Shri. Ganesh Education Society's

Shri Asaramji Bhandwaldar Arts, Commerce
& Science College

Deogaon (R) Tg. Kannad, Dist. Aurangabad (M.5.) - 431115.
ESTD : 1994
Affiliated to : Dr. Babasaheb Ambedkar Marathwada University, Aurangabad.
NAAC - ACCREDITED B Grade

.............................................................................................................................................................................................

Permanent Affiliated to : 2004-5/32442-44 Date 12/10/2004 2(f) & 12 (B)}-No. F8-72/2006 (CCP) June-2007

Email ; prinabcollege@yahoo.in Ph. No. (02435) 247525
www, bhandwaldarcollege.com M.Mo. 9823551122

INTERNAL QUALITY ASSURANCE CELL -

Ref. AB.C.........[ ... Date : f f

Criterion — 1

1.2.2 Number of Add on /Certificate programs offered during the last five years

e INDEX

Content Link
Number of Add on / Certificate Programs Link




Y ) : ‘Q;::V_'l ,’/Ll Lt
PO S
; : A g WL TINICIT Jy X
Shri Ganesh Education Society’s A BN (/2; P
. s W y 3 h“&m ,{) ':y‘:v 3
Shri. Asaramji Bhandwaldar Arts, Commerce & gglenb;ﬁ ollgggé;;’
Deogaon (R.) Tq. Kannad Dist. Aurangabad (M.S.) . ; s TR >
\“\:__:i,,wfﬂ"

ESTED: 1994

Community College
Accounting and Taxation
(UGC Sponsored)

Broucher

This professional skill imparting course guarantees employment
to the rural youth. It is UGC recognized course. The course will be run in
collaboration with BF SI, Sector Skill Council of India.

Objectives :- |
The main objective of the course is to make the youth

employable. In Aurangabad industrialization is growing fast. The objective of the
course are as follows:

1. To familiarizes students with accounting concepts and taxation structures in
India.

2. To teach Tax concepts of audit, accounting so that this can help in audit work.

Structure of the Course :-
* After completing 1 year student will get Diploma degree.
* After completing 2 year student will get Advanced Diploma degree.

Evaluation :- It is done as per the norms of BFSI,

Credits - 8
Duration — Diploma 1Year & Advanced Diploma 2 Years

Comm, & S 208 258
Decgacn (), Ta. Kannad,

Dist. A'bad-43111%
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Model Curriculum for Model Curriculum for Accounts Executive (Recording and Reporting)

N‘S:D-C
National

$kill Development
Corporation

Transforming the skill landscape

. This course encompasses 6 out of 6 National Occupational Standards (NOS) of “Accounts Executive (Recording and Reporting)” Qualification Pack issued by “BFSI Sector Skill Council of

India”,

A) SEMESTER 1 ( NSQF level 4)

Sr. Module Sub Module | Theory Practical | Key Learning Outcomes Corresponding NOS | Equipment
No. Duration Duration Code Required
(hh:mm) (hh:mm)
i Financial 20 60
Accounting
Accounting 5 20 Basic Principles Of Accounting and J
Principles & Concepts of Accounting White  board,
Concepts Marker,
Double Entry | 5 20 Recording of Transactions , Cash Book, ;?rvc;re:::j
System of Bank Book, Journal, Ledger Accounts L e
3 aptop, Internet
Accounting
access
S
Preparation of | 5 20 Reconciliation of Ledger Account with
Bank Bank Statement.
Reconciliation Classification of Assets & Liabilities
+ Classification Recording of Provision For Deprecation
of Assets &
Liabilities,
Concept of
ModCur_2015_1_0 Page 5 of 48
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Model Curriculum for Model Curriculum for Accounts Executive (Recording and Reporting)

@

o, e s\g N -t D +C
~SAES National
Skill Development
N Corporation
§l Transforming the skill landscape
0 bt
G Depreciation
Trial Balance, | 5 20 Preparation of Trial Balance
Preparation of Preparation of Balance Sheet & Profit &
Financial Loss Account
Statements
2 Computerized 20 80
Accounting &
UM Concept and | 5 20 Understanding Tally White board,
Commands of Recording of Transactions on Tally Marker,
Tally Software Overhead
projector,
Laptop, Internet
access
Recording of | 5 20
Transactions
on Tally
2 5 20
Extract of Trial
Balance from
Tally
—~
ModCur_2015_1_0 Page 6 of 48
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Model Curriculum for Model Curriculum for Accounts Executive (Recording and Reporting)

: N\e/g N's:D-c
%, National
Skill Development
' . Corporation
§.E§_! Transforming the skill landscape

/—\{ Cost Sheet 4 10

Break Even | 3 10
Analysis

Concept of Break Even Analysis

ModCur_2015_1_0 Page 8 of 48
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Model Curriculum for Model Curriculum for Accounts Executive (Recording and Reporting)

BFSI

N‘S:D-C
National

Skill Development
Corporation

Transforming the skill landscape

i Cost Sheets and Sheets
other  Costing
Statements

Total Duration: 360 hrs Unique Equipment Required:
(18 Credits) e
a) Theory : 60 hrs (4
Credits)
b) Practical: 120 hrs(
8 Credits
c) Internship : 180
hrs ( 6 credits)

This program is aimed at training candidates for the job of an “Senior Account Executive’, in the “BFSI” Sector/Industry and aims at building the following key competencies amongst the
~ learner
Program Name Senior Accounts Executive
 Qualification Pack Name & Reference ID.

ModCur_2015_1_0

Page 10 of
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Model Curriculum for Model Curriculum for Accounts Executive (Recording and Reporting)

BFSI

Management

2 Account Payable &

ModCur_2015_1_0

b]

a)

-

N:S:D:C
National

Skill Developmient
Corporation

Transforming the skill landscape

Salaries,
Wages &
Overtime
Payments
TDS on
employee
payments
Accounting
Entries for
employee
payments

Inventory Accounting

Introduction to

Inventories Classification of Inventories, Charge of inventories
Cost of Goods to consumption and valuation of closing

Sold inventories
Inventory

Costing ---

FIFO/LIFO/Pe

riodic

Average

Valuation of

Closing

Inventories

Accounts Payable 15 30 Process of

purchases, Receipt of Materials,

Page 12 of
48
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Model Curriculum for Model Curriculum for Accounts Executive (Recording and Reporting)

4 Financial Reporting:

Preparation of
Financial
Statements in

accordance  with
Schedule 1l of

Companies Act

ModCur_2015_1_0

Vi.

