ht!&` fo"ch all c4q"a. - chqq` *ouun - ¥afu

2. `ftL¢stt" _ rfu "uel% a}-I §. a4q€iqre.

a. eLaae 6th ou.i `-i- - th traLaqu¢ `qwh, *veiqLL6.

t'. tLou` vi. - in eeLtluoub Leru, a+tL6`qi6.

u i±i!tdut eLesifl xqrii - ch xpitluou6 |ourty uv;€iqne otfe t`rfet` oiq`

i. tLoae _ quva (ufos) - .jer`id u" ue6ia ¥t. - uveLqi6,

a. "` tQuu (.deij), .jeraitt u" ue5in rill - *`6iqi£.

c. a.alu i}erlre mve(luci ``chtha a-A &saR (`c:co). - enLth at3tcusi,

Blbllography.: 1. Journals / Magazines : Co-operatlve l'erspective, Valkunth Meh`a

Natlonal lnstltute of  Co-oper3tlve management, I.ilne (1998 )

1. Websltes :   litpp:/Cooperat]ve on net,€om (1998)

htpp:/vouartlcle.com

htpp:/shodliganga.Ii`fllbnet.ac.In



VEER N            D SOUTH GUJARAT              RSITY , SURAT
F.Y.B.COM SEM 1

COURSE TYPE: - MINOR q]LECTIVES)
CREDIT: - 4
COURSE CODE -

COMPUTER APPLICATION - I %
(Computer Fundamental & Word Processing)

(SYLLABUS EFFECTIVE FROM ACADEMICE YEAR 2023-24
Arm ONWARDs)

Objective

Unit :-1 Introduction 25
What  is  computer?  -  What  is  digital  computer  -  Function  of  Digital
computer  --component  of` Computer  -  Function  of Input  device,  Process
device   and   output   device   -   characteristics   of  computer-Genel.ation   of
Computers    -    Types    of   Computers-Microcomputers,    Minicomputers,
Mainframes,   Super   Computers   -   Hardware,   Software   &   Firmware
Functioning of CPU, Types of Microprocessors, Address, Control and Data
Bus.  -Main  memories  -  Memory  types:  RAM,  ROM,  FLASH,  PROM,
EPROM,  EEPROM  -  Secondary memories  - Memory system hierarchy -
Hard disk -Internal architecture of hard disk - Mechanism of storage data
on hard disk-Floppy disk, Pen drive Introduction to Emai] - (A Special case
study with Gmail). - Introduction, Features:  Signature - Label - Starring
Emai] - Filters - Vacation Responder - Task List - Keep - Chat Rooms
and Hangouts

Unit :-2 Operating System 25
Need  of an  operating  system  -Types  of an  operating  system  -  Multi user
operating  system  -  single  user  operating  system  -Function  of  operating
system  (brieo.  Search  Facility  of windows.  File  management  commands:
Rename, Delete, Cut, Copy, Paste - Windows explorer -Desktop properties -
Folders - shortcuts - Menu. Close - minimize -maximize, restore - button,
Recycle  bin,  Control  Panel  Date  &  Time  -  Display  -Fonts  -  Mouse  -
Keyboard - Printer- Fonts - Sound & Audio device - Sound effect manager

Unit :-3 Word Processing 25
Application  and  importance  of Ms-Word.  File Menu:  Open,  Close,  Save,
Save+As, Search 6ile, Layout Tab:  Page Setup, Print Pro-view, Print. Edit
Document:  Undo,  Redo,  cut,  copy,  paste,  paste+special,  select  all,  Fihd,
Replace, Go to, Of6ice clipboard View Tab: Normal, Outline, Page layout,
Master  document,  Full  screen,  Toolbar,  Ruler,  Header  &  footer,  Zoom.
Insert   Tab:   Page   number,   date   &   time,   Field,   Symbol,   Auto   Text,
Comment, Picture, Object, bookmark, hyperlink. Tables: Insert Cell, Delete
Cell, Merge Ceu, Format Cells, Sort. Home Tab - Document Format: Font,
Paragra|)h, Bullets & Numbering, Tab, Columns, Change case, Drop cat),



Style  gallery.  Mailings  and  Review  Tab:  Spelling  &  Grammar  checking,
Word count, Auto correct, Mail Merge, Macro, option

Unit :-4 Presentation Software 25
Getting  started  in  Powerpoint  -  Creating  a  presentation  -  Creating  &
editing slides, different types of slides - Previewing a slide show, automating
slide show - Applying effects - Adding: auto shapes, picture & graph, sound
& video

NOTE: Pract[cal should be carried out based on Unit 3 and Unit 4.

