ORDINANCES &

SYLLABUS 
FOR  B. Voc.  (Banking, Insurance & Retailing) 

Semester System 

ORDINANCES

Bachelor of Vocation (B.Voc.) is launched under the scheme of University Grants Commission  on skill development based higher education leading to Bachelor of Vocation(B. Voc.) Degree with multiple exits as Diploma/Advanced Diploma under the National Skill Qualification framework. The B.Voc. programme incorporate specific job roles and their National Occupational Standards along broad based general education.

B. Voc. Programme has been designed as per National Skill Qualification Framework emphasizing  on skill based education. . A successful candidate after First year shall be awarded Diploma certificate, after two years of successful completion Advanced Diploma and of the Final examination of B.Voc. Third year Examination shall be granted a Degree in B.Voc. 

1. LEVELS OF AWARD:

The  certification levels  shall lead to Diploma/Advanced Diploma/B.Voc. Degree in  Banking, Insurance & Retailing.

	AWARD
	DURATION

	DIPLOMA
	1 YEAR

	ADVANCED DIPLOMA
	2 YEAR

	B. VOC. DEGREE
	3 YEAR


2. ELIGIBILTY FOR ADMISSION IN B.VOC. The  eligibility for B.Voc. programme is 10+2 or equivalent in any stream/Arts/Science/Commerce with 50% at 10+2 or equivalent level.

3. The course of study of B.Voc.  shall be divided in to six semesters and university         examination will be held at the end of every semester in the months of November/December (for semester I, III & V) and May/June (for semester II, IV & VI) or as fixed by the Vice Chancellor. 

4. 
Semester examination will be open to regular candidates who have been on the rolls of a college affiliated to this University and meet the attendance and other requirements.


Subject to fulfillment of requirement of House examinations, the attendance requirements and these ordinances there will be no condition of passing papers for promotion from odd semester to even semester in an Academic Session. 

 (a) 
To qualify for admission to 2nd year of the Course, the candidate must have passed 50% of total papers of the two semesters of the 1st year. In case, the result of 2nd Semester is not declared at the time of admission to 3rd Semester, the student may be admitted provisionally and will be allowed to take examination of 3rd semester if he/she has passed in 50 % of the total papers of first year (i.e. Ist and 2nd Semesters).Similarly, to qualify for admission to 3rd year of the course, the student may be admitted provisionally if the result of previous semester has not been declared and will be allowed to take examination of 5th semester, if he/she has passed 50% of the total papers of previous semesters.

 (b) 
A candidate placed under reappear in any paper, will be allowed two chances to clear the reappear, which should be availed within consecutive two years/chances i.e. to pass in a paper the candidate will have a total of three chances, one as regular student and two as reappear candidate.

(c)
The examination of reappear papers of odd semesters will be held with regular examination of the odd semester and reappear examination of the even semester will be held with regular examination of even semester. But if a  candidate is placed under reappear in the last semester of the course, he will be provided chance to pass the reappear with the examination of the next semester, provided his reappear of lower semester does not go beyond next semester. 

5. 
Attendance  and Other Requirements

(a) 
Every candidate will be required to attend a minimum of 75% lectures delivered to that class in each paper as well as 75% of the laboratory work, seminars etc. separately. Provided that a deficiency in attendance may be condoned for special reasons, as per the relevant ordinances on the subject. 

(b) 
To be eligible to appear in the semester examination, a candidate must have obtained in the house examination at least 25% marks in each paper, 33% marks in the aggregate of all subjects of the semester. The Principal at his discretion may allow a special test to a candidate who could not appear in the House examination owing to unavoidable reason, or fails to secure the minimum marks as prescribed above. 

(6)
The pass and reappear students of B.Voc Part-II and III from any other recognized University shall be treated at par with the corresponding students of this University. But in case such a student is admitted in B.Voc  Part-II or B.Voc. Part-III semester III or V in this University, he/she will be required to clear deficient papers, if any.

7. 
Amount of examination fee to be paid by a candidate for each semester shall be as fixed by the University from time to time.

8. 
Applications for admission to the examination shall be made on the prescribed form attested by the competent authority as per University rules. The last date by which admission forms and fees must reach the Registrar shall be as follows:

	Semester
	Without late fee 
	With late fee of Rs. 800/-
	With late fee of   Rs. 1200/-
	With late fee of  Rs. 5000/-
	With late fee of  Rs. 10000/-

	Semester Exam   (Nov/Dec)
	Sept. 30
	Oct. 15
	Oct. 21
	Oct. 31
	Nov. 16

	Semester Exam   (May/June)
	Feb. 28
	Mar.15
	Mar. 21
	Mar.31
	April 15

	* No Examination Form will be accepted after this date. 


9. 
University medal will be awarded to a candidate who secured first position in the University on the basis of the marks of all the six semesters taken together. The general rules and conditions of the University for the Award of Medal/Prizes etc. will be applicable in the award of University medal to the topper of this examination. 

10. 
Viva Voce/ Practical examination shall be conducted by a Committee consisting of the following:
One external examiner

One internal examiner

11.
All the question papers except Punjabi and English will be set both in English and Punjabi and candidates can answer the questions either in English or Punjabi or Hindi. The paper in Punjabi language will be set in Punjabi only and candidate will be required to answer in Punjabi only.

 12. 
The Candidate shall also be entitled to grace marks as admissible under the ordinances, relating to the 'Grace Marks.'

