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आख्या- 

परिवर्तन प्रकृतर् का शाश्वर् तनयम है कहा जार्ा है तक जो मनुष्य परिवर्तन के प्रतर् सज्ज नह ीं िहर्ा ,वह 

गर्ानुगतर्कर्ा का आति हो जार्ा है | यह स्थितर् तकस  भ  स्थितर् में शे्रष्ठ नह ीं कह  जा सकर्  | नई िाष्ट्र  य तशक्षा 

न तर् का धे्यय वर्षों से चल  आ िह  तशक्षा व्यविा में आमूलचूल बिलाव लाने का है | अींगे्रजोीं द्वािा प्रित्त तशक्षा 

पद्धतर् बहुर् हि र्क नैसतगतक प्रतर्भा के िान पि केवल नौकि  किने वाले समूह क  तनमातर्ा थ  | इस  टैबू को 

समाप्त कि नई िाष्ट्र  य तशक्षा न तर् का तनमातण हुआ र्था उसके माध्यम से तवद्यातथतयोीं क  वास्ततवक प्रतर्भा को आगे 

बढाने का प्रयास तकया गया |  

 

 

इस हेरु् पािींपरिक तवर्षयोीं क  तशक्षा के साथ-साथ नवाचाि एवीं व्यवसातयक तशक्षा तवद्यातथतयोीं को ि  जा िह  है | 

कौशल तवकास पाठ्यक्रम इस  क  एक कड  है तजसमें वसु्तर्ः  व्यवसातयक तशक्षा को मुख्यधािा क  तशक्षा व्यविा 

से जोडने का लक्ष्य है | साथ ह  कॉलेज एवीं तवश्वतवद्यालय स्ति पि  व्यवसातयक तशक्षा के कायतक्रमोीं को चिणबद्ध 

र्ि के से मुख्यधािा को तशक्षा में एक कृर् किना है | 

 



 

 

 

 महातवद्यालय क  िाष्ट्र  य तशक्षा न तर् इस  लक्ष्य को लेकि आगे बढ िह  है | वर्तमान सत्र में सतमतर् को एक साथ िो 

सेमेस्टि क्रमश: ब ए प्रथम सेमेस्टि र्था ब ए रृ्र् य सेमेस्टि क  स्थिल डेवलपमेंट कोसत के साथ-साथ को करिकुलि 

कोसत एवीं माइनि तवर्षयोीं का समन्वय  किना था |वर्तमान में सतमतर् ने तवद्यातथतयोीं को सुचारू िोजगािपिक पाठ्यक्रमोीं 

से सत्र के प्रािींभ में ह  ओरियींटेशन कायतक्रम के माध्यम से अवगर् किा तिया| प्रते्यक तवद्याथी का प्रते्यक सत्र एवीं 

सेमेस्टि में पाठ्यक्रम परिवर्तन किना एक बड  चुनौर्  थ  तजसे डॉ उवीजा शमात, डॉ.तप्रयींका तसींह र्था वैभव त्याग  ने 

सुचारू ढींग से सींचातलर् तकया | गर् सत्र में जहाीं कुल 8 स्थिल डेवलपमेंट कोसत थे वह ीं तवद्यातथतयोीं क  अपेक्षा एवीं 

आवश्यकर्ा को िेखरे् हुए िो औि कोसत क्रमशः  पत्रकारिर्ा एवीं इींटर ोडक्शन ऑफ ई रिटनत नामक कोसत चलाए गए | 

इस सत्र में कुल 11 कोसत से सींचातलर् तकए जा िहे हैं, जो एक उपलस्थि से कम नह ीं | माइनि तवर्षय हेरु् ब ए प्रथम के 

तवद्यातथतयोीं के तलए तबजनेस कमु्यतनकेशन र्था ब कॉम के तवद्यातथतयोीं के तलए बेतसक इकोनॉतमक्स कोसत आवींतटर् 

तकए गए | को करिकुलि कोसत में ब ए प्रथम सेमेस्टि में फूड हेल्थ एीं ड नू्यतटर शन र्था ब ए रृ्र् य  सेमेस्टि में ह्यूमन 

वैलू्य एीं ड एनवायिमेंटल स्टड ज कोसत चल िहा है | 

 

 

 

 उक्त सभ  पाठ्यक्रमोीं के सुचारू सींचालन हेरु् सोशल वकत  स्थिल कोसत में अींर्स् सेवा फाउींडेशन के साथ एमओयू 

पि हस्ताक्षि तकए गए | श्र मर्  स्थिर्ा श्र वास्तव  सींिातपका, अींर्स् सेवा फाउींडेशन का सहयोग सिाहन य िहा| 

आपके सहयोग से सतमतर् ने श्र  ड के श्र वास्तव का तिनाींक 5 नवींबि 2022 को अतर्तथ व्याख्यान आयोतजर् तकया 

तजसक  सींयोजक डॉ उवीजा शमात िह  र्था सींचालन डॉ तप्रयींका तसींह ने तकया  | सोशल वकत  के सींबींध में डॉ कमलेश 

भािद्वाज ज  का सहयोग प्रशींसन य | तिनाींक 29 नवींबि 2022 को भ  अींर्स सेवा फाउींडेशन के सहयोग से सोशल 

वकत  का अतर्तथ व्याख्यान श्र  िाजेश िाज र्था स्थिर्ा श्र वास्तव द्वािा तिया गया | सींचालन डॉ सुमन शमात ने र्था  



 

 

सींयोजक डॉ कमलेश भािद्वाज ज  िह  | बेतसक कमु्यतनकेतटव इींस्थिश र्था पसतनातलट  डेवलपमेंट में डॉ.नींतिर्ा 

शमात द्वािा अतर्तथ व्याख्यान 25 नवींबि 2022 को तिया गया | इस कायतक्रम क  सींयोजक डॉ तप्रयींका तसींह िह  र्था 

सींचालन डॉ उवीजा शमात ने तकया |अध्यक्षर्ा प्राचायत प्रोफेसि अस्थखलेश तमश्रा ज  ने क  |डॉ ि ना शमात, समन्यवक  

बेतसक कमु्यतनकेतटव  इींस्थिश र्था डॉ तमर्  पाींडे समन्यवक, पसतनातलट   डेवलपमेंट का सहयोग उले्लखन य िहा | 

 

 

 

 

4 नवींबि 2022 को िाष्ट्र  य तशक्षा न तर् सतमतर् ने "भ्रष्ट्ाचाि मुक्त भािर्" "तवकतसर् भािर्" पि एक तिज र्था 

आशुभार्षण प्रतर्योतगर्ा का आयोजन पींजाब र्था तसींध बैंक के सहयोग से आयोतजर् तकया | "इींटर ोडक्शन टू इ रिटनत" 

स्थिल कोसत में एक अतर्तथ व्याख्यान तिनाींक 15 तिसींबि 2022 को आयोतजर् तकया गया | 

 ज्ञार्व्य है तक नन्द कृतर् फाउींडेशन,पे्रिणा शोध सींिान,आजाि फाउींडेशन, काींश िाम िाजक य कॉलेज के साथ 

एमओयू होने के साथ-साथ अींर्स सेवा फाउींडेशन के साथ तकए गए एम ओ यू तवद्यातथतयोीं के नवाचाि र्था ज्ञान क  

लालसा को तनिींर्ि सींरु्ष्ट् किरे् हैं | ऑनलाइन एवीं ऑफलाइन कक्षाएीं  तनिींर्ि सींचातलर् क  जा िह  हैं | स्थिल 

डेवलपमेंट कोसत समन्यवक डॉ कमलेश भािद्वाज, डॉ ि ना शमात, डॉ तिव्या अग्रवाल,डॉ मोतनका, डॉ ग र्ा पाींडे,डॉ 

तमर्  पाींडे, डॉ एसके अग्रवाल,डॉ न लम गगत र्था एन ई प  सतमतर् क   समन्यवक डॉ तप्रयींका तसींह  (समन्यवक 

फीं डामेंटल एीं ड आई ट  ) के रूप में भ  अपने िातयत्व का वहन तकया | 

 



 

 

िाष्ट्र  य तशक्षा न तर् सतमतर् ने तवितथतयोीं क  िोजगािपिक तशक्षा सुतनतिर् किने हेरु् मैतजक बस फाउींडेशन के साथ एम 

ओ यू पि हस्ताक्षि तकए। ब  ए तद्वर् य सेमेस्टि एवम चरु्थत सेमेस्टि के तवद्याथी इस से लाभास्थन्वर् होीं साथ ह  पूवत में 

कॉलेज से तशक्षा प्राप्त कि चुके तविाथी को तनशुल्क कीं पू्यटि प्रतशक्षण तिया गया। 

 

 

 

 चरु्थत सेमेस्टि के तवद्याथी के तलए को करिकुलि  कोसत में तफतजकल एजुकेशन र्था तद्वर् य सेमेस्टि के तवद्याथी के 

तलए फस्टत एड एीं ड बेतसक हेल्थ कोसत क  कक्षा सुतनतिर् क  गई।स्थिल डेवलपमेंट कोसत में योग का कोसत डॉ छाया 

त्याग  के नेरृ्त्व में तवश्वतवद्यालय स्ति पि किाया गया।कॉलेज के तलए गवत का तवर्षय िहा,जब योग का नोडल कें द्र 

महातवद्यालय िहा।फीं डामेंटल ऑफ़ आईट  क  समन्वयक डॉ तप्रयींका तसींह एवम डॉ अतितर् गगत ने तनिींर्ि कीं पू्यटि 

प्रतशक्षण तिया।पसतनेतलट  डेवलपमेंट कोसत समन्वयक डॉ तशल्प  तजींिल एवम ल ना ज  के नेरृ्त्व में सींचातलर् 

हुआ।सतटततफकेट कोसत कॉतडतनेटि तप्रयींका गींगवाि एवम डॉ तनहारिका गगत ने तनिींर्ि प्रयास किके टर ेतनींग सींचातलर् 

क ।बेतसक कमु्यतनकेतटव इींस्थिश कोसत में डॉ ि ना शमात र्था नींतिर्ा ज  का सहयोग अप्रतर्म िहा।वरिष्ठ साथ  डॉ 

कमलेश भािद्वाज ज  ने सोशल वकत  कोसत के माध्यम से सामातजक िातयत्वोीं से तवद्यातथतयोीं का मागतिशतन तकया। डॉ 

मोतनका ने मू्यचुअल फीं ड्स पाटत २,कोसत सींचातलर् तकया।कस्टमाइज्ड अकाउीं तटींग एवम ज  एस ट  कोसत डॉ एस के 

अग्रवाल सि के कुशल नेरृ्त्व में चला।माइनि पेपि हेरु् ब कॉम हेरु् तहींि  अनुवाि एवम इींस्थिश टर ाींसलेशन इन तलटिेचि 

र्था ब ए हेरु् फीं डामेंटल ऑफ़ एीं टर ेंपे्रनेितशप कोसत सींचातलर् तकया गया। 

 



 

 

 

 उक्त सभ  समन्यवकोीं  क  प्रशींसा हेरु् सींभवर् शब्ोीं का चयन कतिन है | साथ  प्रते्यक कोसत में सह समन्यवक में के 

रूप में डॉ सुमन शमात, डॉ अनुिाग शमात, डॉ अतितर् गगत, डॉ न िजा, डॉ ि प्त , डॉ तनहारिका, डॉ म नाक्ष , श्र  गौर्म 

बींसल, डॉ छाया त्याग  का अनविर् सहयोग प्रशींसन य िहा | प्राचायत प्रोफेसि अस्थखलेश तमश्रा ज  द्वािा तनिींर्ि सतमतर् 

को मागतिशतन सहयोग एवीं अरु्लन य समथतन तमलना हमािे तलए बहुर् महत्वपूणत है| सतमतर् उक्त सभ  का पुनः  

आभाि व्यक्त किर्  है साथ ह  भतवष्य में अपने प्रयासोीं में सुधाि हेरु् प्रतर्बद्ध है | 
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OVERVIEW 
 

 

Past few years have been challenging for the whole humanity. when all were 

bound to live a restricted life under the constant fear of infection risks, it was 

natural for anyone to develop anxiety. During that time, it was important to 

understand that mental health is very important for survival. 

In context of progressing work-life culture, implementation of the National 

Education Policy (NEP) 2020 is a key factor in the overall development and all-

round excellence of our students who are to be equipped with vital skillset. With 

key target being the higher education, emphasis on mental and physical 

development in addition to technical and soft skills is a very significant step for 

students’ progress. 

