
Syllabus for written examination for PGT(COMMERCE)

PART - I

BUSINT]SS STUDI}]S AND MANAGEMENT

. Introduction to Business Concepts. characleristics. objeitives. Classification of business as

industry and commerce. Distinctive t'eatures of businPess - Business, profession and employment.
Choice of Fonn of Organization. Large Scale and Srnall Scale Business-. Assistance by
Covernment to Srnall Scale Sector.

. Form of Business Organizatiou - Solc Proprietors. Joirrt llrndu Family, Partnership,Joint Stock
Company and its formation. Coopcrativc organization.

. Business ownership - Private, public and Joint sector. Public linterprises, Role- dynamics of Public
Sector, Global Enterpriscs lMultinational Companies), Joint Vertures.

. Business Services - banking, insurance, transportation, rvarchousing, communication, lmpact of
Technology on Business Services.

. Trade: Internal Trade Retail and Wholcsalc trade. Iinrerging modes of business - franchisee, E-

business and Outsourcirg. lnternational Business lr\port - Import - Procedure and

documentation, EPZISEZ.. lnternational I'rade lnstitulions artcl Agreernents - WTO, LINCTAD.
World-Bank, lMF.

. Business Finance: Sources - owners and borrowed lurrd, Sources of raising finance, Equity and

preference Shares, GDR,ADR, DebentLrres, Bonds - Rctained Profit, Public Deposits, Loan lrom
Financial Institutions and cornmercial banks. Crcdit-ratirg and rating agencies, Trade credit, Micro-
credit.

. Social Responsibility o1' [Jusiness. BLrsincss Ethics, Ettvirontnenl protection.

. Management - concept, ob-iectives, nature of managemcnt as Science, Art and Profession, levels,

Principles of Management general and scientific.

. Business Environrnent - nreaning, irrportancc, dimensions. changing business environment
special reference to liberr!izetion, priyatization and globalization, Business - a Futuristic vision.

. Management Function I)liinning. organizing, staffing. directing, controlling and coordination

. Business Finance: lrinancial Managctrcnt lneaning. scope, role and objectives, financial

planning, Capital structure, leverage. l-ired and workirrg capital meaningand factors affecting

its requirenrents.

. Financial Market - Moncl Marketnatrrre, inslrlllnerr1s. Capital Market - Primary and secondary,

Stock erchange, NSEI. () ICIll. Procccltrrcs. Sl--[Jl.

o Human Resource Managurncnt nlrrrilrg . rnrportan(e. mao-power estimatiOn, Recruitment and

selection, Training and dcvclopnrerrl. Cornpensation, l)t't lbrlllltnce Evaluation

. Marketing - meaning, tirnctions and rt.rle, Lcvels of Mtrkcting, Changing facets of marketing,

Product-mix, Models of N'larketing.

. Organizational []ehaviors: lrrdir iciual bchar iols. l\futir atiort corsepts and appiications,

Personality perception. l.ciirnins arrri rrritudc. l.earler-rhip rnd its approaches. Conrm Ltn icatiott.

Group dynamics.

*,,"1&.;#*"commissicn



PART _II

Emerging Trends in Management - Business Process Reengineering Total Quality Managemen!
Quality Circles, Benchmarking, Strategic Management, Knowledge Management, Business
Standardization and ISO.

Consumer Protection - Meaning, importance. consulners' r.ights, Consumers' responsibilities,
Consumer awareness and t,egal redressal with special ref'erence to consumer Protection Act, Role
of consumer organization and NGOs.

FINANCIAL ACCOUNTING AND FINANCIAL STATEMENT A}IALYSIS

Accounting: Meaning, objectives, qualitative characteristics of Accounting information,
Accounting Principles, Accounting concepts, Accounting standards, Cash and Accrual Basis of
Accounting.

Process of Accounting: Voucher, transaction, Accounting Equation, Rules of Debit and Credit,
Book of original entry - Joumal and Special Purpose Books. Ledger, posting from Joumal and

subsidiary books, Balancing of Accounts. 'lrial Balance and Rectification of Errors .Bank
Reconciliation Statement.

Accounting for depreciation, Plovisions and Rcserves, Bills of Exchange, Non-Profit
Organization, Partnership Firms - Reconstitution of Partnership (Admission, Retirement, Death
and Dissotution), Account of Incomplete Rccords, Consignmentand Joint ventures.

Accounting of Joint stock Companies: Sirrre capital types of shares, accounting for issue,

allotment forfeiture and re-issue of shares. Debentures - types, issue and method of redemption

Final Accounts of Sole proprietor and Joint Stock Companies. Emerging trends of presentation of
Final Accounts. Accounting for liquidation.

Financial Statement Analysis: N'leaning, significancc, lirnitation .Tools for Financial Statement
Analysis-comparative statements, common size statements, l'rend analysis, accounting ratios.

Fund Flow Statement and Cash Flow Statemcnt: Meaning, objectives, preparation as per revised

standard issued by ICAI.

Cost Accounting- Naturc, lunctions. Job costing, Plocess costing, Marginal costing, Coslvolume-
profit relationship. Cost control arrd cost reduction techniques

Computers ln Accounting: Introduction to Computers and Accounting Information System,

Application of Computers in Accounting, Aulomation of Accounting process, designing
accounting reports, MIS reporting, data exchange with other information system. Ready made"

customized and tailor made Accounting Systems.

Accounting And Database lvianagement System -meaning, concept of entity and relationship in an

accounting system, Data Base N{anagernent System (DI}MS) inaccounting.

Inflation accounting and Accounting tbr l{urnan l{esource of an Organization and Social

Responsibility.
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i. Educationa I Psychology

. Concept, scope and functions of educational psychology'

o Physical, cognitive, social, emotional and moral developmental

characteristicsofadolescentlearneranditsimplicationforteaching-learning.
o Behavioural, cognitive and constructivist principles of learning and its

implication for senior secondary students'

. Concept of mental health & adjustment and adjustment mechanism'

o Emotional intelligence and its implication in teaching learning'

ii. Padagogy and Teaching Learning Material (lnstructional Strategies for Adolescent

Learner)

. Communication skills and its use'

o Teaching models- advance o(ganizer ' 
concept attainment' information

Processing, inquirY training'

. Preparation and use of teaching-learning material during teaching'

. CooPerativelearning'

iii. General

o General Awareness including Questions related to Haryana'

o General Mental Ability including Basic numeracy & data interpretation

o Logical Reasoning & Analytical Ability

o Decision making & problem solving
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