13.
The minimum number of marks required to pass each semester examination will be 35% in each paper and 40% in the aggregate of the semester examination. Provided that in papers with practicals, the percentage shall be required separately in written and practical/lab work. The candidate shall also be entitled to grace marks as admissible under the general ordinance relating to the 'Award of Grace Marks'.


14.  The Assessment in each semester of B.VOC.  course will be 20% internal and 80% external for each written paper. The result of the Internal Assessment shall be conveyed to the students/examination branch by the Head of the Department according to prescribed schedule. 

Internal Assessment 





Total Marks 20

Class Test 







           8 Marks 

(Two tests in each semester out of which one

best will be taken for internal assessment) 

Assignment 







8 Marks

(Assignment shall be based upon Journals/ Magazines/

News  Papers/Research work/Industrial visits) 

Class Participation/Performance/Snap Test



4 Marks

Note:  If a case comes to notice of Controller of Examinations where the marks awarded by the Teacher are on a very Higher/Lower side, the award will be got moderated by the following committee. 

1. Dean of Faculty concerned  

2. Controller of Examination 

3. Principal/Head of the Department concerned. 

      4.
If considered necessary a member can be appointed by the Vice-Chancellor on the recommendations of Dean of Faculty concerned

  14 A.
The students of B.VOC. Course will have to pass papers on Drug Abuse: Problem, Management and Prevention in B.VOC I (II nd Semester) and Environmental Studies in B.VOC II (IV semester) as prescribed by the University. These papers are qualifying papers and marks obtained in these papers will not be added in the total marks obtained in the B.VOC. degree. 

15. 
A candidate who has passed B.VOC. examination from this University shall have one chances within a period of two years after passing the examination to improve division or 55% marks. Improvement shall be allowed in not more than three theory papers offered in each semester. However, previous marks of Practical/Project will be carried forward in the paper (s) in which he/she appears for improvement and be awarded one percent of grace marks on the basis of given papers, out of the papers taken up, the candidate will be given benefit of increase in marks, where the marks have increased in paper/papers. 

16. 
Re-evaluation of scripts shall be admissible in B.Voc.. Examination Semester I, II, III, IV, V, VI examination except practical examination. The re evaluation shall be allowed in not more than two theory papers provided candidate has scored not less than 25% marks in the relevant paper. The candidate shall submit his/her application on specified form along with prescribed fee, for re-evaluation within 14 days from the date of declaration of the result.
SYLLABUS

B.VOC. PART-I
FOR 2018-19 
Continued For Sessions 2019-20, 2020-21&2021-22 

SCHEME OF Study
Semester-I

	Semester Wise Papers
	Marks

	BVC -101:     General English

BVC- 102 :     Punjabi Compulsory
BVC- 102 (a): Punjabi (Elementary Knowledge)

                        ( Special Paper in lieu of Punjabi)

BVC -103:     Accounting and Computer Fundamentals
BVC -104:     Principles and Practices of Banking  
BVC -105:     Basics of Retailing


	100

100

100

100

100

100


Semester-II
	Semester Wise Papers
	Marks

	BVC -201         Punjabi Compulsory
BVC-201 (a)    Punjabi (Elementary Knowledge)

                           ( Special Paper in lieu of Punjabi)

 BVC -202:       Financial Accounting
 BVC -203:       Indian Financial System
 BVC -204:       Principles of Insurance 
 BVC - 205:      Laws Governing Banking and Insurance 
 BVC -206:     On the Job Training 
	100

100

100

100

100

50



Qualifying paper: Drug Abuse: Problem, Management and Prevention 

100 Marks

( 2018-19)
BVC 101 : General ENGLISH

Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20
Pass Marks : 35%






Periods per week 
: 6
Instructions for Paper-Setters/Examiners

The question paper covering the entire course shall be divided into three sections as follows
Course Objective: General English has been designed to develop the student’s general competence in English. The overall aims of the course are to enable the learner to use English effectively for study purpose across the curriculum and develop and integrate the use of the four language skills, i.e. listening, speaking, reading and writing. 
Texts Prescribed for Grammar and Vocabulary: 

W. Standard Allen: Living English Structure (Orient Longman) 

Wilford D. Best: The Student’s Companion (Rupa)

SECTION A: Comprehension      





        15 Marks

One unseen passages of 250-300 words in length with a variety of comprehension questions including 05 marks for word-attack skills such as word formation and inferring meaning, finding opposites etc. The passage can be a factual passage (e.g., instruction, description, report etc.) or a literary passage (e.g., extract from fiction, drama, poetry, essay or biography), or a discursive passage involving opinion, (argumentative, persuasive or interpretative text).
SECTION B: Vocabulary                                                                                          15 Marks 

	Change the Number (attempt any 5 out of 7)(½ marks each)
	2 ½ marks 



	Change the Gender (attempt 5 any out of 7)( ½ marks each) 
	2 ½ marks



	Words commonly mis-spelt (correct any 5 out of 7)( ½ marks each) 
	2 ½ marks 



	Antonyms(attempt any 5 out of 7) (½ marks each) 
	2 ½ marks 



	Synonyms (attempt any 5 out of 7) (½ marks each) 
	2 ½ marks 



	Fill up using correct determinant (attempt any 5 out of 7) (½ marks each) 
	2 ½ marks 

	SECTION B: Grammar                                                                                          25 Marks 

Filling up the correct form types of the tense in the sentence: present/ past /future tense with simple/continuous/perfect/ perfect continuous forms (Attempt any 5 out of 7) 


	5 marks 

	Reordering word groups in the sentence to make a meaning full sentence. (Attempt any 5 out of 7) 


	5 marks 

	Identify various types of clauses and phrases in the sentence: finite and non-finite subordinate clauses: noun clauses and phrases, adjective clauses and phrases, adverb clauses and phrases(Attempt any 5 out of 7) 


	5 marks 

	Conversion among various types of sentences: affirmative, interrogative sentences, negation, exclamations (Attempt any 5 out of 7) 


	5 marks 

	Write meaning of given word and using in the sentence (Attempt any 5 out of 7) 

SECTION D: Composition                                                 25 Marks 

Composition on a given topic/title based on any current social, environment, health issues. Students will be asked to attempt any one out of 4-5 options with word limit 150-175. 

