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REVISED CURRICULUM

                                                          FOR

POST METRIC TWO YEAR

DIPLOMA IN BUSINESS ADMINISTRATION PROGRAM

OF

TECHNICAL EDUCATION BOARD, EFFECTIVE FROM ACADEMIC

SESSION, 2000-2001

SCHEME OF STUDIES FOR D.B.A. PART-I

	S.NO.
	NAME OF SUBJECT

	MARKS
	PERIODS PER WEEK

	1
	English
	100
	6

	2
	Urdu
	100
	6

	3
	Islamic Studies/ Ethics for non Muslims
	50
	3

	4
	Principle of Commerce & Management


	100
	6

	5
	i. Computer Application to Business-I ii. Information Technology
	100

50
150
	9

	6
	Financial Accounting-I
	100
	6

	7
	Mathematics-I

    OR

Statistics
	100
	6


                Total Marks:-  700

                          SCHEME OF STUDIES FOR D.B.A. PART-II

	S.NO.
	NAME OF SUBJECT
	MARKS
	PERIODS PER WEEK

	1
	English


	100
	6

	2
	Urdu / Regional Language


	100
	6

	3
	Pakistan Studies


	50
	3

	4
	Economics


	100
	6

	5
	i.  Computer Application to Business-II

ii. Project
	100

   
150      50

	9

	6
	Financial Accounting-II

OR

Fundamentals of Marketing


	100
	6

	7
	Any one of the following subjects:

A. Salesmanship

B. Small business Management

C. Mathematics-II

D. Import & Export Procedure

E. Hotel Management

F. Commercial Geography
	100
	6



Total Marks:-          700

                                        ENGLISH LANGUAGE                                                                                

                                                                                                              Total Marks:- 100

                                               DBA/ D.Com                                         Period per week: 6

                                                   (PART-I)

                                       COURSE OUTLINE

OBJECTIVES:    AFTER COMPLETING THE COURSE, THE STUDENTS SHALL BE ABLE:-

I. To express themselves correctly, briefly, politely and precisely,

II. To, use the knowledge of applied grammar.

III. To possess confidence and basic knowledge as a result of practical exercises of functional English.

IV. To understand the importance of English in the world of business

                   COURSE CONTENTS

A.                             INTERMEDIATE BOOK-I                                                    15 Marks

                                 Excluding the following lessons.

i. Air travel

ii. The wolves of cernogratz.

iii. By car across Europe.

iv. Science and Scientists.

v. Science and Society.

vi. Silence.

B. SITUATIONAL DIALOGUES WITH MODULARLY APPROACH. 

i. At the post office.                                                                         15 Marks

ii. Going to the Bank.

iii. At the Super Market.

iv. Using the Telephone.

v. Buying a ticket.

vi. Eating in Restaurants

.

C.                         SELECTIONS FROM ENGLISH VERSES  -PART-I                         10 Marks

                               APP LIED GRAMMAR

                               BOOK RECOMMENDED
Pak-English

Grammar and composition by Afzal Anwar Mufti

                           GRAMMAR AND COMPOSITION

A.        Paragraph writing                                                                                 15 Marks

                     OR

           Story writing

B. PERSONAL LETTERS

i. Invitation to attend a function or ceremony.                           10 Marks

ii. Letter of condolence

iii. Congratulation.

iv. Letter to father for remittance of money.

                                                                    APPLICATIONS

I. Application for employment /illness or fee concession            

II. Issuing Character certificate

.


C.              Translation from Urdu into English.                                      10 Marks

        D                                  APPLIED GRAMMAR.

                             Paper of speech. Conversion , active and passive voice.

                             correction of common mistakes                                                25 Marks 

                        PRINCIPAL OF COMMERCE AND MANAGEMENT

                                                    D.COM / DBA PART-I

Total Marks:100                                                                                     Period per week: 6

GENERAL OBJECTIVE

After studying this subject the students should be able to:-

1. Know the basic elements of commerce and Business Methods with special reference to Pakistan.

2. Understand the methods and working of various forms of business organization functioning in Pakistan and their importance in the National Economy.

3. Understand basic concept of management and its functions.

                                                                 PART-I


                           Principal of Commerce                                         Marks- 60

Attempt five questions. All question carry equal marks.

1.    a)    Definition of Commerce. Business and Trade

       b)    Scope of Commerce

       c)    Difference between trade Commerce business.

2.    Forms of business organization.

       a)    Sole proprietorship
                    Definition Advantages and Disadvantages.

       b)    Partnership

              Definition : Partnership Deed, kinds of partners, responsibilities, liabilities

              and rights of the partners, Advantages & disadvantages and dissolution

       c)    Joint stock company
· Definition 

· Advantages and disadvantages

· Public Limited Company

· Promotion of joint stock company 

· Procedure and forms used in formation  of public and private limited companies

· Memorandum of Association

· Certificate of commencement of Business

· Kind of Capital

· Director their duties, rights and responsibilities

· Company meetings

i) Statutory meetings

ii) Annual General Meeting

iii)Extra-Ordinary Meetings

                       Concept of Winding up

b) Cooperative Societies

i) Definition

ii) Character

iii) Kinds

iv) Cooperative Societies in Pakistan and services rendered by them

v) Advantages and disadvantages of cooperative societies

      e)            Public corporation
                     i)   Definition

                    ii)   Features

                   iii)   Advantages and disadvantages

     f)            Modarba
· Definition

· Establishment

· Function

· Types

     g)            Mosharaka
· Definition

· Investment, Agreement of Mosharaka.

