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PREAMBLE: Globalization and technological developments in the business field demands educational institutions to incorporate the corresponding changes in teaching curriculum as well. To keep pace with the changing situations, it is very apt to revise the syllabus of the subject Office Practice and Management.

Keeping this object in mind the members of B O S in Office Practice & Management and Secretarial Practice after a detailed discussion at its special meeting held on August 17th 2023 approved the draft syllabus prepared by the BOS for the New Education Policy.

PROGRAM SPECIFIC OUTCOMES:

At the end of a six-semester B.A. Degree Course, a student of Office Practice and Management is expected to acquire a fairly reasonable competence in the following areas:

1. Handle and maintain books of accounts of small, medium, large-scale organization and company.

2. Able to plan, co-ordinate and execute the functions of a modern office.

3. Able to handle business correspondence efficiently.

4. Be knowledgeable in handling Human Resources efficiently.

5. Be fairly knowledgeable in Costing, Financial Management, and Taxation.

6. Able to venture into Entrepreneurship.

7. Knowledgeable in preparing projects of business concerns.

8. Able to work harmoniously as a contributing member of a team to achieve organizational goals.

CAREER OPTIONS INCLUDE:

Accountant, Financial Analyst, Entrepreneur, Secretary, Receptionist, Front Office Executive, Customer Service Executive, Administrative Assistant, Executive Assistant, Secretary, Marketing Coordinator, Office Manager.

The course provides students who qualify an easy entry into the corporate world. The course teaches the essential skills required in the modern office, and prepares students for positions that offer opportunities for professional advancement.

OUR VISION: Academic excellence through quality education
OUR MISSION: Career oriented education

A summary Chart showing the semester wise distribution of academic content, Scheme of examination and teaching workload is given.

*************

MANGALORE UNIVERSITY

B.A DEGREE PROGRAMME CURRICULUM STRUCTURE AND SCHEME OF EXAMINATIONS

OFFICE PRACTICE AND MANAGEMENT

V Semester Degree Programme

Office Practice and Management

	SL. No.
	Course Code
	Title of the Course


	Category of Course
	Teaching Hours per Week (L+T+P)
	SEE


	CIE
	Total Marks


	Credits



	1
	DSC
	Basic Principles of Statistics
	DSC
	4+0+0
	60
	40
	100
	4

	2
	DSC
	Banking Theory and Practice
	DSC
	4+0+0
	60
	40
	100
	4

	3
	DSC
	Taxation-I
	DSC
	4+0+0
	60
	40
	100
	4


VI Semester Degree Programme

Office Practice and Management

	SL. No.
	Course Code
	Title of the Course


	Category of Course
	Teaching Hours per Week (L+T+P)
	SEE


	CIE
	Total Marks


	Credits



	1
	DSC
	Office Communication and Correspondence
	DSC
	4+0+0
	60
	40
	100
	4

	2
	DSC
	Cost & Management Accounting 
	DSC
	4+0+0
	60
	40
	100
	4

	3
	DSC
	Taxation-II
	DSC
	4+0+0
	60
	40
	100
	4


SUMMARY CHART

	SEMESTER
	COURSE 
	COURSE TITLE

	  FIFTH SEMESTER
	DSC- Theory
	Basic Principles of Statistics

	
	DSC- Theory
	Banking Theory and Practice

	
	DSC- Theory
	Taxation-I

	SIXTH SEMESTER
	DSC- Theory
	Office Communication and Correspondence

	
	DSC-  Theory
	Cost and Management Accounting

	
	DSC- Theory
	Taxation-II


BASOMCN 501

NEW EDUCATION POLICY

THIRD YEAR B.A. FIFTH SEMESTER

OFFICE PRACTICE AND MANAGEMENT

PAPER I- BASIC PRINCIPLES OF STATISTICS 

Teaching Hours per week: 4 Hours                                        Credit: 04                                                         










        Max. Marks: 100

                                                                      (SEE-60 + I.A.-40)                                                                                                 
Course Objectives:

1. To produce diagrammatic and graphical displays

2. To make numerical summaries
3. To explain the central role of variability in the field of statistics
Course Outcomes:

1. Expertise in constructing the diagrams and graphs

2. Realize the concept of sources of data
3. Construction of various tables

4. Students applies the concept of central values

UNIT-I INTRODUCTION TO STATISTICS

1.1. Introduction-Definition, Methods 
1.2. Functions, Scope and Limitations

1.3. Collection of Primary and Secondary data

1.4. Methods of collection of Primary data

1.5. Drafting the Questionnaire

UNIT-II CLASSIFICATION AND TABULATION OF DATA 
2.1 Introduction, meaning, objectives

2.2 Types of classification 
2.3 Formation of discrete and continuous frequency distribution

2.4 Tabulation of data, meaning and role,

2.5 General rules of tabulation 
2.6 Types of tables

2.7 Illustrations

UNIT-III DIAGRAMMATIC AND GRAPHIC PRESENTATION
3.1 Introduction 
3.2 Significance

3.3 General rules for constructing diagrams 
3.4 Types of diagrams

3.5 Graphs- Techniques- Types- Illustrations

UNIT-IV MEASURES OF CENTRAL VALUE

4.1 Average-definition

4.2 Objectives.

4.3 Requisites
4.4 Types of average- Arithmetic mean, (simple and weighted), Median and Mode

References:

1. Gupta S.C., Fundamentals of statistics, Himalaya publishing house New Delhi 
2. Gupta S.P., Elementary statistical methods Sulthan Chand and Sons New Delhi 
3. Gupta C.B., An introduction to statistical methods Vikas Publishing House private Ltd. New Delhi

4. Gupta S.P. and Gupta M.P, Business Statistics Sulthan Chand and Sons New Delhi 
5. Rajendra Pal & Korlahalli -Essentials of Business Communication S. Chand & Sons, New Delhi
BASOMCN501

SCHEME OF EXAMINATION

Internal Assessment Marks

:40

University Examination Marks
: 60

Total Marks



:100

University Examination Question Paper Pattern:

Maximum Marks: 60







Time
:2 Hours

       Section-A




                     5x2-10

Answer any 2 questions out of 4 questions of 5 marks each, one question from each unit)

Section B



2x10-20

Answer any 2 questions out of 4 questions of 10 marks each (One question from each unit may be asked)

Section C

2x15-30
 Answer any 2 questions out of 4 questions of 15 marks each
(One question from each unit may be asked)

***************
BASOMCN 502
NEW EDUCATION POLICY

THIRD YEAR B.A. FIFTH SEMESTER

OFFICE PRACTICE AND MANAGEMENT

PAPER-II- BANKING THEORY AND PRACTICE

Teaching Hours per week: 4 Hours                                        Credit: 04                                                         










        Max. Marks: 100

                                                                      (SEE-60 + I.A.-40)                                                                                                 
Course Objectives:
1. To provide the student an understanding of legal and regulatory aspects of banking.

2. To make the students aware about new emerging dimensions in banking system.

3. To get enough information about commercial banks.

4. To provide information about negotiable instruments.

Course Outcomes:

1. Learn to know basics of Banking in India.

2. Have an understanding about basic terminologies in Banking.

3. Understand about various banking products.

4. Understand the concept of various negotiable instruments.

UNIT-I COMMERCIAL BANKS

1.1 Meaning and Definition of bank and banking

1.2 Meaning of Commercial Banks

1.3 Public sector and Private sector

1.4 Differences between state bank group and nationalised banks, Private sector and Public sector banks, Scheduled and non-scheduled banks.

