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HAJEL KARUTHA ROWTHER HOWDIA COLLEGLE (AUTONOMOUS),
POST GRADUATE DEPARTMENT OF ZOOLOGY

VALUE ADDED COURSE

SURBIECT : CERTIFICATE COURSE IN HONEY BEFE. REARING
COURSE CODE : 1OVACZY
COURSE OUTCOMES:!

CO1: To study the ultimate goal of honey bee rearing & to know the basic
knowledge of apinry, enemics and their cradication methods,

CO2: To promole the conservation strategics and improvement of bee keeping and to
increase the knowledge of life cycle of bees and bee culture.

SYLILARIIS
UNIT I
IToney bee- systematic position - kinds of honeyhees- Habits and Habitat- population- castes
UNIT 11t
Worker Bee: structure of worker bee- TTead, Thorax, Abdomen l'unctions of worker bee.
UNIT III:
OQueen-Struemre of Queen-Functions of Queen. Drones- Structure of Drones -Funetions of Drones
UNIT IV:

Bee hive or Nest - Bee Languape & Communication- Dee Ceconomy-Swarming-absconding- supersedure
Lite Lustory Nuptial Flight und Mating, Development & Caste determination.

UNIT V:

Enemics of bees- economic importance of honey bee Apiculture- social lile in honey bees- Dee Hive
/Honey Comb- deseription of typical Artifisial Hive types of bee hives- bee pasturape care ol

management of an apiary. Propertics, exiraction, preservation & uses ol honcy. Diseascs of honey bees-
Bee Poisoning.

REFERENCE BO( MKS
A Text Book of Entomology —~MS, Nalina Sundari & R.Santhi, MJP Publishers, Chennai.

A Text Book of Feonomic Zoology Dr.N.Arumugam ctal., Saras F'ublications, Nagercuil,
6{‘ v ;/‘:;:) 4 7[ e = 2
5 Head

PG Depertment of Zoology
Hajes Marutha Rowiher Howdle Coltege
Uthamapalayam, Theni District,
TamilNadu, PinCode-625633



Hajee Karutha Rowther Howdia Collepe (Autonomous)
Uthsmapulayam - 625533
Department ol English
CERTIFICATE COURSE IN SPOKEN ENGLISH - 19VACEN
SYLLABUS
Course Qulcome

cCO-1 : Tntegrate pertinent communication strategies to perform
efficiently in socml and professional spheres.

CO-2 : Acquire proficiency in speaking, reading and wriling skills.
Unit |

Reading Comprehension

Unit 11

Common Lrrors in English
Unit - ITI

Formal and Informal Situntons
Unit TV

Presentabion Skalls
Unit V

Communication Skills
Books Recommended:

» Mohan krshna, DBancrji Meciu, Developing Communication Skills, Mucinillun
Publishers. Chennai.

» lTownsend Roz. Presentation Skills for the Upwardly Mobile, Fimerald Publishers,
Chennai
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HAJFE KARUTHA ROWTHER HOWDIA COLLEGE (AUTONOMOUS)
TTITAMAPAT VAM-2451%
DEPARTMENT OF ECONOMICS
CERTIFICATE COURSE SYLLARBUS
SALESMANSIIF AND SALES MANAGEMENT
Subject Code -19VACE(
COURSE OUTCOMES

# To tamihanze Students about the Fundamentals of personnel selling and theorics.
# To understand the role  nature and functions of advertising sales management and sales
organization

UNIT; 1 Introduction to Salesmunship (6 Hours)
Meaning and Detintion of Salesmanship-Nature of salesmanship-Ohjectives of salesmanship-

Features of Salesmanship-Types of  Salesmanship,

UNIT: I Theories of Selling (6 Hours)

ATDAS theory of selling ~Right set of circumstances approach  Buyers  formula theory-
Uehaviour equation theory.

UNIT: Il Advertising (6 Hours)

Meaning and defimition of advertising  Charaeteristics leature of advertising-Nature of
advertising =Scope of advertising- unctions and Limitations of advertising.

UNIT: IV Sales Management (6 Hours)

Definition and  Meanming of sales  Managements - Objcetives of sales management | unctlom
of sales management-Importance and lements of sales manapement.

UNIT: V  Sales Organization (6 Honrs) -

Definition and meaning of sales orpanization-Importance of sales organization-Need for sales
organization [‘unctions of sales orgamzation - Stchne of sales orpanization-Classafications of sales
orpanization.

L.
BOOKS FOR REFERENCE S 8 bl o
Head Lof Snomics,

P Saravanavcel, §.Sumathi, Advertising and Salesmanship, lkl‘wpublwmmﬁt‘?{&ﬁﬁm'w
25 £33
< Advertising and sulcs promotion management,5 L Gupta .V, VRaii; SuRthAHE Uland’ and sons,

Sales promrotion and Advertising Management,(6" edition ) Himalaya publishing House
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Salesmanship and advertising ,Davar.S K, Himalaya Publishing House



DEPARTMENT OF HISTORY
CERTIFICATE COURSE
FUNDAMENTALS OF TOURISM  19VACHI
COL: To understand the students 1o basic prineiples of lourism,
CO2. To explain the various types of tourism and traval Famalities & Regulations.

IINIT -1
Defimtion — Origin - Basic Components of Tourism - Causes for the Rapid Growth of
Tourism  Motivations for Travel.

UNIT _TI
Tounsm through the Ages - Ancient, Medieval and Madern Perod = World Time
Differences — Greenwich Mean Time (GMT) — Indian Standard ‘Time (IS1).

LNET =11

Types of Tourism  Regional Touriam - International Tourism  IToliday Tourism
Cultural Tourism  Social Toursin  Business Towism = Religious Tourism — 1ealth
Tourism = Adventure Lourtsm — Political Tourism - Pleasure Tourism — Feo Tourism,

UNIT 1V
Transportation - Railway - Roadways - Airways - Waterways - Acconunodations —
Types ol Hotels - Locality - Organizations — Economic and Social significant of Tourism,

UNIT -V
Travel Formalities and Repulations  Passporl  Visa, Foreign Exchanpe, (Customs
and Health Formahties  Immigration, Tmpact of Tourism — Posttive and Negative  Impacts

Books lor Study:

1 Bhatia, AK, Towrtsm Development. Principlex & Praciwes, Sterling  Publishers
Private Limited, Seeond Fdition edition, 2019

b

Dharmaray. J, Jowrism Tensy Publications, Sivakasi, 2016.

3. Bezbaruah, M.P.Indian Tourism: Beyond the Millennium, Gyan Publishing House; 1
edition, 2000.

4. Yvelle Reisinger, International Tourisem: Cultures and Behavior, A Butterworth-

Hememann Title, 1 edition, 2009,

A

Robinson, H.Ceography of Tourism (Aspect Geographies), Pubhisher: MacDonald &
Fvans, 1976,

M B -'AC‘”'( "hepy,



HAJEE KARUTHA ROWTHERHOWDIACOLLEGE(AUIUNUMUUS),
UTHAMAPAIAYAM.
Department of Intormation Technology

Namae:-Dipl inOffi

SubjectCode;-19VACCT
COL:Swdentswouldbeabletoworkwithdocuments, spreadshectsandmakesmal lpresentations.
CO2: Toprovideanindepthtraininginuscolo[Ticcautomationandpublishersconcepls.

=  nbroduclivnloMbword-lealures, Crealing, Saving and Opening
documentainword,mter face, loolbars, rulers, menuskeyboardshor leuts,

* Tditingadocuments Maving, Scralling Inadacument, Opening multidocuments. windows.editing text
selection, inserling anddeleling, movinglext

®  Previewingdocumentprintingdocuments Print adocumentfromthestandardioolbars, Printing
adocumentliromthemeny, Shrinking adocumentiofitapage, Reduce thenumberofpageshyone,

= [ormattingdocument:Paragraphtormat, Aligning textandparapraph, Norder
andshading, headersandlioolersmultiplecolumns,

apreadsheetconcepis:

¢  Creulingworksheel, Entering duluintoworksheet, Heuding
iufunnulitm.dnux,lcxl.dnlcmmdccIII‘nrmmlm',vnlucmuwmnundprmnmmy_\vnrkthr.r

s Openingand Moving aronadinanexistingworksheet,

¢ | polbursundmenuskeyboardshoricuts,

¢ Creatingsavingandeditingaworkbook, Inserting deletmpworkshestanteringdatainacell/ Foriula
(:unyinu nmlmnvmg,lmmwlama'drrllq, Handling
aperatorsinfonmulae, Function, Mathemutical logieul, stubsticul tex Uinancial dateandumelunctions, usging
functionswizard. Formatting aworksheet.

¢ Formaotting cells Chungimgdatushignments. Chunging
dare,number charactensolGunency fonmat changing fontudding borders, undeolors, printingwaorksheet, cha

reandgraphs Creatingpreviewing, muodifyingehurts integratingwordprocessorspreadsheets webpapes.
I'reseniationconcaprs:
& Urealing Openg und Suving presentuion. Crewing thelookofyourpresentarion,
= Workinginditterentviews, Working withslides, Adding wd foomatting fext, Formatiing
paragraph,checkingspellingsundeonectinglypingmisiakes.
¢ Mukingnotespagesandhandouts, Drawing andworkingwithahjecrs, Adding

clipartandotherpiciures designingelideshawe minningandcontrollinguslideshow, printingpreseniation.
Microsoftofficepublishersconcepts:

®  Openpublisher.
®  Creutenewpublications,
¢ Creutenculender, Ureate abusinesscard, Create aprastingeardsto

*  Workingwithtrames. Maving frames, Resizing [lunes, Fonmutting text, Inserting clip art e

‘n?ﬁ ’_f._¥m'}-ci_ | S
J. 1 HE IE? { FATHIMA Mea e,
riead of the Degpartment
Bepartment of Information Techriclogy
H.K.RM.College
'thamapalayam-525 533
Ther: Ot



DEPARTMENT OF COMPUTER SCIENCE
Syllabus for Value Added Course -2019-2020
WORD PROCESSING AND PRESENTATION [19VACCS)
Course Outcome: On completion of the course, students are able to

1. Knows the concepts of Microsoft office Word 2007, insert panel page, layout panel page, page
background and mailing panei.

2. Hlustrates the concepts of saving the file, formatting the text, alignment of text, border and shading
3. Discuss about printing the document, editing, autocorrect, auto formatting text, Find and Replace,
page numbering using Mail merge in Word 2007.

4. Discuss how to create presentation, PowerPoint views, changing the color and background picture.

5. Demnonstrates Word Art, duplicating slides, deleting slides, adding viewing a presentation and making
slide shows.

Course content:

UNIT I Hours 6
Micrasoft Office Word 2007: Introduction to Microsoft Office Word 2007 — opening screen of Microsoft
Word Screen — Insert Panel —Page Layout Pane! —Page Setup —Page Background-Paragraph-Reference
Panel-Tabie of Authorities-Mailing Panel-Tracking-Changes-Protect-Office Button.
UNIT Il: Hours &
Working with Documents in Word 2007 —Introduction — saving the File-Formatting the Text-Alignment of
Text —Applying Fonts — Spell Checking —Consulting Thesaurus —Assign Character Styles-Create a Character
Style-Borders and Shading-Apply Borders and Shading-Closing the file.
UNIT i Hours 6
Save as Option —Printing your document-Editing the document - Editing Tools-
Autocorrect-Autocorrect Entries without Formatting —Add New Autocorrect Entries with Formatting-Auto
format-Autoformat as you type-Auto format on command-Auto formatting text-Find and Replace —Page
Numbering-Header and Footer-Footnote and Endnotes-Spliting Panes ~Tilling of the Documents-Using
Mail Merge in Word 2007,
UNIT IV: Hours 6
Creating Presentation from Template -Creating a New Presentation-Power point Views Entering the
text-Moving the Text-Changing the Colour —To change the coiours —To change a slide background picture-
Adding graphics to a slide-Adding picture to the Presentation-Adding clip Art on a Slide.
UNIT V. Hours 6
Adding from WordArt-Recording Slides-Duplicating Slides —Deieting Slides-Adding an Animated Cartoon
to a Slide-Adding a Movie to a slide-Adding Sound-Adding Slide Transitions-Adding Text Transmissions-
Viewing a Presentations-Making Slide Shows-Notes,Handouts and Masters for Presentation-Handouts
Master-Packing Presentations to Go.
Text Book : Learning Computer Fundamentals, MS Office and Internet & Web Technology-Dinesh
Maidasani-FIREWALL MEDIA, First Edition 2005.

O
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CERT\FICPATE COURSE
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INVESTMENT MANAGEMENT (19VACBA)

UNIT 1

Meaning - scope - definition - characteristics of investment -
principles of investment - types of investors - kinds of investments -
invest Vs. speculations

UNIT II

Corporate securities - shares - stock and shares - Types of shares
- types of equity shares in the market - Allotment of shares - Bonus
shares- debentures - guicelines bonds.