3.               Auxiliaries to Business
                  a)      Finance

                                Definition, importance,

                  b)      Insurance

· Definition, advantages and disadvantages

· Need and importance of insurance in business

· Kind of insurance

· Insurance business in Pakistan (Elementary Treatment only)

           c)      Transport

· Means of transport and their importance in business

           d)       Communication

· Definition

· Means of communication

· Role of postal services in communication

· Role of means of communication in the development commerce and business

           e)       Banks

· Definition 

· Importance of bank in the development of commerce and business

· Services rendered by banks to trade, commerce and business

4.          Trade
· Kind and importance of trade (Home & Foreign)

· Advantages of trade

· Procedure of Foreign trade

5.           Chamber of Commerce

· Objectives

· Function

                                              Part-II

                                Principles of Management                                                    Marks- 40

a)             Definition, Management sciences or art.

Management system approach

b)             Decision Making
· Definition of decision making

· Importance of decision making

· Steps in decision making process

c)           Function of Management

Planning

· Planning

· Type of planning

· Need and importance of planning

          ii)         Organizing

· Definition 

· Principal of organizing

· Centralized and Decentralized organizing

          iii)         Staffing

· Recruitment, Selection, Training, Promotion and salary structure (Elementary Level)

· Motivation

· Definition of motivation kind of incentives

                          .  Leadership

· Definition and importance of leadership

· Qualities of a Muslim Leader

           iv)          Controlling 

· Definition

· The controlling process

· Setting standards

· Management

· Corrective action

                          Instruction for paper setter

                              Six question will be set from part-I and four from part-II

                          Instruction for candidates

· Candidates will be required to attempt three question from part-I and two from part-II

                          All questions will carry equal marks

                                               DBA PART-I

                        COMPUTER APPLICATION TO BUSINESS-I

Marks:100

                                                                                   Period Per week: 6

Objectives:

        After completion of the course the students will have the knowledge of :

· Computer basic

· Word processing

· Handling the office equipment

· Simple programming

           EDP

1. Introduction to computer

a) Definitions

b) Computer Structure (Input. Output. CPU)

c) Type of Computers (Digital. Analog. Hybrid)

d)  Computer Generations

3 Number System

a) Representation and Conversion

b) Binary , Decimal and Hexadecimal

c) Concept of storage Address : Bit, Byte, Parity Bit. Odd and Even parity Bit

4 Computer Codes

a) ASCII

b) EBCDIC Codes

c) Packed Decimal Form

5 Introduction to File Organization

a) Master and Transaction

b) Sequential and Random

c) Indexed and Dynamic

           DOS.

A. Introduction to DOS

a) Operating System

b) Configuration  of system files

c)  Autoexee.bat: File

B. INTERNAL DOS COMMANDS

CLS. DATE. TIME. VER. VOL. DEL. COPY. DIR.

C. EXTERNAL DOS COMMANDS

CHKDSK. DISKCOPY.DISKCOMP XCOPY. SYS. TREE  

                                                               PART-II

                                                         VISUAL BASIC

1.             Starting Out with Visual Basic

· What is Computer Program

· Computer Programs and  Programming Languages

· Visual Basic is a smart Language

· The Importance of Designing Your Program

· How Design Fits into the Programming Process

· Program Design in a Nutshell

· From Here

 2.             Introduction
· Fundamental of Visual Basic Programming

· Working with Visual Basic Components

· Creating Application Interfaces

· Database Programming Techniques

· Additional References

· Conventions and Special Elements

3.              Creating Your First Program

· Creating Your Programs User Interface

· Getting Started

· Saving Your Work

· Getting Information From the User

· Adding a textbox Control

· Labeling Your Programs Control

· Adding a Command Button

· Changing a Form’s Properties

· Saving Your Work Again

· Coding Your Program’s Action

· Responding to Events

· Specifying Event Procedures

· Writing Program Code

· Running Your Program

4.            Visual Basic Building Blocks 

· Forms

· Using Controls

· Exploring Properties

· Form Properties Revisited      

5.              Controlling the Flow of Your Program Code

· Working with text

· Control for making choices

· Special purpose control

· Working with multiple control at design time 

· Working with control collection

6.              Microsoft Common Control
· Introduction to the Common Control

· Organizing Your Data

· Accepting Your Input

                                             INFORMATION  TECHNOLOGY

Marks:  50                                                                                                             period:  03

1    This course is an introduction of Information Technology as it relates to input process.     

      Out put. Distribution  storage and retrieval of office documents.