Reference Books:

1. Computer Fundamentals -By P.K.Sinha (BPB Publication

Z. Fundamental of Computer -By V. Rajaraman

3. Fundamental of Computer - By V. Rajaraman

4. PC Software - By R K Taxali (Tata MCGrow Hill)

5. Teach Yourself word 2000 in 21 days -Heidi Steele

6. Mastering MS Word - BPB Publication

7. MS Ofoice 2000 (Gujarati) -Venus Publication

8. The Ultimate Gmail Guide -A Training Guide for Gmail Users from Bettercloud

https://www.svsabers.erg/Downloads/bcguides-theultimategmailguide.pdf?v=O

®



VEER N                 SOUTH GUJARAT UNIVERSITY , SURAT
F.Y.B.COM SEM 1

COURSE TYPE: -SEC
CREDIT: -2
COURSE CODE -

COMPUTER APPLICATION - I %
(Computer Fundamental & Word Processing)

(SYLLABUS EFFECTIVE FROM ACADEMICE YEAR 2023-24 AND ONWARES)
Unit :-1 Introduction 50

What is computer? -What is digital computer -Function of Digital computer
-component of Computer  - Function of Input device,  Process device and
output  device  -  characteristics  of  computer-Generation  of  Computers  -
Types of Computers-Microcomputers, Minicomputers, Mainframes, Super
Computers - Hardware, Software & Firmware Functioning of CPU, Types
of Microprocessors,  Address,  Control  and  Data  Bus.  -Main  memories  -
Memory  types:   RAM,   ROM,  FLASH,  PROM,  EPROM,  EEPROM  -
Secondary  memories  -  Memory  system  hierarchy  -  Hard  disk  -Internal
architecture of hard disk - Mechanism of storage data on hard disk-Floppy
disk, Pen drive Introduction to EmaiL -(A Special case study with Gmail). -
Introduction,  Features:  Signature  -  Label  -  Starring  Email  -  Filters  -
Vacation Rest)onder -Task List -Keep -Chat Rooms and Hangouts

Unit :-2 Operating System 50
Need  of an  operating system  -Types  of an  operating  system  -  Multi user
operating  System  -  single  user  operating  system  -Function  of  operating
system  Orieo.  Search  Facility  of windows.  File  mamgement  commands:
Remme, Delete, Cut, Copy, Paste - Windows explol.er -Desktop properties -
FOLders -  shortcuts  - Menu.  Close -  minimize -maximize,  restore  - button.
Recycle bin, Control Panel Date & Time - Display -Fonts - Mouse - Keyboard
- Printer- Fonts - Sound & Audio device - Sound effect manager

Reference Boot(s:

1. Computer Fundamentals - By P.K.Sinha (BPB Publication

2. Fundamental of Computer -By V. Rajaraman

3. Fundamental of Computer - By V. Rajaraman

4. PC Software - By R K Taxali (Tata MCGrow Hill)

5. Teach Yourself word 2000 in 21 days - Heidi Steele

6. Mastering MS Word -BPB Publlcatlon

7. MS Of8ice 2000 (Gujarati) -Venus Publication

8. The Ultimate Gmail Guide -A Training Guide for Gmail users from Bettercloud

https://www.svsabers.erg/Downloads/bcguides-theu[timategmailguide.pdf?v=0



VEER NARMAD SOUTH GUJARAT UNIVERSITY , SURAT
F.Y.B.COM SEM 2

COURSE TYPE: - MINOR (ELECTIVES)
CREDIT: - 4
COURSE CODE -

Organizational and working of Small Scale Enterprises
a/a

(syLLABus EFFECTlvE FROM ACADEMlcE veAR 2023-24
AND 0NWARI)S)

Objective
Unit :-I Working of small scale enterprises. 30

-  Procuring  raw  materials  -  Maintenance  of quality  -  adoption  of
technological  improvements - Finance - Credit needs and  flnancial
facilities -Marketing the product -Export also.

Unit :-2 Problems  and  Solution  of small  scale  Industries  in  India.  Causes  of 30

sickness and the role of Government to overcome.

Unit :-3 Role   of  Indian   Government   in   the   development   of  small   scale 10

Industries (after I 990) -

Unit :-4 Industrial   policy   -   Industrial   estate   -   Industrial   fair  -   Special 30
Economic zone (SEZ) - Industrial co- operatives - District Industrial
Centre.