10 Marks 

Formal Letter Writing (invitation, accepting/rejecting an invitation, apology, welcome, thanking complements ) 

7 ½ Marks 

Translating a paragraph from Punjabi/Hindi to English (50-75 words) 

7 ½ Marks 


	5 marks 





( 2018-19)
BVC 102 : Punjabi 

Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20
Pass Marks : 35%






Periods per week 
: 6



ਪਾਠਕ੍ਰਮ ਅਤੇ ਪ੍ਰਸ਼ਨ-ਪੱਤਰ ਦੀ ਰੂਪ- ਰੇਖਾ
Gkr^T

ਗਿਆਨ ਸਰੋਵਰ (ਵਿਗਿਆਨ ਨਾਲ ਸਬੰਧਤ ਨਿਬੰਧ ਸੰਗ੍ਰਹਿ), ਸੰਪਾਦਕ ਕੁਲਦੀਪ ਸਿੰਘ ਧੀਰ, ਅਤੇ ਨਰਿੰਦਰ ਸਿੰਘ ਕਪੂਰ, ਪੰਜਾਬੀ ਯੂਨੀਵਰਸਿਟੀ, ਪਟਿਆਲਾ
Gkr^n

ਅ-1   L ਦਫ਼ਤਰੀਚਿੱਠੀ
ਅ-2     ftnkeoD :
 (i)
ਪੰਜਾਬੀ ਧੁਨੀ ਵਿਉਂਤ: ਸਵਰ ਅਤੇ ਵਿਅੰਜਨ ਧੁਨੀਆਂ, ਉਚਾਰਨ ਸਥਾਨ ਅਤੇ ਉਚਾਰਨ ਵਿਧੀ ਅਨੁਸਾਰ ਧੁਨੀਆਂ ਦਾ ਵਰਗੀਕਰਨ, ਬਲ, ਨਾਸਿਕਤਾ ਅਤੇ ਸੁਰ
 (ii)
ਪੰਜਾਬੀ ਭਾਸ਼ਾ ਅਤੇ ਗੁਰਮੁਖੀ ਲਿਪੀ ਦਾ ਆਪਸੀ ਰਿਸ਼ਤਾ, ਗੁਰਮੁਖੀ ਲਿਪੀ ਦੀਆਂ ਵਿਸ਼ੇਸ਼ਤਾਵਾਂ, ਪੰਜਾਬੀ ਸ਼ਬਦ-ਜੋੜਾਂ ਦੇ ਨਿਯਮ
ਭਾਗ-ੲ
ਭਾਗ ੳ ਅਤੇ ਅ ਦੇ ਵਿਆਕਰਣ ਵਾਲੇ ਭਾਗ ਵਿੱਚੋਂ ਸੰਖੇਪ ਉਤੱਰਾਂ ਵਾਲੇ ਪ੍ਰਸ਼ਨ।
ਅੰਕ-ਵੰਡ ਅਤੇ ਪੇਪਰ ਸੈੱਟਰ ਲਈ ਹਦਾਇਤਾਂ
1. 
ਭਾਗ ੳ ਵਿਚੋਂ ਲੇਖ ਦਾ ਵਿਸ਼ਾ ਵਸਤੂ/ਸਾਰ(  ਤਿੰਨ ਵਿੱਚੋਂ ਇੱਕ



10 ਅੰਕ
2H 
ਭਾਗ ੳ ਵਿੱਚੋਂ ਕਿਸੇ ਲੇਖ ਵਿਚ ਆਏ ਵਿਚਾਰਾਂ ਸਬੰਧੀ ਪ੍ਰਸ਼ਨ
( ਤਿੰਨ ਵਿੱਚੋਂ ਇੱਕ


10 ਅੰਕ
3. 
ਦਫ਼ਤਰੀ ਚਿੱਠੀ





                 
15 ਅੰਕ
4. 
ਭਾਗ ਅ-2 ਵਿਚਲੇ ਵਿਆਕਰਣ ਵਾਲੇ ਭਾਗ ਵਿੱਚੋਂ ਵਰਣਾਤਮਕ ਪ੍ਰਸ਼ਨ( ਤਿੰਨ ਵਿੱਚੋਂ ਇੱਕ)                15 ਅੰਕ
5. 
ਭਾਗ ੳ ਵਿਚ ਗਿਆਨ ਸਰੋਵਰ ਅਤੇ ਅ-2 ਵਿਆਕਰਣ ਵਾਲੇ ਭਾਗ ਵਿੱਚੋਂ ਸੰਖੇਪ ਉਤਰਾਂਵਾਲੇ 15 ਪ੍ਰਸ਼ਨ ਪੁੱਛੇ ਜਾਣਗੇ।
ਵਿਦਿਆਰਥੀਆਂ ਨੇ ਸਾਰੇ ਪ੍ਰਸ਼ਨ ਕਰਨੇ ਹੋਣਗੇ।ਹਰੇਕ ਪ੍ਰਸ਼ਨ ਦੇ 2 ਅੰਕ ਹੋਣਗੇ