Vii.

N:‘S:D:C
National

Skill Development
Corporation

Transforming the skill landscape

Cash Sales
Accounting
Entries for
sale of goods
& other
accounts
receivables
Debit Notes
& Credit
Notes ---
Process and
Accounting
Reconciliation
of Customer
Accounts &
Ageing
Statement
Provision for
Bad and
Doubtful
debts

Format of Balance
Sheet and Profit &
Loss Account as per
Schedule Il of
Companies Act
Cash Flow
Statement --- Direct

shriAsaramii Bhogweale

White board,
Marker,
Overhead
projector,
Laptop,

of Financial Statements in Internet
accordance with Statutory requirements access

Page 14 of
48
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Model Curriculum for Model Curriculum for Accounts Executive (Recording and Reporting)

&~ N'S:D-C
National
Skill Development
Corporation

! §~E§ _! Transforming the skill landscape
—_~

Internship/ On Job Training

g
[

Accounting , Costing of consumption
& valuation of stocks

Task to be Performed No of Hours No of Credits Learning Objectives NOS
S.No
1 Payroll Accounting 1,8
Understanding various concepts to perform | 7 Understanding the components of BSC/N 1201
payroll function salary
Understanding in detail the documents relating | 7 Understanding & recording the | BSC/N 1202
to Job Roles employee details
Preparation of Salary Advice 7 Obtain & understand the salary [ BSC/N 1203
register
Preparation of Statutory Advice =7 Understand  statutory deductions BSC /N 1204
applicable to Organizations
Preparation of Salary Journal 7 Preparation of Summary details of BSC/ N 1205
earnings of employees
Performing the Accounting Entry 7 Updating voucher with approved | BSC /N 1206
payment details
Filling & Record Keeping 3 Filling of Documents for Future
‘l reference BSC/ N 1207
Preparation of Stock Statements 45 1:5 Stock Statements, Inventory

ModCur_2015_1_0

Page 16 of
48
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Model Curriculum for Model Curriculum for Accounts Executive (Recording and Reporting)

N Nej Nsp-c
! 4 National
Skill Development
~ - Corporation
BF§' Transforming the skill fandscape
e WK Gt o
Preparing receipt voucher 4.0 Raising the invoice on Customer BSC/N 0909
Performing the Accounting Entries 5.0 To pass accounting entries in the BSC/ N 0910
Books of accounts
Record Keeping 4.0 Studying & understanding relevance | BSC /N 0911
of documents
4 Compliance of TDS/ VAT/Service Tax 1.5
Service Tax Compliance 15 Ascertaining Service Tax Liability &

handling documents

TDS Compliance 15 Ascertaining TDS Liability & handling
documents
VAT Compliance 15 Ascertaining VAT Liability & handling
documents
ModCur_2015_1_0 Page 18 of
48
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Model Curriculum for Model Curriculum for Accounts Executive (Recording and Reporting)

@

o

BFSI

W e
~ . Pre-requisites to Training

Training Outcomes

N‘S5:D-C
National

Skill Development
Corporation

Transforming the skill landscape

After completing this programme, participants will be able to:

Fundamentals of Income Tax, Income under the head Salaries & House Property

Fundamentals of Companies Act, Types of Companies and incorporation of Companies

Concept of Ratios. Classification, calculation and interpretation of Ratios

Concept of Working Capital, Operating Cycle and working capital management

Fundamentals of Budgets, Objectives of Budgetary Control, Preparation of budgets & variance analysis.

This course encompasses _ out of _ National Occupational Standards (NOS) of “Asst. Manager” Qualification Pack issued by “BFSI Sector Skill Council of India”.

C) SEMESTER 3

Sr.  Module
No.

1 Direct Taxation  ---
Concept of Income,
Exemptions, Income

s from  Salaries &
Income from House
Property

ModCur_2015_1_0

Sub-module

Vi.

Theory  Practical Key Learning Outcomes Corresponding
Duration Duration NOS Code
(hh:mm)  (hh:mm)

Concept of 15 30 Fundamentals of Income Tax, Income under the

Income head Salaries & House Property

Residential Status
Charge of Income

Tax

Rates of Tax
Heads of Income
Income from

Salaries

Page 20 of
48
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Required
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Overhead
projector,
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access




Shri Ganesh Education Society’s / _ *Etfsvs’*’\-

Shri. Asaramji Bhandwaldar Arts, Cdms

(44\ x_,\/

& Science College, N %

Deogaon (R.) Tq. Kannad Dis Aurangabad (M. S ) e
ESTED: !*)‘)Jr

ADD ON CERTIFICATE PROGRAM

YEAR 2018-19

naoga'on (R’), Tﬁ. i{ann o,
nigt, A'bad-43111%




List of C

ourses

SE.No, Name of Course Department Course Co-Coordinator
1 Human rights and Duties Sociology Dr.Nandakumar Kuklare
2 Organic Farming Botany Mr.Ganesh Balhal

3 Fundamentals of Computer Computer Mr.Shejval Vilas

R Sutrasanchalan Kaushalya Marathi Dr. Sindhu Solapure

5 Office Administration and Management Public Administration Dr.Jayashri Birdavade

6 Diploma in Surveying Geography Dr. Rajendra Bhalerao

7 Hindi Anuvadh Hindi Dr. Gajala Shaikh

8 Personality & Skill Development English Dr. Sadashiv Pawar
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Shri Asaramji Bhandwaldar Art’s Comm. & Science College, e

Deogaon R. Tq. Kannd Dist. Aurangabad. L0
Department of Sociology

Certificate Course Syllabus Academic Year 2018-19

n I3E LY A 1y Iy 8 M
AN RIGHT AND DUTIES

Objectives of the Course

1) To introduce students to the meaning and nature of Human Rights
2) To understand the Human Duties and Responsibilities
3) To understand the Indian Civilization of Human Right.
4) To introduce the Fundamental Rights

5) To orient various Human Rights and social issues

UNIT I: Nature and Scope of Human Rights
Meaning of Human Rights

e Types of Human Rights

¢ Importance of Study of Human Rights

e Scope of the study of Human Rights

e Limitations of the study of Human Rights.