UNIT 11

The securities and exchange board of India - origin and
development ~ objectives — activities — act - functions

UNIT IV

Fundamental analysis — security analysis - functional approach -
economic forecasting — forecasting techniques

UNIT V

Technical analysis - Timing of investment decision - Technical
indicators - Tools of technical analysis

REFERENCE BCOKS:

Investment Management - V. K. Bhalla

Investment Management - V.A. Avadhani

Investment Game — Prasanna Chandra :
Investment management — Dr. S. Krishnamurthy and Dr.S.Maria John -

Palani Paramount Publications
C‘Zﬁﬂ»—;

~ PRINCIPAL
Hajee Karutha Rowther Howdia College
{Autonomous)
UTHAMAPALAYAM-625533.
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Hajee Karutha Rowther Howdia College (Autonomous)
Department of B. Com Banking

Certificate Course (CERD) - E-BANKING (19VACCB)

OBJECTIVES

» To know technigue in used the banking scctor

» To know what is role of e- bank in recent

UNIT —{
E-Banking — Meaning — Importance — Features.
UNIT -1l
Models for implementation of E- Banking
UNIT —1l]
Credit cards — Smart Cards — Salient features and uses.
UNIT=-IV
Electronic cash and Electronic payment schemes — Internet monetary
payments.
UNIT-V

E-Payments and Purchase order process — Online electronic cash — Security

tools — encryption — security terms.

BOOKS RECOMMENDED:

1. “E-commerce — Bajaj .K.K

2. Electronic commerce — Loshin P & Murphy P.A

My

~PRINCIPAL
Hajee Karutha Rowther Howdia College
{Autonomous)
UTHAMAPALAYAM-625533,



Hajee Karutha Rowther Howdia College (Autonomous)
Uthamapalayam
Department of Micrehin]ogy

Certificate Course in Microbiologicai Quality Analysis - (19VACMB)

Unit 1: Biosafety (4 hours)

Sterilization ~ principles & different methods. Biosafety Cabinets ~Type 1, I1, 111, IV. Quality
control agencics.

Unit 2: Quality analysis of Food samples (4 hours)

Total heterotrophic bacteria, Aerobic mesophilic plate count, determination of spore formers,
Rope producing spores in flours, isolation and identification of salmonella in food.

Unit 3: Water microbiology (4 hours)

Detection and enumeration of coliforms. enumeration of pseudomonas, enumeration of
microorganisms, enumeration of the spore of sulphite reducing anaerobes, yeast and moulds
counts,

Unit 4: Molecular analysis (4 hours)
PCR analysis, ELISA, RIA, UV Spectrometer, Inmunoelectrophoresis, ultracentrifugation.
Unit 5: Production and quality analysis of Biofertilizer (4 hours)

BGA biofertilizer, Rhizobium Biofertilizer, Azolla Biofertilizer, Mycorrhizae biofertilizer,
quality analysis.

fo!
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VALUE ADDED COURSE
DAIRY BIOCHEMISTRY - | 9VACB C
2019 - 2020
Syllabus:
Unit - I:
Introduction to Dairy Chemistry: Composition of milk - Properties of milk - food and

Nutritive value of dairy products.

Unit - II:
Processed milk: Sterilized milk - homogenised milk - Standardized milk - Flavoured

milk - Recombined milk - Toned milk - Rehydrated milk.

Unit - III:

Production of Dairy Products: Method and Manufacture of Butter, Cream, Ice cream,
Cheese, Butter oil.

Unit - IV:

Dried milk: Preparation of Butter milk powder - whey powder - malted milk powder -
cream powder - Ice cream mix powder - Cheese Powder.

Unit - V:

Dairy Products: Manufacture of dairy products from whole milk - kheer, khoa, ghee,
kulfi, lassi, dahi, rabri and paneer.

Reference Book:

¢ Outlines of dairy Technology - Sukumar De
¢+ Fundamental of Dairy chemistry - Web Johnson and Alford

e mous) ”
Autono
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Subject Name:-Diploma in Office Automation(DOA)

Subiject Code:-19VACCT

CO1:Students would be able to work with documents, spreadsheets and make small
presentations.

C02:To provide an indepth training in usc of office automation and publishers concepts.
Introduction to word processing;
¢  Introduction to MS word- features, Creating, Saving and Opening documents in word, interface,
toolbars, ruters, menus keyboard shortcuts.
¢  Editing a documents- Moving, Scrolling in a document, Qpening multi documents, windows, editing
text-selection, inserting and deleting, moving text.
¢ Previewing document printing documents- Print a document from the standard toolbars, Printing a
document from the menu, Shrinking a decument to fit a page, Reduce the number of pages by one.
e  Formatting document: Paragraph format, Aligning text and paragraph, Border and shading, headers
and footers multiple columns.
Spreadsheet concepts:

o  Creating worksheet. Entering data into worksheet, Heading information, data, text. dates and cell
formating values saving and protecting worksheet

o  Opening and Moving around 1n an existung worksheet

e  Toolbars and menus kevboard shortcuts

o (reaung saving and edinng a workbook., Inserting deleting worksheet entering data 1n a cell’ Formula
copving and moving from selected cells, Handhng operators 1n formulae, Function Mathematical,
logrcal, statistical, text financial, date and nme functions, using functions wizard Formatting a work
sheet.

e Formatung cells Changing data abgnments. Changing date, number, characters of currency format,
changing font. adding borders, and colors, printing worksheet. charts and graphs- Creating previewmg,
modifying charts, integratung word processor spread sheets, web pages.

Presentation concepts:

s Creating Opening and Saving presentation, Creating the look of vour presentation

e Working in different views. Working wath shdes, Adding and formatting text, Formatting paragraph.
checking spellings and correcting typing nustakes

e Making notes pages and handouts, Drawing and working with objects, Adding clip art and other
pictures, desigmng shde shows, running and controlling a shde show, printing presentation.

Microsoft office publishers concepts:

®  Open publisher

e C(Create new publications

e Create a calender. Create a business card . Create a greeting card etc

e Working with frames, Moving frames, Resizing frames, Formatting text, Inserting chip art etc

e
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Hajee Karutha Rowther Howdia College, (Aatonomous)
Uthamapalayam — 625 533
Department of Arabic - Certificate Course

] Title of the Paper I Tajweed & Figh- 19V ACAR
Unit i : Harakah (Vowel) and Muthaharrik — Atriculation of Letters — Noon Sakin
and Tanween — Kinda of 1dghaam
Unit I 3 Rules of Meem Saakin — Qalgala — Rules of Alif-Laaam — Rules of
Pronouncing the Word Aliah — Ruies relaling to the leiter Raa
Unit H1 ; Rules of Maad — Rules of Wagf— Attributes of letters — Sujood al Tilawah
Unit IV : ialall glush caiol — U1 algall plSaf — gl plSal — LgulSal et sl — 3 fglalt S
Unit V : ¢ g gll bl — ¢ guim gll oS — alaell Akl Aol - LgalSal Zualaill pludl — sladfiel) plSal
Book Prescribed Noorani Qaaidha
By Samshudeen Qasimi
Portion X Full Book
Book Prescribed - eapall ARl
By Dr. Sheik Safiur Rahman An nadwi .
Portion : 3 3 _jigall S

Passed in the Board of Studies meeting held on

Board of Studies: , Signaiie otHOD
Hajee Karutha Rowther Howdia College

{(Autonomous)
UTHAMAPALAYAM-625533, ~



Course Title Mushroom Course Code 19VACMC
cultivation

CO1 wremeuissfent Gui GHTFeomHI L Heuallendl SI(PELILEGSHISHE0

CO2 uwnewsutaemsn SLGIMEVITLNL HULEHMS LUMLILBHS 2mbEealsHhsHs0

ug®h — |

GQUTBISIBIEY WHBOID UsiuT (B  Seney — &eoel — GHTHDBEse] —
Cpréaln wnmr CEwswur® — weliGeuenGuium g  FWpSHTUIBSsoaT L6
URklg — Gungh  omiey  aemTHeSal  SieuFunb - oidllish, Hemev  LOMEID

oalued uBBul CUTEH Sife — HITVeHHE LIWELTE — GHTense G i
oBpd  2um swsst  (Media) ubffw LGy GuITgd  @dsy.  FUGSHTI
SleUFULID LBE@LD G&F WsOIPsHMmSST,

ugad — |l

HANEN  QUNHHEHLD DG  (PHEUSHIWRBEDHID: 1|JH 2 _ame] LoHmyuin
ol | FFHHIGHEBD - ILHHHO UWsHHeT - HWUEHTISH Gausnev eumuiy uulgd
— QGeuemianlt mifeyll GLIIBSTIHBENET LJsh 2 _6meuld IOTHBHIC HEeNd — 2 a0&

QUTHETTHTT susTiTFFUis0 Simenmeledl LIBISS6TT.

RAMBEHEN - MUEHCHTEL HTenmadl, REITII IS HTemTadr (GQUDAL HbHTEITH),

FUds  srenTell.  UTsLdntenel - Bdbansnenmelell  USIUBEHL  CHEID
susTTlILISBG UL U1l Geul 1l HenevaEmin.
Lga —

SHIennedl  eueniuy wUTHF  GawedpsHny  allelidbd - GCaemeuLiiien
GUITHsTBST: 2 mHewenll  LIGHDS SHumf HEHew - LTeSigsll  smLIGensTId  FHILITT
Qruiged - snenmell HUITHHH -  HuwT Gaussd -  Hiennel aHHIGHs0 -
HISOTH alSHI LTEYHED - HTeNTall CHTHBUD - HMeNTadl DISUNL. — SIENTS
e BLIsH 6.
ugg — IV

STeNMsl  allangd o BudSH LUFBF  QEUIps:  slilendsd,  GHensuLines
OLITHeTIde:  BisuNed  aldhgHH HumfihHed -  Husnied yUIFardhannsh GHTHDHI

BH&HF Carendalsy eusnThHs0, &renmst  aiGHient SHurleen  (pemser -
STl aMHd HumMTHEH0 - S alidHeSigphsl sllensl GLmBSID GlEUIGH6D.

ugsH — V

HA6NTeN U0 UsLBauy suembdaisy Gawsopenm Lulmsd Defshssen -
SiBUsHId@ BM  sumdLlsv umrLl  GFlFHed whple sSLGLTsn  QFwes
{(Packing & preserving)
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HAJEE KARUTHA ROWTHER HOWDIA COLLEGE (AUTONOMOUS)
Centre for Entrepreneurship and Rural Development (CERD)
Certificate Course in I2—Services 2019-2020

Course Name and Code: E-SFRVICES (19VACES) Hours® 30

Course Syllabus:

1. Introduction to computers(Hardware. Software and windows operating system)

2. Basics of Internei(Iniernet connection, Browsers, search cogines and you tube)

3. Email creation(Gmail, Yahoo)

4. Railway ticket reservation system (IRCTC) and Air ticket bookings.

5. Bus ticket and Hotel booking systems (SETC, Red bus. Yatra, etc..)

6. Internet Banking(Account creation, Money transfer, mobile banking and ouline
banking)

7. Passport application(Passport Seva Kendra)

8 Online form submission( TNPSC., NDDF applications, Voter 11 and Govt websites)

9. Online resume portal (Monster India, carrier gulf. in.....)

10. Online shopping (Amazon, Flip kart, eBay. ....... )

11. Aadhar (Status, edit and update),KYC's of bharat gas and others

12. TNEPDS,PAN card online apply and status.(PANINDIA and UTIISL)

13. Social websites (Whatsapp, Face book, LinkedIn, twitter...... )

14. Google maps and Google drive

15. Cyber laws and safety tips

PRINCIPAL
Hajee Karutha Rowther Howdia College
‘ (Autonomous)
UTHAMAPALAYAM-625533.



Hujee Karutha Rowther Howdia Collepe (Autonomeons)
Uthamapalayam — 625533
Department of English
CERTIFICATE COURSE IN SPOKEN ENGLISH - 19VAUEN
SYLLARUS
Course Outcome

CO-=1 - Infeprale pertingnt communication strategics (o perlorm
efficicntly in social and professional spheres,

CO-2 : Acquire proficiency in speaking, reading and writing skills.
Unit =1

Reading Comprehension

Uit — 1T

Common Errors in Tnglish
Uit T

Formal and Informal Situations
Lnit 1V

Presentation Skills
Unit V

Clommunication Skuls
Books Recommended:

» Mohan Krshnu, Buneiji Meea Developing Communiention Skills, Maciillan
Publishers, Chennai

+» Townsend oz, Presentation Skills for the Upwardly Mobile, Fmerald Publishers,
Chennai

At
HEAD
PG & RESEARCH DEPARTMENT OF ENGLISK
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DEPARTMENT OF COMPUTER SCIENCE
Syllabus for Value Added Course -2018-2019
WORD PROCESSING AND PRESENTATION (18VACCS)
Course Qutcome: On completion of the course, students are able to

1. Knows the concepts of Microsoft office Word 2007, insert panel page, layout panel page, page
background and mailing panel.

2. liustrates the concepts of saving the file, formatting the text, alignment of text, border and shading
3. Discuss about printing the document, editing, autocorrect, auto formatting text, Find and Replace,
page numbering using Mail merge in Word 2007.