Introduction of NEP has underlined the holistic view of imparting education 

rather than the traditional approach of content loaded learning. The prime focus 

being research, skill development, practical exposure and expansion of both 

mental and physical abilities. It calls for a creative and multidisciplinary 

curriculum that provides opportunity for students to enjoy varied fields of 

specialisation. 
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PURPOSE 

 
There is growing realization that formal education needs to be supplemented 

with various skills that make us industry-ready for getting placed in the right job 

and delivering by being highly productive and efficient. Yoga has a lot to offer 

in developing new skills, acquiring new knowledge and abilities in addition to 

making us physically fit by managing weight, diet and spiritual well-being. 

Yoga education helps in self-discipline and self-control, leading to immense 

amount of awareness, concentration and higher level of consciousness. Briefly 

the aims and objectives of Yoga education are: 

1) To enable the student to have good health. 

2) To practice mental hygiene. 

3) To possess emotional stability. 

4) To integrate moral values. 

5) To attain higher level of consciousness. 

All these objectives could be dealt with in an integrated manner. 

Yoga education could help to equip oneself with basic knowledge about one’s 

personality, to learn to handle oneself well in all life situations, to learn 

techniques of gaining good health, to develop a discriminative mind capable of 

knowing the real from the unreal and to face the dualities of life with 

equanimity. 
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MEMORANDUM OF 

UNDERSTANDING 
 

 

AZAD (Astitwa Zindagi Apna Dhyeya) Foundation has played a very 

prominent role in the successful introduction and implementation of this 

scheme, ‘Yoga Electives’ in our college. 

 An MoU in this regard was signed between Professor Akhilesh Mishra, 

Principal, Shambhu Dayal Post Graduate College (SDPG College) and            

Dr. Sunil Tyagi, President, AZAD Foundation for conducting offline and online 

practical and theory classes keeping the Covid -19 Protocol in mind.  

Mr. Harendra, Vice President, (AZAD Foundation),Yogi Aniket Singh, Urvija 

sharma were also present there. 
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ANNEXURE 1 
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ANNEXURE 2 
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Activities Undertaken 

This skill course's main goal was to inform the students about the value of yoga 

in the personal and social domains of life. The information about the yoga 

classes held this semester is provided below: 

• The introductory classes introduced students to the fundamental concepts 

of human life. Purusharth, the Panch Koshas concept, Chakras, Aura, 

Nadies, and Kundalini were all thoroughly discussed. 

• The following classes were devoted to a brief introduction to the human 

body and systems, with a focus on the respiratory, digestive, muscular, 

nervous, and endocrinal systems. These sessions also covered the nature 

and significance of B.M.R., Fatigue, Immunity, Defence Mechanism, 

Resistance Power, Human Bio-chemistry, Sugar Level, Cholesterol, Fat, 

Urea, and related tests. 

• In the following four classes, we discussed the similarities and 

differences between Yoga and Ayurveda, as well as the Ayurvedic 

concept of Tridoshas, Dhatus, and Malas. 

• Yoga and Naturopathy were the next topics covered in this course. The 

students were informed about the relationship between Yoga and 

Naturopathy, as well as the similarities and differences between the two. 

These sessions also included discussions on the Naturopathic concept of 

foreign matter, the negative effects of an unnatural lifestyle, and how 

Yoga can help. 

• Along with these academic sessions, students took yoga practical classes 

where they practised various asanas, pranayam, etc. 

• A test was taken for evaluating students’ performance and what they have 

learned so far. 

 

 



P a g e  | 17 

 

 

 
 

Informative Seminar 
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FEEDBACK FROM THE STUDENTS 

 

The program's feedback was collected online using a Google Form. Based on 

the comments received, the study reveals that the majority of the students were 

really happy with the efforts of their teacher and trainer. 

The relationship between teacher and student has been quite helpful, as have the 

study tools made available. The institution's overall teaching and learning 

procedure is likewise nice and adequate. 

Following are the links to the google form that was circulated among the 

students to provide feedback and the learnings they have obtained so far from 

this skill enhancement course. 

https://docs.google.com/forms/d/e/1FAIpQLSek13Nh-hhgatUQVpyF7j40UHc11HcJcc8RdKRk3EJ-

PVKrpw/viewform 

https://docs.google.com/spreadsheets/d/1iXNDLcunR19SnbFzQfWEmSDHTE8B9mze7NCXCGqunfk/

edit?usp=sharing 

 

 

 

 

https://docs.google.com/forms/d/e/1FAIpQLSek13Nh-hhgatUQVpyF7j40UHc11HcJcc8RdKRk3EJ-PVKrpw/viewform
https://docs.google.com/forms/d/e/1FAIpQLSek13Nh-hhgatUQVpyF7j40UHc11HcJcc8RdKRk3EJ-PVKrpw/viewform
https://docs.google.com/spreadsheets/d/1iXNDLcunR19SnbFzQfWEmSDHTE8B9mze7NCXCGqunfk/edit?usp=sharing
https://docs.google.com/spreadsheets/d/1iXNDLcunR19SnbFzQfWEmSDHTE8B9mze7NCXCGqunfk/edit?usp=sharing


 

SHAMBHU  DAYAL (PG) COLLEGE, 
GHAZIABAD 

 

REPORT 

ON 

 

INTRODUCTION  TO  

E-RETURN 

 
 

 

 

 

Course Co-ordinator 

Dr. Shailendra Kumar (Department of Commerce) 



 

      I am very grateful to the Principal Prof. Akhilesh Mishra ji, 
who gave me the opportunity to work as the coordinator of this 
important subject under the skill course. 

 

      I express my gratitude to Dr. Urvija Sharma, Incharge, NEP 
Committee for active co-operation and valuable guidance of the 
NEP Committee. 

 

      I express my gratitude to Mr. Suvrat Trikha Advocate and Mr. 
Chetan Bhagi Advocate for giving a guest lecture regarding the 
practical side of the course. At the same time, I express my 
heartfelt gratitude to all the colleagues and supporting staff of 
the Department of Commerce for their invaluable cooperation. 

 

 

 

 

 

 

 



 Course Introduction

 Syllabus 

 List of the Students

 Glimps  

 Assessment 

 Current Status of Tax Collection

 

 

 

 

Course Introduction 

he Students 

Current Status of Tax Collection 

 



 

      Efforts have been made by the Income Tax Department from 
time to time to reduce the complexities of filing income tax 
returns. In this sequence, it has become even easier with the 
facility of filing income tax return online. 

      By filing e-returns, time, labor and money are saved in all 
three ways. Also, the more taxpayers who can fill their returns 
themselves, the more awareness will come among them. Due to 
the automatic calculation work under e-filing, the correctness of 
the details is also ensured. 

 



Title of course- Introduction to E-Return 
Nodal Department of HEI to run course  Govt. P.G. College Deoband, Saharanpur 
Broad Area/Sector Commerce 
Sub Sector Accounting 
Nature of course -Independent/Progressive  Independent 
Name of suggestive Sector Skill Council CBDT 
Aliened NSQF level Level 4 
Expected fees of the course -Free/Paid -------- 
Stipend to student expected from industry  1000 
Number of Seats-... 60 
Course Code-.. Credits-03 (1 Theory, 2 Practical)  
Max Marks... 100..... Minimum Marks..  40 
Name of proposed skill Partner (Please specify, 
Name of industry, company etc for Practical 
/training/ internship/OJT 

Paper industry, Iron Industry etc. 
 

Job prospects-Expected Fields of Occupation where 
student will be able to get job after completing this 
course in (Please specify name/type of industry, 
company etc.) 

Any company or CA or students can work 
independently as profession  

 

Unit Topics 
General/ 

Skill 
Component 

Theory/ 
Practical/ OJT/ 

Internship/ 
Training 

No of theory 
hours (Total – 

15 hours= 1 
credit) 

No of skill 
hours (Total – 

60 hours=2 
credits) 

I Basic of Income Tar Act 
1961 and Income Tax 
Rules 1962 
Overview of the Five 
Heads of Income 

General Theory 3 6 

II Computation of Gross 
Total Income and Total 
Income. 

General Theory 3 7 

III Assessment of Income -
Self Assessment and 
Others. 

General Theory and 
Practical 

3 15 

IV Basics of MS Office, 
Registration for E-
Filings. 

General & 
Skill 

Theory and 
Practical 

4 15 

V Different forms of e -
filings, Revised Return, 
Belated Return. 
ITAT and Tribunal, High 
Court, Supreme Court. 

General & 
Skill 

Theory and 
Practical 

2 15 
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S. D. PG College, Ghaziabad (024) 
Introduction to E- Return (Code : V0001072) 

 
B. Com. IIIrd Semester                Internal Exam – Dec., 2022                Max. Marks : 40          Time: 1 Hr. 
 
Name : …………………………………  Father’s Name :……………………………..Roll No……………………………………  
 
Note : Answer all questions. Tick ✓ the correct answer. Each question carries 02 Marks. 
           सभी Ůʲो ंके उȅर दŐ। सही उȅर पर िटक ✓ लगाइए। Ůȑेक Ůʲ के िलए 02 अंक िनधाŊįरत हœ। 
 
Q.1. As per Finance Bill-2023, the basic exemption limit under the new regime is .. 
       िवȅ िवधेयक-2023 के अनुसार नई ʩव̾था के तहत कर छूट की मूल सीमा है.. 
(a) Rs. 2,50,000     (b) Rs. 3,00,000           (c) Rs. 5,00,000                (d)None of these 
 

Q.2.  Residential  status in Income Tax Act is determined for which one of the following  
        आयकर अिधिनयम मŐ आवासीय İ̾थित िनɻिलİखत मŐ से िकसके िलए िनधाŊįरत की जाती है? 
 (a) Previous Year     (b) Assessment Year    (c) Accounting Year      
 (d) Previous Year & Assessment Year, both 
 

Q.3.  What is full form of PAN ? PAN की फुल फॉमŊ Ɛा होती है? 
(a) Permanent Account Number  (b)Previous Account Number  (c) Premium Available Number  
(d) None of these 
 

Q.4. In the Income Tax Act,  ……… is a certificate, which an employer  gives to his employee. It 
certifies the amount of tax deducted by the employer from the salary of the employee.   
        आयकर अिधिनयम मŐ, ……… एक Ůमाण पũ है, जो एक िनयोƅा अपने कमŊचारी को देता है। यह कमŊचारी के वेतन से 

िनयोƅा Ȫारा काटे गए कर की रािश को Ůमािणत करता है।                                                      
(a) Form 16             (b)Form 12                      (c) Form 15                    (d) Form 26AS 
 

Q.5. What is the name of ITR I ?    आईटीआर I का नाम Ɛा है? 
(a) Safal                    (b) Saral                           (c) Sahaj                         (d)  None of these 
 

Q.6. Income tax is imposed by ……   आयकर िकसके Ȫारा लगाया जाता है?... 
(a) State Government  (b) Central Government   (c) Reserve Bank of India (d) State Bank of India   
 

Q.7. Assessment year is the period of 12 months commencing from 1st Day of …..? 
       कर िनधाŊरण वषŊ ….. के पहले िदन से शुŝ होने वाले 12 महीनो ंकी अविध है? 
(a) April                     (b) December                (c) July                            (d) January     
 

Q.8. Times New Roman is …. 
(a) Font size              (b)Font face                   (c)Font Style                 (d) Font family 
 

Q.9. Number of digits in a PAN Card are…. 
(a)  07                         (b) 08                              (c) 10                             (d) 11 
 

Q.10. To register and create account for e-filing of Income Tax , the required document is…  
           आयकर की ई-फाइिलंग के िलए पंजीकरण और खाता बनाने के िलए आवʴक दˑावेज है…  
(a) PAN                       (b) TAN                           (c)Form 16                   (d)None of these 



Q.11. Under the Income Tax Act, the Income of which of the following heads is included in the total 
income ? 
           आयकर अिधिनयम के अंतगŊत िनɻिलİखत मŐ से िकस मद की आय को कुल आय मŐ शािमल िकया जाता है ? 
(a) Income from Salary   (b) Income from House Property  (c) Income from Other Sources       
(d) All of these 
 

Q.12. The income of how many heads are included in the Gross Total Income  
           सकल कुल आय मŐ कुल िकतने मदो ंकी आय शािमल है ? 
(a)   04                        (b) 05                                  (c) 06                          (d) 07 
 

Q.13. What is the full form of TDS ? TDS की फुल फॉमŊ Ɛा होती है 
(a) Tax Difference at Source     (b) Time Difference at Source     (c) Tax Deducted at Source     
(d) None of these 
 
Q.14.Who is the assessee ?  िनɻ मŐ से करदाता कौन है? 
(a) Individule              (b) HUF                              (c) Company                  (d) All of these 
 

Q.15. What is the benefit of ‘income tax return file’? आयकर  įरटनŊ फाइल करने से Ɛा लाभ है? 
(a)  Claim Tax Refund   (b) Income and Address Proof    (c)Avoid Penalty and Prsecution          
(d) All of these 
 

Q.16. Microsoft Word is a …………. माइŢोसॉɝ वडŊ है……….. 
(a) Presentation Program     (b) Word Processing Program    (c) Spreadsheet Program     
(d) None of these 
 

Q.17. When a file is saved for the first time… जब कोई फ़ाइल पहली बार 'सेव' की जाती है… 

 
(a) A copy is automatically printed                    (b) File name and folder name must be the same    
 (c) It does not need a name                               (d) It must be given a name to identify it. 
 