UNIT II: Concept of Rights
Concepts of liberty, freedom, equality, justice and human dignity

e Concepts of individual and collective, state, civil society, power and immunity
e Relation between rights and Duties

UNIT III: Human Rights Social Context

Rights Approach to Development

e Religion — Humanism, secular

® & moral legacies Social stratification and Human Rights
e Patriarchy-gender differences and human rights

¢ Rural-urban disparities and human rights

Poverty and Human Rights
Untouchability
Caste system, caste based prejudice, discrimination, Other social deprivations

UNIT IV: Basic Rights and Duties:
Their content, Scope and Implications Association and Assembly
e Work with equality and dignity

e Right to Education and Information M@
e Right to Strike Prin-in=!
e Right to Health Sl Asam*m“ netysaldar Arts,

Social Security Comm. & a6




e Collective bargaining
e Workers’ participation in management

Reference Books:

Alfab Alam(ed),2000 Human Rights in India Raj Pubhcatlon New Delhi
Vijay Kumar, 2003 Human Rights Dimensions and Issues Anmol Publications, New Delhx""m @
Alam, Aftab ed., Human Rights in India: Issues and Challenges (New Delhi: Raj Publications,
1999)

Mehanfas Begum(ed), 2000 Human Rights in India, A.P.H. Publishing Corporation, New Delhi.
Jayapalan N., Human Rights (New Delhi: Atlantic Publishers, 2000).

Mohanti, M., Human Rights Education (New Delhi: Deep and Deep 2000)

Gokulesh Sharma, 2004 Human Rights and Social Justice, Deep and Deep Publication, New
Delhi

Katarina Tomasevski, Women and Human Rights, Zed Books, London.

Course Co-coordinator - Prof. Nandkumar Kuklare

Credits — 2

Duration — 3 Months

Evaluation — 1. Theory 30 marks
2. Practical 20 marks
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Various Organic Farming Models-Natural Farming, Fukuoka-Japan, Parma du%e;"

Billmollyson, Australian Organic Farming, Ecological Farming. Palekar Principles of Organic

Farming, 1.Naturality,2,Deconstructability,3.Productivity, 4 Responsibility,5.Diversity, 6. The |

attitude Towards Farming and the Proactive Work The Basis of Farming Life and Farming,

Ecology and the Fertility of the soil, Food and the soil Organic Cycle, Crop, Pest, Fertilisers,etc
Course

II-Organic Farming

Basic Lessons Introduction to Farming, From Punam Farming to Green Revolution, The
Vision and Principles of Organic Farming, Agribusiness and Agriculture, Soil and Farming(Soil,
The Chemical Composition of Soil, Elements in Soil. The Organic Matter in Soil. The
Rethinking of Farming using the Chemical Fertilizers-History, Practical Aspects, Positive and
Negative Aspects of Chemical Fertilizers Combined Farming-Paddy, Coconut Tree, Fish, Duck
etc. Course

III-Organic Farming-Social Circumstances

l.Agriculture and Climate Change 2.Social Annexation through. Agriculture- Social
Annexation through Crop, Culture, Food.etc 3.Food Safety and Food Policy 4.Secure Food
5.Differences in  Lifestyle 6.Limited Use of Resources, 7.IndigenousCrops-
Selection&Processing. G.M. Seed-Positive and Negative Aspects, 8.FoodCrops,CashCrops,
Monocrops, Mixed Crops 9.Forest and Agriculture-The Organic Farming Concept 10.Herbs and
Spices 11.Food Physical and Mental Health 12.Organic Farming Products-Marketing, Theory
and Practical Aspects 9 Course

IV-Practical Terrace Farming-Practical,

Soil Preparation, Soil Conservation and Water Conservation-Practical Organic Manure Making-
Practical Field Visit-Report Writing.

Course Co-coordinator — Mr. Ganesh Balhal

Credits — 2 :
Duration — 3 Months ; ,
Evaluation — 1. Theory 30 marks -

2. Practical 20 marks : Shri‘!fi‘,
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Department of Computer Science

Syllabus

rtificate Couree - Fundamentals of Computer

What is computer
Characteristics of Computers
Types of Computers
Generations of Computer
Components of Computer
Networking

Memories [Memory hierarchy]

Registers [Types of Registers] Cache Memory

Primary Memory

i) RAM
a) How data is stored in a RAM
b) DRAM and SRAM

ii) ROM
a) ROM BIOS/ Firmware
b) Types of ROM

Secondary Memories

i) Hard disk
a) Structure of a hard disk, how data is stored in a hard disk, concept of
sectors, clusters, cylinders
b) formatting of hard disk (low level formatting and high level formatting)
ii) Floppy [data storage mechanism|]
iii) CD (data storage mechanism]

Software

System Software

a. Program Language Translators

i. Assembler il. Compiler

iii. Interpreter

b. Utility Programs

¢. Communication Software

d. Performance Monitoring Software

e Application Software

f.-Software hierarchy and dependence between the different layers g. Computer Languages

1. Machine language

ii. Assembly language

iii. High level language

Operating System: Windows 7 M ”&




Features
Easier ways to work with windows
Better Device Management
Windows Home Group
MS Office
Introduction
Ribbon
MS Word 2010
Interface Elements
File Menu
Auto Correct
Home Tab
Insert Tab
Page Layout Tab
Mailings Tab
Review Tab
View Tab
MS Excel 2010
ojectore
Spreadsheets
Introduction to Excel 2010
File Tab.
Home Tab Functions in Excel 2010
Insert Tab
Page Layout Tab
- Formulas
Data Tab
Review Tab
View Tab
Charts
Conditional formatting
Data Validation
Printing
Presentation Tool MS PowerPoint 2010
Ribbon
Create a new presentation
Slide Views
Apply Transition
Presenting Slide Show
Saving and Printing
Word Art and Shapes
Animating Text and Objects
Internet

{&xm
Plart fearan g Al
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What is Internet
What is www
Web Browser
Toolbars
URL
Domains
Home Page and History The Cache
Favorites
How does Search Engine work
Things To Be Cautious About The Internet
Duration
3 months.
3 hour per week
Total 32 houv

Evaluatin.
Theory Exam Marks Practical Total
30 20 50

Course Co-coordinator - Mr. Shejwal V.R.