4. Discuss how to create presentation, PowerPoint views, changing the color and background picture.

5. Demonstrates Word Art, duplicating shdes, deleting shdes, adding viewing a presentation and making
shide shows.

Course content:

UNIT I: Hours 6
Microsoft Office Word 2007: Intraduction to Microsoft Office Word 2007 — opening screen of Microsoft
Word Screen — Insert Panel —~Page Layout Panel —Page Setup —Page Background-Paragraph-Reference
Panel-Table of Authorities-Mailing Panel-Tracking-Changes-Protect-Office Button.
UNIT Ik Hours 6
Working with Documents in Word 2007 —Introduction — saving the File-Formatting the Text-Alignment of
Text —Applying Fonts — Speli Checking —Consulting Thesaurus —Assign Character Styles-Create a Character
Style-Borders and Shading-Apply Borders and Shading-Closing the file.
UNIT 1k Hours 6
Save as Option —Printing your document-Editing the document — Editing Tools-
Autocorrect-Autocorrect Entries without Formatting ~Add New Autocorrect Entries with Formatting-Auto
format-Autoformat as you type-Auto format on command-Auto formatting text-Find and Replace —Page
Numbering-Header and Footer-Footnote and Endnotes-Spliting Panes —Tilling of the Documents-Using
Mail Merge in Word 2007.
UNIT IV: Hours 6
Creating Presentation from Template ~Creating a New Presentation-Power point Views Entering the
text-Moving the Text-Changing the Coiour —To change the colours —To change a slide background picture-
Adding graphics to a slide-Adding picture to the Presentation-Adding clip Art on a Slide.
UNIT V: Hours &
Adding from WordArt-Recording Slides-Duplicating Slides —Deleting Slides-Adding an Animated Cartoon
to a Slide-Adding a Movie to a slide-Adding Sound-Adding Slide Transitions-Adding Text Transmissions-
Viewing a Presentations-Making Slide Shows-Notes Handouts and Masters for Presentation-Handouits
Master-Packing Presentations to Go.
Text Book : Learning Computer Fundamentals, MS Office and Internet & Web Technotogy-Dinesh
Maidasani-FIREWALL MEDIA, First Edition 2005,

Q. &=
%
Head of the Department

PoLGA (R

b3 SinAJULY Bt "..

v 2 Wad
I55C0INE Brgieasd @ d .
imend gt Comauidi STENER
fonatiment o1 L9 N

A R P e
A f '.";',' AR edls

taige B30

[T . l‘.,")}
thamaoda < T




HAJFF KARLITHA ROWTHER HOWDIA LCULLEGE (AUTUNUMUUS)
UTHAMAPALAYAM

POST GRADUATE AND RESEARCH DEPARTMENT OF COMMERCE
CERTIFICATE COURSE: SOFT SKILLS AND EMPLOYABILITY SKILLS [18VACCR)

SYLLABUS

COURSE OUTCOMES:
To develop among the students:
1. The interpersonal skills to become effective poal oriented team player. The
professionals with ldealistic, practical and moral values
2. The communication and problem solving skills. The re-snpinesr attitude and understand
its influence on hehavinr

LINIT | Sofr skills

Introduction to soft skills — Importance = types — essentials soft skills = soft skills vs hard
skills — attitude — power of positive thinking  positive sell talk - self esteem, self confidence and
attitude In the work place - SWOT analysis
UNIT Il Goal Setting

Goal — meaning — guldance for goal setting - types of goals = SMAR| goal - short term,
long term, life time goals. Tima managemant : value of time, key factors — blue print for success.
UNIT lll Emotional intelligence and leadership.

Fmotional intelligence — meaning = importance - components = High emaotional
Intelligence advantages — crisis management - Leaders: qualities of leader — Leadership -
Leadership skills and Role of a Leader.

UNIT IV Employability Skills

Employablliry skills — Meaning — importance - essentials employability skills -
communication, team work, commercial awareness, analysis & investigating, initiative/self
mativation, drive, written communication, planning & organizing, Mexibility lime management
UNIT V Group Discussion and Interview

Definition  types - characteristics of effective GD - phases In GD process — NDa's and
Don'ts of participating GD - interview concepts and definition — objective and classification of
Interview  guidelines of sffective interview — body language — features — etiquette — various
types and Importance CV praparation.

Pedagogy:
Assignmant for preseararion, conduct mock inlerview and GD, give exercise o
eliquette and €V, peer group — body language.

Text Book;

Sabina pillal, Agna Fernandez, “Soft skills and Cmployability Skills”, first edition Cumbridge
university press.

Neoagy jayant, “Success in interview” Unicorn Books Pt 1td , Darya Ganjl, New Delhi.
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Llajee Karutha owiher Howdiu College (Autonomons)
Uthennapalayam - 625533
Department of Tnplish
CERTIFICATE COURSE IN SPOKEN ENGLISH 18VACEN
SYLLARKUS
Course OQutcome

LO~1 3 Inteprale pettinent communication strategics to perfonm
elficiently in soeul el professional spheres.

CO 2 : Acquire proficiency in speaking, reading and writing <kills.

Unit -1 :

Reuchng Comprehension
Unit 11
Comumon Erfors i Enplish
Unit = 11T
I'ormal and pl}.vuxml Sitations
Unit =1V

Pu::«rnluliuq Hilll.’.

Unit -V 5

o 9 |
Communicalion Skills
|

Books Recommended: | ‘

= Mohan lKrshng, ml+l:'l Mecrn Beselopung Communication Skillg, Macmillan
Tublishers. Chenna

» Townsend Roz. Présentation Skills for the Upwardly Mobile, Lmerald Publishcrs,

C'hennai
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HAJEE KARUTHA L(?)WTHER HOWDIA COLLEGE (AUTONOMOUS),
POST G UATE DEPARTMENT OF ZOOLOGY

N
- VALITE ADDED COLRSE

SUBJECT : CER F‘!CATE COURSE INTIONEY DEE REARING
COURSE CODE. : IBVACZY
COURSE OUTCOMES)

CO1: To study the ultimate goal of huney bee rearing & (o know the basic
knowledge « iary, enemies and their eradication methods.

CO2: Top te the conservation strategics and improvement of bee keeping and to
increase lh:m wledge of life cycle of bees and bee culture,

SYLLABUS
UNITI:
TToney bee- systematic position | Kinds of honeybees- Habils and Tlabitat- population- castes
UNIT II:
Worker Bee, structure ol worker Beg- Head, Thorax, Abdomen- Funetions of worker bee,
UNIT 1
Queen-Siructure of Queen lfunctdbus of Queen. Drones- Structure of Drones <lunetions of Drones

UNIT IV:

Bee hive or Nest = Hee I.anglmginﬂrl(fnmnumin:.uliuu Bew Economy-Swarming-nhsconding- suparsedyie
Lale Hhistory Nuprinl Flighr and Mating, Development & Caste determination.

UNIT V:

Lnemies of bees- ceonomic impodance of honey boe- Apiculture social life in honey bees- Bee Llive
/Honey Comb- description of yrfcal Artificial Hive types of bee hives- bee pasturage- care and
wunugement of un apiary. Propephes, extraction, preservation & uses of honey, 1hseases of honey bees-

Bee Poisoning,

REFERENCE BOOKS

A Text Bonk of Entomology Mb Nalina Sundar & R.5anthi, MJP Publishers, Chennai,

A Text Bouk of Feonomie TOolky Dr.N.Arumugam etal,, Surns Publications, Nugercoil.




HAJER KART

PG Departme

Course Name: ONLINE TRA

Course OQuteome
CO L hderst

CO 2: Gain Lnrw

Unit I

T

t

BT

TTA ROWTHER HOWDIA COI1.EGE

Antonomaons Institufion
f Commeree with Computer Application

Course Code: [8VACCA

¢ the concepts of E Busimuess praclices
ledpe in Onling Trading and ita featres

Introduction - uses of Iplemet in Business- Traditional trading vs. online trading - online

trading and value chain

Unit 11

Online tisding busine
Business 1o Tuginags
Govermment - Tntrn Business

Unit I

Online Banking - Origin
; |

banking- Functions - Elcctron
Advantages of EF1.

Unmit IV

llectronic data interchin

Transfer "ayments.

Unit V

I5 - Major ypes of onling tradmng - Business 10 consumer -

ode
(.Zonsmx W Consumer - Congumer 1o Busiuess - Non Business and

) of online banking - Advantage and disadvantage of online
‘und Transfer (KFT) - EFT points of sales (EFI'POS) - RTGS

ﬁc = Meanmyr - what 18 difference between ACH, EIFL and Wire

Fundamentals of the fnd translir process - Simple electronic fumds ansfor - online

trading securities - Cybererimd

Teatl Bouk:

I €5 Rayudu . Confp

Refereénce Books:
1. Joseph PT, I Con

edition, August 2010

Murthy CSV E Co
2007 Third edition

1 4
-

N -

Areas of [nternet Security.

wree- 1 Business, Himalaya publishing house 2008 5" ediion.

c¢, an Indian perspective Margham Publishing 16% printing

erce- Concepts, madels, stratepies Tlimalaya publishing  house

o
o
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MATITEMATICAT. DOCU

CO1:To inculcate Mathemat

CO2:To make students quali
Syllabus:

Theory paper 1-Mathemati
Unit-I l

What is Tex?aWhat i
LATLX Commands-Enterin

5

Making a Table of Contents-§
Examples(l ). Report Class~(2

Unit 11

Creating A LATEX nocume{l

Document 1 ayout-Lin

Headers,Footers,and Pape NWI

Within the Text.Secti
and New Pages-Leuving Hori

UTITA ROWTHER HOWDIA COLLEGE
DUS) UTHAMAPATAYAM — 625533

H DEFARTMENT OF MATHEMATICS
 CERTIMCATE COURSE 1N

MENTATION PROCESS-TEX and LATEX (I8VACMA)
l

L:q(l document processing skills

al for sell-generated courses/employment

ai Documentation process-TeX and FateX

|
|

[ATEX? How LATEX Works?-The TLATEX luput File Enrering
ext-Special Characters,

Jocument Classes-Class Oplions Packages-Making-a Title Pajg-
chind the Scencs-Auxiliary Files-How a Page is buill-
#tter Class

|
!

£ glnunnu—f'amgmphs-'l'cv( Justification-Mar gins-
ibering.

11' Headings Changing Type Style and Size-Slarling New Lines

Unit 111

Quotations-T c.pl'odllm”

Tables. Tubbing

Tubular- A Simple Rul
on the Decimal Powt Suppre

Unit TV

Mathematics In-Ling
Fnvironment(for numbered e

QPtdl aed Vertical Space-Drawing Rulex-Footmotes-Centering
|
|

A'l'cxl An-Te-Tists-Cross Releronces
|

«iTahh:—T Tsing Paragruph Columns,Spaniing Columns-Aligning
ing Leading o Trailing Space.

|

-Display Math(for unnumbered equations)  Gquation
tons)-Fgnarray Enviornmeni Bordered matrices,




Mathematical Expressipn:Supcrscripts und Subscripts-Spaces in Math Mode-
Dots,Braces,and Hurs-l’racticg. Radicals-Integrals,and Summations-Tarpe Telimuters.
1

Graphics:Creating the Grapl
the output

UNIT Y

iles-Importing the Graphic inlo LATEX Documents-Viewing

Making a Caption for figures and tables-Lixawples-Overcoming prablamswitl Mol
Macement-Lundscape Fipuregland Tables,

Ribliography:LATEX s built=in/mothod Bib TEX<( Wverview-Creating the,bib File-Running
BIibTEX-Bibhography Styles.

Special Topies:01Managing all prg Document-Gienerating an Index-I neluding hyperlinks
Accents and Special Characteds

Cxamples LATEX packages ahd I ATEX Thesis
References:

{A)Bouks:

. _| LATEX-A Document P ﬂa.ranou System by Leslic Lamport, Addision-Wesley second
edition,Boston, MA, 1994

2 A Guide to LATEX hy |
cdition,boston,MA 2004,

o

Imut Kopka and Patrick W.Daly. Addisan-wesley, fourth

The LATEX companian by Michel Goossens,Utank Miltelhach, ot al Addison-
wesley, Second cdiLinu,boslonLMA,!()()‘t .

(B)E-Sources
. LATEX Tutor ials-
2 LATEX for complete Now

boules.gom)
SMath inlu TATEX  An Int

PRIMER, Tex usersgroup, Trivandmm, Indin 2003,
Bﬂ[ Nicolu L.C.Tablrt Dickimaw Books, 201 2¢www. dickinow-

—

ction) o LATEX amd AMS- | ATEX-Geerpe Cralzer,

4.Text formatting with TATE A Tutorial, Academic and Research Computing ,April 2007.

H— L P e R Gl

Dr. M, SANTH)
M.Se.,B.Ed.,M.Phil -+ ..
Head of the Departme .
Dept. Of Mathematic:
H.K.H.H. College
Hilganapalayam 62645 0




Cnll;'ﬂc code
ISVACCH

Course Outcomes (COs):
On the sueeessful completion o

COT: Utilize the prepaation

Course Title Categury
Cosmelics “Value Added Course

[ the course, students will be able 1o

washing powder, cleaning powder and phenoyls

COZ: Demansimic the propasdtion ol washing powder, cleaning powder, inks and shanywm

Proparation of Waslung l’owdTr, Cleaning Powder, White, Black, Yellow, Rose coloured

phenayls,
Preparation of shampoo, liquid
powder and pain balm.