(ए) एक Ůित ˢचािलत ŝप से मुिūत होती है                 (बी) फ़ाइल का नाम और फ़ोʒर का नाम एक समान होना चािहए 
(सी) इसे िकसी नाम की आवʴकता नही ंहै                   (डी) पहचानने के िलए इसे एक नाम िदया जाना चािहए। 
 

Q.18. To save an existing file with new location, we should……………….command. 
मौजूदा फाइल को नए ̾थान के साथ सेव करने के िलए, हमŐ …………….कमांड चािहए। 
(a) Save                        (b) New File                       (c) Save as                      (d) None of these 
 
Q.19. ………………. Is a table consisting of rows and columns. 
          ………………. एक तािलका है िजसमŐ पंİƅयाँ और ˑंभ होते हœ। 
(a) Workbook             (b)  Worksheet                    (c)  Cell                          (d) Range 
 

Q.20. What is the due date of ‘submission of return’ for an Individual ? 
            िकसी ʩİƅ के िलए 'įरटनŊ जमा करने' की देय ितिथ Ɛा है? 
(a) 31st July                 (b) 31st August                  (c) 30th September         (d) 31st October 
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SKILL DEVELOPMENT COURSE 

SOCIAL WORK 

FOR BA AND B.COM 3RD SEM 

SESSION 2022-23 

 

1.1 Introduction- Importance of Social Work- 

 
Social work is a critical field that addresses social problems and seeks to 

improve the quality of life for individuals, families, and communities. Social 

workers work in a variety of settings, including schools, hospitals, mental 

health clinics, and community organizations. They help individuals and 

families who are struggling with issues such as poverty, homelessness, 

addiction, mental health, and domestic violence. 

 

Social work is also essential in promoting social justice and equality. Social 

workers advocate for policies and programs that address social 

inequalities, discrimination, and oppression. They work to empower 

individuals and communities by providing resources, support, and 

advocacy. 

 

In addition to individual and community-level work, social work is also 

important in promoting positive social change. Social workers engage in 

policy development, research, and advocacy to address systemic issues 

and promote social justice. 

 

Overall, social work is a critical profession that plays a vital role in building 

stronger, healthier, and more resilient communities. By promoting social 

justice and equity and addressing social problems, social workers help to 

create a more just and equitable society for all. 

 

 

 

 

 

 

 

 



1.2 OBJECTIVES OF SOCIAL WORK 
 

 

Social work is a profession that aims to improve the well-being of 

individuals, families, and communities. Its objectives are broad and 

multifaceted, but they all have one goal in mind: to promote social justice 

and equity. 

 

One of the primary objectives of social work is to enhance social 

functioning. Social workers provide support, counseling, and guidance to 

help individuals and families function more effectively in their daily lives. 

They work with people to develop skills and strategies to manage difficult 

situations and overcome personal and societal challenges. 

 

Another objective of social work is to alleviate social problems. Social 

workers work to address issues such as poverty, homelessness, addiction, 

and mental health issues. They provide resources and support to 

individuals and families to help them overcome these challenges and 

improve their lives. 

 

Social work also aims to empower individuals and communities. Social 

workers help people to build resilience, gain self-confidence, and advocate 

for their own needs. They work to empower communities by promoting self-

determination and providing resources to promote growth and 

development. 

 

Finally, social work aims to facilitate social change. Social workers engage 

in policy development, research, and advocacy to promote positive social 

change and address systemic issues that create social problems. They 

work to create a more just and equitable society by promoting social 

justice and equity for all. 

 

 

 

 

 

 

 

 



1.3 ABOUT THE PROGRAMME 

 
In order to achieve this goal of making our students competent, Shambhu 

Dayal P.G. College is providing facilities. 

 

A Memorandum of Understanding was signed between Professor Shri 

Akhilesh Mishra, Principal, Shambhu Dayal P.G. College; and many social 

persons has given valuable advice for the welfare of students. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Get practical experience: Social work is a hands-on profession, and 

practical experience is essential to develop the skills and knowledge 

needed for the field. Look for internships, volunteer opportunities, or part-

time jobs that can give you exposure to the real-world challenges and 

complexities of social work practice. 

 

Build relationships with faculty and peers: Your professors and peers can 

be valuable resources for support, advice, and networking opportunities. 

Take advantage of opportunities to engage with them through class 

discussions, group projects, or student organizations. 

 

 

 

 

 

 

 



 

1.4 KEY FEATURES OF THE COURSE 

 
Social workers operate from a strengths-based perspective. This is another 

defining characteristic of social work that involves focusing on clients' 

strengths as a way to help them solve problems and overcome life 

challenges. This doesn't mean that social workers turn a blind eye to 

potential weaknesses. 

 

the social work profession's core mandates include:-  

 

 promoting social change 

 

 social development 

 

 social cohesion 

 

 empowerment and liberation of people. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

1.5 COURSE CURRICULUM AND ASSESSMENT 

As per the defined syllabus for Social Work , the course was conducted 

smoothly covering all theoretical and Practical aspects of the course. Given 

below is the detailed syllabus for social work 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ANNEXURE 1 

Glimpses/screenshots of class schedule online:- 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

ANNEXURE 2 
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SKILL DEVELOPMENT COURSE 

FUNDAMENTAL OF COMPUTERS & IT 

FOR B.A. IIIrd & B.COM IIIrd Sem 

SESSION 2022-23 
 

1.1 Overview of Course  
 

 Computers today are an integral part of our everyday existence. Be it school, banks, 

shops, railways, airways, hospital, share market, social networking or your own 

home, computers are present everywhere, making our work easier and faster. As 

They are present everywhere, in all the devices that we use daily like cars, games, 

washing machines, microwaves, music systems, air conditioners, automated 

payment systems etc. and in day-to-day computations like banking, reservations, 

electronic mails, internet and many more. They are such integral part of our lives, 

we must know what they are and how they function. 

 

The word computer is derived from the word compute. Compute means to 

calculate. It had the capacity to solve complex arithmetic and scientific problems at 

very high speed. But nowadays in addition to handling complex arithmetic 

computations, computers perform many other tasks like accepting, sorting, selecting, 

moving, comparing various types of information. Computer and Information 

Technology have become very essential in the Effective Management of any type of 

commercial activity. It offers great opportunities before the young generation for 

becoming independent and self-reliant asset of the nation.    

 

We celebrate World 

L\Computer Literacy Day on 

2nd Dec every year with the 

target of delivering computer 

basic knowledge among the 

women and students of 

various faculties. Looking at 

the extended form of the 

word ‘COMPUTER’ – 

Commonly Operated 

Machine Particularly Used in 

Technical Education 

Research; also points 

towards technology based 
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education and researches. Understanding the future prospects of computer 

education, our institution has developed well equipped two Computer Labs to 

support the skill development programme.  

  

1.2 Skill Development Programme in Computers & IT 

 

Fundamentals of Computer & IT programme has been adopted as one of the options 

of Skill Development Course in our Affiliating University – Ch. Charan Singh 

University, Meerut; under NEP 2022-23 session. It has been successfully planned, 

implemented and coordinated in our Institution by efficient team of coordinators. 

Amongst the Course Coordinators, we had Dr. Priyanka Singh, Associate 

Professor, Deptt. Of Economics, S.D.(P.G.) College, Ghaziabad; Dr. Aditi Garg, 

Assistant Professor, Deptt. Of Commerce, S.D.(P.G.) College, Ghaziabad and Sh. 

Vaibhav Tyagi, Technical Head Support, S.D.(P.G.) College, Ghaziabad. The team 

has received regular guidance and support from Prof. Dr. Akhilesh Mishra, 

Principal, S.D.(P.G.) College, Ghaziabad and Dr. Urvija Sharma, Convener NEP,  

S.D.(P.G.) College, Ghaziabad; in transforming the programme into a fruitful effort.  

 

Implementation of 

this Skill Course has 

made best use of 

infrastructural 

resources for 

Teaching and 

Learning process. 

The Team has 

always been present 

for online and offline 

mode of delivering 

computer skills and 

problem solving. 

Students have shown 

over-whelming 

participation starting from enrolling into the programme to final leaning and 

assessment with massive presence.  
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1.3 Programme Partner 
 

With the holistic effort of our 

Institutional Coordination 

Team, the programme was 

benefitted with the 

association of   ‘Prerna 

Media Shodh Sansthan 

Nyas’, C-56/20, Sector 62, 

Noida U.P.; and Shambhu 

Dayal .(P.G.) College, 

Ghaziabad, U.P. affiliated to 

Ch. Charan Singh University, 

Meerut. The Programme 

Partners joined hands for conducting the programme “Fundamental of Computers 

& IT” under National Education Policy.  

 

 

 

 
 

The MoU was signed in the inaugural program held in College premises between 

Sh.Ananj Kumar Tyagi, President, Prerna Media Shodh Sansthan Nyas’ Noida 

U.P., and Prof. Akhilesh Mishra, Principal, S.D.(P.G.) College, Ghaziabad U.P. 

Among other eminent members present were Sh. Raman Chawla, Secretary, 

Prerna Media Shodh Sansthan Nyas, Noida, U.P. and Dr, Urvija Sharma, 

Coordinator NEP,  S.D.(P.G.) College, Ghaziabad U.P.   
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Overall guidance and training provided by Mrs. Monika Chauhan, Coordinator, 

Prerna Computer Training Centre, Noida U.P., as the Key Resourse Person. Her 

contribution has been remarkable for successful completion of the course. By her 

scholarly and erudite conduction of Lectures and time to time revisionary excercises, 

the candidates benefitted a lot. 

 

1.3 Course Objectives 

The main focus of this course is 

to familiarise the students in 

Under-Graduate courses with 

the innovations in Information 

Technology and how it affects 

the people in general and 

specific areas. An in-depth 

understanding of the 

technology used today, will 

empower the students in 

strengthening their career 

goals. After studying this 

course students will be able to: 

• Learn the concept of a system in general and the computer system in particular. 
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• Learn and understand how the computers have evolved over centuries within a 

very short span, from very huge machines of the past, to very compact designs 

and advanced technology. 

• Understand the general classifications of computers. 

• Explore computer applications areas. 

• Understand the typical characteristics of computers in terms of speed, accuracy, 

efficiency, storage capacity, versatility etc. 

• Understand limitations of the  

Computer. 

• Discuss the similarities and differences between the human and the computer. 

• Understand the computer hardware and software power. 

• Application of Word Processing techniques 

• Understanding the standalone and networking concepts and their application in 

daily life 

• Exploring safety and security features provided in the system 

• Making awareness among students about the security threats present in today’s 

system based transactions. 

 

 

1.4 Major Features of 

the Programme 
 
➢ Students were provided 

with extensive 

customised Study 

Materials in the form of 

PDF files for each Unit of 

the syllabus. 

➢ Reference eBook links 

were shared in student’s 

group as online Study 

Material and e-Contents 

in Audio-Video format. 

➢ Pre-planned Computer Lab sessions on Units covered theoretically 

➢ Practical implementation of concepts of MS-Office on regular basis 

➢ Two hours in hand technical practice of word processor applications 
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➢ Well organised 

Guest Lectures online and 

practical sessions in Lab 

were provided to the 

students  

➢ Online Lectures by 

in-house faculty and 

Training Centre were 

conducted for concept 

clearing 

➢ Regular 

assessment through 

written Assignments and Quiz were part of the programme 

➢ Students were finally assessed for their knowledge gain through MCQ paper, 

Viva-Voce and practical.  

 

1.5 Programme Implementation 

 

 

The steps involved in program implementation were strictly adhered to for timely 

completion of the course. Sufficient theory and practicals sessions were given to the 

students for knowledge gain. 

Formation 
of Student 
Groups 
for the 
Program

Conducting 
Online & 
Offline 
Classes

Providing 
Extensive 
Study 
Materials in 
the form of 
PDFs & e-
Books

Conducting 
regular 
Practical 
Sessions 

Review of 
Theory 
through 
written 
Assignment

Final 
Assessment 
through 
Practical & 
Viva-voce
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1.6 Course Details and 

Assessment 

 
The syllabus for ‘Fundamental of 

Computers & IT’ was divided into three 

units with allocated hours for theory and 

practical. Total marks for the paper being 

100 – divided into 40:60 for subjective and 

practical assessment. Students were 

assessed for subjective knowledge through assignment and quiz; while practical 

assessment was done in the computer Lab accompanied by Viva.  

