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F.Y. B.Com.  
Optional Paper  

Subject Name -: Consumer Protection and Business Ethics  
Course Code -: 106 – D. 

 

COs -:   
1) To acquaint the students with consumer and consumer movement.  
2) To make the students aware about consumer rights, duties and mechanism for resolving 

their disputes.  
3) To make students aware about role of united nations and consumers’ associations in 

protection of consumers.  
4) To make the students aware about laws relating to consumers.  
5) To acquaint the students with role of Business Ethics in various functional areas. 

 

Unit Topic Course Specific Outcomes CSOs 

 

 

 

 

 

 

I 

Consumer and Consumerism: 

Consumer: Concept, Meaning, Definition and 

Features, Problems of consumers: Rural and 

urban, Its Nature and Types, Consumerism – 

Meaning, objectives, Benefits-Consumerism in 

India Rights, Duties and Responsibilities of 

Consumers. Consumer   Movement-Meaning-

Definition-Importance,   Scope and Features 

Development of Consumer Movement in India- 

Problems and Prospects. 

 
Understand the basic concepts of 

Consumer, Problems of consumers, 

Consumerism, Duties and 

Responsibilities of Consumers, 

Development of Consumer 

Movement in India 

II 

Voluntary   Consumer   Organizations   (VCO)   

and  Protection: 

 

VCO: Origin, Importance, Functions and 

Limitations, Challenges before VCOs 

Role  of  Voluntary  Consumer  Organization  in 

Consumer Protection in the area of marketing & 

Advertisements, Consumer Education-Meaning-

Definition-Objectives 

 

Students will understand Voluntary  

Consumer  Organization Consumer 

Education. 

III 

United Nations Guidelines for Consumer 

Protection: 

 

United Nations and Consumer Protection 

United Nations Guidelines for Consumer protection, 

1985.Objectives.General principles. Guidelines 

 
Understand the United Nations 

Guidelines for Consumer protection 



Physical Safety Promotion and protection of 

consumers’ economic interests, Standards for the 

safety and quality of consumer goods and services, 

Education and information programme, 

 

IV 

Consumer Protection Act, 1986 

 

 Definitions background – Need-Scope and Features, 

Consumer-Goods-Services, Complaints, 

Complainant- Defect in Goods- Deficiency in Services, 

Unfair Trade Practices, Restricted Trade Practices, 

Consumer Protection Councils-Composition-Working. 

District Consumer Protection Council, State Consumer 

Protection Council, National Consumer Protection 

Council, Mechanism for   Redressal-Composition   and 

working   of- Consumer Disputes Redressal Agencies. 

District Consumer Disputes Redressal Forum State 

Consumer Disputes Redressal Commission National 

Consumer Disputes Redressal Commission. Procedure 

of filing complaints 

 
 

 

Students will understand Consumer 

ProtectionAct,1986, Consumer 

Protection Councils, Consumer 

Disputes Redressal Agencies, 

Procedure of filing complaints 

V 

An overview of various Laws for the Protection of 

Consumers 

 

The  Bureau  of  Indian  Standards   Act,  1986  

(Sections   1,10,11,14,33), The Competition Act, 2002 

(Sections – 1, 3 to 6), Right to Information Act, 2005 

(Sections – 1 to 11, 18, 19 and 20), Food Safety and 

Standards Act, 2006 (Sections– 1to 3, 18 to 28) 

 

Understand  The  Bureau  of  Indian  

Standards   Act,  1986, The 

Competition Act, 2002, Right to 

Information Act, 2005, Food Safety and 

Standards Act, 2006. 

VI 

Protection of Consumer against Standard Form of 

Contract 

 

Nature and Relevance of Standard Form of Contract 

Judicial Response to Standard Form of Contract in India 

and abroad, Legislative Reforms, 

 
Students will understand Standard 

Form of Contract Judicial Response 

Legislative Reforms. 

VII 

Conceptual Framework of Business Ethics 

 

Concept of Ethics: Its Meaning and Nature, Definition 

importance and Scope of Business Ethics, Types of 

Business Ethics; viz Professional business ethics, Ethics 

of accounting information, Ethics of Production, Ethics 

of intellectual property skill, knowledge etc 

 
Students will understand Standard 

Business Ethics, Types of Business 

Ethics. 

VIII 

Business Ethics in Modern Times: 

 

Social Responsibilities of Business, Business   Ethics   

and   Environmental   Issues Indian   and International 

level - Green initiatives, Management and Ethics, 

Ethical Issues in Marketing, Ethical Issues in Human 

Resource Management. 