Credits — 2

Duration — 3 Months

Evaluation — 1. Theory 30 marks
2. Practical 20 marks

7
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Credits — 2

Duration — 3 Months

Evaluation — 1. Theory 30 marks
2. Practical 20 marks
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Shri Asaramji Bhandwaldar Arts, Commerce and Science Collége :

Deogaon, R, Tq. Kannad, Dist Aurangabad

Department of Public Administration

Office Administration and Management Certificate Course

Rationale

Office Administration is aoffice working and procedure subject concerned with
the study of administrativeprinciples, policies, procedures and technological
competencies governing the modern officeenvironment.

Objectives

provide students with the knowledge, skills attitudes and competencies to function in the
modern office environment;

Develop awareness of the principles, policies, procedures and technological
competenciesinvolved in office administration;

Develop technical, planning, organising, management and problem-solving skills
necessaryfor functioning in a modern office environment;

Provide students with the capability to adapt to changes that impact the
businessenvironment; '

Develop the confidence and capability to respond effectively to new processes in the
office;

acquire technological, communicative, problem-solving and attitudinal skills to
functioneffectively in the working environment;

acquire inter-personal skills to help foster organisational harmony and customer
goodwill;

Develop the confidence to seek promotional opportunities within the organisation;
Develop the competency to choose from a wide range of career paths in the business
field;

. Acquire knowledge and skills that would allow them to pursue further education in

relatedfields of business;
ORGANISATION OF THE COURSE &SYLLABUS

This course consist of 4 credits involving 60 hours in which 30 hrs will be for

theory and 30 hrs will be for practical.
[l —
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Syllabus of Office Administration and Management Certiﬁc’gtéﬂGQprse AT
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Unit I: Office Administration and office management ‘“-':;;»;. ok

|/ -
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Meaning of office, Functions of modern office, Meaning of management, Elements of offic
management, Administration vs management

Unit II office as organization

Meaning of organization, Types of organization, Organization charts, Manuals- need and
purpose

Unit III office environment and layout

Office accommodation, location of office- factors affecting location

Choice of location and site-urban vs suburban location, Importance of office environment
Components of working condition

Unit IV Office Communication

Meaning, , Significance, process of communication, Means of communication, Barriers to
effective communication

Unit V Filing and Indexing

Meaning and significance of records, Records management- objectives, principles of record
keeping, Filling functions, essentials of good filling, Planning of filling operations, Methods of
classification of filling, Definition of indexing, Significance of indexing, Essentials of good
indexing system, Types of indexing

Unit VI Mailing, office reports and data processing

Significance of effective mail service, Organization of mailing service, Inward and outward mail
procedure, Meaning of office reports, purpose and types of office reports, Guiding principles of
writing reports

Unit VII Commercial correspondence

Kinds of letters, Significance of business correspondence, What is good business letter, Structure
of business letter, Circular letters, Trade enquiries and quotations, Placing and execution of
orders

Unit VIII Handling Dak in Govt. offices

Govt. Machinery-Govt of India, secretaries, addresses in Govt. Correspondence, routine of Govt.
office

Course Cdordinator- Dr Jayashri Birdavade Duration 3 Months

Evaluation: Theory 30 Marks
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Diploma in Surveying
Duration :- One Year
Credit Points :- 4.

Course Objective :

1. To learn the art of surveying.
2. To get the skills of mapping,
3. To know the survey of Agricultural Land and prepare the maps.

4. To developed the skills of measurements Plotting, Area & Land.

Section ""A'" (Theory)

Cred! i
Unit — I Dehnmon of Survevmg, Types of Surveying Equipment of Surveym,g.'ﬁ :
05 b
Unit — II Types of Instrumental survey, Chain & Tape Survey, Plane table Survey, Pnsmahc
Compass Survey. Section B.
05

Section "A" (Theory)

Unit-III Chain Survey, Open Chain Survey, Triangulation Chain Survey, Close traverse ¢ ;
survey. : 10

Unit - IV Plain Table Survey, Open traverse survey,

Inter section plane table survey, close traverse chain survey. K
Unit — V Prismatic Compass Survey, Definition of Bearing, Types if Bearing, Open tra\:lé;:; 4
compass survey, Intersection Survey, Close traverse Survey, Correction of Bearings.
Intec Cépacity 40 Students :
One Practical Batch: 10 Students f
Total Batches: 04 ' *

One practical period it means 3 theory periods. - g

Course Co-coordinator — Dr. Rajendra Bhalerao

Credits — 4
Duration - 1 '
Evaluation — 1. Theory 30 marks ll :
2. Practical 20 marks Shi Asafan \
Comem, & - R
necgas-% (R “-‘i Ka“"“d i
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Credits - 2

Duration — 3 Months

Evaluation — 1. Theory 30 marks
2. Practical 20 marks
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Shri Asaramji Bhandwaldar Art’s Comm. & Scienc

Deogaon R. Tq. Kannd Dist. Aurangabad.
Department of Sociology
Certificate Course Syllabus
HUMAN RIGHT AND DUTIES

Objectives of the Course

[) To introduce students to the meanin

2) To understand the Human Duties and Responsibilities
3) To understand the Indian Civilization of Human Right.
4) To introduce the F undamental Rights

5) To orient various Human Rights and social issues

UNIT I: Nature and Scope of Human Rights
Meaning of Human Rights

Types of Human Rights

Importance of Study of Human Rights
Scope of the study of Human Rights
Limitations of the study of Human Rights.

UNIT II: Concept of Rights

Concepts of liberty, freedom, equality,

& INEHYT 2

kﬁ,"{i\t‘ 14\
P ik ol {

e iijllege,

g and nature of Human Rj ghts

Justice and human dignity

Concepts of individual and collective, state, civil society, power and
immunity

Relation between rights and Duties

UNIT III: Human Rights Social Context
Rights Approach to Development

Religion — Humanism, secular

® & moral legacies Social stratification and Human Rights

Patriarchy-gender differences and human rights
Rural-urban disparities and human rights
Poverty and Human Rights

Untouchability

Caste system, caste based prejudice, discriminaWdeprivaﬁons
, \
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UNIT IV: Basic Rights and Duties:

Their content, Scope and Implications Association and Assembly /%) _ ’ By

e Work with equality and dignity

Right to Education and Information
Right to Strike
Right to Health
e Social Security

Collective bargaining

Workers’ participation in management

Reference Books:

Alfab Alam(ed),2000 Human Rights in India Raj Publication, New Delhi

Vijay Kumar, 2003 Human Rights Dimensions and Issues Anmol Publications,
New Delhi

Alam, Aftab ed., Human Rights in India: Issues and Challenges (New Delhi: Raj
Publications, 1999)

- Mehanfas Begum(ed), 2000 Human Rights in India, A.P.H. Publishing
Corporation, New Delhi.