Reference Books:
I.  R.R.Khan -ManagemenL of small scale industries.
2. Vacant Desai  -Problems and Prospects of small scale industries in India.

3. Dr.P.S.Loknathan -Role of small scale industries in a developing economy,
4.  Dr.  P.S.Loknathan -Problems of small scale industry sector.

5. Navnihal Singh -Scientific Management of small scale industries.
6. Development Commissioner small scale industries Govt.of India -Industrial estate in India.
7. K.K.Mehta -Small scale industry- Procedures hand book.
8. Uni. Granth nirman board Ahmadabad -Nanapaya Na udyogo.
9. Uni.Granth niman board Ahmadabad -Bharatna Udyogono Itihas.
10. Popular pub.  Bliara(na aarthik vikasni samsyao.



VBBR N^RM^D SoUTl.I Gu.i^R^T uNrvERslTy , SURAT
F.Y.I}.COM SF.M 2

couRSF. TypE: -.snc
COURSF.COT)E-

O..gni`i7.nlioltnl all(I Wol.I{llig or Small Scale  Enterprises
0/a

(S`LL^BUS liFFBCTIV12 FROM ^C^DEMICE YEAR 2023-24
^ND ONW^RDS)

Obicclivc

Unit :-1 Woi.kii`g ol` si``oll scale cl`tcl.prises. 40
-  PI.ocuiil`g  raw  liia(cl.ials  -  Main(cnaiicc  or quality  -  adoption  of

tect`]`ological  im|)rovcmcllts - Finance - Credit  needs  and  financial
facilities -Mat.kctiilg the I)roducL -Export also.

Unit :-2 Problems  ai`d  Solution  of small  scale  Industries  in  India.  Causes of 30

sickness and the I.ole of Government to overcome.

Unit :-4 Industrial   policy   -   Industrial   estate   -   Industrial   fair   -   Special 30
Economic zone (SEZ) - Industrial co- operatives - District Industrial
Centre.

Reference Books:
I. R.R.Khan -Management of small scale industries.
2. Vasant Desai -Problems and Prospects of small scale industries in India.
3. DT.P.S.Loknathan -Role of small scale industries in a developing economy.
4. Dr, P.S.Loknathan -Problems of small scale industry sector.
5. Navnihal Singh -Scientific Management of small scale industries.
6.  Dc`.elopment Commissioner small scale industries Govt.of India - [ndustrinl estate in India.
7. K.K.Mehfa -Small scale industry- Procedures hand book.
8. Uni. GranLh nirman board Ahmadabad -Nanapaya Na udyogo.
9. Uni.GranLli nirman board Ahmadabad -Bhal.atna Udyogono ltihas.
10. Popular pub. Bhantna aartliik vikasni samsyao.



VEER NARM^D SOUTl.I Gu.i^|IAT uNrvBRsiTy , SURAT I

F.`'.I}.COM SBM 2
COURSE TYPE: - MINOR (F.LECTIvus)
CREDIT: -4
COURSE CODE -

FOREIGN TRADE pRocEDUREs & DOcuMnNTATloN a/a

(SYLLABUS EFFECTIVE FROM ACADEMICE YF.AR 2023-24 AND
ONWARI)S)

Objective

Unit :-I Import Procedures: Import Licensing Policy, Actual User Licensing, 30

Replenishment  Licensing,  Import  export Pass-hook,  Capital  Goods
Licensing, Export Houses and Trading l[ouses.

I

Unit :-2 Special  Issues:  Export by Post Parcel  and  by air,  GSP cerLificate of 30

Origin, Custom Clearance of Impoll cargo, Documents prescribed by
Importing Countries, Standardized export documents, Packaging.

Unit :-3 Import  Management  in  a  developing  Economy:  Foreign  Exchange 40

Budgeting, Import Procurement methods, Import Financing, Purchase
Contract, Import Under Counter Trade, Monitoring aiid follow-up of
Import Contracts.

REFERENCE:
I. Govt. of India .: Hand Book of Procedures, Import and expoil Promotion, New
Delhi.