Preparation of cosmetics to

-~

bluc, preparation of blye, green and red inks, soap o1l, tace

onstrated:
L. Washing and Cleanihg Powder

2. Phenoyls
3. Inks
4. Shampoo

Visit to various Industries and|sabmission of report - 5 marks (Internal)

Reference bouks:
e 3. K. Sharimg -

%

- K Bapavathi $

dustrial Chemistry — (Goel Publishers)
dari - Applicd Chemistry.

B o—=\—

Dr.S.A.Noor_I}ohamed,u.s:..n.rnu..rn.l..
Dean,Faculty of Science,
Hajee Karutha Rowther Howdla
College (Autonomous),
Uthamapalayam-§25533.




IIAJKE KAR ljJ'ﬂH A ROWTHERHOWDIACOLLEGE(AUTONOMOUS),

UTHAMAFPALAYAM.

riment ol Information Technology

'-DipIomainOfﬁcoAutgmation(DOA)
Subje -18VACCT

COV:Sdentswouldbeabletowdnk withdocuments, spreadshectsandmakesmal | presentations,

Cq )2:‘l'.qm.widc;mindcpthtrmnh
lutrpductioniowoardprocessing:

Spran
*

I'resentationcouveply:

pinuseolvfficeautomationandpublishersconcepta.

IntraductiontoMSwor d-festures, Creating, Saving and Opening
ducumentsinword.Interfa ¢, Lloolbars rulsrs menuskeyboardshorleuls
Editingadocuments Mavihg, Scrolling inadocument, Opening mullidocuments, windows,cditing lext-
eleting.movingtesl.
Freviewingdocumantprin
adocumanttramtheme
Formaringdaoument. )
andfootersmultiplecol
S UEH
Crentingworksheet, Entdrifip dataintoworkshaer, Heading
information data text d weellformatingvaluessavingandprolectingwork sheer,
Openingand Moving arbundinmnexistingworksheet.,
Foolharsandimenuskeybonsdsharteurs
Creatingsavinpandeadini
vopying wimavingfa
aperatorsinformulac,|'u
fimerionswizwd, Form
Formutting cells:Chang
dute,number.characters
risandgraphs-Creutingp

selection, inserling ang
nEdacments Pl adprumaenttromehestandandioolbary, Printing
hhomkingedocumantrafitapane, redu ethenymberotpagasbyain,

u'rmphlnrmnt, Allpning testandparagraph, Dorder andshading, Headers
AN

3

=

orkbook, Ingerting, deletingwurlshecienterinpdaralnacell/ Fonnyly
Secledeetls, Hundlimg
Hon Mullwmuticul.luglcnl,nr.\rlmc.il,n--l|’-.-mu;ml.dutcandumaﬂumi.-.u-.,..~.i..5
myp awarkaheot,
pHutualignments, (hanging
chrreney format,chanaing fontuddingborders andealoes printingworksheet eha
pviewing, modifyingehurts,intepratingwndprocessorspreadehosts welpoges,

*  Creatinpopeningandsuvibgpresenrarion, Creating theloskelyourprasentation,

*  Workinglndifferentviews. Working withslides, Adding and formatting text, Formatting
paragraph checkingspellingsundcorrectingtyplngmistukes,

= Makingnotespugesundhane mrr..drawinguudwurk|ngwuhoblecu,uddi-u_-,ulipar(andotherplelun;u,«h-.qignin
gslideshows,runningandgontrollinguslideshow printingpresentation.

Miﬂg;guglllcnnuhl[nhm'm-w“-ﬂm;

= Opeopuhlisher,

= Cieatengwpublications.

*  Createacalender, Crenteblsinesecard, Creale ugrectingearderc.

& Workingwithframes, Mltzi

Tg frames, Resizing frames, Formalting text, Insertng clipartete.

- R K;}.\/a( RUIRL L
J.,mﬁm ATHIMA woa mphi
Head of the Department =~
Repartment of information Technology
HICRH Collgge

Uthamapalayam-625 533
Ther:, D¢




FUNI

)
COL: To understand the m‘uxs to basic principles of tourisim,
Y]

CO2: To explain the varioys |

1T 1
Delinition  Origin —

Tourism — Motivations for ‘1]

UNIT 11

Tourism through the

Litferences = Greenwich Mam

UNIT - 111

Types of Tourism - Jk

Cultural Tourtam - Social
Tourixm - Adventure 'I'ouris

UNIT -1V

IEPARTMENT OF HISTORY
CERTIFICATE COURSE
ENTALS OF TOURISM - 18VACTII

pess of tourism and travel Formalitics & Repulations.

Basic Components of Tourism - Causes for the Rapid Growth of
LY

el

Agea - Ancient, Medieval umd Modern Period — World Time
Time (GMT) - Indian Standard Time (1519

ional ‘l'ourism — International ‘T'ourism
urism  Busimess Tourism
- Political 'Tourism

Holiday Touriam -

' Liealth

Keligious Tourism
Plensure Tourism - Eeo Tourism,

i

Transportation — RailWiy - Roadways - Airways - Watcrways - Accommuodations

Types of Tlotels - Locality — ¢

UNIT .V
Travel Tormalities a

Or

punizations  Economic and Social sipolicaut of Tourism

Regulations — Passport -~ Visa, Foreipn Fxchanges, Customs

1
and Health Tormalities - lmln'#ation, Impact of Tourism  Posttive and Negative Tmpmets

Books for Study
L. Dharmarsy J, Toursm|| lensy Publications, Sivakasi 2016,
2. Hezbaryah, M.P.Indnll {ourism: Bevond the Millenninm, Gyan Publishing House; |
edition, 2000
3. Yvelle Reisinger, /nlériational Tourism: Cultures and Hehavior, A Butterworth-
Hemnemann Title; 1 t.i[:n, 2009.
4. Robinson, H Gevgraph of Tourism (dspect Creapraphics), Publisher: MacDonald &

Livans, 1976,

Y

H.; » I/‘-
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HAJEE KARUTHA ROWTHER HOWDIA COLLEGE (AUTONOMOTTS)

COURSE OUTCOMES

= o tamihianze Stude

-

organizaliom
UNIT: I Introduction
Meaning and Defuu

T'eatures of Salesmunship-Ty

UNIT: 1 Theories of

Hehaviour ¢yuation theory.

UNIT: Il Advertising

Meaming aidd delinition

advertizing  Scope ol advert

UNIT: IV Sales Muuugengnt

SALESMANSHIP AND SALES MANAGEMENT

To understand the mn

—

AIDAS theory ol m.'ltx

UTHAMAPALYAM-625533
NEPARTMENT OF ECONOMICS
CERTIFICATE COURSFE SYLLABUS

subject Cade -18VACEC

N

about the Fundamentals of personnel selling and (heories.
muture and functions of advertising sales management and sales

Salesmanship (6 Hours)
n of Sulesmanship-Nature of salesmanship-Objectives of salesmanship-

3ol Salcsmanship.
Hing (& Hours)

g Right set of circumstances approach Buyers  formula theory-

(6 Hours)

W advertismgr  Chacaotentstics fealure of advertising Nutwe of

g Functions und Limitations of advertising,

{6 Hours)

Definition and Me

ol sales managcmcnl-lmportm

UNIT: V Sales Organizatio

Delimtion and meam
organization —Functions of sal
organization,

BOOKS FOR REFERENk.‘E

< P.Saravanavel, S.Sum

+ Advertising and salcs

§i

at

fzof sales Managements - Objectives of snles management-Functions
cand Lilements of salcs management.

n (6 Hours)

of sales organization-Importance of sales organization-Need (or sales
aantions of sales

”MANANr Ph.

d Economics
ner How:™ Gol

DR. .

Hea

i, Advertising and Salesmanship, Mar CRBUHY -1 .
¢ P, Margham puliemismitCAEER- 1.

vmotion management,S L Gupta .V.VRalna,StﬂthéN&'gnd and sons.

¢h organizahon  Structure of sales organization Classi

p1’

<+ Sales promrotion and

% Salesmanship and adﬂt‘i

vertising Management, (6" edition ) Himalaya publishing House.

ising Davar S K. Himalava Publishing House



Majee Karutha Rowther Howdia College (Autonomous)
Department of 8. Com Banking
Certificate Course (CERD) - E-BANKING (12VACCB)

DIRIECTIVES
» To know techmque in used the banking seeto

= To know what is role of e- bank 1 recent

UNIT = |
I Banking ~ Meaning — Imporlance = Fealures,
UNIT =l
Maodels for Iimplementation of E- Banking
UNIE =111
Credit cards — Smart Cards — Sallent features and uses.
UNIT =1V
Electronic cash and Electronic payment schemes — Internet monctary
payments.
UNIT =V

C-Payments and Purchase order process — Online electronic cash — Security

tools — encryption — security terms.

BOOKS RECOMMENDED:

i, Fecommerce - Bajaj KK

2 Flectronic commerce - Loshin P & Murphy P.A

M

— PRINCIPAL
Hajee Karutha Rowther Howdia Coliege

Wil . =—— | =



DEFARFMENT - OF SUsSinmse  Bamisir m et
Bods. ReWe COLLEGE | utwa mavaLay B

P N e F o

CERTIWWILNTE COURSE

i e e e o L

INVESTMENT MANAGEMENT ( (RVAC BAD

UNIT 1

Meaning - scope - definition - characteristics of investment
principles of mvestment - pes of luvestors - Kinds of investments -
invesl Vs. speculations

UNIT II

Curporate securities — shares - slock and shares - Types of shares
~ types of equity shares in the market -« Allatment of shares - Bonus
shares debentures - guidelines bonds.,

URLT 11

The securiies and exchange board of Tndia - origin sud
development — objectives - aclivitios - aet - funections
UNIT IV

Fundeaunental analysis - sceunty analysis - tupctional approach -
ceonomic forecasting - forecasting techniques

UNIT V

Technical analysis - Timing of investment decision - Technical
indicators — Tools of wechnical analysis

REFERENCE ROOKS:

—

Investient Management  V.K. Bhalla

Investment Management - V.A, Avadhand

Invastrment Game = Praganna Chandra

Investmant managamant - Dr. 8. Krishosuothy and D8 Maria John -

Palani Parameount Publications

—

RINCIPAL -
Rowther Howdla Colleqs

&l b2

—p
Hajee Karutha



VALUE ADDED COURSE
DAIRY BIOCHEMISTRY
2018-2019
Syllabus:
Unit-I:
Introduction to Dairy Chemistry: Composition of milk - Properties of milk - food and

Nutritive value of dairy products.

Unit - 11
Processed milk: Sterilized milk - homogenised milk - Standardized milk - Flavoured

milk - Recombined milk - Toned milk - Rehydrated milk.

Unit - I1I:
Production of Dairy Products: Method and Manufacture of Butter, Cream, Ice cream,

Cheese, Butter oil.

Unit - IV:
Dried milk: Preparation of Butter milk powder - whey powder - malted milk powder -

cream powder - Ice cream mix powder - Cheese Powder.

Unit - V:
Dairy Products: Manufacture of dairy products from whole milk - kheer, khoa, ghee,

kulfi, lassi, dahi, rabri and paneer.
Reference Book:

< Outlines of dairy Technology - Sukumar De

% Fundamental of Dairy chemistry - Web Johnson and Alford

. ~ PRINCIPAL
Hajee Karutha Rowther Howdia College
(Autonomous)
UTHAMAPALAYAM.625533,



Course Title Mushroom Course Code 1SVACMC
cultivation

CO1  wremsursafien, G GEHTWsoBIUS HevallsHul HIBHLLSLILIGHZH5D

CO2 wnemisuirsensan &WBaemeamLly HULSamE LULIUBSHS 285G eldHsd

Lugd — |

Guigioiley toBED USHILTLE &m0 — &sval — GemPBssoel —
Bpréamb  whpp  GFUsUTG -  WMMSMBILN 19BE  FIPHTISSEITTLT
URE — Gurml  omiey susiHelsh  osnfulld - o, Hemso  IoBmID

2ielwed LYW Gursl ey — BITVSESH ULITLTE — GETame GFHTLTI
whpe oo snsst  (Media) upfw  wsBam  GuTg  Sifle),  FLESTH
uFD WwdpIh GFUsHpsHBBHSI.

uggd — i

HTATSH B BHGHD PN (PHBWSHHNBISEHE: UIH 2 _amis)]  oBmD
A L FFHRBHEHD - WHSHHIEY LweiiSst - FUGHTION Gousnav sutiy uulbF
~ Galenment mifieyt QUTHSTHEMST L|JFH 2 _6WIai(E ONBOGUD S — 2_05

GILTmENTHTT creTTFAUNND HToNiMeiiel LIBIEB6M.