Jayapalan N., Human Rights (New Delhi: Atlantic Publishers, 2000).

Mohanti, M., Human Rights Education (New Delhi: Deep and Deep 2000)
Gokulesh Sharma, 2004 Human Rights and Social Justice, Deep and Deep
Publication, New Delhi

Katarina Tomasevski, Women and Human Rights, Zed Books, London.

Course W Principal :

Prof. Nandkumar Kuklare shri Asare
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Kannad Dist. Aurangabad
Department of English

Certificate Course in Communicative Skill & Technical Writin':g"m

¥
Goals and objectives:

To equip the students with basic communicative skills

To develop writing skill of the students

To develop reading and speaking skills.

To improve personality and boost positive attitude among the students.

oy e

Teaching Faculty:

1. Dr. Sadashiv Pawar, Head, Dept. of English
2. Mr. Kesare P.J., Lecturer, Dept. of English

Visiting Faculty:

1. Dr. Santosh Chouthaiwale, HOD, Indraraj College Sillod.
J02. M. Asmita Salve, Research scholar

ghri s its,
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Shri Asaramji Bhandwaldar Arts, Commerce & Science College, Deogaon (RY)
Kannad Dist. Aurangabad & \

Department of English : p‘ L‘
; A. (f 2
Certificate Course in Communicative Skill & Technical ertmg

Syllabus

Duration: 03 months Exam. Total Marks: 50
Credit: 02 Hours: 24

UNIT —I-COMMUNICATION: ITS TYPES AND SIGNIFICANCE
% Concept of Communication,
% Process of Communication,
% Formal Communication and its types,
% Media of communication,
.+ Barriers of communication.
UNIT-II-BASIC GRAMMAR

)

% Parts of speech,
% Tenses and its usage
UNIT-III-READING SKILL
X Purpose and process of reading,
% Reading tactics,
% strategies and comprehension
UNIT-IV-LISTENING SKILL

£ Process of listening,

< Types of listening,

% Listening-thinking process,

% Listening casual conversation, media talks etc.
UNIT-V-SPEAKING SKILL

: % Skills of effective speaking,

% Tone and accent,

% Body language.

% Phonetics,

<+ Telephonic conversation,

% presentation skill

UNIT =VI-TECHNICAL WRITING @ﬁ\%
; \
< Elements of effective writing, !

3G

ot

>

< Job application, R [ AN
£ R ) Shrjfsar -
%+ Biodata preparation, Comi

% curriculum vitae, : D“"



& Summary writing,
< Agenda- minute and Report writing,
& Letter and essay writing

Reference material:

o

» Basic English Grammar
» Written and Spoken Communication in English
. Spoken English for India, Bansal & Harrison
% College Library & Departmental Library facility available with books, e-sources elc.
Examination procedure:

' & Theoretical examination for 30 marks consists MCAQ and a question on technical

writing.
& Practical examination for 20 marks on presentation, a brief talk, an active participation in

Group discussion and reading a paragraph.

0‘0
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Shri. Ganesh Education Society's

Shri Asaramji Bhandwaldar Arts, Commerce
& Science College

Deogaon (R) Tq. Kannad, Dist. Aurangabad (M.S.) - 431115.
ESTD : 1994
Affiliated to : Dr. Babasaheb Ambedkar Marathwada University, Aurangabad.
MAAC - ACCREDITED B Grade

.............................................................................................................................................................................................

Permanent Affiliated to : 2004-5/32442-44 Date 12/10/2004 2(f) & 12 (B)-No. F8-72/2006 (CCP) June-2007

Email : prinabcollege@vahoo.in Ph. Na. (02435) 247525

www. bhandwaldarcollege.com M.No. 8823551122
INTERNAL QUALITY ASSURANCE CELL 2

el AB L s caifnasinning Date : ! /

Criterion -1

Details of Add on / Certificate Courses Implemented during Last Five Years
— INDEX

Particulars Links
Brochure of Certificate Courses 2020-2021 | Link
Brochure of Certificate Courses 2019-2020 | Link
Brochure of Certificate Courses 2018-2019 | Link
Brochure of Certificate Courses 2017-2018 | Link
Brochure of Certificate Courses 2016-2017 | Link
Additional Information Link
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Shri Ganesh Education Society’s

Shri. Asaramji Bhandwaldar Arts, Cﬂ/mmer"

. e
O

& Science College,
(R} Tq. Kannad Dist. Aurangabad (M.S, 1

ESTED: 1994
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List of Courses

sr.No. - - Name of Course Nepartment Course Co-U :xnrif&atn'r -
1 Organic Farming Botany Mr.Ganesh Balhal ¥
2 Fundamentals of Computer Computer Mr.Shejval Vilas - 5351'-:
3 Electronic Media Hindi Dr. Gajala Shaikh
| 4 Sutrasanchalan Kaushalya (Ancharing Skill ) | Marathi Dr. Sindhu Solapure.
W (3 OfTice Administration and Management Public Dr Jayashri Birdavade
Administration i
6 Governance of India : Fundamental Concepts | Public Dr.Jayashri Birdav?ég’_:_
Administration P
7 Diploma in Surveying Geography Dr. Rajendra B lerao
3 Digitalization : Digital Payment System Commerce Dr. Vilas Dapke . -5f'f'ﬁ-
9 Er_lt'épreneurship Development Commerce Dr. Manik Waghrﬁf@:
; Ff§ L
‘h
R
Mﬂf q
rincipal i"’-i-’g
Shri Asaramij: shancwaidar v
Comm. &k Science College 1
e Cgaod (K}, To. Xannad,