2. R.L.Varshncy & Bhashyam S, " I.ntemational Financial Management, An Indian
Prospective, Sultanchand and Co., New Delhi.
3. R.L.Varshncy and B.Bhattacharya, International Marketing Management.
4. Rathod, Rathor and Jam : "International Marketing, Himalaya Publishing House,
New Delhi.
5. Export-Import Manual, Nabhi Publication, New Delhi

beu-



vF.ER N^RM^D sourl] Guj^R^T uNrvERSITy , suR^T ny

F.Y.B.COM SEM 2
COURSE TYl.E: -SEC
CRF.BIT:-2
COURSF.CODE-

FOREIGN TRADE PROCEDURES & DOCUMENTATION a/a

(SyLLABUS EFFECTIVE FROM ACADEMICE YEAR 2023-24 AND
ONWARDS)

Objcc(ive

Uni' :-I ]mpor( Procedures: Import Licensing Policy, Actual User Licensing, 50

Replenishmen(  Licensing,  Import  export  Pass-hook,  Capital  Goods
Licensing, Export Houses and Trading Houses.

Unit :-3 Jmporl  Managcmcn(  in  a  developing  Economy:  Foreigi`  Excl`ange 50

Budgcling, lmr>orl Procurement metl`ods, Import Financing, l'urchase
Contract, Import Under Counter Trade. Moniloring and follo``.-up of
Import Conhacts.

REFERENCF.:
I. Gov(. of India : Iland Book or I.rocedLires. Ifii(ron and cxf}or( I'romo(ion, New
Dell,i.

2.  R.L.Varshney & BI.ash)Jani S. " Iiitcni.ilinil8l l`.ill.ilicial Mflmgcmi`iit. ^n  lnclian
Prospective, SulLanchaiid and Co.. Nc``. Ibellii.
3.  R.L.Varslincy aiid B.13lla(lacl]ar}". Intl.matioftal Mflrk.`Iing Mnnagcmcnt.
4. Rathod, lintl`or and Jam : "lnil.mnlion:il Mflrkelil`g. llimalayfl Publisl`ing [iouse.
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The Objective Of This Paper ls To Be Acquire Basic Knowledge To The Students
With The Nature And Develoi)ment of Co-operatives.
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operative Activities.

Unit :-2 The Different Type Of Co-Operative Societies. 40
Credit And Non Credit Co-Operative Organizalous.
Milk Procedure Co-Operative Sociedes.
S ugareane Procedure Co-Operative S ocieties.
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AgricuLt`ire Base Co-Operative Societies.

Unit :-3 Co-Operative And State Co-operative Planning And Various Assistants Given By 20
The State To The Various Co-operative Societies.

Unit :-4 The Sinilarities And Diffcrenccs Be(ween Capitalism Socialism And co- 20
Ooeratism

Re/erelicci :   `. ao.it Rteud ata a`qaa. - Q`ci` tls``m - a`d.

2. ``aou`" _ th ir.muun a-i i. a+`tiqte.

a. 3tisl` erfu ou.I `-`i - th tr.iaout[ Lcurfu, ai`€LqAe.

¥. 3tLsi` vl - tl apiaunc icurfu. *ueLqle.

v. aiitwi adLSLo uirtL - in "auut LaLu. *Nuq6 3jtfa qdat` Otq,+

€, 3iesi2 _ or`* ("GLs) -gr2Ld u" ttoua Sti -ttvtlqi6.

a. 9in ttu¥ (I.Lrar), q"t` arat. 3e5ta Sti - *vuqie.

c. a.chu. `arit mthuQ whermu ai Qrfu (`co9). - utjEL "3i"ei,
Blblloeraphy.: I. Jourrials / Magazlnes : Co-ap eratlve Pe.spectlve, Vaikunth Mehta

Natlonal lnst[tuto or  Co.operallve maoagemen., Pune (1998 I

1. Websltes :   litppvco®peratlve on lielcam (as98)

l`(pp:/youartlde.colii

A(pp:/sl`odhgarlga.Infllbnet.ac.ill



I                      I            VEER NARMAD SOUTII GUJARAT UNIVERSITY , SURAT
I                                                        F.Y.B.COM SEM 2

I

COURSE TYPE: - SEC
CREI)IT: - 2

I I COURSE CODE - a/a

)

ORGANISATI0N ANI) WORKING OF CO- OPERATION
(SYLLABUS EFFECTIVE FROM ACADEMICE YEAR 2023-24 AND

ONWARDS)

1

Objeclive
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With The Nature And Develoomenl of co-operatives.
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Objective

