


 



Open Elective 
(Provided by the Deptt of Computer Science) 

 
Paper MCA-Introduction to Computer 

Max. Marks: 60. 

Time: 3 Hrs. 

Note: The examiner shall set nine questions in all covering the whole syllabus. Question No.1 

will be compulsory covering all the units and shall carry 6 small questions of two marks each. 

The rest of the eight questions will be set from all the four units. The examiner will set two 

questions from each unit out of which the candidate shall attempt four questions selecting one 

question from each unit. All questions shall carry 12 marks each. 

 

Learning Objectives: 
1. Introduce the fundamentals of computing devices and reinforce computer vocabulary, particularly 

with respect to personal use of computer hardware and software, the Internet, networking and 

mobile computing.  

2. Provide hands-on use of Microsoft Office 2013 applications Word, Excel, Access and 

PowerPoint. Completion of the assignments will result in MS Office applications knowledge and 

skills.  

3. Provide foundational or “computer literacy” curriculum that prepares students for life-long 

learning of computer concepts and skills. Completion of course fulfills pre-requisite to enroll in 

other computer science courses required for a certificate, A.A. degree, transfer to the university or 

to qualify for highdemand employment. 

 

Unit-I 

Basic Concepts: What is computer, Characteristics of a Computer, Advantages of Computer, 

Limitations of Computer, Types of computer, Applications of computer, Data Representation, 

Hardware, firmware, Live-ware, Software: Relationship between hardware and software, System 

software: Operating system, Translators, Interpreter, Compiler, Assemblers, Linkers. Overview 

of operating system, Functions of operating system 

 

Unit-II 

Information Systems: Meaning, Need of an efficient Information system, Types of Information 

System. Information requirement for Planning, Coordination, and control for various levels in 

Business, Industry. Basic of data arrangement and access.  

Introduction to database: Definition, Uses of databases, characteristics of database, DBMS, data 

independencies, difference between traditional file processing system and database approaches.  

Unit-III 

Net works: LAN, WAN. Wireless Network, Introduction networking, Importance of networking, 

Communication devices such as Modem, Features of Networking, Introduction to Internet: 

Meaning of Internet, Growth of Internet, Owner of Internet, Anatomy of Internet, Basic Internet 

Terminology, World Wide Web, Internet Protocols, Usage of Internet to society, Search Engines. 

 

Unit-IV 



Introduction to MS Word: Features of MS Word, component of word document window, 

creating and Printing a document, Formatting text and document, Mail Merge, Macro, Export 

and Import file, working with auto shapes, Adding pictures to a work document, 

Introduction to MS Excel: Features of Excel, Creating a table, Formatting worksheet, Types of 

graph, Excel functions, Printing a worksheet, Managing and Organizing data. Power point 

presentation. 

 
 

Learning Outcomes: 

1. Utilize the Internet Web resources and evaluate on-line e-business system. 

2. Solve common business problems using appropriate Information Technology applications and 

systems.  

3. Identify categories of programs, system software and applications. Organize and work with files 

and folders.  

4. Describe various types of networks network standards and communication software. 
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INDIRA GANDHI UNIVERSITY, MEERPUR, REWARI 
 
 

DEPARTMENT OF ECONOMICS 
OPEN ELECTIVE PAPER 

(To be offered to students of other Departments of the University) 
THIRD SEMESTER 

ISSUES IN INDIAN ECONOMY 
                        ECO- 321 

 
Maximum Marks: 100 External Examination: 80 

Time: 3 Hrs. Internal Assessment: 20 

 

Note: The question paper shall have five units. Each of the first four units will contain two questions 

and the students shall be asked to attempt one question from each unit. Unit five shall contain eight 

short answer type questions without any internal choice, covering entire syllabus. 

 
Unit-I  
Introduction of Indian Economy, Features of Indian economy; Nature and Characteristics of Indian 
economy. 
 
Unit-II  
Agriculture: Role and features of Indian agriculture; WTO and Indian agriculture, Poverty in India - Absolute 
and relative analysis of poverty. 
 
Unit-III  
Concepts of Demography- Vital rates, life tables, composition and uses.Measurement of fertility - Total fertility 
rate, gross and net reproduction rate - Age pyramids, Characteristics of Indian population through recent 
census. 
 