 

 

There was an 

overwhelming 

response of students 

who opted for the 

course. The students 

showed keen interest in 

learning and 

developing new skills. 

Total registered 

students for the course 

were 37 from B.A. and 

B.Com IIIrd Sem 2022-23. All the students attended the theory and practical sessions 

organised from time to time. The students submitted their Assignments and worked 

on their assigned projects in Computer Lab. They have attempted their final 

assessments in theory as well as practical and cleared the same. (Annexure III 

attached) 
 

 

1.7 Course Schedule*  

 
Teaching & Practicals Scheduled Hours Completion Hours 

Theory Classes 15 Hrs 15 Hrs 

Practical Sessions 30 Hrs 30 Hrs 

*Annexure II 
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The time schedule for course completion has been strictly followed and 

implemented. All available resources at the college level were made available to the 

trainers and the trainees. A devoted lecture plan was followed by the Programme 

Partner who conducted in five theory classes and five practical sessions of two hours 

each.  

 

 

1.8 Performance Appraisal & Feedback 

 
The course performance has been extremely stupendous enhancing the 

employability and knowledge gain objective. The academic performance of the 

students in this course has been 70%. Practical grasp has been 68% while overall 

course result has been 69%. Skill Development Course in Fundamental of 

Computers & IT has inspired the students and opened before them new 

opportunities. 

 

Feedback on the programme was conducted Online through Google Form. On the 

basis of feedback obtained, the analysis shows that 90% were satisfied by the 

infrastructural facilities provided to them by the institution and 89% rate the efforts 

of their faculty and trainers as good. Teacher-Student interaction has been very 

effective and the study materials made available were effective too. Overall teaching 

and learning process in the institution is also good and satisfactory.  (Annexure IV 

attached) 
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ANNEXURE II 

Details of Classes & Practical 

 

UNITS Date  Mode Theory / Practical 

Unit I 02.11.2022  Offline Theory 

 06.11.2022  Offline Theory 

 07.11.2022  Offline Theory/Practical 

 09.11.2022  Offline Theory/ Practical 

 10.11.2022  Offline Theory/ Practical 

 11.11.2022  Offline Practical 

 12.11.2022  Offline Practical 

 14.11.2022  Offline Practical 

 15.11.2022  Offline Practical 

Unit II 16.11.2022  Offline Theory 

 17.11.2022  Offline Theory 

 18.11.2022  Offline Theory 

 19.11.2022  Offline Theory/Practical 

 21.11.2022  Offline Practical 

 22.11.2022  Offline Practical 

 23.11.2022  Offline Practical 

 25.11.2022  Offline Theory/Practical  

 26.11.2022  Offline Theory/Practical 

 28.11.2022  Offline Theory/Practical 

 30.11.2022  Offline Theory/Practical 

Unit III 03.12.2022  Offline Theory 

 04.12.2022  Offline Theory 

 05.12.2022  Offline Theory/Practical 

 09.12.2022  Offline Theory/Practical 

 10.12.2022  Offline Theory/Practical 

 12.12.2022  Offline Theory/Practical 

 13.12.2022  Offline Theory/Practical 

 14.12.2022  Offline Theory/Practical 

 06.01.2023  Offfline Theory/Practical 

 07.01.2023  Offline Theory/Practical 

Problem-Solving 
Session 

09.01.2023  Online Theory/Practical 

Problem-Solving 
Session 

10.01.2023  Online Theory/Practical 

Final Assessment 12.01.2023  Offline Theory + Practical 
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Annexure III -List of Participants 

CH. CHARAN SINGH UNIVERSITY MEERUT 

NAME OF 

CENTER 

SHAMBHU DAYAL PG COLLEGE GZB  

SUBJECT FUNDAMENTAL OF COMPUTERS AND IT    Code:  

V0001006 

Class B.COM. III Sem Session 2022-23   

SNO NAME FATHER NAME   

1 Aarti Sunil Kuma   

2 Aayush Chauhan HaRI Prasad Sinh   

3 Akshat Rai Vikas Saxena   

4 Aman Rawat  Brij Mohan Rawat   
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30 Simran Mehra Brijpal Kamar   

31 Swapnil Milan Kumar   
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Introduction 

The purpose of introduction of Personality Development as a Skill Development 

Course at the undergraduate level under New Education Policy 2020 is to develop 

a positive attitude, moral values and social ethics in the students and prepare 

them to participate in the socio economic development of the nation. The rapidly 

evolving work culture and job expectations in the post Covid era saw the 

implementation of the National Education Policy (NEP) 2020 which can be viewed 

as an overall effort to equip our students to lead the change. With an emphasis 

on developing technical as well as soft skills among graduate students, this 

revolutionary policy has set the framework for deep educational reform in Higher 

Education. 

The NEP2020 aims at holistic development of our youth and focuses on modern 

skills such as creativity, critical thinking and research. Through significant 

amendments to the academic structure, the NEP 2020 has lifted the burden of 

strict disciplines that teach rote-learning along with copious amounts of note 

taking and restrict the students to a few career options. Contrary to the 

traditional content loaded approach the NEP 2020 provides an opportunity for 

students to enjoy science with art or music. 

Inclusion of Personality Development as a skill course in the new education 

system is a strong step in this direction. It can help students to develop the 

communication skills they need to be successful in their studies and workplaces. 

Personality development can help students build leadership skills, improve 

problem-solving ability and develop a positive outlook on life.  

Purpose 

The purpose of the course “Personality Development and Communication Skills” 

is to make students successful in their personal and professional lives by making 

them confident and understanding; compassionate and caring individuals. 

Students need to develop and master these basic skills to get ahead in life as 



these are the most important aspects of any professional relationship. The 

significance of this course lies in the fact that it: 

• Helps build and  maintain relationships 

• Aids in problem solving 

• Increases Understanding 

• Prevents misunderstandings 

• Creates clarity 

• Encourages openness 

• Helps in shaping personality 

• Improves learning ability 

• Helps handle criticism better 

• Makes one a better leader 

• Enables to handle conflict better and leads to personality development 

• Enables students to interact with family, friends and teachers in a better 

way 

 

Role of communication in personality development 



Key Features of the Course 

The details of the Personality Development and Communicative Skills classes 

held during this session are given below: 

• In the very first class the students were informed about the importance of 

this course in shaping their personality through communication skills. 

 

• The next few classes focused on the importance of thinking skills for 

academic purpose to enable the target group develop critical, analytical 

and imperative thinking skills. The students were also informed about the 

importance of vocabulary and grammar in improving their communicative 

skills. 

 

• Some classes were devoted to an introduction to Reading for Academic 

Purpose which included a detailed discussion on reading comprehension. 

There was also a special mention of the types of texts which included 

persuasive, argumentative, narrative, descriptive and expository types. 

 

• After this we discussed writing skills with special emphasis on basics of 

writing and types of writing. The students were also told about the tricks of 

note taking, preparing a Curriculum Vitae or resume and translating a text. 

 

• The next topic in this course included Speaking, Presentation Skills and 

Group Discussion. In the following classes we talked about the importance 

of communication skills and types of conversations which included 

deliberations on telephone, informal and formal modes of conversation. 

 

• We also had classes devoted to Listening for Academic Purpose so that the 

students could learn how to comprehend audios and videos along with 

captioning. 



Since the main purpose of this course was to develop listening, speaking, reading 

and writing skills of the students, the teaching/learning sessions were highly 

interactive and participative. Various assignments and activities were 

incorporated in the teaching/learning process to attain the desired outcome. 

Group discussions, games, quizzes and oral presentations were also used as 

teaching strategies to encourage the students hone their skills. 

Teaching/learning was followed by a series of tests to evaluate the students for 

their theoretical as well as practical understanding of the subject. The assessment 

was carried out in two phases. Practical based exam for 60 marks was conducted 

to assess the students for their oral and listening skills. The objective of the theory 

based exam of 40 marks was to evaluate their writing and reading skills. 

 

Power point presentation on speaking skills 



 

Students participating in quiz  

 

Teaching /learning sessions on writing skills 
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Annexure I: Syllabus 

Syllabus for Skill development course 

Title of course- Personality Development & Communication Skills 

odal Department of HEI to run course Department Of English (All UG) 
Broad Area/Sector- Basic Skills in English 
Sub Sector- Language Skills 

ature of course - Independent / Progressive Independent 
ame of suggestive Sector Skill Council  

Aliened NSQF level  

Expected fees of the course —Free/Paid As Mutually Decided by College & PCE 

(Aptech) 
Stipend to student ex ected from industry  

unrbet or Seats- As suggested by college 

Course 

Max Marks. Minimum Marks... 

Credits- 03 (l Theory, 2 Practical) 

ame of proposed skill Partner (Please specify, Name of industry, 

company, etc. for Practical /trainin / internshi /OJT 
Aptech Learning Center (Authorized Meerut 

Center as PCE 
Job prospects-Expected Fields of Occupation where student will be able 

to get job after completing this course in (Please specify name/type of 

industry, company, etc.) 

It leads to various academic and employment 

opportunities 

Syllabus 

Unit Topics 

General/ Skill 

component 
Theory/ 
Practical/ 

OJT/ 
Internship/ 
Training 

No of theory 

hours (Total-

15 
Hours=l credit 

No of skill 
Hours 
(Total-60 
Hours=2 credits) 

1 Thinking Skills for 

Academic Purpose 

Developing 

Critical, 

Analytical and 

Imperative 

Thinking Skills, 

Enhancing 

Vocabulary, 

Grammar 

Theory/ 

Practical 

2 5 

11 Reading for Academic Purpose Read ing 
comprehension 
Types of Texts 

Persuasive, 

Argumentative, 
Narrative, 
Descriptive, 
Expository 

Theory / 

Practical 

2 10 

111 Writing Skills (Content for 

Website / Literature / Business) 

Purpose 

Basics of Writing, 

Types of Writing, 

Note Taking, 

Translation, CV, 

Resume 

Theory / 

Practical 

3 15 



 Speaking, Presentation Skills & 

Group Discussion 

Importance of 
Communication 

Skills, Types of 

Conversations 

Telephonic, 

Informal, Formal 

Theory / 

Practical 

4 15 

 Listening for Academic 

Purpose 

Comprehending 

Audio, Videos, 

Captioning 

Theory/ 

Practical 

4 15 

 

Suggested Readings: 

1. A Reading for Academic Purpose by Robyn Brinks & Kelly Sipped. 

2. Academic Writing by Aptech Onlinevarsity 

3. Pronunciation by Jonathan Smith & Annette Margobs. 

4. English Grammar by Aptech Learning Center. 

5. Oxford Online LSRW 

6. Basic Knowledge of Computer by John Monyjok. 

7. Objectives of Reading, Writing & Listening Skills by Aptech Academy. 

Suggested Digital platforms/ web links for reading: 
l. https•]/www.smæshigmagzine.com 

2. https.'//files.eric,ed.gpy 

3. https://site.nationalacademies.org www.aptechmeerut.com www.aptechlearning.com

 www.aptechaviationacademy.com 

Suggested OJT/ Internship/ Training/ Skill partner- Aptech Learning Center, Meerut 

Suggested Continuous Evaluation Methods: Total Marks: 25, House Examination/Test: 10 

Marks 

Written Assignment/Presentation/Project I Term Papers/Seminar: 10 Marks 

Class performance/Participation: 5 Marks 

Course Pre-requisites: 

• No pre-requisite required 

Suggested equivalent online courses: Aptech Learning Center, Meerut 

Any remarks/ suggestions: 

Notes: 

Number of units in Theory/Practical may vary as per need 

Total credits/semester-3 (it can be more credits, but students will get only 3credit/ semester or 6credits/ 

year Credits for Theory (Teaching Hours 

Credits for Internship/OJT/Training/Practical = 02 (Training Hours = 60) 
 

 

 

http://www.aptechaviationacademy.com/
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INTRODUCTION 

 

 

Mutual funds have gained immense popularity over the years and have also 
witnessed a considerable increase in growth rate.  

The ease with which a small investor can invest his money in a pool of 
diversified securities is the reason why mutual funds have become one of the 
favorite go-to investment options for investors. Along with the evolving mutual 
fund industry, several questions regarding the characteristics, operations, and 
nature of these funds have also evolved.  

This course ‘Introduction to Mutual Funds (Part I)’ helps the students to 
understand the basic concepts related to mutual funds, explaining what mutual 
funds are, how they work, types of schemes and nature of investment in mutual 
funds.  

1 

 
 



Fig: Mutual Fund Operation Flow Chart 

 

 

 

OBJECTIVE OF THE COURSE 

 
 
 
The objective of this course is to provide students with an in-depth knowledge 
of mutual funds, their functioning with the help of an interactive format.  
 