UNIT-II FUNCTIONS OF COMMERCIAL BANKS

2.1 Functions and Services of commercial banks: Primary and Secondary functions

2.2 Risk management-Meaning-Definition

2.3 Reasons and process of Risk Management.

UNIT-III CHANGING ROLE OF COMMERCIAL BANKS

3.1Changing role of commercial banks- Financing for agriculture, Self-employment, Women   and students

3.2 E-Banking: Credit Card, Debit Card, Internet banking, Merchant banking services, Housing finance and Sale of Mutual Fund

3.3 Gift Cheques, ATM, Electronic Fund Transfer (EFT) and Certificate of Deposit (CoD).
UNIT-IV NEGOTIABLE INSTRUMENTS

4.1 Definition, Meaning and characteristics of Negotiable Instruments

4.2 Bills of Exchange- Definition, Meaning, Parties, Kinds of Bills of Exchange

4.3 Promissory Note- Definition, Meaning, Parties, Kinds of promissory note

4.4 Cheque: Meaning, Types, Crossing of cheque, Types of Crossing, 
4.5 Endorsement-Meaning and effects of Endorsement.

References:

1. B S Raman-Modern banking- United Publishers, Mangalore. 

2. B S Raman-Banking Theory & Practice - United Publishers, Mangalore.

3. Srivastava - Banking Theory & Practice-Himalaya publications

4. B S Raman-Theory of banking -United Publishers, Mangalore.

5. Commercial banking-Editors

BASOMCN502
SCHEME OF EXAMINATION

Internal Assessment Marks

:40

University Examination Marks
: 60

Total Marks



:100

University Examination Question Paper Pattern:

Maximum Marks: 60







Time
:2 Hours

                                                     Section-A




                      5x2-10

Answer any 2 questions out of 4 questions of 5 marks each, one question from each unit)

Section B



2x10-20

Answer any 2 questions out of 4 questions of 10 marks each (One question from each unit may be asked)

Section C



2x15-30

 Answer any 2 questions out of 4 questions of 15 marks each
(One question from each unit may be asked)

****************
BASOMCN 503
NEW EDUCATION POLICY

THIRD YEAR B.A. FIFTH SEMESTER

OFFICE PRACTICE AND MANAGEMENT

PAPER-III- TAXATION-I
Teaching Hours per week: 4 Hours                                        Credit: 04                                                         










        Max. Marks: 100

                                                                      (SEE-60 + I.A.-40)                                                                                                 
Course Objectives:
1. To familiarize the students with the legal provisions of Income Tax

2. To enable the students to determine the Residential Status of an individual
3. To calculate income from house property
4. To gain enough knowledge about tax free incomes

Course Outcomes:

1. Students would identify the technical terms related to Income Tax

2. Students would determine the Residential Status of an individual

3. Students would compute income from house property

4. Students would discuss the various concepts like Foreign allowance, Death cum retirement gratuity, Commuted Pension, etc. 

UNIT-1-INTRODUCTION TO INCOME TAX
1.1 Agricultural Income- Meaning of Income, Assessee, Person, Assessment year, Previous year, Residential status, Individual, Hindu Undivided Family, Firms and Associations, Companies.

UNIT-II INCIDENCE OF TAX LIABILITY

2.1 Ordinary Resident, Not Ordinary Resident, Non-Resident,
2.2 Income received - Deemed to receive, Income accrued - Deemed to accrue.

UNIT III: INCOME FROM HOUSE PROPERTY

3.1 Composite Rent, Annual Value of let out property- Self occupied house property

3.2 Concept of Unrealized Rent and Arrears of Rent and its treatment

3.3 Deductions from Annual Value.

UNIT -IV TAX FREE INCOMES

4.1 Foreign allowance, Death cum retirement gratuity, Commuted Pension, Encashment of leave, House Rent Allowance, Voluntary Retirement compensation Retrenchment compensation.
References:
1. Sadashiva Rao & Ganesh K. Business Taxation Sushrutha Books, Udupi 