Unit-IV  
Monetary policy of RBI; Growth and problem; Role of commercial banks in India; Banking sector 
reforms since 1991 
 
SUGGESTED READINGS: 
 

 Bardhan. P.K. (9th Edition) (1999), The Political Economy of Development in India, Oxford 
University Press, New Delhi. .  

 
 Brahmanada, P.R. and V.R. Panchmukhi (Eds.) (2001), Development Experience in the Indian 

Economy: Inter-State Perspectives, Bookwell, Delhi.  
 

 Datta, R. and KP.M. Sundhram (2003), Indian Economy. S. Chand & Company Ltd. New Delhi. 
Government of India, Economic Survey, (Annual), Ministry of Finance, New Delhi.  

 
 Mishra, S.K and V.K Puri Indian Economy- 151 Development Experience, Himalaya 

Publishing House, Mumbai, Latest Edition.   
 Rudra Ashok, Indian Plan Models.  

 
 Todaro, P. Development Planning: Models and Methods. United Nations, Guidelines for Project 

Evaluation. Sen, R.K. and B. Chatterjee (2001), Indian Economy: Agenda/or 21st Century:  
 

 Dhar, P.K., Indian Economy - Its growing dimensions, Kalyani Publishers, New Delhi (Latest 
Edition) Mishra, S.K. and V.K. Puri Indian Economy - 1st Development Experience, Himalaya 
Publishing House, Mumbai, Latest Edition.   

 Economic Surveys, Government of India, various issues.   
 Reserve Bank of India, Report on Currency and Finance (Annual).  
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Master of Business Administration (MBA) 

Semester-III 

Basics of Management 

MBA 330 (Open Elective Course) 

Maximum Marks: 100 

External Marks: 80  

Internal Assessment: 20  

Time: 3 Hrs. 

 

Note: There shall be nine questions in all. Question No. 1 shall be compulsory, consisting of eight 

short answer type questions covering the entire syllabus. Two questions will be asked from each 

unit. Students will have to attempt one question from each unit. Each question shall carry equal 

marks. 

 

Unit I  
Management: Introduction, definition, functions and levels of Management; Evolution of 

management thought: The Scientific Management School, Classical organisation theory school, the 

Behavioural School, System and Contingency approach.  

 

Unit II  
Planning: meaning and nature and importance of planning, types of plans, process of planning; 

Organizing: Nature, objectives, elements and process of organizing; Basic concepts: departmentation, 

line and staff, centralization and decentralization, delegation of authority; Types of organisation 

structure. 

 

Unit III  
Direction: concept, its significance and main elements, Motivation: nature, importance and theories 

(Maslow Need Hierarchy, Hertzberg two factor); Leadership: Meaning and Importance, leadership 

styles and skills. 

 

Unit IV  
Control - concept, nature, its process & importance; Recent trends in management: Knowledge 

management, Total Quality Management; Corporate governance; Ethical dilemmas in Management. 

 

Case discussion is compulsory at the end of every unit.  

Suggested Readings:  
1. Koontz, H, O’Donnell, C &Weihrich, H, Management, McGraw Hill.  

2. Koontz, Harold &Weihrich Heinz (2015)Essentials of Management An international, Innovation, 

and Leadership Prospective, 10
th

 ed., McGraw Hill, New Delhi. 

3. Stoner, James A F, Freeman, R Edward & Gilbert Jr, Daniel R (2013), Management, 6
th

 ed., 

Pearson Education, New Delhi.  

4. Robbins, S P and Decenzo, D (2017) Fundamentals of Management, Pearson Education, New 

Delhi.   

5. Vasishth, N, Vasishth, V. Principles of Management: Text and cases, Taxmann Publications Pvt. 

Ltd., New Delhi.  

6. Terry, G.R. & Franklin, S G, Principles of Management, McGraw Hill Higher Education.  

  



Rkr̀h;  lsesLVj 

lIr iz”ui= ¼eqDr ,sfPNd ikB~;Øe½ 

 laizs’k.k dkS”ky 

le; % 3 ?k.Vs                  iw.kkZad  %  100 
vad 

                vkarfjd ewY;kadu %  20 vad 

             fyf[kr ijh{kk %  80 vad  

funsZ'k & 

 