2. It  also introduces the students to various word-processing and other Electronic Equipment used in the office.

Course outline

 1.          The definition of modern office

a) Office as information centre

b) Technology and office

c) Information and office

d) Data versus information

e) The role of word processor in information processing

2.        Input.



a) Method of document creation

b) Voice storage media

c) Dictation and transcription machines

d) Kind of business communication

e) Classes of documents in information processing 

3.       Distribution Communication

a) Postal services. Courier services

b) Modern data communication. Telex. Fax. Teleprinter

c) E-mail. Internet. Mobiles


MICROSOFT WORD COURSE

INTRODUCTION

· Software

· Hardware Requirements

· Running setup

· Control panel                  

Introducing to Word:-

· Software (Application System)

· Word Processors / Various Types of Word Processors

· Microsoft Word

Working With Documents

· Creating

· Saving

· Opening

· Typing

· Selecting

· Protection

· Spelling Check

· Auto Correction

· Tool Bars

Editing Documents

· Undo and Redo

· Cut. copy and past

Finding and Replacing Text

· Find

· Replace

· Go to

Inserting

· Header and footer

· Foot Notes

· Symbols

· Data and Time

· Picture

· Hyperlink

Formatting

· Font

· Character

· Paragraph

· Border and Shading 

· Auto text

· Bullets and Numbering

· Tabs

· Margins

Tables

· Inserting

· Selecting

· Selecting Columns & Rows

· Selecting Table

· Inserting Columns and Rows

· Deleting Rows

· Deleting Columns

· Merging Cells

· Formula

Mail Merging

· Create main Doc. & data source

· Get Data

· Merge Data

· Using mail merge helper

Printing

· Selecting Printer

· Documents

· Selected pages

· Options

                                                POWER POINT

· Creating Opening and Saving Presentation

· Working with slides

· Adding and formatting text

· Drawing and working with objects

· Word Art. Clip Art and other Pictures

· Printing Presentations

· Using Animation effects and Slide Transitions

· Working with tables and charts

· Using slide show

FINANCIAL ACCOUNTING-I

                                                                        FOR

                                                           D.COM / DBA PART-I

                                                              D.COM PART-II

                                              (secretarial Practice & Info. Tech. Group)

Time                         3 hours                                                                          Total marks: 100
Periods / week          6

Teaching hours         192

General Objectives:

1.  To enable the students to understand the elementary principals of financial accounting of  

     service and merchandising concern.

2.  To enable the students to understand the nature of account,  accounting equation including         

     debit & credit rules. Journalizing and posting of transaction the accounting cycle and to    

     prepare the special books of entry,  specially balance sheet approach.

3. To enable the students to keep and maintain the account of a small trading and service  

    organization independently in a systematic manner.

4. To acquaint the students with the concept of computer based accounting.

1. Definition Purpose and Terminology 

        Specific Objectives:

        To understand

i. The nature of accounting.

ii. Purpose and objectives of keeping books of accounts.

iii. Double Entry book keeping its system & advantages.

iv. Generally accepted accounting principles.

v. Basic elements of financial posting of Assets, Liabilities, Capital, accounts payable and accounts receivable merchandise revenue , expenses.

vi. Accounting Equation

Job Practice in class Room

To learn

a) Effect of transaction on the owners equates assets and liabilities.

b) Determination of capital from a given set of assets and liabilities or vice verse.

II.      Analyzing and classifying transactions

         Specific Objectives

:

         To learn & practice

         a)    Classification of accounts



i.    Expense and revenue accounts

               ii.   Balance sheet accounts

b)   Rules of debit and credit

c)    Journal

d)    Ledger

               i.    Forms of ledger

              ii.    Method of posting from journal into ledger

Job Practice in Class Room

a) To identity the types of accounts.

b) To analyze the simple business transaction showing the effect of debit and corresponding effect of credit on the two accounts involved.

c) To inter the transaction in journal.

d) To post the journal entries in the ledger accounts.

III      Trial Balance

           Specific Objectives:

          To learn

c) Trial balance

d) Advantages of Trial balance

e) Methods of preparing Trial balance

Job Practice in Class Room

a) Preparation of journal and ledger accounts from a given set of business transaction.

b) Balancing the ledger accounts and preparation of trial balance.

IV.     Financial Statements

          To learn:

a) Purpose of preparing income statement.

b) Forms and procedure of preparing income statement.

V.           Recording of Cash Transactions

                 Specific Objectives:

                 To learn

a) Vouchers cash discount trade discount simple cash book, cash book with discount column and bank column.

b) Cash receipt journal form procedure and need of CRJ

c) Cash payment journal form procedure and need of CPJ

d) Bank reconciliation statement its need and method of preparation.

i. Bank reconciliation statement starting from cash book or bank statement balance.

ii. Bank reconciliation statement with adjusted cash book.

iii. Bank reconciliation statement through adjusted balance method.

iv. Bank reconciliation statement with both cash book and bank statement.

               Job Practice in Class Room

a) To prepare cash book CRJ and CPJ

b) To prepare bank reconciliation statement.

VI.           Capital and Revenue Expenditure

   Specific Objectives:

  To learn

a) Difference between capital and revenue expenditure and income

b) Rules and guidelines of apportioning capital and revenue expenditure and incomes.

            Job Practice in Class Room

a) To identity the capital and revenue expenditure and incomes.

b) To narrate the reason of  difference between capital and revenue expenditure and incomes. 