CUMBEHET - eubBEHID HAsTew, REITiFLS STenTed (GLoT Hobomenms),
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Hajee Karutha Rowther Howdia College ( Autunoisous)
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HAJEE KARUTHA RAWTHER HOWDIA COLLEGE
(AUTONOMOUS)

CERTIFICATE COURSE (CERD)
13VACFP-FOOD PROCESSING COURSE
Objective:
e To study about the food processing methods
e To provide practical experience with preparing various bakery and confectionery

products

¢ To make the students aware ot the entreprencurship and rural development.

Unit 1: Food processing- an introduction-definition- activities- methods-products-jam- jelly-
jam Vs jelly difference- pickle- chikki- ice cream- cake- biscuit- cookies- types of cookics-
biscuits Vs cookies- candy- chocolate-a short desceription.

Unit 2: Jam - ingredients- methods- processing- practical preparation. Jelly- ingredients-
processing- preparation, Pickling- ingredients- processing. Chikki- Peanut  chikki-

ingredients-preparation. Iee cream- ingredients- methods- preparation.

Unit 3: Cake- types of cake- ingredients- methods- preparation. Biscuits- ingredients-
preparation. Cookics- types of cookies-ingredients- preparation. Candics- types of candics-

preparation. Chocolates- types of chocolates- methods.

Unit 4: Women entrepreneurship- development- start-up idcas- terms and conditions-

schemes- loans.
REFERENCES
[. Hand book of fruits and vegetable processing by Judit Monspart-seneyi’

2. Matz, Samuel A., Bakery Technology and Engincering, Third Edition, Chapman &
Hall,London.

. 3. Sugar Confectionery manufacture-(Ed) [L.B.Jackson, 2nd edition, Blackie

Academic and professional, Glasgow (1995).

4. WWW . News 1 8.com’ work and career for women.html.
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HAJEE RARUETHA ROWTHLER HOWDIA COLLFGF (AUTONOMOLS)

Contre tor Entreprencunsbip aud Rueal Development (CFRD)

Crertihcare Course m k-Services 20172014

Conrse Name and Coder E-SERVICES (15V ACLEY) Hours: 30

Course Syilabus:

it

a1

)

Prtroduction o corpaiar s Hardw s Sotise oe and weindon s OPCHALIE syalon
Hawws af Iatemet Interass connecton. Broowsans, saaech cngimes and vou ke
Dmas crdations G, 4 slae

Boate sy ot bosarvation systenc TR T vard Sar ko ook,

Biis e ber ot Hhode! boorzig svatems oSFHC, Red Bes, Yatia, ¢fe

et Bankit Aooonnl cresion, Money taster mobiic bankiz aad  online

v

vt ey

Pasport anphicanane Paaapogs S, ko andoag

Clipe Soren subarssiont § NP0 D aaphcaniens, Voo th and s acheross
Chae Tesante portal (Vo e Dadia, cantier autt o

e shopping Aszon Vi carr chiav,

Vaibur o e o0t and updaten RY Vs o e paeond othees

TNLEPDSPAN cod ondine appte amd 9atus tPANINDIA ard 0 LIS

Sonrest wetsites ( Whatsann, Faee book . Finhedhn witer. ... .. )

Coovsrte miaps anud Goosle ¢,

Caber s mnd <atety fes

ot~

"PRINCIPAL
Hajee Karun{: Rowther Howdia College

Autonomous)
uT HA&AAPALAYAM-BZSS:!:L



STISAMp: L SOTNC L WRIBSSy T WO S, e by M e

f

ASHNOJ AHL 10 ¥IMIVHEL '3

QIEMP.B|- D) ALy o

Setai :1 ¥ 1) .Q UM INOA D g 7
3= cr:_muww oue Bupeifcy

SHO08 IX31 GIANIKWCIZY Q

£3.0NDLCA SUCISSIS 5) J0 |2 PLFLE DM SI|RD DLFT O] LANES! 3G DINOM SSES A7

S31vDIdUUH32 "D

SLINEedSD Y] JC LBEY Sel J0 ST TRE Su) U fIiea ST FR007 SY. 1G] SJUBPILS 343 JO UCLIAIES Ay |

ISHNCI 3HL O AMIN3 '8

dnlas e Lt ungEznefio e o spun Adons sased pAr DsuLn pue s1et 9 L3 died o SLio Aes
PUP Lneday S0y CONCOYSACI0) C0 EIund o Wis 553 salsds sejhdiucs 10 aresBon i aBRSIMCLY SLIEEME G A0 LB IS0 9 S1gE] 45 Sy g

NOWLONAOHLINI Y

(rid 2WAAL } 4 anessy sevnieys #3nonos ITI0 388n00

S AHG ANIRIY

3ASHNOD LV OIHILNY3D

€EGGLT WU IMUWUHIA [ SACMONELNY )

3931103 VIOMOH 4IHLMOH UHINYUN IIIVH




-

Belal MO LN BT B P ]

SIEFjjag

T iy

BEC SLc ML 370

..,...«.:1..;.....u..w.,w_m._ua RCS) AFL sy KR,
srssdl e TsQes pubis sy, 1an Sprdr: 12 o
SR NS SULES 1aCeCY LEOGML,C )Y

SHuFFcauwio

HO4 WY ugy,
FEEY

<A Lig predueg dobsag)
Cuise U WITSRg

VR SR UBY AOWRp, EaLp gSIp gL, eBiRioyg
Ay anding
o s sds Buissasouy
S OO S TR TSV DT 1Y
wasAg 1anawe -
A eer:
TOE WA LU R T U JOR Y LS LR da a whivinis 'ssaac.y
78y}

Wil e

e @Eaza g S s enfionig .

T A ] dTpsan) dade 0 e el S .
LFRED AT Ay 0 saas

1Y 3 12 2380 & | iR {Relblc _

s=beies & walet g 334 -ty SIPVAL I L L L

3,013 i
! PR SROPLTL PR, | O 5304 SR e L LN | | =
: L i
Ao nue bar MEsdg 1SN IWG
DIBRRUMT LBIINS 1IWLET 10 Seedh_ ML C S aWDBTUWICT

oo Bussanesy s ndy .

D N T =T (TR _
SIBRHE ] BRITITE RUEPTIR Sua A FPdloT a4 s :

LR S M il T P

T R P B TR L GRS 2, g sa, |

ol
o
>

IR D I O

.

T2 SNOISRAS ANY SUNIINOD 3SHNOS

e

—




RTINS TR S R BT
ACRpen] DICUNLE ALy LLneyiied <501

shagay
CONAD S0ty 0y swaEnasd iy

PR o

L ALl @TuAr na

St A s

CHEfR)sL s

.t —

180 B 8L S0 0 DIBSQUELT ;] B x1d

+ i i .

MZOGISUYICIN] B4 LI SEUR RS G LR X3 paey
¢ A ROSIRBM PULE LR 1 Ss3aig Irssdamd fuicy bugeifons Lusz B ipuess: usgsl s I wes sy

A SEY 0 SR
CETURIL pEC ape s S8y 7 nr:a. @] 'moavges sdauan,
RSN

A JNLAR] g BEEIED)
e __.:.c 50 _....

uoguUINALY
_ I ey e
WIS e
| TE. el e
i 811 A Jo saadf) L A
1V 150, § » _
S REEOET &1 $ETD M| R W

GEIEE ] «
SN0 Jdg e
-;a,\l' ’-—

Eurgsee e da4sac »
turt Srsacy aydae o
SASPYREI] . '
FAMEDTTS - *
foosainn e LR AR ]

S W ungeTEd g

P

kel g il SeFeapy RIS i Y
(11 O IR | »..— R



££6629-WYAVIVEVINVHIN
(snowouoiny)
3631|107 BIPMOH 13m0y eyiniey aaley
vdio Nidd

._.“.mh Shel

(e

SEoCp AN pumALY ) o)

S oAl Pt T pA

»

CRE B | S RS I VLR O FE RO RO L

PTTTRITE T /R TP I I A N T

[ L

z

Ny (.n.-. -y !
B Rt

Moyl

AR [T T




Hujee Karutha Rowther Howdia College (Autonomous)
Uthamapalayam 623533
Department ol Enplish
CERTIFICATE COURSE IN SPOKEN ENGLISH - 15VACEN
SYLLARUS
Course Quicome

cO -1 3 Inteprate perfinent communication strategics 10 perlonn
cfficiently in social and professional spheres.

CO=2 3 Acquire proficiency in speaking, reading and writing skills.
Unit =1

Reacding Comprehension

Unit=11

Common Eirors in English
Unit =11

Formal and Informal Situations
Unit -1V

Presentation Skalls
Unit -V

Communication Skills
Buoks Recommended:

% Mohan Krishna, Bunerji  Meern, Developing Communication Skills, Macmillan
Publishers, Chennai.

» Townsend Roz. Presentation Skills for the Upwardly Mobile, I'merald Publishers.
(‘hennai.

N

HEAD
P & RESEARCH DEPARTNENT OF gainiisy
HAJEE KARUTHA ROWTHER HOWRM » ¢
UTHASAPALAYAR THEM! (OF) 4.




HAJEE KARUTHA ROWTHER HOWDIA COLLEGE (AUTONOMOUS)
UTHAMAPALAYAM

POST GRADUATE AND RESEARCH DEPARTMENT OF COMMERCE
CERTIFICATE COURSE: SOFT SKILLS AND EMPLOYARBILITY SKILLS (15VACCR)

SYLLABUS

COURSE OQUTCOMES:
To develop among the students:

1. The interpersonal skills to become effective goal oriented team player. The
professionals with idealistic, practical and moral values

2. The communication and problem solving skills. The re-engineer attitude and understand
its influence on behavior

UNIT | Soft Skills

Introduction to soft skills - importance - types — essentials soft skills — soft skills vs hard
skills — attitude ~ power of positive thinking — positive sell talk — sell esteem, self confidence and
altitude in the work place — SWOT analysis.

UNIT Il Goal Setting

Goal — meaning — guidance for goal setting — types of goals — SMART goal - short term,
long term, life time goals. Time management : value of time, key factors — blue print for success.
UNIT Il Emational intelligence and leadership.

Emational Intelligence — meaning - importance — components — HIgh emotional
intelligence advanlages — crisis management - Leaders: qualities of leader — |eadership -
Leadership skills and Role of a Leader.

UNIT IV Employability Skills

Employability skills — Meaning ~ Importance — essentials employability skills -
communication, team work, commercial awareness, analysis & Investigating, initiative/self
morivation, drive, written communication, planning & organizing, flexibility time management
UNIT V Group Discussion and Interview

Definition - types - characteristics of effective GD - phases in GD process — Da’s and
Don'ts of participating GD - interview concepts and definition = objective and classification of
interview - guidelines of effective interview — body Idnguago — features - etiquette — various
types and Importance CV preparation.

Pedagogy:
Assignment for presentation, conduct mock Interview and GD, give exercise for
etiquette and CV, peer group - body language.

Text Book:

Sabina pillai, Agna Fernandez, “Soft skills and Employability Skills, first edition Cambridge
university press.

Neoagy jayant, “Success in Interview” Unicorn Books Pyt Ltd., Darya Ganjl, New Delhi.

%»WWM'M’

WA ABBAS MANTHIRI M Com e PrD.
Head & Associate Professor
ot Graduats & Research Department of Commare
Hajee Karutha Rowther Howdia College
Uthamapalayam - §25 513
Theni District.
Temitnacy



HAJEL KARUTHA ROWTHER HOWDIA COLLEGE (AUTONOMOUS),
POST GRADUATE DEPARTMENT OF ZOOLOGY

VALUFE ADDED COURSE

SUBJECT i CERTIFICATE COURSE IN HONEY BEE REARING
COURSE CODE ¢ ISVACZY
COURSE OUTCOMES:

CO1: To study the ultimate goal of honey bee rearing & Lo know the basic
knowledge ol apiary, enemies and their eradication methods.

CO2: To promote the conservation strategies and improvement of bee keeping and o
increase the knowledge ol life cycle ol bees and bee culture.

SYLLABUS
UNIT L:
Honey hee- systematic pogition — kinda of honeybecs- Habits and Habitat- population- castes
TINTT TI:
Worker Bee: structure of worker bee- [Head, Thorax, Abdomen- Functions of worker bee.
TINTT TIT:
Queen-Structure ol Queen-Functions of Queen. Drones- Struciure of Drones -Functions of Drones
UNIT IV:

Bee hive or Nest = Bee Language & Communication- Bee Feonomy-Swarming-nbsconding- superscdure-
Life History- Nuptial Flight and Mating, Development & Caste determination.

TINIT V:

Enemies of bees- eeonomic importance of honey bee Apiculture- ancial life in honey bees- Bee Llive
/Honey Comb- description of typical Artificial Iive- types of bee hives- bee pasturage- care and
management of an apiary. Properties, extraction, preservation & uses of hongy. Discases of honey bees-
Bee Poisoning.

REFERENCE BOOKS

A Text Book of Entomology —MS, Nulinn Sunduri & R.Santhi, MIP Publishers, Chennai.

