SYLLABUS FOR ACCOUNT ASSISTANT

B COM
Financial Accounting :

Aceounting as a Financial Informalion System; Impact of Behavioral Sciences Accounling Standards
e g Accounting for Depreciation, Inventories. Research and Development Costs, Long-term
Conshruction Contracts, Revenue Recognilion, Fixed Assels, Conlingencies, Foreign Exchange
Transachions, Investments and Government Grants, Cash Flow Statement. Earnings Per Share
Areounting for Share Capital Transaclions including Bonus Shares, Right Shares, Employees Slock
Optien and Buy- Back of Securilies Preparation and Presentation of Company Final Accounls
Mmalgamation, Absorplion and Reconstruction of Companies

Cost Accounting @

Mature and Funclions of Cost Accounting Installation of Cost Accounting System. Cost Concepls
relaled to Income  Measurement, Profit Planning, Cost Conltrol  and Decision  Making.

Malhods of Costing: Job Cosling, Process Coslting, Activity Based Costing. Volume — cost — Profit
Relationship as a tool of Profit Planning.

Incremental Analysis/ Differential Costing as a Tool of Pricing Decisions, Product Decisions, Make or
Buy Decisions, ShutDown Decisions etc. Techniques of Cost Control and Cost Reduclion Budgeting
as a Tool of Planning and Control. Standard Costing and Variance Analysis Responsibility Accounting
and Divisional Performance Measurement.

Taxation :

Income Tax Definitions, Basis of Charge; Incomes which do not form Parl of Total Income Simple
problems of Computation of Income (of Individuals only) under Various Heads, 1 e, Salanes, income
from House Property, Profits and Gains from Business or Profession, Capilal Gaing, Income from other
cources. Income of olher Persons included in  Assessee’s  Tolal  Income

5ot - ONf and Cary Forward of Loss.Deduchions rom Gross  Total  Income
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“alient FealuresiProvisions Related to YA ano-Serwmoes—ax &ST & Lastowu,

Husiness Law

The Indian Contract Act, 1872, The Negotiable Instruments Act, 1881, The Payment of
Bonus Act, 1965, The Employees’ Provident Fund and Miscellaneous Provisions Act, 1952,

The Payment of Gratuity Act, 1972

Aurcliting :
Company Audit: Audit related to Divis
of Fanking, Insurance. Non-Profil g

o
I'inancial Management : jw/

ible Profits, Divdends. Special mvestigations, Tax audit. Audi
anizations and Chanlable Societies/ Trusts/Orgamzalions



| innce Funetion: Nature, Scope and Objectives of Financial Management: Risk and Retum
Heltionship

[ouls of Financial Analysis’ Ratio Analysis, Funds-Flow and Cash-Flow Etalamenl.{:a_pllal Budgeting
ecsions Process, Procedures and Appraisal Methods, Risk and Uncertamty Analysts and

Methods

{os! of capilal Concept, Computation of Specific Costs and Weighted Average Cost of Capilal
CAI'M as a Tool of Delermining Cost of Equity Capital ’

I moncing Decisions: Theoties of Capital Structure - Net Income (NI) Approach, Net Operating
Inceame (NOI) Approach, MM Approach and Traditional Approach. Designing of Capilal structure
Typ=s of Leverages (Operaling, Financial and Combined) EBIT- EPS Analysis, and other Faclors

Divi fend Decisions and Valuation of Firm: Wal ter 's Model , MM Thesis, Gordan's Model Lintner's
Mol Faclors Affecting Dividend Policy Working Capital Management: Planning of Working Capital.
Detorminants of Working Capital. Components of Working Capital - Cash, Invenlory and
Itecevables Corporate Restructuring with focus on Mergers and Acquisitions (Financial aspecls
only)

Financial Markets and Institutions :
Indian Financial System: An Overview Money Markels. Participants, Structure and Instruments

Commercial Banks. Reforms in Banking sector. Monelary and Credil Policy of RBIL RBI as a
Reguilator

Capital Market Poimary and Secondary Market. Financial Marke! Instruments and Innovalive Debl
Instruments; SEBI as a Regulalor

Financal Servces Mutual Funds, Venlure Capital, Credit Raling Agencies, Insurance and IRDA
Oirganisation Theory and Behaviour, Human Resource Management and Industrial Relations

Organisation Theory :

Mature and Concept of Orgamsation, Extermal Environment of Organizations -Technological, Social,
Frolical, Economical and Legal; Organizatonal Goals - Primary and Secondmy goals. Single and
Mul 1iple Goals, Management by Objeclives

I_uolubion of Organisation Theory: Classical, Neo-classical and Systems Approach Modeimn
Concepls of Organisalion Theory Organisat ional Design, Orgamsal ional Structure and
Cirgmisationa Cullre

Cigamsational Design-Basic Challenges, Differentialion and Integration Process. Cenlralizabon and
[ecentralizalion Process, Standardization ¢ Formalization and Mulual Adiestiment. Coordinating
I onmal andd Informal Organizations. Mechanislic and Organic Slructunes

Demigning Orgamizational struclures—Authorty and Control, Line and Stafl Funchions, Specialization
and Coodination Types of Organization Structure —Funclional. Matns Strichie, Prgect Shuclure
Haluie and Basis of Powel | Sources ol Power, Power Structure and Poliics Impact of Information
Fec hmodoogy on Grqammlmniﬂ Diasign and Structure Managing Oigamzational Collure
Uirgamisation Behaviour:

T and Concepl. Indwidual in orgamizations. Personally. Theones, and Delemmanis

jw/



f*erc eption - Meaning and Process.

Motization Concepts, Theories and Applications Leadership-Theories and Styles Qualily of Work
Lifer (W) Meaning and jls impact on Performance, Ways of its Enhancement. Quality Circles (QC)

- Meaning and their Importance. Management of Conflicts in Organizations Transactional Analysis,
Organizational Effectiveness, Management of Change

Human Resources Management{HRM):

Meaning, Nature and Scope of HRM, Human Resource Planning, Job Analysis, Job Descriplion, Job
Spevification, Recruitment Process, Selection Process, Orientation and Placement, Training and
Dewilopment Process, Performance Appraisal and 360° Feed Back, Salary and Wage
Administiation, Job Evaluation, Employee Wellare, Promotions, Transfers and Separations
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