VII.      Completion of Accounting Cycle

           General Objectives:

           Introduction of Accounting Cycle

           Specific Objectives:

           To understand the use of the following:

1. Transaction

2. Ledger

3. Trial balance

4. Adjustment

5. Income statement

6. Balance sheet

7. Ten column Worksheet

8. Closing entries

9. Ruling and balancing the accounts

10. Post closing trial balance

11. Opening entries

         Job Practice in Class Room

a) Closing books through general entries

b) Preparation of post closing trial balance

c) Opening entries

VIII.   Computer Based Accounting System
          Specific Objectives:

           To understand

a) Computer application in accounting

b) Advantages of computer based accounting

c) Accounting procedure in computer based system

d) Difference between manual accounting and computer based accounting.

                                                         MATHEMATICS-I

                                                            (DBA PART-I)

                       The detail course outlines of the subject of Mathematics-I will be the same as of the Board of Intermediate and Secondary Education for F.Sc. Pre-Engineering Group. 

                                                                    DBA-I

                                                              STATISTICS

                                                                   FOR

                                  DIPLOMA IN BUSINESS ADMINISTRATION

Time: 3 Hrs                                                                                                    Marks :100

                                                                                                                       Paper: 1

                                                                                                                       Period per week: 6

                                                                                                                       Total week: 32

                                                                                                                       Teaching hours: 160

Objectives: 

1. To understand the methods and techniques of data collection and analysis of the data regarding production of different product.

2. To understand measures of dispersion, skewness and kurtosis.

3. To understand graphic representation of data.

4. To understand regression line and forecasting of the future expected production using trend lines.

5. To understand the knowledge of Index Number to provide an opportunity to the students to work as Budget Assistant.

Course Contents                                                                                     Periods:

1.    Statistical data                                                                                   14 Hrs.

 Business data, types of data, techniques of data, classification and tabulation of data. Discrete and continuous data, frequency distribution.

2.     Analysis of data  

                                                                                                                 20 hrs

       a)    Measures of central value

                       Arithmetic mean for grouped and ungrouped data

                       Geometric mean for grouped and ungrouped data

                       Harmonic Mean for grouped and ungrouped data

                       Median for grouped and ungrouped data

                       Mode for grouped and ungrouped data

                       Quartiles, deciles and percentiles for grouped and ungrouped data

        b)     Measures of dispersion  

                                                                                                                   15 hrs

· Range and its co-efficient

· Quartile deviation and its co-efficient

· Mean deviations from Mean, Median and mode 

· Slandered deviation Varian’s

· Co-efficient of variation

c)        Skewness and kurtiois                                                                        14hrs

· Person’s and Bowley’s methods of computing co-efficient of skew ness for a Business data

· Platy Kurtic, Meso Kurtic and Lepto Kurtic curves for a business data

d)       Correlation and Regression                                                                   16hrs

· Definition of co-relation regression and their uses in  business, simple correlation for ungrouped and grouped data. Fitting of regression lines and forecasting.

f) Chi-square test                                                                                  15hrs

g) Analysis of time series                                                                      16hrs

One way classification & one way signification

3)          Diagrammatic presentation of Data                                                        18hrs

· Bar diagram, rectangular diagram , pie diagram, Frequency polygon, frequency curve and historigram.

4)          Application of index number in business                                               20hrs

· Fixed based and chain based methods., weighted index number, paasch’s, Laspeyre’s, Fisher’s and Marshall. Edgewaorth’s Index numbers.

5)          Probability                                                                                               12hrs

· Definition addition law and multiplication law of probability, Conditional probability and Baye’s theorem

Note: Marks weight age

                                                  Section 1                                 =                   20 Marks

                                                  Section 2                                 =                   50 Marks

                                                  Section 3                                 =                   10 Marks

                                                  Section 4                                 =                   10 Marks

                                                  Section 5                                 =                   10 Marks

                                                                                                              _______________

                                                                                                   Total Marks    100

                                                                                                            ________________

                   ENGLISH , URDU , PAKISTAN DTUDY

For these subjects the courses of intermediate program of the board of intermediate and secondary education are being followed. 

D-COM-II/DBA-II
Time: 3Hrs                                                                                           Marks: 100

                                                                                                              Paper: 1

                                                                                                              Periods: 6 per Week

                                                                                                              Total Week: 32

                                                                                                              Teaching Hours: 160

                                                            ECONOMICS

General Objectives

              To know the basic principals of economic theory with special reference to their

               Application in practical life, industry and trade.

Specific Objectives

a. To know the basic concepts and mathematical tools which are used in economics.

b. To know the problems of scarcity of resources.

c. To understand the principals of decision making using the concept of elasticity of demand and supply.

d. To learn concepts of revenue and laws of production.

e. To know the concepts of national income and balance of payment

COURSE CONTENTS

Micro-Economics

          I.    Definition of economics and basic concepts.                            Periods: 14 hrs

          1.    Definitions of economics by

                     i)      Adam Smith ii) Alfred Marshall iii) Lionel Robins

          2.       Basic concepts i) Wants ii) Value iii) Utility iv) Wealth v) Goods vi) Savings         

                    vii) Investment.