Dict. A'bag-431115




Syllabus

Course Lintroduction fo Organic Farming {
e

Various Organic Farming Models-Natural Farming, Fukuoka-Japan, Parma “ult
Billmollyson. Australian Organic Farming, Ecological Farming. Palekar Principles ‘ji-,-.'
Farming. 1.Naturality.2.Deconstructability,3.Productivity, 4.Responsibility,5.Diversity.—6:"Ths
attitude Towards Farming and the Proactive Work The Basis of Farming Life and F f .
Ecology and the Fertility of the soil, Food and the soil Organic Cycle, Crop, Pest, Fernhsers:ﬂk:
Course

-h:g:‘,-u

1-Organic Farming = f.-'“i

Basic Lessons Introduction to Farming, From Punam Farming to Green Revolution, %ﬂ:
Vision and Principles of Organic Farming, Agribusiness and Agriculture, Soil and Farming(; "'-s :_’
The Chemical Composition of Scil, Elements in Soil. The Organic Matter in Soil. The
Rethinking of Farming using the Chemical Fertilizers-History, Practical Aspects, PGSlth: %{j
Negative Aspects of Chemical Fertilizers Combined Farming-Paddy, Coconut Tree, Fish, D“F
etc. Course :i

II1-Organic Farming-Social Circumstances 3.' 3

I.Agriculture and Climate Change 2.Social Annexation through. Agriculture- Sqt:i
Annexation through Crop. Culture, Food,etc 3.Food Safety and Food Policy 4.Secure ng:d
5.Differences in Lifestyle 6.Limited Use of Resources, 7.IndigenousCroj
bclcmmn&f’rﬂce«mng G.M. Seed- Posmvc and Negative Aspects, 8.FoodCrops. Cash ro

Spices 11. hmd thucdl and "uien’ral Health 12.0rganic Farming Products- Markelmg,
and Practical Aspects 9 Course

IV-Practical Terrace Farming-Practical,

Soil Preparation, Scil Conservation and Water Conservation-Practical Organic Manure M ir
Practical Field Visit-Report Writing.

Course Co-coordinator — Mr. Ganesh Balhal

Credits - 2 _ |
Duration - 3 Months Shri Asaram:; Y S
Evaluation — 1. Theory 30 marks G awaldas .ﬁﬂ_ :

: m. & Scence Collegal]
2. Practical 20 marks B0n (K}, To. Kannad -

ist A' eao-4311i5




Department of Computer Science

Syllabus
Certificate Cource - Fundamenials of Computer

What is computer
Characteristics of Computers
Types of Computers
Generations of Computer
Components of Computer
Networking

Memories [Memory hierarchy]

“Registers [Types of’ Rr:glsters] Cache Memory

Primary Memory

i) RAM
a) How data is stored in a RAM
b) DRAM and SRAM

HROM
a) ROM BIOS/ Firmware
b) Types of ROM

Secondary Memorics

i) Hard disk
a) Structure of a hard disk. how data is stored in a hard disk, concept of
sectors, clusters, cylinders
b) formatting of hard disk (low level formatting and high level formatting)
ii) Floppy |data storage mechanism]
iii) CD (data storage mechanism]

Software

System Software

a. Program Language Translators

i. Assembler il. Compiler

iii. Interpreter

b. Utility Programs

¢. Communication Software

d. Performance Monitoring Software

e Apphwlmn Software

i Machine language
ii. Assembly language
iii. High level language

Operating System: Windows 7

mmmmji ot
Comm, & Suience Lol

Axsgaon (7, Ta. Kanhish :
et 4n6-431128




Features
Easier ways to work with windows
Better Device Management
Windows Home Group
MS Office
Introduction
Ribbon
MS Word 2010
Interface Elements
File Menu
Auto Correct
Home Tab
Insert Tab
Page Layout Tab
Mailings Tab
Review Tab
View Tab
MS Excel 2010
ojectore
Spreadsheets
Introduction to Excel 2010
File Tab.
Home Tab Functions in Excel 2010
Insert Tab
Page Layout Tab
Formulas
Data Tab
Review Tab
View Tab
Charts
Conditional formatting
Data Validation
Printing
Presentation Tool MS PowerPoint 2010
Ribbon
(Create a new presentation
Slide Views
Apply Transition
Presenting Slide Show
Saving and Printing
Word Art and Shapes
Animating Text and Objects
Internet

!hﬁhaﬁmiﬁ-

Comm. & 50 enice ! mieaa .J

Dazgeon (A, Tu. Kannad, | 1
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What is Internet
What is www
Web Browser
Toolbars
URL
Domains
Home Page and History The Cache
Favorites
How does Search Engine work
Things To Be Cautious About The Internet
Duration
3 months.
3 hour per week
Total 32 houv
Evaluatin.
Theory Exam Marks Practical Total
30 20 50

[ Course Co-coordinator - Mr. Shejwal V.R.

| Credits - 2

Duration — 3 Months

Evaluation — 1. Theory 30 marks
2. Practical 20 marks

gl Asaramii P hoaovaldar Ants,
Comm. & Suience Coliege
Deogacn (R}, Ta. Kannad,
Dot A'Bas-431115
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Duration — 3 Months

Evaluation — 1. Theory 30 marks
2. Practical 20 marks
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Shri Asaramji Bhandwaldar Arts, Commerce and Science College
Deogaon, R, Tq. Kannad, Dist Aurangabad

10.

Department of Public Administration

Office Administration and Management Certificate Course

Rationale

Office Administration is aoffice working and procedure subject concerned with
the study of administrativeprinciples, policies. procedures and technological
competencies governing the modern officeenvironment. '

Objectives

. provide students with the knowledge, skills attitudes and competencies to function in the

modern office environment:

Develop awareness of the principles, policies, procedures and technological
competenciesinvolved in office administration;

Develop technical, planning, organising, management and problem-solving skills
necessaryfor functioning in a modern office environment;

Provide students with the capability to adapt to changes that impact the
businessenvironment;

Develop the confidence and capability to respond effectively o new processes in the
office:

acquire technological, communicative, problem-solving and attitudinal skills to
functioneffectively in the working environment;

acquire inter-personal skills to help foster organisational harmony and customer
goodwill;

Develop the confidence to seek promotional opportunities within the organisation;
Develop the competency to choose from a wide range of career paths in the business
field;

Acquire knowledge and skills that would allow them to pursue lurther education in
relatedfields of business:

ORGANISATION OF THE COURSE &SYLLABUS

This course consist of 4 credits involving 60 hours in which 30 hrs will be lor

theory and 30 hrs will be for practical.
ol

Shrifsara
Comm. & & < dy -
Decgaon (R}, Ta. Kannad
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Syllabus of Office Administration and Management Certificate Course

Unit I: Office Administration and office management

~ Meaning of office, Functions of modern office, Meaning of management, Elements of office

management, Administration vs management
Unit IT office as organization

Meaning of organization, Types of organization, Organization charts, Manuals- need and
purpose

Unit I1I office environment and layout

Office accommodation, location of office- factors affecting location

Choice of location and site-urban vs suburban location, Importance of office environment
Components of working condition

Unit IV Office Communication

Meaning, , Significance, process of communication, Means o { communication, Barriers to
effective communication

Unit V Filing and Indexing

Meaning and significance of records, Records management- objectives, principles of record
keeping, Filling functions, essentials of goed filling, Planning of filling operations, Methods of
classification of filling, Definition of indexing, Significance of indexing, Essentials ol good
indexing system, Types of indexing

Unit VI Mailing, office reports and data processing

Significance of effective mail service, Organization of mailing service, Inward and outward mail
procedure, Meaning of office reports, purpose and types of office reports, Guiding principles of
writing reports

Unit VII Commercial correspondence

Kinds of letters, Significance of business correspondence, What is good business letter, Structure
of business letter, Circular letters, Trade enquiries and quotations, Placing and execution of
orders

Unit VIII Handling Dak in Govt. offices

Govt. Machinery-Govt of India, secretaries, addresses in Govt, Correspondence, routine of Govt.
office

Course Coordinator- Dr Jayashri Birdavade Duration 3 Months

Evaluation: Theory 30 Marks (}P Practical 20 Marks

Khri £sai Br Aris,
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should know the Indian administrative system, local self government impnrtantpar amehts

Shri Asaramji Bhandwaldar Arts, Commerce and Science
Deogaon, R, Tq. Kannad, Dist Aurangabad
Department of Public Administration

" e . . ey
Certificate in Governance of India: Fundamental Conee :I%i_

commiftees, importance of public policy, public policy formulation and implementad
important landmark policies etc.

The main objective of the course is to guide students and clear the basic concepts of
administrative system. A

Rationale: Governance of India :Fundamental Concepts is a subject concerned with the stugy of
administrative principles, policies. procedures and technological competencies governing:th
Indian administration.

Objectives

L. To provide students with the knowledge, skills attitudes and competencies to fac
competitive examination like MPSC, State services, NET and SET. i

2. Develop awareness of the principles, policies, procedures and technul Eai

competencies involved in Indian administration.

Provide students with the capability to solve the MCQs on Indian administration

4. Develop the confidence and capability so as to become ideal administrator a ,:33-
successful politician ;

5. The course will familiarize students to the Indian constitutional frame work, locahﬁglf
government. policies etc.

tad

. ??3". ;

ke g
ORGANISATION OF THE COURSE &SYLLABUS gl
This course consist of 2 credits involving 30 hours. ‘-i} :
This will include visit to Grampanchayat, Municipal corporation. f%;

The syllabus is arranged in twelve SECTIONS, sub-divided into specific objecti -_
corresponding content ]
Unit I- Indian Administration- Evolution, Salient features, Constitutional frame
Fundamental Righis and Duties, Directive principals of State policy o
Unit 1I- Local Self Government- Urban Governance, Rural Governance e
Unit [TI- Public Policy- Concept, Meaning, Formulation, Implementation and Eva] o1 _:

Assignment- three assignments, Examination

Course Co-coordinator — Dr. Jayshri Birdavade

Credits — 2
Duration — 3 Months @ﬁﬁ -
Evaluation — 1. Theory 30 marks

Principa
2. Practical 20 marks gyl Asaramii B0z nchwaldar A,
W & Suiance Colteye
l}mgnm {Fﬂr Ta, Kanmad,
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Diploana in Surveying

Dwuration :- One Year j EI?.
Credit Points :- 4.

Course Objective :

1. To learn the art of surveying.
2. To get the skills of mapping,

3. To know the survey of Agricultural Land and prepare the maps.

4. To developed the skills of measurements Plotting, Area & Land.

Section "A" (Theory)

Unit — 1  Definition of Surveving, Types of Surveying Equipment of Si.'lI"ﬂr‘E_:

05 o
1€ Unit — 11 Types of Instrumental survey, Chain & Tape Survey, Plane table Survey, Pn Eatic
Compass Survey. Sac:hnﬂ B. 3
03

Section "A" (Theory)

Unit-11I- Chain Survey, Open Chain Survey, Triangulation Chain Survey, Close traverse.
survey. ;

Unit - IV Plain Table Survey, Open traverse survey,
Inter section plane table survey, close traverse chain survey.

Unit — V Prismatic Compass Survey, Definition of Bearing, Types if Bearing, Dpen_é aye
compass survey. Intersection Survey, Close traverse Survey, Correction of Bearings.

Intec Capacity :40 Students

One Practical Batch: 10 Srudents

Total Batches: 04

One practical period it means 3 theory periods.

Course Co-coordinator — Dr. Rajendra Bhalerao

Credits — 2 _ 1&
Duration - 3 Months M .
Evaluation — 1. Theory 30 marks e i,

: Prinsipal

3 2 S A
2. Practical 20 marks gl Asaramii Enzad ;
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Department of Commerce aten b
Certificate Course Syllabus T ey
Suhject | -- Digitalization : Digitel Payment System 1 *
it i . ¥ L E
. A i 8 it
Objectives: Durations : 30 hours DVIEET E

* To Provide information about Digitalization.
* To Provide Information about Digital Payment System.

* To Awareness about digitalization in India.

Units Title of Topies/ Sub, Topic

| Introduction : Meaning, definition of digital payment system, | *
scope of DPS, Objective of DPS, Advantages and Disadvantages Of
DPS, ( DPS - Digital Payment System)

I Internet Banking : Meaning , concepts, Objectives,
Problems and Sccurities challenges of Internet banking, Types of
Internet Banking Transactions.

11 Methods, Modules and Apps Of Digital Payment System :
! Methods of DPS. Modules And various Applications Of DPS, Use
Of Technology in DPS, Strength, Weakness, Opportunities and
threats of Digital Payment System.