        15x2=30 ਅੰਕ
;jkfJe gkm^;wZroh

1. vkH i'frzdo f;zx g[nko ns/ j'o, gzikph GkPk dk ftnkeoBe Gkr I, gzikph GkPk nekdwh, ibzXo 1991, ਪੰਨਾ 67-73

2. vkH i'frzdo f;zx g[nko ns/ j'o, gzikph GkPk dk ftnkeoBe Gkr 11, gzikph GkPk nekdwh, ibzXo 1992
3. ਗਿਆਨੀ ਲਾਲ ਸਿੰਘ ਤੇ ਹਰਕੀਰਤ ਸਿੰਘ, ਕਾਲਜ gzikph ਵਿਆਕਰਣ, ਟੈਕਸਟ ਬੁੱਕ ਬੋਰਡ, ਚੰਡੀਗੜ੍ਹ

( 2018-19)
BVC 102 (a) : Punjabi (Elementary Knowledge)

Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20
Pass Marks : 35%






Periods per week 
: 6
Gkr^T (1)H 
r[ow[yh toDwkbk s/ b/yD^gqpzX

(T) nZyo f;ZfynkL soshptko s/ G[bkt/A nZyo.

(n) nZyo pDsoL nZyo o{g s/ b/yD d/ fB:w.


            10 nze
(2)H  
r[ow[yh nZyo s/ gzikph X[BhnK dk gqpzX
(T) ;to s/ ftnziBL torheoB d/ f;XKs s/ T[ukoB.

(n) ;to ;{ue nZyoK s/ X[BhnK dh gSkD s/ tos'A. 

(J) ftnziB ;{ue nZyoK s/ X[BhnK dh gSkD s/ tos'A.

(;) brK^wksoK dh gSkD s/ tos'A.

(j) brkyoK dh gSkD. 





             10 nze

Gkr^ n (1)H   fbgh d/ nZyoK dh tos'A d/ fB:w

(T) g{o/ s/ nZX/ nZyoK dh gSkD s/ tos'A. 

(n) ;to ;{ue nZyoK dh gSkD s/ tos'A.

(J) ;to tkjeK dh gSkD s/ tos'A.

(;) wksok s/ ;to tkjeK dh ;KMh tos'A.

(j) wksok dh ftnziB ;{ueK Bkb tos'A.



             10 nze

(2)H 
gzikph Ppdktbh Bkb ikD gSkD
(T) frDsh

(n) j|s/ d/ fdB

(J) wjhfBnK d/ BK

(;) ozrK d/ BK

(j) cbK^;pIhnK d/ BK

(e) gP{^SgzShnK d/ BK

(y) gzikph foPsk^Bksk gqpzX dh Ppdktbh

(r) xo/b{ t;sK dh Ppdktbh




          20 nze

Gkr^J  
;ko/ f;b/p; s/ nkXkos nkpi?efNt NkJhg gqPB.

            15x2=30 nze
nze tzv s/ g/go ;?ZNo bJh jdkfJsK

1H 
ftfdnkoEh gfjbh tko r[ow[yh fbgh f;Zy oj/ jB. j' ;edk j? ftfdnkoEh gzikph GkPk s'A nBikD j'D.

 
;' gqPBK dk gZXo ftfdnkoEhnK dh ;hwk B{z fXnkB ftZu oZy e/ fBPus ehsk ikt/. 

2H 
;ko/ GkrK ftZu'A gqPB g[ZS/ ikD. 

3H 
;ob s/ ;gPN gqPB g[ZS/ ikD. 

4H 
toDkswe gqPB Bk g[ZS/ ikD. 

5H 
ftfdnkoEh B{z fbgh dk p'X eotkT[D bJh X[BhnK, fbgh fuzBQK dh gSkD ns/ tos'A ;pzXh ;zy/g gqPB g[ZS/  ikD. b'V nB[;ko ftfdnkoEhnK B{z S'N iK u'D d/Dh bkIwh j?. 

6H 
gzikph Ppdktbh d/ ;ko/ GkrK ftZu'A gqPB g[ZS/ ikD. b'V nB[;ko u'D ns/ S'N fdZsh ikt/.  

;jkfJe gkm ;wZroh
1H
;fsBkw f;zx ;zX{, nkU gzikph f;yhJ/, gpbhe/PB fpT{o', gzikph :{Bhtof;Nh, gfNnkbk, 2009H (fjzdh s'A gzikph f;ZyD bJh) 

2H 
;fsBkw f;zx ;zX{, r[ow[yh f;Zy', gpbhe/PB fpT{o', gzikph :{Bhtof;Nh, gfNnkbk, 2011H (nzro/Ih s'A gzikph f;yD bJh) 

3H 
;hsk okw pkjoh, gzikph f;yhJ/, gpbhe/PB fpT{o', gzikph :{Bhtof;Nh, gfNnkbk, 2002 (fjzdh) 

4H 
okiftzdo f;zx, gzikph frnkB ;hHvhH (ezfgT{No n?gbhe/PB N{^boB n?Av Nhu gzikph), gpbhe/PB fpT{o', gzikph :{Bhtof;Nh, gfNnkbk 2011H 

5H 
Hardev Bahri, Teach Yourself Punjabi, Publication Bureau, Punjabi University, Patiala, 2011.