        II         Economic Systems                                                                  12 hrs
i. Capitalism

ii. Socialism

iii. Mixed economic system

iv. Islamic economic system                                                                                                                                                                   

III      Consumer’s behaviour                                                                     12 hrs

i. Concept of utility, utility and scarcity

ii. Law of diminishing marginal utility

iii. Law of equi-marginal utility

IV        Demand                                                                                            16 hrs

i. Definition

ii. Law of demand

iii. Changes in demand

iv. Elasticity of demand

V         Supply                                                                                                10 hrs

i. Definition

ii. Law of supply

iii. Changes of supply

iv. Elasticity

VI       Market Equilibrium                                                                              10 hrs

i. Concept of equilibrium

ii. Equilibrium of demand and supply

iii. Equilibrium in price

iv. Effects of changes in supply and demand on equilibrium

VII       Production and factors of production                                                  18 hrs

               1.               Definition and meaning of production

               2.               Laws of production (returns)

               3.               Factors of production

a) Land: Definition and characteristics

b) Labour: Definition, characteristics, division of labour, efficiency of labour and factors affecting efficiency of labour

c) Capital:    Definition and role of capital in development

d) Entrepreneur: Definition and its role in development

                    4.               Population theories: Malthusian theory and criticism optimum theory             

                                     of population and criticism. 

VIII      Market situations                                                                                    12 hrs

              1.            Market:    Definition and types                           

2. Concept of revenue

3. Concept of market situation i.e. perfect competition, imperfect competition and monopoly.

MACRO-ECONOMICS

   IX.   National income                                                                                        14 hrs

1. Meaning 

2. Concept of National income i.e. GNP, GDP, NNP, NI, PI, DPI

3. Measurement of national income

4. National income in Pakistan (latest three years)

  X.    Development and under developed economy                                             14 hrs

             1.    Concept of development

             2.    Characteristics of under developed countries

 XI.    Major economics problems                                                                         14 hrs

1. Inflation: Definition, causes, consequences, and remedy

2. Balance of payment: Distinction between balance of trade and balance of payment, causes of deficit in BOP and measures to correct adverse BOP 

3. Public debt, its retirement and role of debt on the economy

 Mathematical concepts                                                                                          14 hrs

XII.       1.    Variables: Continuous and discontinuous

                     Dependent and independent

             2.     Equation:       Linear equation and graph of linear equation

             3.     Quadratic equation

Note: Marks Weightage

             Micro Economics                    =          60%

             Macro Economics                   =          20%

             Mathematical Economics       =           20%

                                                                 _______________

                                                          Total       100

                                                 DBA PART-II

                           COMPUTER APPLICATION TO BUSINESS-II

Total Marks:  100                                                                       Weekly hours 6

Excel               50

MS-Access      50

Or FoxPro

Objectives

            After the completion of the course the students will have the knowledge of:

· Worksheet/Spreadsheet

· Design the Databases

· Queries

· Forms

· Reports

· Marco

INTRODUCTION

Spread sheets/Various Types of spread sheets

· Working with Excel/Lotus 123

· Creating

· Saving

· Opening

Editing Sheets

· Undo and Redo

· Cut, Copy and paste

· Fill, Auto Fill

· Clear

· Delete

· Find and Replace

Inserting

· Header and Footer

· Cells

· Rows and Columns

· Worksheet

Selecting

· Working with Formulas

· Entering

· Editing

· Using

Function

Categories

· Mathematical, Statistical, Time & Date, Logical, Strings

· @Sum, @If, @Max, @Average, @Date, @Time @Day @Month, @Year, @Now, @Upper, @Lower, @Left, @Right

Tools and Data

· Spelling Check

· Auto Correction

· Workbook protection

· Data Sorting and Filtering

Formatting

· Cell and Text

· Boarder and Shading

· Positioning Cell and Text

· Auto format

· Number

· Date and Time

Working with Charts

· Creating

· Editing

· Formatting and Viewing

Printing

· Selecting Printer

· Selected Area of a Spread Sheet/Range

· Selected Pages

                                                                               (FOXPRO)

                                                            Total Hours 72 (Theory 32, Practical 40)

Data Base Files

· Data Base file structure

· Field Types and width, Records

· Creating Index and Sort File

· Searching, Editing, Replacing Records.

Functions

· Type of Functions

· Using Functions

Program Files

· Structure of a Program file

· Using editor for program file

· Creating, Editing, Closing program file

Programming Commands

· @.......SAY, @...GET, Read, Accept, Cancel, IFO, Scan……End Scan, Do While…. Exit……Loop…..Enddo,IF…..EndIF, For…..End For, Do Case…..Case…..Otherwise….End Case, Modify Command, Input, Procedure, Text…..End Text, Return, Wait, Note.

Array Manipulation Commands

          Append From Array, Copy To Array, Declare, Diamention,Gather, Scatter.

Menu Pop-ups

· @....Menu, @....Prompt, Define Menu, Deactivate Menu, Show Menu, Hide Menu, Menu To, Read Menu, Release Menu, MenuO, Define Pop-ups, Activate popus, Deactivate pop-ups, popupO, Clear Pop-up, On Selection Pop-up, Hide Pop-up, Show Pop-ups, Release Pop-ups, Define Bar, BarO, Define pad, On pad, On Selection pad, PadO

Windows Commands

· Define Window, Activate Window, Deactivate Window, Clear Window, Move Window, Release Window, Restore Window, Save Window, Hide Window, Show Window

System Project

The students will also undertake a project a Data Base in their final assessment.                         