Unit :-I Spread Sheet Packag? 50
Concepts  of Worksheet,  applicabi]ity  and  importance  of MS-Excel.  File
Menu:  New, Print Preview, Print. Edit Worksheet:  Find,  Gill series, Paste
Special, clear. Insert Tab:  Auto Text, Chart, Function. and  Object. Home
Tab: Forlnatting, Font, Paragraph, Conditional formatting, Style. Data Tab:
Sort,  Form,  Subtotal,  Validation,  and  Text  to  column.  View  Tab:  Freeze
Panes, Split window, arrange window. Tool: Protection, Goal Seek, Solver.
Functions:
Statistical:   AVERAGE,  AVERAGEA,  COUNT,  COUNTA,  COLINTIF,
MAX,  MAXA,  MIN,  MINA,  MEDIAN,  MODE,  VAR,  VARP,  STDEV,
STDEVP
Financial: FV, PV, IPMT, IRR, NPER, PMT, RATE
String:    LEFT,    RIGHT,   MID,   LEN,    LOWER,   UPPER,    PROPER,
REPLACE   FIND,   SEARCH,   FIXED,   REPT,   SUBSTITUTE,   CIIAR,
CLEAN, CODE, CONCATENATE, EXACT, TEXT, VALUE, TRIM
Logical:   AND,  OR,  NOT,  IF,  TRUE,  FALSE,  ISBLANK,  ISERROR,
ISLOGICAL, ISNUMBER, ISTEXT
Date & Time: DATH, DATEVALUE, DAY, DAYS360, HOUR, MINUTE,
MONTH, NOW, SECOND, TIME, TIMEVALUE, TODAY, WEEKDAY,
YEAR
Lookup & Reference: CHOOSE, VLOOKUP, IEL00KUP, ROW, ROWS,
COL, COLS

Unit :-2 Digital Response Tool 10

Introduction to Digital Response Tool - (A Special case study with Google
Forms). -Creating a form -basic features -Adding different Question Types
in  Google  Form  -  Response  sheets  all  in  one  book  -  Document  Up]oad  -
Various other settings

Unit :-3 Accounting Tool 40
Create/Select/Shut Company in Tally 1  Getting started with Tally, Gateway
of Tally 1  Master Preparation 1  Voucher types, Voucher Preparation and



NOTE: Practical should be equal weightage for both the Units (i.e Unit I and Unit 3)
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5. Tally Tutorials (Vol. I) Accounts - A.K Nadhni
6. Tally 7.2 (Gujarati Version) - Venus Publication
7. Beginner's Guide to Goog]e Form -Barrie Roberts
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Unit :-1 Spread Sheet Package 60

Concepts  of Worksheet,  app]icability  and  importance  of MS-Excel.  File
Menu:  New, Print Preview, Print. Edit Worksheet:  Find, 6il) series, Paste
Special, clear. Insert Tab: Auto Text, Chart, Function, and Object. Home
Tab:  Formatting.  Font,  Pangraph,  Conditional  formatting,  Style.  Data
Tab:  Sort,  Form,  Subtotal,  Validation,  and  Text  to  column.  View  Tab:
Freeze Panes, Split window, arrange window. Tool: Protection, Goal Seek,
Solver.
Functions:
Statistical:  AVERAGE,  AVERAGEA,  COUNT,  COUNTA,  COLINTIF,  MAX,
MAXA. MEN, unA, MEDIAN, MODE, VAR. vARp, sTDEv, STDEvp
Financial: FV, PV, IPMT, mR, NPER. PMT, RATE
String:  LEFT,  RIGHT,  MID,  LEN,  LOWER,  UPPER,  PROPER,  REPLACE
FIND,   SEARCH,   FIXED,   REPT.   SUBSTITUTE,   CHAR,   CLEAN,   CODE.
CONCATENATE, EXACT. TEXT, VALUE, TRIM
Logical:    AND,    oR.   NOT,    IT,    TRUE,    FALSE,    ISBLANK,    ISERROR,
ISLOGlcAL, ISNurmER, ISTEXT
Date   &   Time:   DATE,   DATEVALUE,   DAY,   DAYS360,   HOUR,                    ,
MONTH, NOW, SECOND, TIME, TIMEVALUE, TODAY, WEEKDAY, YEAR
Lookup & Reference:  CHOOSE, VLOOKUP. ELOOKUP, ROW, ROWS, COL,
COLS

Unit :-2 Accounting Tool 40
Create/Select/Shut Company in Tally 1  Getting started with Tally, Gateway
of Tally 1  Master Preparation 1  Voucher types, Voucher preparation and
Voucher  Entry  1   Take  examples  from  Financial  Accounts  and  make  it
practically solved
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