This course has been designed: 

 To make students understand the basic concepts and operations of mutual 
funds; 

 To discuss about the market trends of Mutual Fund investment; 
 Explore the recent developments in the mutual funds in India; 
 To understand the role of AMC, AMFI and SEBI etc;  
 To learn about Risk Profile and Investor Grievance Redress Mechanism; 

 
After completion of this course, a student would be able to analyze about the 
benefits of Mutual Fund Investments. 
 

 
2 

 
 



 

 

ABOUT  THE  PROGRAMME 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 
  
3 

‘Introduction to Mutual Funds (Part I)’ has been 
adopted as one of the courses of skill 
development programme under NEP w.e.f. 2021-
22. 

As we all know that every mutual fund has a 
disclaimer for investors, i.e., ‘Mutual Fund 
investments are subject to market risks, read all 
scheme related document carefully’. Its objective 
is to make aware the investor about risks involved 
in the Mutual Funds. In order to minimise such 
risks, it is necessary to have the knowledge of 
Mutual Fund. This programme has been 
introduced to provide basic knowledge of Mutual 
Fund. 



 

SYLLABUS 

 

Unit Topics 
No. of theory 

hours  
(1 credit) 

No. of skill 
hours  

(2 credits) 

I 
Investors and their Financial Goals, 
Concepts of Savings and Investments, 
Different Asset Classes, Risk Profiling, 
Understanding Asset Allocation 

3 6 

II 
Concept of a Mutual Fund, 
Classification of Mutual Funds, Growth 
of the Mutual Fund industry in India 

3 7 

III 
Structure of Mutual Funds in India, Key 
Constituents of a Mutual Fund, 
Organization Structure of Asset 
Management Company 

3 15 

IV 
Role and Support function of Service 
Providers, Role and Function of AMFI, 
Mandatory Documents, Non-Mandatory 
Disclosures,   

4 15 

V 
Role of Securities and Exchange Board 
of India, Investor Grievance Redress 
Mechanism, AMFI Code of Conduct for 
Intermediaries  

2 15 

 TOTAL: 15 58 
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ASSESSMENT

 
5 
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1.1 Introduction- Importance of Communication Skills 

Just saying something is not enough. Unless what you have said has made an impact, 

there has been no successful communication. Communication happens both ways. 

Therefore, the ability to successfully convey a message that results in understanding an 

action is known as communication skills. 
 

 

Excellent communication skills are important and will take you far in life. From your 

professional ambitions, to your personal goals, communication skills play an important 

role in each. Therefore, its importance cannot be stressed enough. However, there are 

many people who struggle with communication. There could be many reasons behind it. 

But one need not worry as communication skills can be worked upon. It is evident in 

this fast moving world, each one of us has to keep abreast with the rest. So it becomes 

an essential skill for students who will one day become professional to acquire these 

skills while they learn other disciplines. 
 

 

1.2 About the Programme 

In order to achieve this goal of making our students competent, Shambhu Dayal P.G. 

College in Association with Nandkriti Welfare Trust conducted a 15 day workshop on 

Basic Communicative Skills under the Skill Development Programme for College 

students. 

A Memorandum of Understanding was signed between Professor Shri Akhilesh Mishra, 

Principal , Shambhu Dayal P.G. College; and Dr, Nandita Sharma, General Secretary, 

Nandkriti Welfare Trust for conducting workshops this year and for forth coming 

semesters. The course was organized and coordinated by Dr. Reena Sharma, Associate 

Professor, Shambhu Dayal College. 

This workshop for the current semester was conducted between February 23rd –March  

15th 2023 in Offline and online modes; keeping in mind the Covid Protcol. 



 

 

 
 

 

 

 

1,3 Objectives:- After participating in the Basic 

Communicative Skills Course, the students will be 

able to :- 
❖ Inform & Build Awareness 

❖ Improve LSRW skills 

❖ Learn Presentation techniques 

❖ Learn Interviewing Skill 

1.4 Key features of the Course 

The intention of this course was to make the Undergraduate Students aware about the 

Importance of Communication and about the various types of Communication that takes place 

among people and workplaces. In the initial two days the students were made aware about the 

key definitions and functionality of Communication. Next two days were devoted to 

understanding the Various types , flow and kinds of Communication. Which was followed by 

understanding the Barriers of Communication on faces in different situations. The classes were 

supported by real life experiences and interaction, 

The next 5 days were vigorously utilized to understand the four Skills of 

Communication 

- Listening 

- Reading 

- Writing 

- Speaking 

Next was the focus on Academic Writing and its features. In the final part of the course 

focused upon the role of Technology, Computer in Communication and how one could 

improvise their communication skills by including technology in the same. The students were 

provided to practice Presentation Skills, Email Writing, and Interviewing skills. 

Sessions on Grammar and Vocabulary were incorporated side by side so that the 

students could practice the structures and correct usage of language 

The students participated enthusiastically in the Workshop and were able to gain much  insight 

into all these aspects of Communication well. 



 

 

1.5 Course Curriculum & Assessment 

As per the defined syllabus for Basic Communication Skill development, The course 

was conducted smoothly covering all theoretical and Practical aspects of the course. 

Given below is the detailed syllabus for Basic Communicative English. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessment 

After the course was completed, the assessment was carried out in two phases, Internal- 

Practical based Examination for 60 Marks, In which the students were assessed for 

their Oral and Listening Skills and External- Theory based examination to assess their 

declarative and procedural outcome. Almost 99% of the participants took these exams. 

This ensures their quest for learning and excelling in future.( List of students is attached 

herewith at the end of the report.) 



 

 

Annexure II 

Glimpses/screenshots of class schedule online conducted by Dr. Nandita 

Sharma, General Secretary, Nandkriti Welfare Trust :- 

 

             



 

 



 

 

Annexure III 

Offline Seesion on Resume making and Interviewing Skill (Glimpses) 

conducted by  Dr. Nandita Sharma ,General Secretary, Nandkriti Welfare Trust 
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Appendix IV Offline Session on 

Stress Management.conducted by 

Dr. Nandita Sharma, General 

Secretary, Nandkriti Welfare Trust 
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SKILL DEVELOPMENT COURSE 

FUNDAMENTAL OF COMPUTERS & IT 

FOR B.A. IInd & B.COM IInd Sem 

SESSION 2022-23 
 

1.1 Overview of Course  
 

 Computers today are an integral part of our everyday existence. Be it school, banks, 

shops, railways, airways, hospital, share market, social networking or your own 

home, computers are present everywhere, making our work easier and faster. As 

They are present everywhere, in all the devices that we use daily like cars, games, 

washing machines, microwaves, music systems, air conditioners, automated 

payment systems etc. and in day-to-day computations like banking, reservations, 

electronic mails, internet and many more. They are such integral part of our lives, 

we must know what they are and how they function. 

 

The word computer is derived from the word compute. Compute means to 

calculate. It had the capacity to solve complex arithmetic and scientific problems at 

very high speed. But nowadays in addition to handling complex arithmetic 

computations, computers perform many other tasks like accepting, sorting, selecting, 

moving, comparing various types of information. Computer and Information 

Technology have become very essential in the Effective Management of any type of 

commercial activity. It offers great opportunities before the young generation for 

becoming independent and self-reliant asset of the nation.    

 

We celebrate World Computer Literacy 

Day on 2nd Dec every year with the 

target of delivering computer basic 

knowledge among the women and 

students of various faculties. Looking at 

the extended form of the word 

‘COMPUTER’ – Commonly Operated 

Machine Particularly Used in Technical 

Education Research; also points towards 

technology-based education and 

researches. Understanding the future 

prospects of computer education, our 

institution has developed well equipped 

two Computer Labs to support the skill development programme.  
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1.2 Skill Development Programme in Computers & IT 

 

Fundamentals of Computer & IT programme has been adopted as one of the options 

of Skill Development Course in our Affiliating University – Ch. Charan Singh 

University, Meerut; under NEP 2022-23 session. It has been successfully planned, 

implemented and coordinated in our Institution by efficient team of coordinators. 

Amongst the Course Coordinators, we had Dr. Priyanka Singh, Associate 

Professor, Deptt. Of Economics, S.D.(P.G.) College, Ghaziabad; Mr. Gautam 

Bansal, Assistant Professor, Dept. Of English, S.D.(P.G.) College, Ghaziabad;  Dr. 

Aditi Garg, Assistant Professor, Deptt. Of Commerce, S.D.(P.G.) College, 

Ghaziabad and Sh. Vaibhav Tyagi, Technical Head Support, S.D.(P.G.) College, 

Ghaziabad. The team has received regular guidance and support from Prof. Dr. 

Akhilesh Mishra, Principal, S.D.(P.G.) College, Ghaziabad and Dr. Urvija 

Sharma, Convener NEP,  S.D.(P.G.) College, Ghaziabad; in transforming the 

programme into a fruitful effort.  

 

Implementation of this Skill Course has made best use of infrastructural resources 

for Teaching and Learning process. The Team has always been present for online 

and offline mode of delivering computer skills and problem solving. Students have 
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shown over-whelming participation starting from enrolling into the programme to 

final leaning and assessment with massive presence.  

 
 

 

1.3 Course Objectives 

The main focus of this course is 

to familiarise the students in 

Under-Graduate courses with 

the innovations in Information 

Technology and how it affects 

the people in general and 

specific areas. An in-depth 

understanding of the 

technology used today, will 

empower the students in 

strengthening their career 

goals. After studying this 

course students will be able to: 

• Learn the concept of a system in general and the computer system in particular. 

• Learn and understand how the computers have evolved over centuries within a 

very short span, from very huge machines of the past, to very compact designs 

and advanced technology. 

• Understand the general classifications of computers. 

• Explore computer applications areas. 

• Understand the typical characteristics of computers in terms of speed, accuracy, 

efficiency, storage capacity, versatility etc. 

• Understand limitations of the  

Computer. 

• Discuss the similarities and differences between the human and the computer. 

• Understand the computer hardware and software power. 

• Application of Word Processing techniques 

• Understanding the standalone and networking concepts and their application in 

daily life 

• Exploring safety and security features provided in the system 

• Making awareness among students about the security threats present in today’s 

system based transactions. 
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1.4 Major Features of the Programme 
 

➢ Students were provided with 

extensive customised Study Materials 

in the form of PDF files for each Unit 

of the syllabus. 

➢ Reference eBook links were 

shared in student’s group as online 

Study Material and e-Contents in 

Audio-Video format. 

➢ Pre-planned Computer Lab 

sessions on Units covered 

theoretically 

➢ Practical implementation of 

concepts of MS-Office on regular 

basis 

➢ Two hours in hand technical 

practice of word processor 

applications 
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➢ Well organised Guest Lectures online and practical sessions in Lab were 

provided to the students  

➢ Online Lectures by in-house faculty and Training Centre were conducted for 

concept clearing 

➢ Regular assessment through written Assignments and Quiz were part of the 

programme 

➢ Students were finally assessed for their knowledge gain through MCQ paper, 

Viva-Voce and practical.  

 

 

 

 

1.5 Programme Implementation 

 

 

 

The steps involved in program implementation were strictly adhered to for timely 

completion of the course. Sufficient theory and practicals sessions were given to the 

students for knowledge gain. 

 

Formation 
of Student 
Groups 
for the 
Program

Conducting 
Online & 
Offline 
Classes

Providing 
Extensive 
Study 
Materials in 
the form of 
PDFs & e-
Books

Conducting 
regular 
Practical 
Sessions 

Review of 
Theory 
through 
written 
Assignment

Final 
Assessment 
through 
Practical & 
Viva-voce
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1.6 Course Details and 

Assessment 

 
The syllabus for ‘Fundamental of 

Computers & IT’ was divided into three 

units with allocated hours for theory and 

practical. Total marks for the paper being 

100 – divided into 40:60 for subjective and 

practical assessment. Students were 

assessed for subjective knowledge through 

assignment and quiz; while practical 

assessment was done in the computer Lab 

accompanied by Viva.  

 

 

There was an overwhelming response of 

students who opted for the course. The 

students showed keen interest in learning 

and developing new skills. Total 

registered students for the course were 

149 from B.A. and B.Com IInd Sem 2022-

23. All the students attended the theory 

and practical sessions organised from 

time to time. The students submitted their 

Assignments and worked on their 

assigned projects in Computer Lab. They 

have attempted their final assessments in 

theory as well as practical and cleared the 

same. (Annexure III attached) 
 

 

 

1.7 Course Schedule*  

 
Teaching & Practicals Scheduled Hours Completion Hours 

Theory Classes 15 Hrs 15 Hrs 

Practical Sessions 30 Hrs 30 Hrs 

*Annexure II 
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The time schedule for course 

completion has been strictly followed 

and implemented. All available 

resources at the college level were 

made available to the trainers and the 

trainees. A devoted lecture plan was 

followed by the Programme Partner 

who conducted in five theory classes 

and five practical sessions of two 

hours each.  