 
Understand the Social Responsibilities 

of Business, Green initiatives. 

 

 



Evaluation Methods: Diagnostic evaluation test to identify slow learner and advanced 

learner   

Formative and Summative Evaluation 

Formative Evaluation : Knowledge, Understanding and Skills.  

Summative Evaluation :  Assignment, Mid Sem. Examination and University Examination 

 
Recommended Books: 

1. \ Law of Consumer Protection in India- P.K. Majumdar (2011), Orient Publishing Co. New Delhi.  
2. Practical Guide to Consumer Protection Law, Anup K. Kaushal (2006), Universal Law Publishing 

Co, New Delhi. 
 

3. Consumer Protection Laws, Prof. RakeshKhanna, (2005) Central Law Agency, Alahabad. 
 

4. Business Ethics and Corporate Governance, S.K. Bhatia 92005), 
 

5. Consumer Protection Law, Dr. S. R. Myneni,(2010), Asia Law House, Hyderabad. 
 

6. Law of Consumer Protection, Dr. Gurbax Singh, Bharat Law Publication, Jaipur. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 
F.Y. B.Com.  

Optional Paper  
Subject Name -: Organizational Skill Development.  
Course Code -: 105 – A. 

 

COs -:   
1. To orient the students towards the concept of Organization and Modern Office.  
2. To acquaint the students with the role of and Functions of Office Manager.  
3. To develop the insights regarding Organizational Skills for Office Managers.  
4. To know the functioning of Modern office appliances equipments and e- format records 

 

 

Unit Topic Course Specific Outcomes CSOs 

I Modern Office:  

Importance and Functions Introduction, Definition, 

Characteristics, Traditional and Modern Concepts of 

Office, Office Location Meaning, Objectives , 

Principles of Office Location, Office Layout – 

Meaning , Objectives  , Principles and Layout, 

Modular and Structured Furniture, Factors of Good 

Ambience Office Lighting, ventilation. Temperature, 

Sanitation, Interior Decoration, Noise and 

Cleanliness. 

  Understand the basic concepts of 
Office, Principles of Office 

II  

Office Organization 

Definition, Importance of office organization, 

Principles, Steps, Types of Organization, Concept 

and Functions of Office Administrator, 

Students will understand Importance of 

office organization Types of 

Organization 

III Office Manager and Organizational Skills 

Office Manager – Role, duties and responsibilities, 

Qualification, Qualities and skills of an office 

manager Need,  Principles, Time  Management  –

Definition, ,   advantages  and Disadvantages, Time 

Management techniques Goal   Setting-Concept   of   

goal-setting   Importance   of   goals, 

SMART(Specific,  Measurable,  Achievable, 

Realistic,  Time-bound) goals , Do's and  Don’ts 

about goals. 

Understand Office Manager Role duties 

and responsibilities, Time  Management 

SMART  

IV Office services 

Mail Routine , Courier Services its need and 

Importance Office Forms - objectives, advantages 

and types of office forms E-forms – advantages, 

Contents, advantages,  Internet/Web , Organizational  

  Understand the basic concepts of Mail 

Routine, office forms, E-forms, 

Organizational  Web  Page  . 



Web  Page   base applications of office activities a 

good system of regulating stationary, purchases 

storage, Record of stationary, 

 

 

V Office Records Management 

Introduction - Need - Objectives - Kinds of Records. 

Organization of records department, Classifying and 

Indexing of Records and Files, Principles – 

Retention, and disposition of records, Digitalization 

of Records: Meaning, advantages, process, utility and 

feasibility.  

Understand the Office Record, 

Digitalization of Records 

VI Office Communications 

Meaning and Elements of Office Communications 

Channels of Communication – Internal and External, 

Significance and barriers to effective, 

communications, Recent trends in modern 

communications such as Fax - E-Mail, Internet, 

Intranet, www(World Wide Web ),Tele, 

conferencing, Video Conferencing as means of 

Communication. 

Students will understand Office 

Communications, Recent trends in 

modern communications such as Fax - 

E-Mail, Internet, Intranet, www(World 

Wide Web ). 

VII Public Relations 

Definition, nature, Scope of PR with customers, 

investors , employees, government offices and others 

Objectives, importance and functions, Role of Public 

Relation  Officer in Modern Office, Modern methods 

of Public Relations. 

Students will understand Public 

Relation, Scope of PR, Role of Public 

Relation  Officer in Modern Office, 

Modern methods of Public Relations. 