1 ikB~;Øe esa fu/kkZfjr izR;sd bdkbZ esa ls rhu&rhu iz”u iwNs tk,xsa ftUkesa ls ijh{kkFkhZ 
dks izR;sd bdkbZ ls nks&nks iz”u dk mRrj nsuk gksxkA dqy vkB iz”u djus gksxsaA 
izR;sd iz”u ds fy, 9 vad fu/kkZfjr gSA iwjk iz”u 72 vad dk gksxkA 

 

2 iwjs ikB~;dze esa ls 8 oLrqfu"B vfuok;Z iz'u iwNs tk,axs A izR;sd iz'u ,d&,d vad 
dk gksxkA 

 

 

 

bdkbZ&1  Hkk’kk vkSj laizs’k.k 

 

Hkk’kk dk Lo:i] laizs’k.k dk Lo:i 

Lkaizs’k.k ds ewy rRo] laisz’k.k dh fof”k’Vrk]  

/ofu] /ofu;ksa dk oxhZdj.k ,oa mPpkj.k dkS”ky] 



okD; foU;kl] vkafxd ps’Vk,a vkSj laizs’k.k ds fofo/k :i 

 

bdkbZ&2  Jo.k&dkS”ky 

 

Jo.k dq”kyrk ¼izHkkoh Jo.k½ 

Jo.k lfØ;rk 

IkqujZpuk ds fy, Jo.k 

:ijs[kk ds fy, Jo.k 

 
bdkbZ&3  ys[ku&dkS”ky 

 

izHkkoh ys[ku] lapkj ek/;e ds fy, ys[ku]  

iqujZpuk lkj la{ksi.k]  

fjiksVZ ys[ku] fofo/k i= ys[ku] izk:i.k ,oa fVIi.k ys[ku 

 

 

 

bdkbZ&4  laokn&dkS”ky 

Lakokn dk Lo:i 

Lkk{kkRdkj dkS”ky fof/k 

Lkkekftd vknku&iznku ds rkSj&rjhdksa dk v/;;u 



vfHkoknu dkS”ky] Hkk’k.k] okn&fookn] lkewfgd ifjppkZ vkfn 

 

lgk;d xzaFk 

Hkk’kk f”k{k.k % johUnzukFk JhokLro] ok.kh izdk”ku] ubZ fnYyh 
fgUnh Hkk’kk % lajpuk vkSj iz;ksx] johUnzukFk JhokLro vkys[k izdk”ku ubZ fnYyh 

 O;olkf;d fgUnh % MkW0 HkksykukFk frokjh@egsUnz prqosZnh] “kCnkdkj izdk”ku fnYyh 

Lk`tu vkSj laizs”k.k % l0 gh0 okRL;k;u ^vKs;^] lafpr izdk”ku fnYYkh 

Tkulapkj ek/;eksa dk lkekftd pfj=] tcjhey ikfj[k] vukfedk izdk”ku] ubZ   
fnYyh 

 

 

 



Scanned with CamScanner



Scanned with CamScanner



M.A. English (Final) 

Session 2019-20 

Semester III 

Paper XX    Communication Skills-I  

Course Code:        Total Credits: 4+1 = 5 

Time: 3 Hours        Theory: 80  

Total: 100        Internal Assessments: 20 

 
Objectives:  

 

1. To improve the basic skills of reading, writing, listening and speaking among students of any subject.  

2. To prepare students to face interviews and group discussions.  

3. To acquaint students with the contemporary, colloquial and idiomatic expressions in language.  

4. To train them in practical letter writing and forms of business communication  

 

Unit I: Understanding Communication Skills  

 

i.   What is communication, types of communication?  

ii.  Media of communication, channels of communication  

iii. Barriers to effective communication.  

iv. Role of communication skills in society  

 

Unit II: Understanding figurative language  

 

i.   Idioms and phrases, making sentences with at least 50 contemporary idioms and phrases should be         

taught  

ii.  Agreement of subject and verb, correct usage of prepositions.  

iii. Conditional sentences.  

iv. New terms from Management, Information Technology and social media should be taught..  

 

Unit III: Letter writing 

 

i.    Resume writing and job application  

ii.  Business letters (Orders, Inquiries, Sales letters, Complaints)  

iii. Memos and replies to memos.  

iv. Emails  

 

Unit IV: Presentation Skills  

 

i.   How to effectively organize thoughts, research and data collection for speech/presentation, the use of  

logic and sequence, central idea.  

ii.  Oral presentation, diction, tone, clarity and body language.  

iii. Power point presentation  

iv. Time management and preparation, adaptation skills if changes occur.  
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Tax Planning for Individuals 
Open Elective Course (in Third Semester) 

MC.OEC-1 

Total Credit-3 

Time-3 Hrs. 