2. Raman B.S.- Business Taxation- United Publishers Mangalore

 3. Mehrotra H.C & Goyal S.P. Business Taxation- Sahithya Bhavan Publication, Agra 

 4. Vinod K. Singhania & Monica Singhania - Students guide to Income Tax- Taxmann Publication

5. Direct Tax Laws and International Taxation, T.N. Manoharan 
BASOMCN503
SCHEME OF EXAMINATION

Internal Assessment Marks

:40

University Examination Marks
: 60

Total Marks



:100

University Examination Question Paper Pattern:

Maximum Marks: 60







Time
:2 Hours

                                                                   Section-A

                                5x2-10

Answer any 2 questions out of 4 questions of 5 marks each, one question from each unit)

       Section B



      2x10-20

Answer any 2 questions out of 4 questions of 10 marks each (One question from each unit may be asked)

Section C



2x15-30

Answer any 2 questions out of 4 questions of 15 marks each
(One question from each unit may be asked)

*********************

BASOMCN 601
NEW EDUCATION POLICY

THIRD YEAR B.A. SIXTH SEMESTER

OFFICE PRACTICE AND MANAGEMENT

PAPER VIII - OFFICE COMMUNICATION & CORRESPONDENCE

Teaching Hours per week: 4 Hours                                        Credit: 04                                                         










        Max. Marks: 100

                                                                      (SEE-60 + I.A.-40)                                                                                                 
Course Objectives:
1. To develop the effective communication skills.

2. To enable the students to recognize the relationship of effective communication skills

3. To prepare clear, complete and accurate personal correspondence.

4. To understand message strategies and formats appropriate for professional communication situations.

Course Outcomes:

1. Develop both written and oral communication skills.
2. Students will get enough information about communication skills.

3. Students will get knowledge to write various company proceedings.

4. Develop proficiency in business letters, reports and presentations.

UNIT-I COMMUNICATION

1.1 Meaning, Definition and importance 
1.2 Process of Communication

1.3 Objectives of effective communication.

1.4 Types of office communication: internal and external, methods of internal and external communication.

1.5 Modern communication systems: electronic data interchange, E Mail, Voice Mail, Facsimile, internet, teleconferencing systems, audio conferencing, video conferencing-computer conferencing, in house television, telecommuting. (Theory)

UNIT-II COMPANY CORRESPONDENCE

2.1 Company Meetings-Types of Meetings 
2.2 Drafting of notice of Annual General Meeting, Statutory Meeting and Board Meeting

2.3 Drafting of Agenda & Minutes of Annual General Meeting, Statutory Meeting and Board Meeting

2.4 Drafting of Resolutions.

UNIT-III BUSINESS CORRESPONDENCE

3.1 Meaning, Importance and Functions

3.2 Essentials of good business correspondence

3.3 Structure and layout of business letters 
3.4 Drafting enquiries & replies- orders & replies-complaints & replies. (Theory and letter drafting)

UNIT-IV DEMI-OFFICIAL CORRESPONDENCE

4.1 Job Application - Preparing Resume - Cover Letter

4.2 Letter of Interview

4.3 Letter of Appointment 
4.4 Letter of Reference

4.5 "Thank You Letters”-Letters of Appreciation and Congratulations. (Only drafting)

References:

1. Rajendra Pal & Korlahalli -Essentials of Business Communication S. Chand & Sons, New Delhi 
2. UrmilaRai and S.M. Rai -Business Communication -Himalaya Publishing House. New Delhi

3. JC and S M Nagamia -Business Correspondence Minutes and Reports -Publishers Trpathi, Bombay

4. M S Ramesh & C CPattenshetti -Effective Business English and Correspondence -S Chand & Sons
BASOMCN601

SCHEME OF EXAMINATION

Internal Assessment Marks

:40

University Examination Marks
: 60

Total Marks



:100

University Examination Question Paper Pattern:

Maximum Marks: 60







Time
:2 Hours

                                                    Section-A




          5x2-10

Answer any 2 questions out of 4 questions of 5 marks each, one question from each unit)

Section B



2x10-20

Answer any 2 questions out of 4 questions of 10 marks each (One question from each unit may be asked)

Section C



2x15-30

Answer any 2 questions out of 4 questions of 15 marks each

(One question from each unit may be asked)

***********

BASOMCN 602

NEW EDUCATION POLICY

THIRD YEAR B.A. SIXTH SEMESTER

OFFICE PRACTICE AND MANAGEMENT

PAPER-II- COST AND MANAGEMENT ACCOUNTING

Teaching Hours per week: 4 Hours                                        Credit: 04                                                         










        Max. Marks: 100

                                                                      (SEE-60 + I.A.-40)                                                                                                 
Course Objectives:
1. To create an awareness and promote Cost and Management Education.