6. 
Henry A. Gleason and Harjeet Singh Gill, A Start in Punjabi, Publication Bureau, Punjabi University,  Patiala, 1997.

7. 
Ujjal Singh Bahri and Paramjit Singh Walia, Introductory Punjabi, Publication Bureau, Punjabi

 University, Patiala, 2003. 

 

( 2018-19)
BVC 103 : ACCOUNTING AND COMPUTER FUNDAMENTALS 

Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              


Internal Assessment :  20

Pass Marks : 35%






Periods per week 
: 6

Instructions for Paper-Setters/Examiners

The question paper covering the entire course shall be divided into three sections as follows:
SECTION-A

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-I of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-B

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-II of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-C

It will consist of 10 very short answer questions from entire syllabus. Students are required to attempt 8 questions up to five lines in length. Each question shall carry 4 marks; total weightage of the section shall be 32 marks
                                                         UNIT –I 

Basic Accounting concepts - Kinds of Accounts:  Financial Accounting vs. Cost Accounting ,  Financial Accounting vs. Management Accounting,  Double Entry Book Keeping:  Rules of Double Entry System ,  Preparation of Journal and Ledger Accounts ,  Subsidiary books,  cash book:  types of cash book,  problems ,   purchase book ,  sales book ,  sales return and purchase return books. Trial balance ,Final Accounts of Sole Trader/Partnership. 

                                                            UNIT-II  

MS Word -processing ,  Advantages and applications, Toolbars :  Creating, Saving and closing a document ,   Opening and editing a document ,  Moving and copying text,  Text and paragraph formatting, applying Bullets and Numbering,   Find and Replace , Insertion of Objects, Date and Time, Headers, Footers and Page Breaks,   Auto Correct – Spelling and Grammar checking. 

MS EXCEL : Features of MS Excel – Spread sheet / worksheet, workbook, cell, cell pointer, cell address etc., Parts of MS Excel window .  MS Power Point: Features, advantages and application of MS Power point : Parts of MS Power point window.


( 2018-19)
BVC 104  : PRINCIPLES AND PRACTICES OF BANKING 

Max Marks : 100                                                    External Assessment : 80

Time : 3 Hours                                                       Internal Assessment :  20

Pass Marks : 35%




       Periods per week 
: 6

Instructions for Paper-Setters/Examiners

The question paper covering the entire course shall be divided into three sections as follows:
SECTION-A

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-I of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-B

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-II of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-C

It will consist of 10 very short answer questions from entire syllabus. Students are required to attempt 8 questions up to five lines in length. Each question shall carry 4 marks; total weightage of the section shall be 32 marks
Unit I

Introduction to Indian Banking System: History of banking , Growth and development of banking, Role and Functions of RBI. Commercial & Co-operative Banks: Structure, Functions and role , Introduction to Regional Rural Banks.  Introduction to Retail Banking, Retail Banking Products, Introduction to Wholesale Banking & International Banking, Rural Banking: An introduction,  functions of Rural Banks, Financial Inclusion and its current perspective. 

Unit II

Types of Accounts: Nature of banking accounts,  Procedure for opening an account, Risks in account opening and Closure. Know Your Customer Guidelines, Loans and Advances: Principles of lending, Different types of loans, Credit appraisal techniques, Credit management and credit monitoring


BVC 105:  Basics of retailing

Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20
Pass Marks : 35%






Periods per week 
: 6
Instructions for Paper-Setters/Examiners

The question paper covering the entire course shall be divided into three sections as follows:
SECTION-A

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-I of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-B

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-II of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-C

It will consist of 10 very short answer questions from entire syllabus. Students are required to attempt 8 questions up to ten lines in length. Each question shall carry 4 marks; total weightage of the section shall be 32 marks
Unit I
Retailing-Definition and Scope. Retailer's Role in Distribution Channels - Benefits of Retailing, Benefits to Customers, Benefits to manufacturers and wholesalers, Benefits to the economy. Evolution of Retailing-Factors behind the change of Indian retailing industry. Theories of Institutional Change:  Wheels of Retailing, Dialectic Process, Retail Accordion, Natural Selection. Classification of Retailers – Store-based retailers, Non-store Retailer. Retailing Environment - Economic environment, Legal environment, Technological environment, Competitive environment. 

Unit II
Designing a Retail Organization Structure - Defining Organisational objectives, Identifying Organisational tasks. Forms of Retail organization – levels of organization. Retail Organization Structures - Independent store organizational structure, Department store organizational structure, Chain store organisational structure. 

Retail store layout & design- Types of Retail Location, Classify the different Locations of retail store, Identify the factors affecting choice of store location, Identify the steps in store layout, Competencies required for store operations in retail knowledge, Identify the formalities required for store layout, Identify the elements of store design decision, Formulate the process for Retail Store Design.  