 

 

 

 

 

 

1.8 Performance Appraisal & Feedback 

 
The course performance has been extremely stupendous enhancing the 

employability and knowledge gain objective. The academic performance of the 

students in this course has been 70%. Practical grasp has been 68% while overall 
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course result has been 70%. Skill Development Course in Fundamental of 

Computers & IT has inspired the students and opened before them new 

opportunities.  

 

Feedback on the programme was conducted Online through Google Form. On the 

basis of feedback obtained, the analysis shows that 90% were satisfied by the 

infrastructural facilities provided to them by the institution and 89% rate the efforts 

of their faculty and trainers as good. Teacher-Student interaction has been very 

effective and the study materials made available were effective too. Overall teaching 

and learning process in the institution is also good and satisfactory.  (Annexure IV 

attached). 
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ANNEXURE II 

Details of Classes & Practical 

UNITS Date  Mode Theory / Practical 

Unit I 06.06.2023  Offline Theory 
 07.06.2023  Offline Theory 

 08.06.2023  Online Theory 
 09.06.2023  Offline Theory/ Practical 

 10.11.2023  Offline Theory/ Practical 

 12.06.2023  Offline Practical 

 13.06.2023  Online Theory/ Practical 

 14.06.2023  Online Theory 
 15.06.2023  Offline Practical 

Unit II 16.06.2023  Online Theory 

 17.06.2023  Offline Theory 

 19.06.2023  Offline Theory 

 20.06.2023  Offline Theory/Practical 

 21.06.2023  Online Theory 
 26.06.2023  Offline Practical 

 27.06.2023  Offline Practical 

 28.06.2023  Online Theory  

 17.07.2023  Offline Theory 

 20.07.2023  Offline Theory/Practical 

 27.07.2023  Offline Theory/Practical 
Unit III 28.07.2023  Online Theory 

 29.07.2023  Offline Theory 

 30.07.2023  Online Theory 

 31.07.2023  Offline Theory/Practical 

 01.08.2023  Online Theory 
 02.08.2023  Offline Practical 

 03.08.2023  Offline Practical 

 10.08.2023  Offline Practical 

 21.08.2023  Offfline Theory/Practical 

 22.08.2023  Offline Theory/Practical 

 26.08.2023  Offline Practical 

Problem-Solving 
Session 

28.08.2023  Offline Theory/Practical 

Problem-Solving 
Session 

01.09.2023  Offline Theory/Practical 

Final Assessment 11.09.2023  Offline Theory  

Final Assessment 22.09.2023  Offline Practical 

Final Assessment 23.09.2023  Offline Practical 
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Annexure III -List of Participants 

 
 
 

B.COM II SEM    
S.NO.   ROLL NO. STUDENT NAME  FATHER’S NAME 
1   210024303214   SURAJ KUMAR CHANDU 

2   220024303071 JAYA GAUTAM NAVEEN KUMAR GAUTAM 
3   20024303118 NITIN LOKESH KUMAR 

4   20024303122 PRADEEP SUNDER 

5   20024303126 POOJA PANCH DEV SINGH 
6   20024303149 ROHIT BANSAL MANOJ BANSAL 

7   20024303154 SACHIN SHARMA AMNA KUMAR 

8   20024303171 SANJANA SINGH NARESH KUMAR 

9   20024303184 SHERAJ ALI MD JAVED 
   

B.A. II SEM   
S.NO.   ROLL NO. STUDENT NAME  FATHER’S NAME 
1      210024301035            AMAN KUMAR         MOTIRAM 

 2     210024301075                           ATUL   ARUN GUPTA          

 3     210024301401           SOURASH KUMAR          DHANPAL SINGH                 
 4     220024301002                       AAKANSHA     RAKESH 

5      220024301003                   AAKANSHA SHARMA                  RAVINDRA KUMAR SHARMA         

6     220024301008          ARTI KASHYAP          PAPPU KASHYAP          

7     220024301015          ABHISHEK KUMAR          DEEPAK KUMAR          

 8     220024301016          ADESH SINGH CHAUHAN                  VIMAL SINGH CHAUHAN          

 9     220024301019           AJEET PUTAN SINGH RAWAT         

10   220024301020          AKASH          CHANDRA BHAN          
 11  220024301022                   AKHILESH SINGH          SETHPAL SINGH          

12   220024301024          ALOK SINGH          DHARAMVEER SINGH                 

13   220024301026                          AMAN   PREMCHAND 
14   220024301028                   AMAN KUMAR         SURESH CHANDRA          

 15   220024301029           AMRITA KUMARI          SENSAR PAL          

16   220024301034           ANJALI             ROHTASH SINGH          

17   220024301035                   ANJALI KUMARI      BHRAMJEET SINGH              

18  220024301040          ANKIT CHOUDHARY          SHIV KUMAR CHOUDHARY     

19  220024301049          ANSHU                   RAM PRAKASH                  

20  220024301050        ANSHU SUBHASH 
 21  220024301058          ANUP GAUTAM         RAJENDRA PRASAD          

 22  220024301063           ARSHI ALI         KHURSHID ALI          

23  220024301066           ASHISH RANA                 MANOJ RANA   

24  220024301083                   DAMINI          SANJAY KUMAR                 
25  220024301086                          DEEPAK MAHESH   

 26  220024301088                   DEEPAK KUMAR         SOMPAL SINGH          
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S.NO.   ROLL NO. STUDENT NAME  FATHER’S NAME 
 27   220024301089                   DEEPALI DHAKA          SATENDER DHAKA         

28    220024301091         DEEPANSHU          VINOD KUMAR          

29    220024301092                           DEEPANSHU BHAGIRATH SINGH          
30    220024301097                   DEV RAJ          NARESH                   

31    220024301100                           DIPANSHU PREM RAJ 

 32    220024301109           GUNGUN          RAVI KUMAR        

33    220024301112                   GUNJAN BHARTI          LAL SINGH          

34    220024301114                   HARSH KUMAR          BHAGMAL SINGH         

35    220024301116                   HARSH SHARMA         VISHNU KUMAR SHARMA         

 36   220024301120                          HIMANSHI   RAJVEER SINGH                  
37    220024301123                               HIMANSHU DEVENDER SINGH          

 38   220024301125    HIMANSHU        RAJVEER 

39   220024301128                   V HIMANSHU SINGH          SHIV RAJ SINGH         

40   220024301134                   IRSHAD ALI          INTZAR ALI          

41    220024301137                         JANNAT    SHOKEEN          

42    220024301140                             JITENDER BHANU PRATAP SINGH          

 43   220024301144                         KAJAL    RAMFAGU                
44    220024301145                          KAJAL    LOKESH KUMAR          

45    220024301146                          KAJAL    ASHOK   

46    220024301152                           KARAN VAIDH          JAI KISHAN          

47    220024301155                   KASHISH MALHOTRA          RAJESH MALHOTRA          
48    220024301157                             KESHAV   SURENDRA          

49    220024301163                              KHUSHI RAMESH KUMAR         

50    220024301166                           KHUSHI DHEEVAR        MAHENDRA DHEEVAR          

51   220024301168                   KHUSHI SAGAR          RAM KUMAR SAGAR                  

52   220024301172                    KRITIKA VIDYA SHANKAR TIWARI 

53   220024301173                           KULDEEP SINGH          LAXMAN SINGH          

54   220024301176                             LALITA        RAJENDER PAL          
55   220024301179    LAXMI SAHA   RAJESH SAHA 

56   220024301181   MADHVI OM PRAKASH 

57   220024301186     MANISH SINGH NARENDRA SINGH   
 58   220024301188        MANISHA SHRI PRAKASH 

59   220024301190         MANSHI JAGADISH SAGAR 

60   220024301191         MANSI MANOJ KUMAR   
61    220024301195      MEENAKSHI MAHENDERA PAL      

62   220024301197     MEERA   SHIVSHANKAR SONAR   

63   220024301198    MEGHA RANI YUDHVEER SINGH   

 64   220024301209  MOHIT KUMAR   JITENDER KUMAR   
65     220024301210   MOHIT RAJPUT   SATYA PRAKASH   

66     220024301213      MUSKAN   FARUKH ALVI   

67     220024301214  MUSKAN SALMANI   SAMYDIN SALMANI   
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S.NO.   ROLL NO. STUDENT NAME  FATHER’S NAME 
68     220024301216      NAFEES   SHAUKAT ALI   

69     220024301217 NAMAN GAUTAM   NAVEEN KUMAR GAUTAM   

70     220024301218      NANDINI   KRISHNA PAL   

71     220024301222   NEHA   NEBU LAL   
72     220024301228    NEHA GUPTA   VIJAY GUPTA 

73     220024301232  NIHARIKA SINGH VIMAL GAJENDRA SINGH VIMAL 

74     220024301241   NISHA SAINI     BRILAL SAINI 
75     220024301247   NITIN KUMAR   CHATAR SINGH   

76     220024301260   PAYAL PAPPU SINGH   

77     220024301261   PAYAL CHAUHAN   VIJAY CHAUHAN   

78     220024301268   PRACHI   RAJ KUMAR   
79     220024301273  PRASHANT KUMAR BANSAL MUNIRAM BANSAL   

80     220024301279        PRINCE SUSHIL   

81     220024301280  PRINCE KASANA        KRISHAN DUTT   

82     220024301281  PRIYA   SATVIR   

83     220024301286  PRIYANSHI PAL   RAMESH PAL   

84     220024301290        PRIYANSHU NAGAR   SANTPAL SINGH NAGAR 

85     220024301298       RAHUL SINGH   NARENDRA SINGH   
86     220024301299  RAJA   RAM PRASAD   

87     220024301301     RASHNA GAJAY SINGH   

 88    220024301306   RISHU SINGH   SAURAJ SINGH 
89     220024301310   RITIKA CHAUDHARY   MANOJ CHAUDHARY   

90     220024301311   RIYA KASANA   KARAN SINGH KASANA 

91     220024301314        ROHAN KASANA   SANJAY SINGH   
92     220024301317        ROHIT KASANA   KARAMVEER SINGH   

93     220024301318        ROHIT KUMAR   KAMAL PRAKASH   

94     220024301320       ROHIT KUMAR   SUKHVEER SINGH   

95     220024301327        SACHIN KUMAR   DAYA CHAND   
96     220024301329        SADHNA KUMARI HARE KRISHNA CHAURASIYA   

97     220024301331        SAGAR KUMAR   RAJKUMAR 

98     220024301337       SAHIL PANDEY   MANISH PANDEY   
99     220024301347       SAMEER KHAN     YAMIN 

100   220024301348      SANA   NOOR MOHAMMAD   

101   220024301349   SANA SALEEM 

102   220024301353 SANJANA   RAMGOPAL SINGH   
103   220024301356   SANYAM   BHOOP SINGH   

104   220024301358      SARABJEET KAUR   GURUDYAL SINGH   

105   220024301360 SARITA KUMARI   RAMNARESH 
106   220024301363  SAURABH SINGH   SHISHUPAL SINGH   

107   220024301364       SAURAV MUNDER SINGH   

108   220024301365   SHADAB   BISRAIL 

109   220024301366   SHAHBAZ     AKBAR ALI 
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S.NO.   ROLL NO. STUDENT NAME  FATHER’S NAME 

110   220024301369               SHALNI NIRMAL      SHIV DULARE       

 111   220024301371                      SHALU PRADEEP KUMAR       

112   220024301378               SHEETU       PADAM SINGH      

 113   220024301382                   SHIV       SAMAY SINGH       

114   220024301385                   SHIVAM KUMAR       RAHUL KUMAR       

115   220024301390                      SHIVANI MOHAN   

 116   220024301391                 SHIVANI    SATISH KUMAR       

117   220024301392             SHIVANI           LALTA PRASAD       

118    220024301397              SHIVKANT       DINESH SHARMA       

119   220024301412        SNEHA GOSWAMI       MUKESH KUMAR       

120   220024301417        SONI YADAV       SITARAM YADAV       

121   220024301420       SRISHTI KARNA       DHIRENDRA LAL KARNA 

122   220024301426              SUSHIL    ARVIND SINGH       

123   220024301431             TAMANNA CHAUDHARY       LATE VIPIN       

124   220024301438             TANNU JAI PRAKASH       

125   220024301447             TUSHAR KUMAR       DHARMENDRA SINGH       

126   220024301448       TUSHAR NAGAR       DUSHYANT NAGAR       

 127   220024301450        UJJWAL        ADESH KUMAR       

128   220024301454              VAISHNAVI      UMESH KUMAR       

129   220024301457             VARSHA       PRATAP SINGH       

130   220024301458             VARSHA KUMARI       PRAMOD KUMAR      

 131   220024301461              VARUN       MANOJ KUMAR      

 132   220024301464             VIKAS             SHAMBHU 

133   220024301465             VIKAS SISODIYA       GOPAL SISODIYA      

 134   220024301470                  VINITA SATISH KUMAR       

135   220024301471             VISHAKA CHOUDHARY       GOVIND CHOUDHARY       

136   220024301473                 VISHAL   HARENDRA 

137   220024301476                  VISHAL KUMAR       SATVIR SINGH       

138   220024301477                  VISHUJEET KUMAR       SARVENDER SINGH      

139   220024301480                  YOGESH GAUTAM      RATAN SINGH       

140   220024301482                   ZIYA            JAVED 
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Annexure IV Feedback Form 
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1.1 Introduction- Importance of Communication Skills 

Just saying something is not enough. Unless what you have said has made an impact, 

there has been no successful communication. Communication happens both ways. 