2. To recognize and apply appropriate theories, principles and concepts relevant to cost accounting

3. To exercise appropriate judgement in selecting and presenting information using various methods relevant to cost accounting.

4. To acquire knowledge about methods and techniques of cost accounting

Course Outcomes:

1. Create knowledge in the field of cost accounting.

2. Learn the various types of cost.

3. Students will understand the basic concepts of Management Accounting.

4. Develop, restructure and apply cost accounting approaches to solve practical problems. 

UNIT-I INTRODUCTION TO COST AND MANAGEMENT ACCOUNTING
1.1 Cost Accounting, Meaning and definition 
1.2 Cost and Costing
1.3 Cost Accounting and Cost Accountancy
1.4 Objectives and Advantages
1.5 Methods and Techniques.
1.6 Management Accounting: Meaning
1.7 Definition, features, Objectives, Functions

UNIT -II ELEMENTS OF COST
2.1 Cost Concepts, Cost center, Cost Unit 
2.2 Cost Classification, Basis of Cost Classification

2.3 Cost Sheet-Prime cost, Factory cost, Production cost and Total cost 
2.4 Preparation of Cost Sheet (Theory and Simple Problems).

UNIT-III MATERIAL CONTROL

3.1 Control of Materials -Meaning and objectives 
3.2 Purchase Procedure

3.3 Preparation of Statement of Purchase Price

3.4 Storage of Materials-Meaning

3.5 Inventory Control-Meaning

3.6 Stores Ledger and Bin Card.

3.7 Pricing the Material Issues-Problems on LIFO, FIFO and Simple Average. (Theory and Simple Problems)

UNIT -IV LABOUR COST

4.1 Direct and Indirect labour

4.2 Time recording, Time Keeping and Time Booking: Meaning and methods

4.3 Labour Turn Over: Meaning and Causes

4.4 Preventive Cost 
4.5 Replacement Cost

4.6 Methods of Wage Payment -Time and Piece rate 
4.7 Incentive Plans- differential piece rate plans and premium bonus plans.
4.8 Taylor's and Merricks' differential Piece rate plans Halsey premium plan. (Theory and Simple Problems)

References:

1. Umesh Maiya-Cost Accounting Kithab Mahal, Allahabad
2. KS Adiga-Cost and Management Accounting-Shubha Prakashana.
3. Dr. S.N. Maheshwari -Principles of Cost Accounting Sulthan Chand & Sons

4. B.S. Raman, Cost and Management Accounting -United Publishers 
5.  SP Jain and K L Narang Cost and Management Accounting -Kalyani Publishers.

6. R.K. Gupta, Cost and Management Accounting- Agra Book Stores. 8. S.P. Gupta Management Accounting Sahitya Bhavan, Agra.
BASOMCN 602

SCHEME OF EXAMINATION

Internal Assessment Marks

:40

University Examination Marks
: 60

Total Marks



:100

University Examination Question Paper Pattern:

Maximum Marks: 60







Time
:2 Hours

                                                      Section-A




             5x2-10

Answer any 2 questions out of 4 questions of 5 marks each, one question from each unit)

Section B



2x10-20

Answer any 2 questions out of 4 questions of 10 marks each (One question from each unit may be asked)

Section C



2x15-30

Answer any 2 questions out of 4 questions of 15 marks each

(One question from each unit may be asked)