                                                          MS-ACCESS

1.      Getting started with MS-Access
· Open and close a database

· Open and close a Database Table

· Identify the Elements of Access windows

· Get Help

· Exit Access

2.        Creating a Database
· Create a new Database

· Create a new Table

· Save a Table and create primary key

· Add Fields

· Edit Fields

· Change View and Move fields

· Delete Fields

3.       Entering and Editing Data
· Add Records

· Move among Records 

· Edit Records

· Insert and Delete Records

· Adjust Column widths and hide column

· Find Records

· Sort Records

4.       Queries
· Create a new query

· Choose fields for a query

· Save a Query

· Edit a Query

· Sort a Query

· Match Criteria

· Open and Run Queries

5.       Creating and Using Forms
· Create an Auto Form

· Enter and Edit Data Using a Form

· Save, Close and Open a Form

· Create a New Form from scratch

· Add Fields to Forms

· Move and Resize Fields

· Add a Form Header and Lable                                                                                                              

6.      Creating and Printing Reports
· Print the Table Data

· Create a Report using a Report Wizards

· Print and Rename a Report

· Modify a Report Design

· Add fields to the Report

· Create a two column report

7.       Customizing Fields and Tables
· Modify a Table Design

· Enter a default value

· Change a Field Type, Size and Select a Format

· Work with more than one Table

· Create Table Relationships

· Create a Multiple-Table Query

8.       Using Access Macros
· Create a Macro to Open a Form in the Edit Mode

· Create a Macro to Open a Form in the Add Mode

· Create a Macro to Open a Form in the Read only Mode

· Create a Macro to Open a Report in Preview View

· Create a Macro to Close a Form

· Run a Macro form a Button on a Form

· Create switchboard and add a title

Create a Macro to Automatically launch the Main Switchboard Form

DBA  Part-II

COMPUTER APPLICATION TO BUSINESS – II

Project.                                                                                                 Marks.    50

The students will also undertake a project on Data Base in their final assessment.                                                                                      

FINANCIAL ACCOUNTING-II

                                           D.Com-II & DBA Part-II

Time: 03 Hours                                                                              Total Marks: 100

                                                                                                        Periods per week: 6

                                                                                                        Teaching hours: 192

General Objectives:

1.    To understand the problems of Accounting relating to partnership Accounts.

2.    To acquaint the students about the formation and accounting procedure of          

       corporations.

3.    To understand the accounting procedure of manufacturing concern.

4.    To know the methods and procedures of maintaining accounts of non-trading 

        concern

5.    To understand the meaning, concepts and methods of manufacturing of 

depreciation

PARTNERSHIP ACCOUNTS

Specific objectives

After studying this chapter, the student should be able to:

· Define partnership

· Describe partnership deed or agreement

· Prepare partner’s capital accounts under fluctuating and fixed methods, current accounts, drawing accounts.

· Prepare schedule showing distribution of net income among the partners, income summery, accounts for (a) the admission of a new partner into partnership (b) the retirement of a partner (c) the death of a partner and (d) the liquidation of partnership.

JOB PRACTICE IN CLASS ROOM

Preparation of capital accounts, current account drawing accounts, income summary, 

revaluation accounts, balance sheet, realization accounts.

  CORPORATION (JOINT STOCK COMPANY)

After studying this chapter, the student should be able to:

· Describe the basic characteristics of a corporation and explain how a corporation is formed. 

b) Describe memorandum and article of association, prospectus, share or stock.

c) Describe under writer and under writing commission.

d) Record and pass entries for:-

· Issue of shares/stock and debentures at par, premium, discount and over subscription.

· Issue of shares/stock for consideration other than cash.

· Prepare: income summary (income statement).

· Statement of retained earnings.

· Balance sheet.

· Entries for declaration and payment of dividend.

JOB PRACTICE IN CLASS ROOM

· Practicing on opening of corporation accounts through journal, ledger posting and preparation of income statement, statement of retained earnings and balance sheet from a set of problems.

ACCOUNTING FOR MANUFACTURING OPERATIONS

             After studying this chapter, the student should be able to:

· Explain the difference between the manufacturing and trading concerns.

· Describe three basic types of manufacturing costs.

· Distinguish between direct and indirect costs.

· Explain the procedure for determining the cost of inventory of goods in process and the cost of inventory of finished goods.

JOB PRACTICE IN CLASS ROOM

Preparation of statements of cost of goods manufactured, cost of goods sold and income statement.

ACCOUNTS OF NON TRADING CONCERNS

             After studying this chapter, the student should be able to:

· Explain the difference between receipts and payment accounts and income and expenditure account.

JOB PRACTICE IN CLASS ROOM

            Preparation of income and expenditure account from receipts and payment account such as hospitals, schools, libraries, clubs, doctors, lawyers, etc.

DEPRECIATION

            After studying this chapter, the student should be able to:

· Describe the meaning of depreciation, depletion and amortization.

· Causes of depreciation, and

· Methods of computing depreciation.

JOB PRACTICE IN CLASS ROOM

            Computation of depreciation by a straight line, units of output, declining balance and sum-of-years-digits methods.

                                                          COURSE OUTLINES

                                           DIPLOMA IN COMMERCE (D.COM-II)

                                             FUNDAMENTALS OF MARKETING

Marks:100

Periods:6 per week

AIM

:

                                  Understand the nature & scope of marketing system.