VIII Office Automation 

Office Automation – meaning, scope ,feasibility and  

advantages, Different types of m Computerization of 

office activities - LAN – WAN Modern appliances 

and machines, used in Offices, Accounting Packages, 

Payroll Accounting, Inventory statements, Vouchers 

–Invoices - Salary - Maintenance of record s and 

Accounting Books accounting, and preparation of 

financial Report, Leave, Attendance. 

Understand the Office Automation 

LAN – WAN, Accounting Packages, , 

Inventory statements. 

 
Evaluation Methods: Diagnostic evaluation test to identify slow learner and advanced learner  

  

Formative and Summative Evaluation 

Formative Evaluation : Knowledge, Understanding and Skills.  

Summative Evaluation :  Assignment, Mid Sem. Examination and University Examination 

 

Recommended Books 

  

1. Office Organization and Management – By S. P. Arora  
2. Office Methods - By M. L. Basu  
3. Office Automation – By G. R. Terry  
4. Office Management & Control – By G. R. Terry  
5. Office Management – By P. K. Ghosh  



6. Files and Record Management By Pophan  
7. A text book of Office Management By William II &Leffingwell& Robinson  
8. Office Administration and Management – by Dr. Khors hedMadon. and Dr.Homai M. Dowell, 

Vikas Publishing House , Delhi. 

 

B.C.A. Semester I 

Subject Name -: Financial Accounting  
Course Code -: 102 

 

COs -:   
1. To enable the students to acquire sound knowledge of basic concepts of accounting  
2. To impart basic accounting knowledge  
3. To impart the knowledge about recording of transactions and preparation of final accounts  
4. To acquaint the students about accounting software packages 

 

Unit Topic Course Specific Outcomes  CSOs 

 

01 

Introduction: Financial Accounting- Definition, Scope, 

Objectives & Limitations Distinction between Accounting 

& Book Keeping, Branches of Accounting 

Understand the basic concepts of 

Financial Accounting, Branches of 

Accounting 

 

02 

Conceptual Frame work: Accounting Concepts, Principles 

& Conventions Accounting Standards - Concept, 

objectives, benefits, Overview of Accounting Standards in 

India. Accounting Policies, Accounting as a measurement 

Discipline, Valuation Principles, Accounting Estimates 

Students will understand Principles 

& Conventions Accounting 

Standards ,Accounting Estimates 

03 Recording of Transactions: Voucher system; Accounting 

Process, Journals, Ledger, Cash Book , subsidiary books 

,Trial Balance. Depreciation: Meaning , Need, Importance 

& Methods ( WDV & SLM) 

Students will understand Voucher 

system, Journals, Ledger, Cash 

Book , subsidiary books ,Trial 

Balance. Depreciation. 

04 Preparation of Final Accounts: Preparation of Trading 

Account, Profit & Loss Account & Balance Sheet of Sole 

Proprietary Business. 

Understand the Preparation of Final 

Accounts, Preparation of Trading 

Account, Profit & Loss Account & 

Balance Sheet of Sole Proprietary 

Business. 
05 Introduction to Company Final Accounts: Important 

provisions of Companies Act 1956 in respect of 

preparation of final Accounts. Understanding the final 

accounts of a Company 

Students will understand Company 

Final Accounts, preparation of 

final Accounts 

06 Accounting in Computerized Environment: Computers 

and Financial Application Introduction to Accounting 

Software Package - Tally 9.0 An overview of 

Computerized Accounting systems - Salient Features and 

significance , Generating Accounting Reports, 

Students will Accounting in 

Computerized Environment, Tally 

9.0, Generating Accounting 

Reports, 

 



 

Evaluation Methods: Diagnostic evaluation test to identify slow learner and advanced learner  

  

Formative and Summative Evaluation 

Formative Evaluation : Knowledge, Understanding and Skills.  

Summative Evaluation :  Assignment, Mid Sem. Examination and University Examination 

 

 

Recommended Books  

 1. Fundamentals of Accounting & Financial Analysis: By Anil Chowdhry 

(Pearson   Education)  

  2. Financial accounting: By Jane Reimers (Pearson Education)  

3. Accounting Made Easy By Rajesh Agarwal & R Srinivasan (Tata McGraw –

Hill) 

   4. Financial Accounting For Management: By Amrish Gupta (Pearson Education)  

         5. Financial Accounting For Management: By Dr. S. N. Maheshwari (Vikas  

Publishing) 

           6. Advanced Accounts – M.C. Shukla and S P Grewal (S.Chand & Co., New Delhi) 

 