( 2018-19)
BVC 201: Punjabi

Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20
Pass Marks : 35%






Periods per week 
: 6
(ਸਮੈਸਟਰ ਦੂਜਾ)

ਪਾਠਕ੍ਰਮ ਅਤੇ ਪ੍ਰਸ਼ਨ-ਪੱਤਰ ਦੀ ਰੂਪ - ਰੇਖਾ
Gkr^T


ਲੋਕ- ਧਾਰਾ ਦੀ ਭੂਮਿਕਾ,  ਸੰਪਾਦਕ ਡਾ. ਭੁਪਿੰਦਰ ਸਿੰਘ ਖੈਹਿਰਾ ਅਤੇ ਡਾ. ਸੁਰਜੀਤ ਸਿੰਘ
Gkr^n

ਅ-1   L ਨਿਬੰਧਰ ਚਨਾ (ਸਭਿਆਚਾਰ, ਵਾਤਾਵਰਣ ਅਤੇ ਸਮਾਜਿਕ ਵਿਸ਼ਿਆਂ ਨਾਲ ਸਬੰਧਤ) 
ਅ-2     ftnkeoD :
 (i)
ਸ਼ਬਦ ਸ਼ਰੇਣੀਆਂ : ਨਾਂਵ, ਪੜਨਾਂਵ, ਵਿਸ਼ੇਸ਼ਣ ਕਿਰਿਆ, ਕਿਰਿਆ ਵਿਸ਼ੇਸ਼ਣ, ਸਬੰਧਕ, ਯੋਜਕ, ਪ੍ਰਸ਼ਨ ਸੂਚਕ ਸ਼ਬਦ
 (ii)
ਸ਼ਬਦ ਬਣਤਰ ਅਤੇ ਸ਼ਬਦ ਰਚਨ : ਮੂਲਰੂਪ, ਅਗੇਤਰ, ਪਛੇਤਰ, ਵਿਉਤਪਤ ਰੂਪ ਅਤੇ ਰਪਾਂਤਰੀ ਰੂਪ
ਭਾਗ-ੲ
ਭਾਗੳ ਅਤੇ ਅ ਦੇ ਵਿਆਕਰਣ ਵਾਲੇ ਭਾਗ ਵਿੱਚੋਂ ਸੰਖੇਪ ਉਤੱਰਾਂ ਵਾਲੇ ਪ੍ਰਸ਼ਨ।
ਅੰਕ-ਵੰਡ ਅਤੇ ਪੇਪਰ ਸੈੱਟਰ ਲਈ ਹਦਾਇਤਾਂ
1. 
ਭਾਗ ੳ ਵਿਚੋਂ ਲੇਖ ਦਾ ਵਿਸ਼ਾ ਵਸਤੂ/ਸਾਰ (ਤਿੰਨ ਵਿੱਚੋਂ ਇੱਕ                   

10 ਅੰਕ
2H 
ਭਾਗ ੳ ਵਿੱਚੋਂ ਕਿਸੇ ਲੇਖ ਵਿਚ ਆਏ ਵਿਚਾਰਾਂ ਸਬੰਧੀ ਪ੍ਰਸ਼ਨ
 (ਤਿੰਨ ਵਿੱਚੋਂ  ਇੱਕ  
10 ਅੰਕ
3. 
ਨਿਬੰਧਰਚਨਾ





              
15 ਅੰਕ
4. 
ਭਾਗ ਅ-2 ਵਿਚਲੇ ਵਿਆਕਰਣ ਵਾਲੇ ਭਾਗ ਵਿੱਚੋਂ ਵਰਣਾਤਮਕ ਪ੍ਰਸ਼ਨ
( ਤਿੰਨ ਵਿੱਚੋਂ ਇੱਕ)   15 ਅੰਕ
5. 
ਭਾਗ ੳ ਵਿੱਚੋਂ ਕਵਿਤਾਵਾਂ ਅਤੇ ਅ-2 ਵਿਆਕਰਣ ਵਾਲੇ ਭਾਗ ਵਿੱਚੋਂ ਸੰਖੇਪ ਉਤਰਾਂ ਵਾਲੇ 15 ਪ੍ਰਸ਼ਨ ਪੁੱਛੇ ਜਾਣਗੇ।
ਵਿਦਿਆਰਥੀਆਂ ਨੇ ਸਾਰੇ ਪ੍ਰਸ਼ਨ ਕਰਨੇ ਹੋਣਗੇ।ਹਰੇਕ ਪ੍ਰਸ਼ਨ ਦੇ 2 ਅੰਕ ਹੋਣਗੇ

   15x2=30 ਅੰਕ
;jkfJe gkm^;wZroh

1. vkH i'frzdo f;zx g[nko ns/ j'o, gzikph GkPk dk ftnkeoBe Gkr I, gzikph GkPk nekdwh, ibzXo 
1991, ਪੰਨਾ 67-73

2. vkH i'frzdo f;zx g[nko ns/ j'o, gzikph GkPk dk ftnkeoBe Gkr 11, gzikph GkPk nekdwh, ibzXo 
1992
3. ਗਿਆਨੀ ਲਾਲ ਸਿੰਘ ਤੇ ਹਰਕੀਰਤ ਸਿੰਘ, ਕਾਲਜ gzikph ਵਿਆਕਰਣ, ਪੰਜਾਸ ਸਟੇਟ :{Bh, ਟੈਕਸਟ ਬੁੱਕ ਬੋਰਡ,ਚੰਡੀਗੜ੍ਹ
4. ਸੰਤ ਸਿੰਘ ਸੇਖੋ, ਸਾਹਿਤਆਰਥ, ਲਾਹੌਰ ਬੁੱਕ ਸ਼ਾਪ, ਲੁਧਿਆਣਾ





BVC 201 (A): Punjabi (Elementary Knowledge)

Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20
Pass Marks : 35%






Periods per week 
: 6
Gkr^T (1)H Ppd gqpzXL Ppd i'VK dh tos'A

(T) d' nZyoh PpdK d/ Ppd^i'V

(n) fszB nZyoh PpdK d/ Ppd^i'V

(J) pj[ nZyoh PpdK d/ Ppd^i'V  




     20 nze

(2)H 
PpdK dhnK Po/DhnK s/ ftnkeoBe torK dh gSkD
(T) PpdK dhnK Po/DhnK dk f;XKs, gSkD s/ tos'A

                   (BKt, gVBKt, ftP/PD, fefonk, fefonk ftP/PD nkfd) 

(n) ftnkeoBe torK dh gSkD s/ tos'A 



     (fbzr, tuB, g[oy, ekb nkfd) 
       
 
 

     10 nze

Gkr^n (1)H 
Ppd pDsoK s/ ftnkeoBe fJekJhnK dk f;XKs s/ tos'A 

(T) gzikph Ppd pDsoK dk f;XKs, gSkD s/ tos'A 



     (nr/so, fgS/so, ;wk;, d[jo[esh) 

(n) ftnkeoBe fJekJhnK dk f;XKs, gSkD s/ tos'A



     (tkezP, T[g^tke s/ tke) 

(J) PpdK dk ftnkeoBe w/bL f;XKs s/ ftjko

                     10 nze

 (2)H 
ftPokw fuzBQK dh gSkD s/ tos'A. 



             10 nze

Gkr^J  
;ko/ f;b/p; s/ nkXkos nkpi?efNt NkJhg gqPB.
                                           15x2=30 nze

nze tzv s/ g/go ;?ZNo bJh jdkfJsK

1H 
ftfdnkoEh gfjbh tko r[ow[yh fbyh f;Zy oj/ jB. j' ;edk j? ftfdnkoEh gzikph GkPk s'A nBikD j'D. 

   
;' gqPBK dk gZXo ftfdnkoEhnK dh ;hwk B{z fXnkB ftZu oZye/ fBPus ehsk ikt/. 

2H 
;ko/ GkrK ftZu'A gqPB g[ZS/ ikD. 

3H 
;ob s/ ;gPN gqPB g[ZS/ ikD. 

4H 
toDkswe gqPB Bk g[ZS/ ikD. 

5H 
ftfdnkoEhnK B{z ftnkeoB dh w[ZYbh ikDekoh ;pzXh ;zy/g gqPB g[ZS/ ikD. b'V nB[;ko ftfdnkoEh B{z S'N iK u'D d/Dh bkIwh j?. 

;jkfJe gkm ;wZroh

1H 
;fsBkw f;zx ;zX{, nkU gzikph f;yhJ/, gpbhe/PB fpT{o', gzikph :{Bhtof;Nh, gfNnkbk, 2009H (fjzdh s' gzikph f;ZyD bJh) 

2H 
;fsBkw f;zx ;zX{, r[ow[yh f;Zy', gpbhe/PB fpT{o', gzikph :{Bhtof;Nh, gfNnkbk, 2011H (nzro/Ih s'A gzikph f;yD bJh) 

3H 
;hsk okw pkjoh, gzikph f;yhJ/, gpbhe/PB fpT{o', gzikph :{Bhtof;Nh, gfNnkbk, 2002 (fjzdh) 

4H 
okiftzdo f;zx, gzikph frnkB ;hHvhH (ezfgT{No n?gbhe/PB N{^boB n?Av Nhu gzikph), gpbhe/PB fpT{o', gzikph :{Bhtof;Nh, gfNnkbk 2011H 

5H 
Hardev Bahri, Teach Yourself Punjabi, Publication Bureau, Punjabi University, Patiala, 2011.

6. 
Henry A. Gleason and Harjeet Singh Gill, A Start in Punjabi, Publication Bureau, Punjabi University, Patiala, 1997.

7. 
Ujjal Singh Bahri and Paramjit Singh Walia, Introductory Punjabi, Publication Bureau, Punjabi University, Patiala, 2003. 


BVC 202 : Financial Accounting 
Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20
Pass Marks : 35%






Periods per week 
: 6
Instructions for Paper-Setters/Examiners

The question paper covering the entire course shall be divided into three sections as follows:
SECTION-A

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-I of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-B

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-II of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-C

It will consist of 10 very short answer questions from entire syllabus. Students are required to attempt 8 questions up to five lines in length. Each question shall carry 4 marks; total weight age of the section shall be 32 marks
UNIT - i


Accounting for Hire Purchase Transactions: Journal entries and ledger accounts in the books of Hire Vendors and Hire purchaser for large value items including default and repossession, stock and debtors system. Branch Accounting: Dependent and Independent Branches (including foreign branches); Departmental Accounting: Meaning Advantages, Apportionment of Expenses, Inter Departmental Transfers and Provision for Unrealized Profit. 

UNIT - iI



E-Accounting: its meaning, Features, Advantages and disadvantages of Manual Accounting versus Computerized Accounting, Financial Accounting Package - Tally. ERP 9.0: Introduction of Tally.ERP 9.0, Phases of Implementation, configuring Tally, Accounts Management (using TALLY.ERP 9.0 Software Package): Accounts Masters including creating and altering vouchers, Accounts Transactions and preparing and printing Trial Balance and Final Accounts. . 



BVC 203:  Indian Financial System

Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20
Pass Marks : 35%






Periods per week 
: 6
Instructions for Paper-Setters/Examiners

The question paper covering the entire course shall be divided into three sections as follows:
SECTION-A

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-I of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-B

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-II of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-C

It will consist of 10 very short answer questions from entire syllabus. Students are required to attempt 8 questions up to ten lines in length. Each question shall carry 4 marks; total weightage of the section shall be 32 marks
UNIT-I

 
Nature and Role of Financial System: Various components of Financial system, Relation between financial system and Economic Growth. 