A Text Book of Economic Zoology —Dr.N,Arumugnm etal., Saras Publications, Nagercoil,

()-./; Mad * e ya

“"WM”‘




HAJEE KARUTHA ROWITHER HOWDIA COLILEGE
An Autonomous hnstitutlion

PG Department of Commerce with Computer Application
Course Name; ONLINE TRADING Course Code; 15VACCA

Course Oulcome
CO | Understand the concepts of E Business practices,
CO 2: Gain knowledge in Online Trading and 11s features.

Unit 1
Introduction - uses of Internet in Business-Traditional trading vs. online trading - online
trading and value chain

Unit 11

Online (radmp business maodels - Migor types of onling iradmyp = Busmess (o consumer -
Busingss to Business - Consumer to Consumer - Consumer to Business - Non Business and
Government - Intra Business

Unit 111

Umline Banking - Origin of online banking - Advantage and digadvantape ol online
banking- Functions - Electronic Fund Transfer (EFT) - EFT points of sales (EFTPOS) - RTGS -
Advantages of CI'T.

Unil IV
Flectronic data interchange - Meaning - what is difference between ACH, FFT and Wue
Transfer Payments.

Unit V
Fundamentals of the fund transter process - Simple electronic funds transfer - online
trading securities - Cybercrimes - Arcas of lnternet Security.

Text Rook;
1. C.8 Rayudu E Commerce- E Business, Himalaya publishing house 2008 5™ edition.

Reference Books:
1. Joseph PT, E Commerce, an Indian perapective Marpham Publishing 16" printing 3™
edition, August 2010
2. Murthy CSV IL Commerce- Concepts, models, strategies Himalaya publishing  house
2007 Third edhition

-

HEAD OF THEDEPARTMENT
Department of Commerca (CA)

H.K.R.H‘Couege, (Autonomm:s)
Uthamapalayam, Theni (Dt)




DEPARTMENT OF CHEMISTRY

SYLLARIIS FOR VALUE ADDED COURSE (2015-2019)

Course code Course Title ‘ Category
1AVACCT ('fdsmctics ‘ Value Added Course
Course Outcomes (COs):

On the successful completion of the course, students will be able (o
CO1: Uulize the preparation of washing powder, cleaning powder and phenoyls

CO2: Demaonstrate the preparation of washing powder, cleaning powder, ks and shumpoo

Preparation of Washing Powder, Cleaning Powder, Whte, Black, Ycllow, Rose coloured
phenoyls.

Preparation of shampoo, hiquid blue, preparation ol blue, green and red inks, soap o, lace
powder and pain balm.

Preparation of cosmetics to be demonstrated:

I. Washing and Cleaning Mowder

3

. Phenoyls
3 Inks

E-N

. Shampoo

Visit o varnous Industrics and submission of repott - & marks (Internat)

Reference bouks:
- H K Sharma  Industnial Chemistry  (Goel Publishers)
» K. Bagavathi Sundari  Applied Chemistry.

ﬁ:‘t—_yﬁ
Dr.S'.A.'Noor\.Mohameq,u.Sc..n_ml..M.o..
Dean,Faculty of Science,
Hajee Karutha Rowther Howdia

College (Autonomous),
Uthamapalayam-625533,




HAJEE KARUTHA ROWTHERHOWDIACOLLEGE(AUTONOMOUS),

UTHAMAPALAYAM.
Department of Information Technology

Subject Name:-Diploma in Office Automation(DOA)
Subjecct Code: 15VACCT

COL:Swdents would be able o work with documents, spreadshects and make small

presentalions.

CO2:To provide an indepth training in use of office automation and publishers concepts,

Introduction to word processing:

*

Intraductian taMS ward teaturss, Craating, Saving and Opsning dacumeants In word, Intartacs,
toolbars, rulers, menuskeyboard shorlouls,

Cditing a documents- Moving, 5crolling In a document, Opening multi documents, windows, editing
text selection, Inserting and deleting, moving text.

Previewing document printing documents- Print a document rom the standard toolbars, Printing a
document [rom the menu, Shonking a document Lo (il 4 page, Reduce the number of pages by one.
Formalling document: Parapraph formal, Aligning lext and paragraph, Border and shading, Headers
and fuoters multiple columna.

Spreadsheet concepls:

Creating worksheet, Eotering data into worksheet, Heading information, data, wext, dates and cell
formatting values saving and protecting worksheet.

Openmg and moving araundin an exisnng worksheer

l'oolbars and menus keyboard shortcuts.

Creating saving and editing a workbook, Inserting deletingworksheetr entering data in a cell/ Farmula
copying und moving lrom sclected cells, Handling operutors in [ormulue, Function: Mathemalical,
logical, statistical, text financial, date and time funcrions, using functions wizard. Formatting a work
sheel.

Fnrm.\rrlnr_\ cells ("h.\ng_im_‘-, data .\|h_-,|‘m)|'-nl‘._ l'.ll-\lll;l',;llb', ll-’l'E, nmn[lﬂ - Llltllllkvll.'l', |_|fl,‘u||r,-m,ty ﬁ_u il
changing fant, adeding, bordeca, and calors, printing workshest, Charts and graphs Creating
previewing, modilying charts, integrating word processor spread sheets, web pages,

Presentation concepis:

Creating opening and saving presentation, Creating the look of your presentation.

Warking in differant views, Working with alides, Adding and formutting test, Fonmualling purugruph,
cheoking speellings wod coreeling Lyping mistules,

Making notes puges and hundouts, Diawing und workingwith objects, Adding clip art and other
pictures, Designing slide shows, Running and controlling a shde show, Printing presentation.

Microsolt office publishers concepis:

Open publisher,
Creale new publications,
Create a calender, Creute u business cand , Create a precting, card eic

Working with frames, Moving frames, Resizing trames, Farmatting text, Inserting clip art cle.

3 . q\l/—-ﬁ) Q_n._-._a___‘ e

J.iASLEEN FATHIMA i
o Head of the DcpartmeMn(t:A»M‘Phd'
¢ periment of information Technology

H.K.R.H.Collego
Uthamapalayam-626 533
Thenj Dt




DEPARTMENT OF HISTORY
CERTIFICATE COURSE
FUNDAMENTALS OF TOURISM - ISVACHI
CO1: To understand the students (o basic principles of tourisim.
C02: To explain the various types of wurism and travel Formalities & Regulations,

UNIT -1
Delinmtion = Ongin — Basic Components of Tourism - Causes for the Rapid Growth of
Tourism - Motivations for Travel

UNIT 11
Tourism through the Apcs - Ancicnt, Medicval and Modern Period — World Time
Differences  Greenwich Mean Time (GMT) - Indian Standard Time (IST).

UNIT - 111

Types of Tourism — Regional Tourism - International Tourism — Holiday Tourism —
Culturgl Tourism  Socwal Tourism  Busmess Tounsm  Rehigious Tounsm  [ealth
Tourism - Adventure Tounsm — Political Tourism — Pleasure Tourism — Eco Tourism.

LUNIT -1V
‘I'ransportation — Kailway - Roadways - Airways - Waterways - Accommodations —
Types of Hotels - Locality — Orpanizations — Economic and Social significant of Tounsm.

UNIT -V
Travel Formalitics and Regulations — Passport — Visa, Foreign Exchange, Customs
and Health Formalitics - Immigration, Impact of Tourism  Tositive and Negative - Impacts.

Books for Study:
1. Bhatia, A K., - Tourism Development: Principles & Practices.
2. Dhanmatay, J., - {cirism.
3. Bezbaruah, M., - Indian Tourism: Beyond the Millennium.
4. Yvette Reisinger., - Internativnal Tourism: Cultures and Behavior
5, Robinson, H., - (reography of Tourism (Aspect Geographies).

I Wi e T




HAJEE KARUTIHA ROWTHER HOWDIA COLLEGE (AUTONOMOUS)
LU/THAMAPALYAM-625533
DEPARTMENT OF ECONOMICS
CERTIFICATE COTRSE SYLLARIIS
SALESMANSHIP AND SATES MANAGEMENT
Subject Code -1SVACEC
COURSE OUTCOMES

# Lo familiarize Students nhout the Fundamentals of personnel selling and theorics.
# To understand the role . nature and functions of advertising sales manapement and salcs
organization

UNIT: T Introduction to Sulesmanship (6 Hours)
Meaming and Definition of Salesmanship-Nature of salesmanship-Objectives of salesmanship-

Features of Salesmanship-Types of - Salesmanship.

UNIT: IT Theories of Sclling (6 Hours)

AIDAS theory of selling —Right sct of circumstances approach ~Buyers  formula theory-
Behaviour equation theory

UNIT: TIT  Advertising (6 Hours)

Menning and delumtion of advertising - Characteristics feature of advertising-Nature of
advertising -Seope of advertising- Functions and Limitations ol advertising

UNIT: IV Sales Management (0 Hours)

Definition and Mcamng ol sales Managements - Objcctives of sales management-Funclions
of sales manapement-Importance and - Llements of sales management.

UNIT: V  Sales Organization {6 TMonre)

Definition and meaning of sales organization-Importance of sales organization-Need lor sales
orgamization - Functions of sales organization —Structure of sales organization-Classifications of sales
organization.

BOOKS FOR REFERENCE
% P Saravanavel, S.Sumathi, Advertising and Salcsmanship, Murgham publications,Chennai-17
% Advertising and sales promotion management,S 1. Gupta .V.VRatna,Sulthan Chand and sons.
% Sales promrotion and Advertising Management.(6" edition ) Himalaya pyhlishing House

“ Salesmanship and advertising Davar.S.K, | imalaya Publishing House 1 7
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HAJEE KARUTHA ROWTHER HOWDIA COLLEGE
(AUTONOMOUS) UTHAMAPALAY AM — 625533

PG&RESEARCH DEPARTMENT OF MATHEMATICS
CERTIFICATE COURSE IN
MATHEMATICAL DOCUMENTATION PROCESS-TEX and LATEX (15VACMA)

CO1:To inculcate Mathematical document processing skills

CO2:To make students qualified for self-generated courses/employment
Syllabus:

Theory paper 1-Mathematical Documentation process-TeX and LateX
Unit-I

What is Tex?-What is LATEX?-How LATEX Works?-The LATEX Input File Entering
LATEX Commands-Entering Text-Special Characters.

Creating A LATEX Document-Document Classes-Class Options-Packages-Making-a Title Page-
Making a Table of Contents-Behind the Scenes-Auxiliary Files-How a Page is built-
Examples(1).Report Class-(2)Letter Class

Unit I

Document Layout-Line Spacing-Paragraphs-Tex Justification-Margins-
Headers,Footers,and Page Numbering.

Within the Text:Section Headings-Changing Type Style and Size-Starting New Lines
and New Pages-Leaving Horizontal and Vertical Space-Drawing Rules-Footnotes-Centering.

Unit IT1
Quotations-Reproducing Text As-Is-Lists-Cross References
Tables:Tabbing

Tabular:A Simple Ruled Table-Using Paragraph Columns,Spanning Columns-Aligning
on the Decimal Point-Suppressing Leading or Trailing Space.

Unit IV

Mathematics In-Line Math-Display Math(for unnumbered equations)- Equation
Environment(for numbered equations)-Eqnarray Enviornment-Bordered matrices.




Mathematical Expression:Superscripts and Subscripts-Spaces in Math Mode-
Dots,Braces,and Bars-Fractions-Radicals-Integrals,and Summations-Large Delimiters.

Graphics:Creating the Graphic Files-Importing the Graphic into LATEX Documents-Viewing
the output

UNITV

Making a Caption for figures and tables-Examples-Overcoming problemswith float
Placement-Landscape Figures and Tables.

Bibliography:LATEX’s built-in method-BibTEX-Overview-Creating the,bib File-Running
BibTEX-Bibliography Styles.

Special Topics:01Managing a Largr Document-Generating an Index-I ncluding hyperlinks-
Accents and Special Characters.

Examples:LATEX packages and LATEX Thesis
References:
(A)Books:

1.LATEX-A Document Preparation System by Leslie Lamport,Addision-Wesley,second
edition,Boston,MA,1994.

2.A Guide to LATEX by Helmut Kopka and Patrick W.Daly.Addison-wesley,fourth
edition,boston,MA,2004.

The LATEX companion by Michel Goossens,Frank Mittelbach,et al, Addison-
wesley,Second edition,boston,MA,2004 .

(B)E-Sources
. LATEX Tutorials-A PRIMER,Tex usersgroup, Trivandrum,India 2003.

2. LATEX for complete Novices-Nicola L.C.Tablrt,Dickimaw Books,2012(www.dickimow-
books.com)

3.Math into LATEX —An Introductionj to LATEX and AMS- LATEX-Geerge Gratzer.
4.Text formatting with LATEX,A Tutorial,Academic and Research Computing ,April 2007.

2 P R T

Drx. M. SANTHI
M.Sc.,B.Ed.,M.Phil..Ph *
Head of the Department
Dept. Of Mathematics
H.K.R.H. College
Uthamapalayam-625 533




DEPARTMENT OF COMPUTER SCIENCE
Syllabus for Value Added Course -2015-2016
WORD PROCESSING AND PRESENTATION (15VACCS)
Course Outcome: On completion of the course, students are abie to

1. Knows the concepts of Microsoft office Word 2007, insert panel page, layout panel page, page
background and mailing panel.