Vi Types of Digital Payment Methods In India:

Banking Cards. USSD, Aadhar Enabled Payment System
(ALFS).UPL Mobile Wallets, Bank Pre-paid Cards, Point Of Sale
(POS). Tnternet Banking. Mobile Banking, Bharat Interface For
Money App.(BHIM)

v PRACTICAL

~ TOITAL EXPECTED PERIODS

Course Co-coordinator — Dr. Vilas Dapke

Credits — 2

Duration — 3 Months

Evaluation — 1. Theory 30 marks
2. Practical 20 marks




i
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Department of Commerce
Certificate Course Syllabus

Subjev iHireprencursiip Development

Objectives: Durations : 30 hours
* To Provide information about Entrepreneurship Development.
* To Provide Information of various Entrepreneurship Development training pro
organization.
To provide knowledge of how to prepare the project report.
* To provide knowledge and create ability for set up a new venture.

L

[ Units Title of Topics/ Sub, Topic

1 | Entreprencur & Fntrepreneurship : Meaning of Entrepreneur &
Entrepreneurship,  Characteristics and qualities. of Entrepreneur, role of
Entrepreneurs in the development of economy.

Il | Entrepreneurship Development Training Program : objectives of
Entrepreneurshop Development  training programme, benefits of
entreprenewsship development training programme and methods of training
of entrepreneurship development

HI | Entreprencurship Development Training Program Organization
National level, state level and district level organization and its brief
history. w orking objectives and functions

VI | Starting a New Venture - ‘troduction, search of Business ideas, product | |

selection, SWOT analysis :
V | Project Identification and Preparation : meaning of project project
identification and project selection background / content of project and

preparation of project report. B

___1OTAL EXPECTED PERIODS

Suggested Books ;

Fundamental of Entreprencuship, G.S. Sudha, Ramesh Books Depot Bombay
Project Planning and Co wirol, N.P. Agrawal, Indus Vally Publication New Delhi :
Entrepreneurship Development S.8.Khanka, Sultand Chand Publication i
Entreprencurship Development : Gordan & Natarajan Himalaya Pub,

il o > v

Course Co-coordinator - Dr, Manik Waghmare ;

Credits — 2
Duration - 3 Months @%ﬂ!f :
Evaluation — 1. Theory 30 marks Tin : Jdar Arts,

1 T o - 1' Lji# :
2. Practical 20 IMArKS sh[! ﬂﬁ:}fl G EnS CalegR i
O gaon (), Ta. Kannadk '
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TALLY
4

S CERTIFIED
PARTNER

5 Star Sales & Solution

, Memorandum of Understanding

The MOU Sign Between
Department of Commerce
Shri Asaramji Bhandwaldar Arts, Commerce & Science College,
Deogaon (Rangari), Aurangabad
And
Telly Soft Service Pvt. Lid.
Aurangabad.

We share the common vision of empowering the students by imparting industry relevant skill sets and
increasing their employability.

To achieve our common Goal, College and Tally Education would collaborate on the following frame-
work to execute the students training.
Academic year: 2019-2020

TallyACE Certification fees per student: 4300/-

Role of Shri Asaramji Bhandwaldar Arts, Commerce & Science College:
1. The schedule and details of training to be shared with Telly Soft Service Pvt. Ltd.
Z~ To organize the online assessments as per the Tally Education assessment guidelines.

N~ 3. To make 100% payment to Telly Soft Service Pvt. Ltd. before the start of the course.

Role of Telly Soft Service Pvt. Lid.:
1. To conduct onfine assessments.

2. To issue Tally Course Completion Certificate for all students who successfully qualify the online
assessment.

3. Assist in job placement after successful completion of course. (Minimum test score 80%)
Witness Signature Shri Asaramji Bhandwaldar

Arts, Commerce & Science College
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Computerized Accounting with Tally9.0

Unit- I: Fundamentals of Tally.ERP 9

History of Tally.ERP 9 » Modules in Tally.ERP 9 « Salient Features of Tally. ERP 9 »
Technological Advantages » Tally.ERP 9 Startup * Tally.ERP 9 Screen Components + Use of
*Alt” and ‘Ctrl’ *Buttons Quitting Tally. ERP 9 +Company in Tally. ERP 9 » Gateway of Tally
Create another Company — National Traders + Shut a Company « Select a Company in Tally.
ERP 9 » Alter a Company = Delete a Company *F11 & F12 features -

Unit- II: Accounting Masters and Vouchers in Tally. ERPY

» Groups and Ledgers in Tally. ERP 9 + Steps to Create, Display. Alter & Delete a
Group and Ledger *Accounting Vouchers Creation, Alteration and Deletion- Contra, Payment,
Receipt, Journal, Purchase, Sales, Debit Note and Credit Note. Viewing Day Book, trial balance,
Voucher Report, Profit & Loss Account and Balance Sheet, Cash Book, Bank Book, Purchase &
Sales Registers, bill wise Reports.

Unit- I1I: Inventory Masters and Vouchers in Tally. ERP9

» Stock Group * Stock Categories * Stock Item + Godown + Unit of Measure+ Inventory
Vouchers Creation, Alteration & Deletion- Purchase & Sales Orders, Receipt & Delivery Notes,
Stock Journals ete. *Stock Summary Report, Godown Reports, Stock Valuation.

Unit- IV: GST in Tally. ERP9

« Introduction to Goods and Services Tax (GST) *Concept of SGST, CGST & 1GST) »
Tax Rate Structure * Supply of Goods and Services * Activating GST in Tally « Setting Up GST
-Company Level, Ledger Level or Inventory Level » Creating GST Masters

Unit- V: GST Transactions in Tally. ERP9

Purchase Entry with SGST and CGST +Purchase Entry with 1GST+ Sales Entry with
SGST and CGST +Sales Entry with IGST « Printing GST Tax Invoice* GST Returnss Payment ol
GST

Practical:

Company Creation, Alteration and Deletion in Tally. ERP 9
Backup & Restore of Company

Create, Display, Alter and Delete Accounting Groups
Create, Display, Alter and Delete Ledger
Recording Accounting Vouchers
Recording Inventory Vouchers

Creating GST Ledgers

Recording GST Purchase & Sales Invoice
. Accounting & Inventory Reports in Tally i ar ¢ Toftene
0. GST Reports » To Karnad
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