Therefore, the ability to successfully convey a message that results in understanding an 

action is known as communication skills. 
 

 

Excellent communication skills are important and will take you far in life. From your 

professional ambitions, to your personal goals, communication skills play an important 

role in each. Therefore, its importance cannot be stressed enough. However, there are 

many people who struggle with communication. There could be many reasons behind it. 

But one need not worry as communication skills can be worked upon. It is evident in 

this fast moving world, each one of us has to keep abreast with the rest. So it becomes 

an essential skill for students who will one day become professional to acquire these 

skills while they learn other disciplines. 
 

 

1.2 About the Programme 

In order to achieve this goal of making our students competent, Shambhu Dayal P.G. 

College in Association with Nandkriti Welfare Trust conducted a 15 day workshop on 

Basic Communicative Skills under the Skill Development Programme for College 

students. 

A Memorandum of Understanding was signed between Professor Shri Akhilesh Mishra, 

Principal , Shambhu Dayal P.G. College; and Dr, Nandita Sharma, General Secretary, 

Nandkriti Welfare Trust for conducting workshops this year and for forth coming 

semesters. The course was organized and coordinated by Dr. Reena Sharma, Associate 

Professor, Shambhu Dayal College. 

This workshop for the current semester was conducted between February 23rd –March  

15th 2023 in Offline and online modes; keeping in mind the Covid Protcol. 



 

 

 
 

 

 

 

1,3 Objectives:- After participating in the Basic Communicative Skills 

Course, the students will be able to :- 

❖ Inform & Build Awareness 

❖ Improve LSRW skills 

❖ Learn Presentation techniques 

❖ Learn Interviewing Skill 

1.4 Key features of the Course 

The intention of this course was to make the Undergraduate Students aware about the 

Importance of Communication and about the various types of Communication that takes place 

among people and workplaces. In the initial two days the students were made aware about the 

key definitions and functionality of Communication. Next two days were devoted to 

understanding the Various types, flow and kinds of Communication. This was followed by 

understanding the Barriers of Communication on faces in different situations. The classes 

were supported by real life experiences and interaction, 

The next 5 days were vigorously utilized to understand the four Skills of 

Communication 

- Listening 

- Reading 

- Writing 

- Speaking 

Next was the focus on Academic Writing and its features. In the final part of the course 

focused upon the role of Technology, Computer in Communication and how one could 

improvise their communication skills by including technology in the same. The students were 

provided to practice Presentation Skills, Email Writing, and interviewing skills. 

Sessions on Grammar and Vocabulary were incorporated side by side so that the 

students could practice the structures and correct usage of language 

The students participated enthusiastically in the Workshop and were able to gain much  insight 

into all these aspects of Communication well. 



 

 

1.5 Course Curriculum & Assessment 

As per the defined syllabus for Basic Communication Skill development, The course 

was conducted smoothly covering all theoretical and Practical aspects of the course. 

Given below is the detailed syllabus for Basic Communicative English. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Assessment 

After the course was completed, the assessment was carried out in two phases, Internal- 

Practical based Examination for 60 Marks, In which the students were assessed for 

their Oral and Listening Skills and External- Theory based examination to assess their 

declarative and procedural outcome. Almost 99% of the participants took these exams. 

This ensures their quest for learning and excelling in future.( List of students is attached 

herewith at the end of the report.) 



 

 

Annexure II 

Glimpses/screenshots of class schedule online conducted by Dr. Nandita 

Sharma, General Secretary, Nandkriti Welfare Trust :- 

 

         



 

 

 
 

 



 

 

Annexure III 

Glimpses of Events including offline Sessions conducted by  Dr. Nandita 

Sharma ,General Secretary, Nandkriti Welfare Trust 
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Appendix IV Offline Session on 

Stress Management.conducted by 

Dr. Nandita Sharma, General 

Secretary, Nandkriti Welfare Trust 



 

 

 

 

 



 

 

 

List of 

Participants  

     

    



 

 

 

Certification was done for all the participants of this course. 
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INTRODUCTION 

 

Personality Development is a process where you work 

on yourself to nurture your talents and add new skills 

to your portfolio. You can instantly become more 

appealing and progress in life as well as your career if 

you know how to present yourself in situations. 

Inclusion of Personality Development as a skill course 

in the New Education Policy is a strong step to help the 

students to develop their personality by enhancing 

their communication and presentation skills , 

improving problem solving ability and developing 

positive outlook to achieve success in life. Hence the 

course is an important and helpful guide for students 

to attain their goals in life. 



 

OBJECTIVES 
 

The objective of this course is to make students 

successful in their personal and professional life by 

developing their basic skills and makes them confident 

and understanding, compassionate and caring 

individuals . Students need to develop and master 

these basic skills to get ahead in life. The significance of 

the course lies in the fact that it helps students to fulfil 

the following purposes- 

1. Aids in problem solving 

2. Helps in shaping personality 

3. Makes one a better leader 

4. Enables one to handle conflict better 

5. Enables students to interact with others in a better 

way 

6. Helps build and maintain relationships 

7. Prevents misunderstandings 

8. Creates clarity in communication 

9. Helps handle criticism better  

10.Builds confidence and boosts morale 

 

 



 

 

KEY FEATURES OF THE COURSE 
 

To fulfil the objectives of the programme 

knowledge was imparted to the students through 

online and offline classes, presentations, group 

discussions and practical assignments. Since the 

main purpose of the course was to develop the 

personality of the students by improving their 

Communication skills , the Teaching /Learning 

Sessions were made highly interactive and 

participative . 

Teaching /Learning was followed by a series of 

written tests and assignments to evaluate the 

theoretical and practical understanding of the 

students. 
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INTRODUCTION 
 
 

 
 

‘Introduction to Mutual Fund Part II’ is a progressive 
course. The previous course of this series was 
‘ Introduction to Mutual Fund Part I’. 

 
This course ‘Introduction to Mutual Funds Part II’ helps 
the students to make their career in financial market as 
through this course they know how they can recommend 
suitable products/schemes to investors and prospective 
investors in the market. 
 
 
 
 
 
                                            4 



  

OBJECTIVE OF THE COURSE 
 
 
 

 

Fig: Mutual Fund Operation Flow Chart 
 

The objective of this course is to:- 
 Provide students with an in-depth knowledge of mutual funds, their 

functioning with the help of an interactive format. 
 Know the basics of mutual funds, their role and structure, different kinds 

of mutual fund schemes and their features. 
 Understand how mutual funds are distributed in the market-place, how 

schemes are to be evaluated 
 Understand how suitable products and services can be recommended to 

investors and prospective investors in the market. 
 

After completion of this course, a student would be able to analyse the mutual 
fund schemes which are suitable and can be recommended to the investors. 
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‘Introduction to Mutual Funds (Part II)’ has been adopted as 
one of the courses of skill development programme under 
NEP w.e.f. 2021- 22. 
This programme is designed to discuss the role of mutual fund 
distributors and different kinds of mutual fund distributors. 
How can net asset value be calculated. Knowledge about 
security transaction tax and the NFO process. SEBI norms 
regarding representation of returns by mutual funds in India, 
Analysis of risk levels in mutual fund schemes. 

ABOUT THE PROGRAMME 
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COURSE INTRODUCTION 

 

 The course aims to provide students with comprehensive knowledge and 

practical skills in computerized accounting with a focus on GST (Goods and 

Services Tax).  

 

 It is designed to prepare students for self-employment opportunities and 

enhance their career prospects in accounting and finance. The syllabus can be 

customized to meet the specific needs of Indian students or location-based 

requirements. 

 

 Completing this course will make students proficient in computerized 

accounting with a specific focus on GST, a crucial aspect of modern financial 

operations in India.  

 

 

 

 

 

 

 



 

 

SYLLABUS 

      
Title of course- Computerized Accounting & GST 

Paper Title : Computerized Accounting (Theory) and Tally (Practical) 

Nodal Department of HEI to run course Department of Vocational Studies 
Broad Area/ Sector- Commerce/ Business/E-Commerce 

Sub Sector Computerized Accounting 

Nature of Course- Independent/Progressive Independent 

Name of suggestive Sector Skill Council NSDC 
Aliened NSQF level  

Expected fees of the course – Free/ Paid As Mutually Decided by College & 
PCE (Aptech) 

Stipend to student expected from industry NA 

Number of Seats As suggested by college 
Course Code Credits- 03(1 Theory, 2 Practical) 

Max Marks……………Minimum Marks……………..  

Name of proposed skill Partner ( Please specify, Name of Industry, 
Company etc  for Practical / Training /Internship / OJT 

Apt ech Learning Centre 
(Authorized Meerut Centre as PCE) 

Job Prospects – Expected Fields of Occupation where students will 
be able to get job after  completing this course in (Please specify 
name / type of industry, company etc.) 

Student will be able to get a job of 
an Accountant, Tally Data Entry 
Operator & various business sector 

Syllabus 

Unit Topics General / 
Skill 
Component 

Theory/ 
Practical/ 
OJT/ 
Internship/ 
Training 

No. of 
theory 
hours 
(Total-15 
Hours = 
01 credit 

No of Practical 
Hours (Total – 
60 Hours = 02 
credits  

I Fundamental –Introduction 
to Accounting, Accounting 
Rules & principle, 
accounting features of Tally 

Skill Theory 2  

II Tally Introduction- Create a 
company, shut a company, 
select a company, alter a 
company, delete a company 
Accounts  Information- 
Ledgers, Groups 
Inventory Information – 
Stock Groups, Stock Items, 
Units of Measure 
Accounting Vouchers- 
Receipts Vouchers, Payment 
Vouchers, Purchase 
Vouchers, Sales Vouchers, 
Contra Vouchers, Journal 
Vouchers, Debit Note, Credit 
Note 

Skill Theory / 
Practical 

3 15 



 

 

III Display- Trial Balance, 
Trading A/c, P&L  A/c, 
Balance Sheet , Day Book, 
Account books, Statement 
of Accounts, Inventory 
Books  Statements of 
Inventory, Cash / Funds 
Flow, List of Accounts 
Exception Reports, Print 
Management 

Skill Theory / 
Practical 

3 15 

IV Data Management and 
Administration- Backup & 
Restore, Security Controls, 
Tally Audit Feature, Tally 
Vault 

Skill Theory / 
Practical 

3 15 

V Taxes in Tally – GST (Goods 
& Service Tax), Setting up 
GST Rates, 
Import Data into Excel, Data 
Interchange between XML 
format, Other Options 

Skill Theory / 
Practical 

4 15 

Suggested Readings:  As suggested by college or University 

Suggested Digital Platforms/ web links for reading- www.aptechmeerut.com 
www.aptechlearning.com     www.aptechaviationacademy.com  

Suggested OJT/ Internship/ Training/ Skill partner-Aptech  Learning Centre, Meerut 
Suggested Continuous Evaluation Methods : Total Marks : 25,  House Examination / Test: 10 Marks 
Written Assignment/ Presentation/ Project/ Term Papers / Seminar : 10 Marks 
Class Performance/ Participation : 5 Marks 
Course Pre-requisites:  

 Intermediate in any stream 
Suggested equivalent online courses : Aptech Learning Centre, Meerut 

Notes: 

 Number of units in Theory/ Practical may vary as per need 

 Total credits/ Semester – 3 (It can be more credits, but students will get only 3 credit/ semester 
or 6 credits/ year 

 Credits for Theory = 01( Teaching Hours = 15) 

 Credits for Internship/ OJT/ Training/ Practical = 02 (Training Hours = 60) 

 

 

 

 

 

http://www.aptechmeerut.com/
http://www.aptechlearning.com/
http://www.aptechaviationacademy.com/


 

 

LIST OF STUDENTS 
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Overview  

 

Education is a source of illumination which gives us lead in various spheres of life. NEP 

2020 aims at providing universal access to quality education which is the best way for 

the all-round development of the individual and the society. NEP policy of 2020 is the 

first education policy of the 21st century proposing the revision and revamping of all 

aspects of the education structure it aims at making India a global knowledge 

superpower. Computer education has been made compulsory under NEP 2020. One 

step in this direction taken by the SD PG College Ghaziabad is the introduction of the 

certificate course in computers for undergraduates. This course focuses on specific 

concepts and associated skills and the concepts are such that they lay a strong 

foundation for learning computers as they contribute towards general intellectual 

development. Today survival without knowledge of computers is difficult because 

knowledge is important in every field like offices, banking, teaching, online business 

and many other such fields. Thus, the knowledge of computers is very essential. 