2. Ilustrates the concepts of saving the file, formatting the text, alignment of text, border and shading
3. Discuss about printing the document, editing, autocorrect, auto formatting text, Find and Replace,
page numbering using Mail merge in Word 2007.

4. Discuss how to create presentation, PowerPoint views, changing the color and background picture.

5. Demonstrates Word Art, duplicating slides, deleting slides, adding viewing a presentation and making
slide shows.

Course content:

UNIT I: Hours 6
Microsoft Office Word 2007: Introduction to Microsoft Office Word 2007 — opening screen of Microsoft
Word Screen - !nsert Panel ~Page Layout Panel —Page Setup —Page Background-Paragraph-Reference
Panel-Table of Authorities-Mailing Panel-Tracking-Changes-Protect-Office Button.
UNIT I Hours 6
Working with Documents in Word 2007 —introduction — saving the File-Formatting the Text-Alignment of
Text —Applying Fonts — Spell Checking —Consulting Thesaurus —Assign Character Styles-Create a Character
Style-Borders and Shading-Apply Borders and Shading-Closing the file.
UNIT lit: Hours 6
Save as Option —Printing your document-Editing the document — Editing Tools-
Autocorrect-Autocorrect Entries without Formatting ~Add New Autocorrect Entries with Formatting-Auto
format-Autoformat as you type-Auto format on command-Auto formatting text-Find and Replace -Page
Numbering-Header and Footer-Footnote and Endnotes-Spliting Panes —Tilling of the Documents-Using
Mail Merge in Word 2007.
UNIT Iv: Hours 6
Creating Presentation from Template ~Creating a New Presentation-Power point Views Entering the
text-Moving the Text-Changing the Colour —-To change the colours —To change a slide background picture-
Adding graphics to a slide-Adding picture to the Presentation-Adding ciip Art on a Slide.
UNIT V: Hours 6
Adding from WordArt-Recording Slides-Duplicating Slides —Deleting Slides-Adding an Animated Cartoon
to a Slide-Adding a Movie to a slide-Adding Sound-Adding Slide Transitions-Adding Text Transmissions-
Viewing a Presentations-Making Slide Shows-Notes,Handouts and Masters for Presentation-Handouts
Master-Packing Presentations to Go.
Text Book : Learning Computer Fundamentals, MS Office and Internet & Web Technology-Dinesh
Maidasani-FIREWALL MEDIA, First Edition 2005.

N
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HAJEE KARUTHA ROWTHER HOWDIA COLLEGE (AUTONOMOUS),
POST GRADUATE DEPARTMENT OF ZOOLOGY

VALUE ADDED COURSE

SUBJECT : CERTIFICATE COURSE IN HONEY BEE REARING
COURSE CODE : 16VACZY
COURSE OUTCOMES:

CO1: To study the ultimate goal of honey bee rearing & to know the basic
knowledge of apiary, enemies and their eradication methods.

CO2: To promate the conservation strategies and improvement of bee keeping and to
increase the knowledge of life cycle of bees and hee culture.

SYLLABUS
UNIT I:

Honey bee- systematic position — kinds of honeybees- Habits and Habitat popnlation- castes
UNIT LI;
Worker Bee: structure of worker bee- Head, Thorax, Abdomen- Funclions of worker bee.

UNIT TIIT;

Queen-Structure of Queen-Funclions of Queen. Drones- Structure of Drones -Functivns of Drones

UNIT IV:

Hee hive or Nest - Bee Language & Communication- Bee Eeconomy-Swarming-ubsconding- supei'sodm-e-
Life Listory- Nuptinl Flight and Mating, Development & Caste determination.

UNIT V:

Cnemies of bees- ceconomic importance of honey bee- Apiculture sociul life in honey bees- Bee Hive
/Honey Comb- description of typical Artificial Hive- types of bee hives- bee pasturage- care and

management of an apiary. Properties, extraction, preservation & uses of honey. Discases of honey bees-
Bee Poisoning.

REFERENCE BOOKS

A Text Book of Entomology —MS. Nalina Sundari & R.Santhi, MJP Publishers, Chennai.

A Text Book of Economic Zoology -Dr.N.Arumugam etal,, Sarns Publications, Nngereoil.

0;5 U\,:L-) \.)' 0'_ - L_)' Jerams
Dr. M. M°ha".}§2 me.ﬁg:
Head :
PG Department of Zoology
Hajee Karutha Rowther Howdia College

Uthemapalayam, Theni District,
TemiiNadu, PinCode-825633




Iajee Karutha Rowther Howdia College (Autonomeous)
Lthamapalayam — 625533
Department of English
CERTIFICATE COURSE IN SPOKEN ENGLISH - 1T6VACEN
SYLLARUS
Course Outcome

Co-1 : [ntegrate pertinent commumcalion strategics to perform
elheiently in social and professional spheres.

Cco-2 - Acquire proliciency m speaking, reading and writing skills
Umt 1

Reading Comprehension

Unit 11

Common Lrrors in English
Unit = 111

Formal and Infonmal Situations
Unit - IV

Presentation Skills
Unit =V

Communication Skills
Books Recommended:

# Mohan Erishig, Bunerjii - Meeia, Developing Communication Skills, Mucmillun
Publishers, Chennal,

# Townaend Roz, Presentation Skills for the Upwardly Maobile, merald Publishers,
Chennai

\/ﬁ, e
HEAD
P3 & RESEARCH DEPARTMENT OF ENGLISH
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HAJEE KARUTHA ROWTHFR HOWDIA COLLEGE (AUTONOMOUS)
UTHAMAPALAYAM

POST GRADUATE AND RESEARCH DEPARTMENT OF COMMERCE
CERTIFICATE COURSE: SOFT SKILLS AND EMPLOYABILITY SKILLS (16VACCR)

SYLLABUS

COURSE OUTCOMES:
To develop among the students:

1. The interpersonal skills to become effective goal oriented team player. The
professionals with idealistic, practical and moral values

2. The communication and problem sulving skills. The re-engineer attitude and understand
Its Influence on behavior

UNIT | Soft Skills

Introduction 1o soft skills — importance — types — essentials soft skills = soft skills vs hard
skills - attitude - power of positive thinking — positive self talk - self esteem, self confidence and
attitude in the work place — SWOT analysis.

UNIT Il Goal Setting

Goal - meaning - guidance for goal setting - types of goals - SMART goal — short term,
long term, lite time goals, Time management : value of time, key factors — blue print for success.
UNIT lll Emotional intelligence and leadership.

Emotional intelligence — meaning - Importance components — High emaotional
Intelligence advantages — crisis management - Leaders: qualities of leader — Leadership —
Leadership skills and Role of a Leader.

UNIT IV Employability Skills

Employabiliry skills — Meaning — Importance - essentials cmployability skills
communication, team work, commercial awareness, analysis & inveshigating, initiative/self
maotivation, drive, written communication, planning & organizing, fexibility time management
UNIT V Group Discussion and Interview

Definition - types - characteristics of effective GD — phases In GD process - Do's and
Don’ts of participating GD - interview concepls and definition — objective and classification of
Interview - guidelines of effective interview - body language - features etiquetle — various
types and Importance CV preparation

Pedagopy:
Asmignmant tor presentation, conduct mack Interview aml G0, give exerclse for
etiguette and CV, peer group — hady language.

Text Book:

sabina plllal, Agna Fernandez, “Saft skills and Employobility Skills”, first edition Cambridge
universily press.

Neoagy jayant, “Success In Interview” Unicorn Books Pyt Ltd., Darya Ganji, New Delhl.

o
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IAJEE KARUTHA ROWTHER HOWIIA COLLECT

An Autonomous Institution
PG Department of Commerce with Computer Application

Course Name: ONLINE TRADING Course Code: |(6VACCA

Course Quicome
€O 1. Understand the concepts of E Business practices,
CO 2: Guin knowledge in Online Trading and s leatures

Unit I
Introduction - uses of Internet i Busmess=Tradiional trading vs, onhine tradg - onling
trading and value chain

Umit 11

Onlwe trading busmess models - Major types of online trading - Buginess to consumer -
DBusiness o Dusiness - Consumer 0 Consumer - Consumer (o Dusiness - Non Dusiness and
Covernment = Intra Buginess

Unit ITI

Online Banking - Ongin of online banking - Advantage and disadvantage of online
banking- Functions - Electrome Fund Transler (EFT) - EFT pomts of sales (EFTPOS) - RTGS
Advantages of EI'T.

Unit IV
. Clectronic data interchange - Meaning - what is difference between ACH, EFT and Wire
Transfer Payments.

Unit V
Fundamentala of the fund transfer process - Simple electrome funds tansfer - onling
trading securities - Cybercrimes - Areas of Internet Security.

Text Bouk:
L. C.5 Rayudu E Commerce- E Business, Himalaya publishing housg, 2008 59 cdition.

Reference Hooks;
1. Joseph PT, Il Commerce, an Indian perspactive Margham Publishing 16™ printing 3"
edition, August 2010.
2 Murthy CSV E Commerce- Concepts, models, strategics Himalaya publishing  house
2007 Third cdition.

e
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Course code ! Course Title ~ Category

I6VACCH ‘ L Cositibe Value Added (ourse

Course OQutcomes (COs):
On the suceesslul completion of the course, students will be able to
CO7 Unlize the prepamion of washing powder, cleaning powder and phenoyls.

C0)2: Demonstrate the preparation of washing powder, chaming powder, ks aind shamjwm,

Preparation of Washing Powder, Cleaning Powder, White, Black, Yellow, Rose coloured
phenoyls.
Preparation of shampoo, Liguid blue, prepamtion of blue, green and red ks, soap ol, face
powder and pain balm.
Preparation of cosmetics (o be demonstrated.

b Washing and Cleaning Powder

2 Phenoyls

3. Inks

4. Shampoo

Visil to various Industries and submission of report 5 marks (Internal)

Relerence books:

- B K Sharma - Industrial Chemistry  (Goel Tublishers)
» K. Bagavathi Sundari — Applicd Chemisiry

Ned — )CK —_—
Dr.5.ARoor Mohamed.w s u phipho.
Dean,Faculty of Science,
Hajee Karutha Rowther Howdia
College (Autonomoys),

Uthamapalayam-625533,




HAJEFE KARUTHA ROWTHERHOWDIACOLLEGE(AUTONOMOUS),

UTHAMAPALAYAM.
Depurtment of Information Technology

SubjectNamea:-DiplomalnOfficeAutomation(DOA)
SubjectCode:-16VACCT

CO1:5tdentswouldbeabletoworkwithdocuments.spreadsheetsandmakesmallpresentations.

CO2:ToprovideanindepihtraininginuseoloTiccautomationandpublishersconcepts.

Intr

IntraducriantamMsward-fearuras, Craaring, Saving and Cpening
dacumentsinword interface, toallbars, rulers, menuskeyboardshortcuts,

Editinguducuments Moving, Scrolling inadocument, Opening multidocuments, windows, ediling lexl-
selection, Inserting anddeleting, movingtext.

Previewingdocumentprintingdocuments Printadocumenttromthestandardtoolbars, Printing
adocumentfromthemenu, Shrinking adocumenttotitapage, Reduce thenumberotpagesbyone.

Farmartingdocument:Paragraphfarmat. Aligning textandparagraph, Border andshading, Headers
andfoararsmulriplecalumne

Sprendsheclconee

Creatingworksheet, Entering dataintoworksheet, Headingr

information data text datesandeell formatingvaluessavingandprotectingworksheet.

Openingand Moving aroundinanexistingwaorksheet.

l'oolbarsandmenuskeyboardshortcuts.

Craatingsavingandeditingaworkhonk In-.mlin!' n||~h~liuuwn,uh-,l||.-t;(l;l|ln,-r|||“duu|u|uccl|/ l'ormula
copying undmovinglromselectedeclls, |andling

wperulorsinlormulue, Function:Mathemaneal Jogical srarisrical rexrfinancial Aateandtimefunetions,using
[unctionswizard. 'armarting aworksheer,

Formulling

cellg:Chanpinpdaraal I[*‘l'lmﬁnl‘f.,("l'l.‘mt‘-jut-_l|n|r b ,ullul'\,u,'h;r;;u['n;urrn;uu;y[‘Qrmu[!chunmnm()m.addinp'
borders,undeolors, printinpwarksheer, Chams andpraphs

Crentingpreviewing, Maodityinpehares Intepeatingwordprooessorspremdshects webpages,

Pressntationconcepts:

Creatingopeningundsavingpresentation, Creanng thelaakatyou presentution,

Waonkingindi Merentviews, Working withshdes, Adding and formarring rext, Fevmatting
paragraph,Checkingspellingsandeorrectingtypinpgmistakes,

Makingnotespugesundhundouts, Drawing andworkingwithahjeers, Adding
clipwtundotherpictures desipmingshdeshows m mningandeanteallingaslideshow, printingpresentation.