Total Marks-100 

External Marks-80 

Internal Marks-20 
 

Note: The examiner shall set nine questions in all covering the whole syllabus. Question No.1 

will be compulsory and consist 8 small questions of two marks each, covering the whole syllabus.  

The remaining 8 questions will be set from the syllabus on two questions from each unit basis; 

out of which the students will attempt four questions selecting one from each unit. All questions 

carry 16 marks each 
 

Unit-I 

 Introduction of Income Tax :Important Definitions- Assessee, Assessee in Default, Previous Year, 

Assessment Year, Meaning of Income, Casual Income,  Gross Total Income, Total Income,  Five Heads 

of Income, Tax Free incomes and Agriculture Income, Residential Status and Determination of 

Residential Status of an Individual, Tax Liability based on residential status. Rates of Income tax for 

senior citizen, Super Senior citizen and other individuals. 
 

Unit-II  
Income from Salary- Salary, Bonus, Commission, and Pension 

Taxability on Allowances- Dearness Allowance, Medical Allowance, House Rent Allowance, Children 

Education Allowance, Uniform Allowance, Hostel Allowance, Warden Allowance. 

Tax Liability on Perquisites- Rent Free House, Medical Facility, Education Facility, Use of Mobile, 

Laptop, Computer and Cars. 

Retirement Benefits: Encashment of Earned Leave, Provident Fund, Gratuity, Encashment of Pension. 
 

Unit-III 

Taxable Income from House Property-Self Occupied House and Let out House Property. Deductions from 

House Property Income.  

Income From Other Sources- Income from Interest, Dividend, Subletting, Royalty, Family Pension, 

Income of Insurance Agent. 
 

Unit-IV 

 Some Important Deductions from Gross Total Income- Deduction Under Section 80C, 80CCC, 80CCD, 

80D, 80E, 80QQB, 80TTA,and 80U. 

Filing of online Income Tax Returns/ITR-1 for a Salaried Person. 

 
Suggested Readings: 

1. Direct Taxes law & Practice – Dr. H.C.Mehrotra & Dr. S.P. Goyal, Sahitya, Bhawan Publications, Agra. 

2. Direct Taxes & Practice – Dr. V.K. Singhania Taxmann Publication. 

3. Direct Taxes law & Practice – Dr. Bhagwati Prasad – Wishwa Prakashan, N.Delhi. 

4. Simplified Approach to income Tax: Dr. Girish ahuja & Dr. Ravi Gupta – Sahitya Bhawan Publishes & 

 Distributors, Agra. 

5. Income Tax : Law and Accounts, P.K.Gupta and N.K.Garg, Sanjay Sahitya Bhawan Agra. 
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   M.A. English (Final) 

Session 2019-20 

Semester IV 

Paper XX    Communication Skills-II  

Course Code:        Total Credits: 4+1 = 5 

Time: 3 Hours        Theory: 80  

Total: 100        Internal Assessments: 20 

 

Objectives:  

 

1. To improve the basic skills of reading, writing, listening and speaking among students of any subject.  

2. To prepare students to face interviews and group discussions.  

3. To acquaint students with the contemporary, colloquial and idiomatic expressions in language.  

4. To train them in practical letter writing and forms of business communication  

 

Unit I : Reading and Comprehension 

a) How to improve reading skills; pronunciation; intonation; punctuation.  

b) Syllables and Phonetic Transcription 

c) Reading and comprehending: skimming the text, identifying unknown words and phrases; 

vocabulary. 

d) Note making and identifying the key concepts in a passage. 

Unit II: Technical/Business Writing: 

a) Minutes writing 

b) Report writing 

c) The key concepts of technical writing 

d) Jargon, technical and official language. 

Unit III: Group Discussion: 

a) Purpose of Group Discussion 

b) Types of Group discussion 

c) Brainstorming and preparation 

d) Time Management, participation and moderation. 

Unit IV: Interview Techniques: 

a) Preparation, knowledge of job profile 

b) Emotional attitudes, commitment, positive approach 

c) Body language 

d) Expectations and negotiations 
 