Through the certificate course in computers the students have been acquainted with MS 

word, spreadsheet, web browser, using e-governance website, making ppt and many 

other important aspects of computers. 21st century skills of critical thinking, 

collaboration, communication, and creativity are addressed in the content and 

supplementary activities of computer education so that the students are made capable 

of connecting themselves with the technologically advanced world. 
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Preambles of Course  

Computer in education have become so ubiquitous today that they are being used 

for everything— from basic computing tasks like writing a word file to high-end 

weather forecasting and drug discovery and everything in between. A certificate 

course in Computer 

Applications is a skill-

based certification that 

provides operational 

knowledge and skills to 

the students in a manner 

such that they can execute 

their learning in a 

practical sense. Students 

are equipped with hands-

on knowledge of the 

subject during their tenure. One of the advantages of using and learning computer 

in education is that it makes students future ready. Whatever the students want to 

do in the future- business or job, computers are essential at every place and 

learning computers at a very early age gives them the confidence to be ready to 

take up any challenging role that life might show them. In short, it makes them job 

ready and students that learn computers now in school will be adept at using this 

in their workplace. Do remember that the importance of computers goes beyond 

education: it also promotes and trains them to think critically, research 

independently, and be proficient across technology. Computer in education have 

been known to improve the performance of the students by helping them to engage 

better with their schoolwork. It’s believed that computer in education completely 

enhance students’ mathematical knowledge, critical thinking, and improve scores, 

besides helping with problem-solving. Computers are also known to play a major 

role in the students’ ability to score high in their competitive exams. Computer in 

education have become an absolute necessity today and are so ingrained in our 

daily lives that not knowing computers can become a significant liability. This 

course provides complete basic knowledge of computer to its students.  
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Objectives of the Course  

Upon completion of this course, students will be able to:  

• Identify the components and function of the hardware used in a computer 

system.  

• Describe the function of system software. 

• Describe the function of application software.  

• List the steps in systems analysis and design.  

• Describe the popular programming languages and the process of developing 

computer software.  

• Create a simple computer program.  

• Analyse the impact of computer technology and its ethical implication on 

society.  

• Demonstrate basic proficiency of productivity software, including word 

processing, spreadsheet, presentation, database, and multimedia software.  

• Demonstrate proficiency in electronic communications technology.  

• Explain basic computer networking concepts and architecture.  

• Use the Internet and World Wide Web to perform research.  

• Create a basic Web page.  

• Create Excel Sheets separately.  
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• Demonstrate proficiency in social networking.  

• Discuss computer security and its importance for business and personal use 

of computer. 

Course Details and Participation  

 

Total Students 348 

      Streams 

Covered 
Bachelor of Arts, Bachelor of Commerce 

Total 

Numbers of 

Hours 

Theory 15*4=60 

Practical 30*4=120 

Broad 

Area/Sector 
IT 

Sub-Sector Computer Basics 

Nature of 

Course 
Independent 

Course Code 
Credits 03 (Theory-1 

Practical-2) 

Name of 

Suggestive 

Sector Skill 

Council 

IT ITES SECTOR SKILL 

Job 

Prospects 

for Students 

PROGRAMMER, DEVELOPER, WEB 

DESIGNERS, COMPUTER OPERATERS 
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Curriculum 

 

Knowing 
Computer

Operating 
Computer using 

GUI based 
Operating System. 

Understanding 
Word Processing 

Using Spread 
Sheet 

Introducing to 
Internet, WWW, 

and Web Browser 

Communication 
and Collaboration

Small 
Presantation 

making

Laws of Cyber 
Crimes and Laws 
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Knowing Computers   

What is Computer? 2 0 Basic Application of Computer: Component of Computer 

System. CPU, VDU, Keyboard & Mouse, Other Inputs/Outputs Devices, 

Computer Memory Concept of hardware and software Concept of Computing 

Data and Information Application of IECT Connecting Keyboard, Mouse 

Keyboard, Monitor and Printers to CPU and Checking power supply.  

Operating Computer using GUI based Operating System.  

What is an operating system? Basics of Popular Operating Systems. The User 

Interface, Using Mouse, using right button of the mouse, and moving icon on the 

screen, use of common icons, status bar, using Menu and Menu Selection, running 

an application, viewing of file, folder and directories, creating and renaming the 

files and folders, opening and closing of different windows, using  Help, Creating 

shortcuts, Basic of O.S Setups and Common utilities  

Understanding Word Processing  

Word processing basics, opening, and closing of documents, text creation and 

manipulation, Formatting of text, Table handing, Spell Check, language setting 

and treasures, printing of word document.  

Using Spread Sheet   

Basics of Spreadsheet, Manipulation of Cell, Formula, and functions, editing 

of spread sheet, printing of spread sheet  

Introducing to Internet, WWW, and Web Browser  

Basic of computer network, Application of internet, connecting to internet, Web 

Browser, Safe Browsing, Understanding URL, Using E governance website  

Communication and Collaboration 

Basic of Electronica Mail Getting an Email Account Sending and Receiving 

Mails Accessing Sent Mails Using Emails Gmail Drive 2 Online Storage 

Document Collaboration Discussion and Chats Instant Messaging: Netiquettes  
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Making Small Presentation   

MS PPT/ Apple Keynote Basic of Presentation Software Creating Presentation: Preparation 

& Presentation of sliders Slide Shows Taking Printout of presentation/Handouts.  

Laws of Cyber Crimes and Laws  

What is a virus? What is hacking? Cyber Laws and Crime Safeguarding the 

account How to use safely Debit and Credits Cards. 
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Prosecuting of the program 

Formation of 
online group 
for students

Distrubtion of 
intensive course 

material 
amoung 

students for per 
unit

Pre-planed Lab 
sessions on every 

unit

Theory and 
practical both 

covered sapertaly

Intractive sessions 
on various topics 

covered

Hands on 
experience on 

practical topics

Ragular session by 
assigned faculties 

and revision session 
to clearyf the 

doubts

Assessment 
through written 

and practical 
assegniments

Final assessment 
for students for 

their knowledhe 
gain through MCQ, 
practical and viva
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ANNEXURE 

a. Assessment  

Name:………………………                                      Roll no………………………   

 

Skill Development Course (B.A IV sem & B.Com. IV sem)     Max. Marks:60               

Certificate Course in Computer 

1. Which of the following is MS Office Suite's software program?                              

A. Microsoft Word                    B. Microsoft Excel 

       C. Microsoft PowerPoint             D. All of the above 

      2. Which among the following is not a browser? 

A. Opera                                     B. Chrome 

       C.    Firefox                                   D.  Casio 

      3.Which of the following is not a valid domain name? 

A.  www.yahoo.com                  B.  www.yahoo.co.uk 

        C.    www.com.yahoo                  D.  www.yahoo.co.in 

      4. Which of the following is NOT present in MS Word? 

A. Word Count                          B.  Font Size 

       C.  Brush                                      D.  Page Margin 

     5. Which of the following statements is correct? 

A. 1KB = 1024 bytes                 B. 1MB = 2048 bytes 

       C.  1 MB = 1000 kilobytes           D.1 KB = 1000 bytes 

      6. .JPG' extension usually refers to what kind of file? 

A. System file                            B.  Animation/movie file 

       C. MS Encarta document             D.  Image file 

     7. Excel is a program that is used to prepare a…….. 

A. Slide Presentation            B.  Spreadsheet 

       C. Text Document                   D.  Database 

    8. A formula in Excel always begins with an ____ 

http://www.yahoo.com/
http://www.com.yahoo/
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A. Equal Sign                      B.  Colon 

       C. Comma                              D.Space 

   9. What is the extension of saved files in MS Excel? 

A. .xls                                  B.  .xks 

       C.    .xos                                 D. .xbs 

   10. A computer cannot "boot" if it does not have the _____ 

A. Compiler                                      B.    Loader 

       C.  Operating System (OS)                  D.  Assembler 

  11. Junk e-mail is also called ______ 

A. Spam                                   B.    Spoof 

       C.   Sniffer Script                        D.   Spool 

 12. By default, your documents print in ________ mode 

A. Landscape                     B.  Portrait 

       C.  Page Setup                      D.  Print View 

 13. A _______ is a software program used to view Web pages. 

A. Site                                          B.   Host 

       C.  Link                                           D.  Browser 

14. Several computers linked to a server to share programs and storage space called 

A. Network                             B.   Grouping 

       C.    Library                               D.   Integrated System 

 15. http://www.objectivebooks.com - is an example of what? 

A. A URL                        B.    An access code 

       C. A directory                     D. A server 

16. What is a default file extension for all word documents? 

A. TXT                          B.   WRD 

       C.   DOC                          D.   FIL 

 

 

 17. An email account includes a storage area, often called ________ 
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A. A mailbox              B.  Hyperlink  

       C.   IP address                D.  None of these 

 18. Which of the following is a storage device? 

A. Floppy Discs            B.   Hard Disk Drive 

       C.  Optical Disc               D.  All of these 

19. ………. refers to all the legal and regulatory aspects of the internet and World Wide Web. 

A. Cyber Law               B.   Cyber Crime 

       C.    IT act                        D.   Code of standard 

20.  What is Cyber Security? 

A. Cyber Security provides security against malware 

B. Cyber Security provides security against cyber-terrorists 

C. Cyber Security protects a system from cyber attacks 

D. All of the mentioned 

 
b. Details of classes & Practical 

Units  Dates  Mode  Theory/Practical 

Unit- I  26/06/23  offline  Theory 

 27/06/23  offline  Practical 

Unit-II  30/06/23  offline  Practical 

 03/07/23  offline  Practical 

Unit-III  04/07/23  offline  Theory/Practical 

 5/07/23  offline  Theory/Practical 
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 8/07/23  offline  Theory/Practical 

Unit-IV  10/07/23  offline  Theory/Practical 

 12/07/23  offline  Theory/Practical 

 16/07/23  offline  Theory/Practical 

Unit-V  19/07/23  offline  Theory/Practical 

 21/07/23  offline  Theory/Practical 

Unit-VI  25/07/23  offline  Practical 

 28/07/23  online  Theory 

Unit-VII& VIII  1/08/23  offline  Theory/Practical 

Examination  12/09/23  offline  Theory/Practical 

 
 

 

C. Student Feedback Result 
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Clarity and relevance of textual reading 

material 

 

 
Extent of content coverage, teacher’s 

input for in depth understanding 

 
Communication skills of teachers 

 

 
Transparency of internal assessment 

process 

 

 

Clarity & Relevance of RM

Most Effective Effective
Less Effective Least Effective

Extent of Content coverage

Excellent Good Satidfactory Poor

Communication Skill 

Most Effective Effective

Less Effective Least Effective

Transparency of IAP

Always Fair Fair Some What of Unfair
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Evaluate infrastructure facilities 

provided by institution. 

 

 
 

Administrative/ Office facilities 

provided and support. 
 

 
The Overall qualities of teaching-

learning of your institute 

 
Discussion of assignments and project 

by teachers 

 

Clarity & Relevance of RM

Most Effective Effective
Less Effective Least Effective

Adminstrative Support

Always Nevertheless Netural Never

Teaching-Learning 
Qualities

Excellent Perfect Good 4th Qtr

Teacher's Involvment

Always Almost When required Never
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Overall Results 

 

Overall result

Remarkable Good Satisfied Poor
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d. Student List: 
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Course name Co-ordinator Comment Sign 

Basic communicative 
English 

Prof. Reena Sharma   

Social Work Prof. Kamlesh 
Bhardwaj 

  

Fundamental of IT Dr. Priyanka Singh   

Certificate course Computer Dr. Geeta Pande   

Certificate course Computer Priyanka Gangwar   

Personality Development 
&Communicative English 

Prof.Miti Pandey   

Personality Development 
&Communicative English 

Prof. Shilpy Jindal   

Yoga &Correctives Dr. Divya Agrawal   

Patrkarita Dr. Neelam Garg   

Yoga &Correctives Dr. Chaya Tyagi 
 
 

  

 

 

Principal    NEP Convenor    NEP Coordinator 

Prof Akhilesh Mishra   Prof Urvija Sharma    Dr Priyanka Singh 

 