OBJECTIVES:

1. Understand the concepts of marketing and the environment forces influencing the marketing.

2. Understand the marketing information system and marketing research process

3. Understand the concept of market segmentation.

4. Understand marketing mix & product planning.

5. Understand the different channels of distribution of product.

6. Understand the product pricing objectives and methods.

7. Understand and evaluate promotion techniques.

8. Understand the buyer decision process.

9. Understand global marketing and E-commerce

                       COURSE OUTLINES

           FUNDAMENTALS OF MARKETING

S.NO.                  Contents                                                                                          Period
       
20

1.             Introduction to Marketing

· Marketing – definition

· Core concept of marketing –Exchange.

· Evolution of marketing- Production concept,

· Selling concept, marketing concept and societal marketing concept.

· Role of marketing in organization & society.

2.        Marketing Environment:

· Environmental forces

· Its influence on marketing                                                             14

· External micro environment

· Internal environment

3. Marketing Information System & Marketing Research

· Marketing information system.

· Role of information system.

· Marketing research–Definition & role.                                                        18

· Marketing research process.

4. Buying Behavior

                                                                                                                                 20

· Buying decision process.

· Influence of social forces on buying behavior.

· Role of motivation, perception, learning.

· Attitude and personality in shaping buyer behavior.

5. Market Segmentation and Target Marketing                                                     14

· Market segmentation – Benefits.

· Requirement of successful segmentation.

· Bases for segmentation.

· Selecting the target market.

6. Product planning                                                                                       18

· Marketing mix

· What is product?

· Product classification.

· Branding packaging, labeling and other product features

· Product line and product mix concept

7. Product pricing                                                                                           18

· Meaning of price.

· Importance of price.

· Pricing objectives.

· Pricing methods.

8. Distribution                                                                                                  20

· What is channel of distribution?

· Why marketing intermediaries are used?

· Major channels for consumer goods, business goods and services.

· Vertical marketing system.

· Intensity of distribution.

· Physical distribution.

9. Promotion                                                                                                      18

· Promotion & promotion mix

· Communication process.

· Personal selling.

· Advertising & Publicity.

· Sales promotion & public relations.

10. Introduction to Global Marketing & E-Commerce                                        20

· Why global marketing?

· How to enter global markets?

· Marketing mix for global markets.

· E-Commerce – Visual malls & tele-marketing

.

Books Recommended

1. FUNDAMENTALS OF MARKETING

                 By:      William I. Stanton.

                              Michal I. Etzel.

                              Bruce I. Walker

          Mc Graw Hills Inc. New York (Latest Edition)

2 PRINCIPALS OF MARKETING

                 By:        Philip Kotler,

                               Gary Arm Strong

          Prentice Hall Internal Inc. New York (Latest Edition) 

COURSE OUTLINES

                                     DIPLOMA IN BUSINESS ADMINISTRATION

                                                                  (PART-II)

                                                           SALESMANSHIP

S.NO.             CONTENTS                                                                                  PERIODS

1                      Introduction to marketing                                                                  16

· Exchange – a core concept

· Marketing mix

· Role of marketing in an organization & society

2.                       Promotion                                                                                           20

· Promotion –Definition

· Elements of promotion

· Effective communication process

· Factor influencing promotional mix

3.                        Personal Selling                                                                                  20

· Nature and characteristic of personal selling

· Role of personal selling in marketing

· Fundamental of successful personal selling

4.                         The personal selling process                                                              24

· Prospecting

· Pre-approach

· Approach

· Presentation

· Handing objectives

· Closing

· Follow-up

5.                          What Makes a a Good Sale Person                                                     20

· Motivation

· Disciplined work

                 Relationship building

6.      Buyer Behavior & Personal Selling                                                            20

· Buyer decision process

· Role of information in buying decision process

· Personal selling & Buying decision process

7.      Managing Sales Force                                                                                  20

· Nature and types of sales persons

· Recruiting & selecting sales people

· Training, compensating and supervision

8.      Evaluation of Sales Persons Performance                                                     20

· Sources of information

· Formal evaluation

· Qualitative evaluation

· Quantitative evaluation

9.     Negotiation                                                                                                      20

· Definition

· Features of negotiation

· When to negotiate

· Bargaining tactics

Books Recommended:

1.      FUNDAMENTALS OF MARKETING

           By:    William I. Stanton

                     Michal I. Etzel.

                     Bruce I. Walker.

         Mc Graw Hill Inc. New York (Latest Edition)

2.      PRINCIPALS OF MARKETING

            By:     Philip Kotler,

                       Gary Arm Strong,

         Prentice Hall Internal Inc. New York (Latest Edition).

3.      MANAGING SALES PEOPLE

             By:    Lawrence B. Chonko

                       Ben M. Enis

                       Jhon F. Tanner, Jr.

          Allan & Bacon (Latest Edition)

                                  SMALL BUSINESS MANAGEMENT

                                           DIPLOMA IN COMMERCE

                                                    (PART-II)

                                                                                                                  Marks: 100

General Objectives                                                                          Periods of week:6 

After completion of the course, the students should be able to establish a small business concern

.