***********
BASOMCN 603
NEW EDUCATION POLICY

THIRD YEAR B.A. SIXTH SEMESTER

OFFICE PRACTICE AND MANAGEMENT

PAPER-III- TAXATION-II
Teaching Hours per week: 4 Hours                                        Credit: 04                                                         










        Max. Marks: 100

                                                                      (SEE-60 + I.A.-40)                                                                                                 
Course Objectives:
1. To familiarize the students with the legal provisions of Income Tax

2. To understand various concepts of Goods and Service Tax.

3. To provide an understanding of the relevant provisions of Goods and Service Tax.

4. To gain enough knowledge about Capital gains.

Course Outcomes:

1. Students would identify the technical terms related to Income Tax.

2. Students would compute income from house property

3. Understand the importance and contribution of indirect taxes (GST) in the Indian and Global economy

4. Students will comprehend the Principles of Taxation.
UNIT-I INCOME FROM SALARIES

1.1 Meaning of salary for various purposes

1.2 Rules governing salaries, Allowances, Prerequisites, Employees Provident Fund

1.3 Simple problems on Computation of Taxable Salary and Deductions u/s 80C, 80CCC, 80CCD
UNIT II: CAPITAL GAINS

2.1 Transfer, Transactions not regarded as Transfer

2.2 Short Term and Long Term Capital Gains

2.3 Cost of Acquisition, Capital Gains Exempt u/s 54

2.4 Problems on Computation of Taxable Capital Gains.
UNIT III INTRODUCTION TO GST

3.1 Evolution, Meaning and salient Features of GST 
3.2 Objectives and basic schemes of GST

3.3 Benefits and Apprehensions of GST Constitutional Amendments

3.4 GST Council Structure, Powers, Functions and Provisions

3.5 Structure of GST (Dual Model). Types of GST (CGST SGST/UTGST and IGST) its meaning.

UNIT IV: GST ACT 2017

4.1 Definitions and Salient features: CGST, SGST/UTGST and IGST

4.2 Definition of Goods, Place of Supply, Principal place of business, agent, principal, Associated Enterprises, Related Persons, Aggregate Turnover, Services, Taxable Turnover under CGST, SGST and IGST, Capital Goods, Casual Taxable Person, E-Commerce, Input, Input Tax credit, Job work. Works Contract, Location of the Supplier, Reverse Charge

4.3 Nature of supply – Composite, Mixed, Exempt, Outward, Inward, Recipient of Goods and Services, Supplier of Goods and Services, E-way Bill, Rates of GST.

References:
1. Sadashiva Rao & Ganesh K. Business Taxation Sushrutha Books, Udupi 

2. Vinod K. Singhania & Monica Singhania - Students guide to Income Tax- Taxmann Publication

3. Direct Tax Laws and International Taxation, T.N. Manoharan 
4. Principles of GST and Customs Law, V.S. Datey, Taxmann's Publications. 2. Illustrated Guide to Goods and Service Tax, C.A. Rajat Mohan, Bharath Publications.

5. Goods and Service Tax: An Analytical Approach, Dr. Manuel Tauro, Dr. Therese Pereira, Manoj Louis and CA Colin Rodrigues, Boscoss Publications.
6. Business Taxation (GST and Customs Duty), Dr. Ravi M.N., Bhanu Prakash B.E. and Dr. Suman Shetty N., Professional Books Publishers.

BASOMCN 603

SCHEME OF EXAMINATION

Internal Assessment Marks

:40

University Examination Marks
: 60

Total Marks



:100

University Examination Question Paper Pattern:

Maximum Marks: 60







Time
:2 Hours

                                            Section-A


          5x2-10

Answer any 2 questions out of 4 questions of 5 marks each, one question from each unit)

Answer any 2 questions

Section B



     2x10-20

Answer any 2 questions out of 4 questions of 10 marks each (One question from each unit may be asked)

Section C



     2x15-30

Answer any 2 questions out of 4 questions of 15 marks each

(One question from each unit may be asked)

**************
