Subject- General Foundation Course
Time:
me:3 hrs Theory:45 Marks
INA:05 Marks
Total:50

Structure of Question paper
In all Twenty eight Questions will be sct from prescribed syllabus. The question paper will
comprise of three parts( Part-I, Part-Il and Part-11I). The questions will be ecvenly
distributer from the prescribed Syllabus.
Part -I will consists fourteen (14) objeetive type questions (One sentence question/ true-
false/ fill in the blanks and multiplc choice questions) carrying 1(One) marks each.
Part-1I will consists ten (10) short type questions carrying 3(Three) marks each.
Candidate will attempt any seven questions out of these. A question may have two or more
parts. The answer of each question should not be more than one page of the answer sheet.
5(Five) marks each. Candidate
ave two or more parts. The

answer sheet.

Part-IIl will consists four (4) long type questions carrying
will attempt any two questions out of thesc. A question may h
answer of each question should not be more than two page of the

o
Syllabus

Industry
Meaning, Kinds of Industry - Manulactunng, Ssrvlce Industry, Estabdlishing an Industrial Unit -

Procedures, Legal Requirements.
Project Report

Meaning, Need and Elements of Project Repon, Registration of the Firm, Choosing Suitable Policy ct

Insurance lor - Building, Content and Vehicls, Liabilily Insurance and its Types.
Organizations in India for Industrial Development

Nationalized Banks - State Bank of India, Punjab Nalional Bank elc, Small Industrial Development
Organization, Small Industrial Development Bank of India , Reglonal Rural Banks, Naticnal Small
Incustries Corporatlon, IFCI, State Financial Corporations like Punjab Financlal Corporation.

Budget
Meaning, Types, Utility, Meaning and Advantages of Budgetary Contrel, Marketing Mix, Elements of

Marketing Mix, Concept of SWOT Analysls.
Communication

Meaning, Definition, Impanance, Fealures, Elements, Scope, Principles of Communication, Types and
“Media of Communication, Barriers in Comgunication, New Trends In Communication - Email
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Vidao

Conlerencing,
, ing, Computer Telo :
Facsimllo (FAX), Intornol, Teloconferancing. Audio Conlarencing

Conlorencing.
Skills lor

gaxing

nunication Skills N
arious Communicalion

Tips on tmproving SD

Comut
Meaning, Tochniques to Develop Good Communication Sl
xills,

jon
Workplaco Success, Pronunclalion Etiqueties ©f Communicatio

Skills.
Personnel Management '
casses of Rocruitmont, Wages & Incentivos,

Docision Making, Risk Taking Bohaviors, Mathod and Pro

Appraisal and Training, Emplo)’or'#- Employee Relations.

Interview |
w, Types of Inlarview =

Mcaning of Resume, Tlps to Wrlte a Geod Rosume, Concept of Intervie N
Traditional, Ono to One, Job Panal, Group, Telephong and Behavior Interviews, Preparation for tho

» Al

Intarview,

Business Transactions and Ledger
Introdugtion, Meaning & Delinition, Format of Journal, Journal Entrles - Simple and Compound wilh
k, Traging

Narration, Meanling, Utility and Format of Ledger, Meaning and Formals of Cash Boo

Account, Profit & Loss Account and Balanco Sheal.
Banking Transactions

Banking Transaction and their Recording, Bank Account - Current, Saving,
Deposit Account, Pass Book, Pay in Slip, Withdrawal Slip, Slatement of Account, Opening and

Recurring Deposit, Fixed

operaling a Bank Account , Types of Cheques.

E-Banking

Meaning, Process, Importancg, Kinds ol ¢-banking, Services
Banking, Telephone Banking, Eloclronic  Fund Transfer, Electronic Chequa, e-wallet, ATM -

. Cregit Card, Debit Card, Mobila

Introduction, Advantages and Pracaulions.

Income Tax
Meaning, Important Definitlons, Components of GST - CGST, SGST, IGST, Formal of GST Bill,

C. COMPULSORY SUBJECTS
Note: Compulsory Subjects under Vocatlonal stream & Acndemic stream at sonior
secondary level are the same. Kindly refer to the syllabi & structure of

question paper of these subjects uploaded under Academic Stream.
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