A.      SMALL BUSINESS VS. BIG BUSINESS 

 1.      Definition of small business.

 2.      Characteristics and features of small business.

 3.      Difference between small business and big business

 4.      Importance of small business in a national economy with special reference to          

          Pakistan.

 5.      Merits and demerits of small business

B.      TYPES OF SMALL BUSINESS AND THEIR FEATURES

 1.      Retail Trade

  2.     Cottage Industry

  3.     Transport

  4.     Agriculture

         a)    Corp Farming

         b)     Dairy Farming

         c)     Poultry Farming

         d)     Fishing

         e)     Horticulture

5.      Services

          i. Restaurant .

        ii. Laundry.

        iii. Advertising Agency

        iv. Plumber and welder shop

C.    PRE-REQUISITES FOR THE ESTABLISHMENT OF A SMALL BUSINESS

        1.   Finance

        2.   Location

        3.   Effective Management

        4.   Business Forecasting

        5.   Demand of Product

        6.   Study of consumers ability to pay

D.    QUALITIES OF A GOOD BUSINESSMAN 

1      Honesty

2      Time strictness

3.     Alertness

4.     Co-operation

5.     Energy and motivation

6.     Dependability

E.     EFFICIENCY OF SMALL BUSINESS ORGANIZATION

1.      Easy formation

2.      Lack of undue risks of loss

3.     Direct control on business and employees

4.    Stability of business

5.    Lack of state intervention

F.    PROBLEMS OF SMALL BUSINESS

1.    Physical factor

2.    Provision of adequate capital

3.    Technical knowledge of trade

4.    Risk and insurance

5.    Marketing and marketing research

6.    Advertisement

7.    Pricing of goods and services

8.    Transport

9.    Personal management and control

10   Competition in the field

G.   ECONOMIC SETTING FOR SMALL BUSINESS IN PAKISTAN

1.   Role of Govt: help and guidance

2.    Economic planning

        a.    Rapid and balanced of the different sectors of economy

        b.    Rapid development of under developed areas.

3.    Government polices

        a.    General economic problems

        b.    Equitable distribution of wealth

        c.    Mass employment

        d.    Export promotion.

                              SMALL BUSINESS FINANCE CORPORATION

                    Roles of small business and finance corporation in the  

                    development of small business in Pakistan and Small Medium               

                    Enterprise Development Authority.

Instructions:-  10 question will be set and candidates will be required to attempt any    

                        Five question. All questions will carry equal marks.

                    MATHEMATICS-II

                      ( DBA PART-II )

The detailed course outlines of the subject of Mathematics-II will be the same as of the   

Board of Intermediate and Secondary Education for F.Sc. Pre-Engineering Group 

                                              IMPORT AND EXPORT PROCEDURE

                                                                     FOR

                                                    DIPLOMA IN COMMERCE

                                                               ( PART-II )

Paper:1

Marks: 100

Periods per week:6

OBJECTIVES:

            After completion of this course the students should be able to:

1.         Appreciate the role of import and export trade for the economy of the country

2.         Acquire necessary knowledge about world trade in general and import/export trade in 

             particular.

3.         Acquire necessary procedural skills enabling him/her to:

a) Establish his/her own import/export business

b) Work in an import/export organization productively and effectively.

CONTENTS:

· Overview of the economy of Pakistan.

· The impact of imports and exports on the economy of Pakistan.

· Salient features of Pakistan’s foreign trade.

· Significant items of imports and exports of Pakistan.

· Scope of Pakistan’s exports in foreign markets.

· Agencies involved in facilitating/promoting imports and exports:

a) Commercial banks

b) Insurance companies

c) Agents

d) Middlemen

e) Shipping companies and freight forwarders

f) Packers and packagers

g) Advertising agencies

h) Export Promotion Bureau and other agencies.

Sources of business finance with special reference to imports & exports.

i. Short term and long term,

ii. National and International,

iii. Public and Private.

Foreign exchange calculations.

Selection of product/products for import or export.

· Samples/specification/description

· Negotiations

· Pricing

· Sales contract

· Documentation/procedure for:

· Imports

· Exports

· Export promotion modalities:

· Trade fairs

· Exhibitions

· Personal selling

· Direct advertising

Instructions:-  10 questions will be set and candidates will be required to attempt any five   

                        questions. All questions will carry equal marks.

                                          HOTEL MANAGEMENT

                                            D.COM/DBA PART-II

Total Marks:- 100                                                                           Period per week:- 06

Objectives
            The main aim of this course is developing professional competency for handling tourists/customers in Hotel and for managing the different departments of Hotel. It will enable the students to become versatile in various sectors of Hotel Industry.

                                                                  Part-I

Management with special Refer NCE to Hotelling

1. Definition

2. Scope

3. Is Management Science or Arts

4. Management with System Perspective

Function of / Hotel Management

1. Planning

2. Organization

3. Staffing

4. Leadership

5. Controlling

                                                                    Part-II

Hospitality Studies

1. Hotel Service

2. Reception

3. Room Service

4. Food & Beverage

5. Cash & Billing/Credit

6. Customers Miscellaneous Services

Instruction:-      10 questions will be set and candidates will be required to a attempt any five  

                          questions. All questions will carry equal marks.
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