Indian Financial System: Structure and components of Indian financial system. Development Banks: Concept, objectives, and their role, Central and State Level Development Banks.  

Unit-II


Financial Markets: Capital market, Primary and Secondary market, Instruments and participants in Indian Capital market, Reforms in Indian Capital market. 

Money Market: Instruments, submarkets and participants in Indian money market, Reforms in Indian money market. 


Interest Rate Structure: Determinants of Interest Rates, Differential interest Rates, Recent Changes in Interest Rate Structure.



BVC 204: Principles of Insurance

Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20
Pass Marks : 35%






Periods per week 
: 6
Instructions for Paper-Setters/Examiners

The question paper covering the entire course shall be divided into three sections as follows:
SECTION-A

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-I of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-B

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-II of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-C

It will consist of 10 very short answer questions from entire syllabus. Students are required to attempt 8 questions up to ten lines in length. Each question shall carry 4 marks; total weightage of the section shall be 32 marks
UNIT-I

Risk: Meaning, Characteristics; Kinds of risk: Technical, Financial, Economic, Social, Political, Risk from natural disasters, Risk from Accidents etc. Causes of risk, Risk handling techniques.  

 Insurance:  Meaning, Evolution, scope, nature and significance of insurance. Objectives and functions of insurance, Difference between Assurance and Insurance. General Principles of Insurance. 
UNIT - II
Insurance and Mobilization of savings, Insurance Institutions as Investment Institutions and their role in capital market, contribution of insurance sector in the economic development  Insurance as an Investment, Insurance and Taxation, Advantages and Disadvantages of insurance, Types of Insurance: Life and Non Life insurance,  Insurance Regulation and Development Authority (IRDA) : important provisions.  


BVC 205:: LAWS GOVERNING BANKING AND INSURANCE  
Max Marks : 100
External Assessment : 80

Time : 3 Hours                                                              

Internal Assessment :  20

Pass Marks : 35%






Periods per week 
: 6

Instructions for Paper-Setters/Examiners

The question paper covering the entire course shall be divided into three sections as follows:

SECTION-A

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-I of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-B

It will consist of essay type questions. Four questions shall be set by the examiner from Unit-II of the syllabus and the candidate shall be required to attempt two. Each question shall carry 12 marks; total weightage of the section shall be 24 marks.

.

SECTION-C

It will consist of 10 very short answer questions from entire syllabus. Students are required to attempt 8 questions up to five lines in length. Each question shall carry 4 marks; total weightage of the section shall be 32 marks

Unit-I

Banker and customer relationship, rights and obligation of a Bank customer, rights and obligation of Bankers. Evolution of banking law: Banking Regulation Act, 1949; Reserve Bank of India Act 1934, Essential features of  Negotiable Instruments. Holder and holder in due course, Endorsements, Law relating to cheques, bill of exchange and other negotiable instruments. Non Performing Assets (NPAs) - Early Warning Signals - Management of NPAs - Remedies Available (SARFAESI Act 2002). 

Unit-II
Indian Insurance Contract. Actuary : Appointment-Powers-Duties-Meeting-Registration-InvestmentPrudential Norms-Financial Statements-Code of Conduct for Surveyors and loss assessors.Remuneration of Brokers. Ombudsmen Act: Introduction and elementary level knowledgeIRDA: Introduction-Objectives-Powers-Duties-Functions. Code of Conduct of Agents. Insurance and Investment,  Insurance and Taxation. Attitude Towards Insurance Cover. Insurance in  India– Problem & Prospectus


Paper BVC: 206 On the Job Training

Max Marks: 50 







Pass Marks: 35% 


The students who appear in B.VOC. Part-I examination  will take up 'On the job training' in summer vacations after the B.VOC-1 examination is over. They will prepare a Project Report based on their summer training. The evaluation and marks of this 'On the job training' are included in B.VOC-I. The following instructions are to be followed for the selection of organization (where summer training is to be taken) and for the preparation of project report:

(1)
The summer training extended upto 4-6 weeks can be had in any of the following organizations. 

(a)
Banks/Financial Institutions 

(b)
Insurance Companies 

(c)
Retail Organisations

 (2)
The topic of study should be directly related to the vocational stream in which the student is studying.

(3)
Not more than 2 to 3 students should be permitted in one organization. The students getting training in the same organization should have different topics for their study. 

(4)
Students shall work under the guidance of an official from the concerned organization during the period of training. 

(5)
The training report should include: 

(a)
Certificate from the organization on letter pad or under the seal of the organization. The certificate should specify the name of the candidate, father's name, date of commencement of training and period of training. 

(b)
Objective, Scope and Methodology of the study. 

(c)
The finding of the study and suggestions made by the candidate, which would be based upon the work done by the candidate during training.   

Evaluation: 


After completion of summer training students will be required to prepare a summer training report and all the Project Reports will be submitted through the Principal of the concerned College to the University (Practical Branch) for evaluation upto July 31st, failing which students will be placed in compartment. 


The evaluation of Project Reports shall be done by experts from panel of examiners approved by the Board of Under-Graduate studies in Commerce from time to time. The Controller of Examinations will ensure the above given instructions have been followed by the students and evaluation of reports is carried on as per these instructions.

20