Microsoltolficepublisharsconcepts;

Openpubhshear

Craaransawpubliontions

Crearcacalender, Create ahnsinesseard, Cregle ugreclingeardete,

Warkingwithframes, Moving [rumes, [Resizing rames, Formarting text, T ting lipurtele,

,:> Q‘LVD u.. r ol
ina wL”.’,h FATHIMA MCA. M.Phil.
Head of the Deparment
Repartment of information Technol
HK.R.M.Coliega el
(lﬂ\amaeamam 855 33
noen 1(



DEPARTMENT OF OHISTORY
CERTIFICATE COURSFE
FUNDAMENTALS OF TOURISM ~ 16VACHI1
OV, T'o understand the students to basic principles of lourism
O T axplain the varione rypes of toursm and iravel Formulities & Kegululions,

UNIT -1
Delinition — Origin — Basic Components of Tourism - Canses for the Rapd Growth of
Tourism - Mouvations lor 'Travel.

UNIT-11
Tourism through the Apes - Ancient, Medieval and Modemn Period  World Time
Differences — Greenwich Mean Time (GMT) — Indian Standard ‘Time (1571).

UNIT 11T

Types of Tourism — Regional Tourism  International Tourism  Holiday Tourism
Cultural Tourism - Social Tourism — Business Tourism  Religious Tourism — ealth
Touriam - Adventure Tourism  Political Tourism  Pleasure Tounism — LEeo Tounsm.

UNIT -1V
‘I'ransportation  Railway - Roadways - Airways - Waterways - Accommodations -
Types of Totels - Locality  Organizations - Economic and Social significant of Tourism,

UNIT-V
Travel Formahties and Regulations ["assport  Visa, Forcign Cxchange, Customs
and TTealth Formalitics — Tmmipgration, Tmpacet of Tourism - Positive and Negative - fmpacts

Hooks for Study:
1. Dharmaray. J), Towrism V'enay Publications, Stvakasi, 2016

2. Rezbarupsh, M P Indian Tourism: Beyond the Millenmum, Gyan Publishing House: |
edition, 2000,

3. Yvelle Reisinger, Tnicrnationul Towreim. Cultures and Behavior, A Bulleiwai lh
Hememann Title; | edition, 2004,

4. Robinson, H.Ceography of Tourism (Aspect Geographies), Publisher: MacDonald &
I'vans, 1976




HAJEE KARUTHA ROWTIER ITOWDIA COLLEGE (AUTONOMOUS)
UTHAMAPALYAM-625533
DEPARTMENT OF ECONOMICS
CERTIFICATE COURSE SYLLABUS
SALESMANSLHIPF AND SATLES MANAGEMENT
Subject Code -16VACEC
COURSE OUTCOMES

# To familianze Stdents aboyt the Fundamentals of personnel selling and theorics.
# Tounderstand the role  natyre and functions ol advertising sales manapement and sales
orpanization,

UNIT: 1 Introduction to Salesmanship (6 Hours)
Meaning and Delimition of Salesmanship - Nature of salesmanship Objectives of salesmanship

Feutures of Salesmanship - Types of - Salesmanship

UNIT: 1 Theories of Selling (6 Hours)

AIDAS theory of selling — Right set of circumstances approach ~Buycrs  [ormula theory-
Behaviour equation theory

UNIT: 11 Advertising (6 Hours)

Mcaning and delimuon of sdvertising - Characteristis feature of sdvernsing-Nature of
advertising —Scope of advertising- Functions and Limitations ol advertising,

UNIT; IV Sales Manapgement {6 Hours)

Definition and  Meaning of Sales Munapements - Objectives of sales management -
l'unctions of sales management-Importance and ~ Elements of sales managemenl.

UNIT: V  Sales Orpanization (6 Tlonre)

Definition and meamng of sales ongunization-Importance of sales orgamzation-Need for siles
organization Functions of sales organization  Structure of sales organization- Classifications of sales
arpganmzalion.

BOOKS FOR REFERENCE

% I"Saravanavel, §.Sumathi, Advertising and Salesmanship, Margham publications,Chennai-17
% Advertising and sales promotion management, 8 L Gupta .V VRatna.Sulthan Chand and sons
% Bales promotion and Advertising Management (6" edition ) Himalaya publishing Housc

@ Salesmanship and advertising Dravar S K, Himalaya blishing | louse

. RAMANAN, Pnh.D.,

ead Economics,

Haaeh afrthre mmmrgg';"‘“'
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DEPARTMENT OF COMPUTER SCIENCE
Syllabus for Value Added Course -2016-2017
WORD PROCESSING AND PRESENTATION {16VACCS)
Course OQutcome: On completion of the course, students are able to

1. Knows the concepts of Microsoft office Word 2007, insert panel page, layout panel page, page
background and mailing panel.

2. lHustrates the concepts of saving the file, formatting the text, alignment of text, border and shading
3. Discuss about printing the document, editing, autocorrect, auto formatting text, Find and Replace,
page numbering using Mail merge in Word 2007.

4. Discuss how to create presentation, PowerPoint views, changing the color and background picture.

5. Demonstrates Word Art, duplicating slides, deleting slides, adding viewing a presentation and making
slide shows.

Course content:

UNIT Hours 6
Microsoft Office Word 2007: Introduction to Microsoft Office Word 2007 ~ opening screen of Microsoft
Word Screen — Insert Panel —Page Layout Panei —Page Setup —Page Background-Paragraph-Reference
Panel-Table of Authorities-Mailing Pane!-Tracking-Changes-Protect-Office Button.
UNIT ik Hours 6
Working with Documents in Word 2007 —Introduction — saving the File-Formatting the Text-Alignment of
Text —Applying Fonts — Spe!l Checking —Consulting Thesaurus —Assign Character Styles-Create a Character
Style-Borders and Shading-Apply Barders and Shading-Closing the file,
UNIT lll: Hours 6
Save as Option —Printing your document-Editing the document — Editing Tools-
Autocorrect-Autocorrect Entries without Formatting —Add New Autocorrect Entries with Formatting-Auto
format-Autoformat as you type-Auto format on command-Auto formatting text-Find and Replace —Page
Numbering-Header and Footer-Footnote and Endnotes-Spliting Panes -Tilling of the Documents-Using
Mail Merge in Word 2007,
UNIT Iv: Hours 6
Creating Presentation from Template Creating 3 New Presentation-Power point Views -Entering the
text-Moving the Text-Changing the Colour —To change the colours —To change a slide background picture-
Adding graphics to a slide-Adding picture to the Presentation-Adding clip Art on a Slide.
UNIT V: Hours 6
Adding from WordArt-Recording Slides-Duplicating Slides -Deleting Slides-Adding an Animated Cartoon
to a Slide-Adding @ Movie to a slide-Adding Sound-Adding Slide Transitions-Adding Text Transmuissions-
Viewing a Presentations-Making Slide Shows-Notes,Handouts and Masters for Presentation-Handouts
Master-Packing Presentations to Go.
Text Book : Learning Computer Fundamentals, MS Office and internet & Web Technology-Dinesh
Maidasani-FIREWALL MEDIA, First Edition 2005.

Qb —
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HAJEE KARUTHA ROWTHER HOWDIA COLLEGE
(AUTONOMOUS) UTHAMAPALAYAM — 625533

PG&RESEARCH DEPARTMENT OF MATHEMATICS
CERTIFICATE COURSE IN
MATHEMATICAL DOCUMENTATION PROCESS-TEX and LATEX (16VACMA)

CO1:To inculcate Mathematical document processing skills

CO02:To make students qualified for self-generated courses/émployment
Syllabus:

Theory paper 1-Mathematical Documentation process-TeX and LateX
Unit-I

What is Tex?-What is LATEX?-How LATEX Works?-The LATEX Input File Entering
LATEX Commands-Entering Text-Special Characters.

Creating A LATEX Document-Document Classes-Class Options-Packages-Making-a Title Page-
Making a Table of Contents-Behind the Scenes-Auxiliary Files-How a Page is built-
Examples(1).Report Class-(2)Letter Class

Unit I1

Document Layout-Line Spacing-Paragraphs-Tex Justification-Margins-
Headers,Footers,and Page Numbering.

Within the Text:Section Headings-Changing Type Style and Size-Starting New Lines
and New Pages-Leaving Horizontal and Vertical Space-Drawing Rules-Footnotes-Centering.

Unit 111
Quotations-Reproducing Text As-Is-Lists-Cross References
Tables:Tabbing

Tabular:A Simple Ruled Table-Using Paragraph Columns,Spanning Columns-Aligning
on the Decimal Point-Suppressing Leading or Trailing Space.

Unit IV

Mathematics In-Line Math-Display Math(for unnumbered equations)- Equation
Environment(for numbered equations)-Eqnarray Enviornment-Bordered matrices.




Mathematical Expression:Superscripts and Subscripts-Spaces in Math Mode-
Dots,Braces,and Bars-Fractions-Radicals-Integrals,and Summations-Large Delimiters.

Graphics:Creating the Graphic Files-Importing the Graphic into LATEX Documents-Viewing
the output

UNITV

Making a Caption for figures and tables-Examples-Overcoming problemswith float
Placement-Landscape Figures and Tables.

Bibliography: LATEXs built-in method-BibTEX-Overview-Creating the bib File-Running
BibTEX-Bibliography Styles.

Special Topics:01Managing a Largr Document-Generating an Index-I ncluding hyperlinks-
Accents and Special Characters.

Examples:LATEX packages and LATEX Thesis
References:
(A)Books:

1.LATEX-A Document Preparation System by Leslie Lamport,Addision-Wesley,second
edition,Boston,MA,1994.

2.A Guide to LATEX by Helmut Kopka and Patrick W.Daly.Addison-wesley,fourth
edition,boston,MA,2004.

The LATEX companion by Michel Goossens,Frank Mittelbach,et al,Addison-
wesley,Second edition,boston,MA,2004 .

(B)E-Sources
1. LATEX Tutorials-A PRIMER,Tex usersgroup, Trivandrum,India 2003.

2. LATEX for complete Novices-Nicola L.C.Tablrt,Dickimaw Books,2012(www.dickimow-
books.com)

3.Math into LATEX —An Introductionj to LATEX and AMS- LATEX-Geerge Gratzer.

4 Text formatting with LATEX,A Tutorial,Academic and Research Computing ,April 2007.

Dr. M. SANTH1
M.Sc.,B.Ed.,M.Phil.,Ph i
Head of the Department
Dept. Of Mathematics
H.K.R.H College
Uthamapalayam-625 533




[lajee Karutha Rowther Howdia College (Autonomous)
Uthamapalayam — 625530
Depariment of Lnghsh
CERTIFICATE COURSE IN SPOKEN ENGLISH - 1TVACEN
SYLLABUS
Clourse Ouatcome

cO-1 g Integrate pertinent communication strategics 1o perform
efficiently in social and professional spheies.

CO-=-2 g Acquure proficiency in speaking, reading and writing skills,
Unit 1

Readimg Comprehension

Unit=-11

Common Errors i English
Unit - 111

Formal and Infurmal Situations
Unit -1V

Presentation Skills
Lnit =V

Communication Skills
Books Recommended:

» Mohan Krishna, Banetji Meera, Developing Communication Skills, Macmillan
Publishers. ¢ hennai.

» Townsend Roz Presentation Skills for the Upwardly Mobile, Tmerald Publishers,
Chennai

AL —
HEAD
P & RESEARCH CEPARTMENT OF ENGLISH
WAJEE KARUTHA ROWTHER HOWDIA GO ' FAE
ATHAMAPALAYAM, THENI (DT) &




HAJEE KARUTHA ROWTHER HOWDIA COLLEGE (AUTONOMOQUS)
UTHAMAPALAYAM

POST GRADUATE AND RESEARCH DEPARTMENT OF COMMERCE
CERTIFICATE COURSE: SOFT SKILLS AND EMPLOYABILITY SKILLS (17VACCR)

SYLLABUS

COURSE OUTCOMES:
To develop among the students:
1. The interpersonal skills 1o become elfective poal oriented team player, The
protessionals with ldealistic, practical and moral values
2. The communication and problem solving skills. The re-engineer attitude and understand
its influence on behavior

UNIT | Soft Skills

Intraduction to soft skills — importance — types — essentials soft skills — soft skills vs hard
skills — attitude — power of positive thinking — positive selt talk — selt esteem, selt contidence and
attitude in the work place — SWOT analysls.

UNIT Il Goal Setting

Goal = meaning — puidance for goal selting — types of poals — SMAR| goal — short term,
long term, life time goals. Time managemenrt : value of rime, key factors - blue print for success
UNIT Ill Emotional Intelligence and leadearship.

Emotional intelligence - meaning -~ imporlance — components — High emotional
intelligence advanlages = crisis mansgemenl — |eaders: qualities of leader — Leadership -
Leadership skills and Rale of a Leader.

UNIT IV Employability Skills

Employability skills ~ Meaning importance essenlials employability skills -
communication, team work, commercial awareness, analysis & investigating, Initiative/selt
motivation, drive, written communication, planning & orpanizing, flexibility time management
UNIT V Group Discussion and Interview

Definition - types - characteristics of effective GD - phases In GD process — Do's and
Don'ts of participating GD  Interview concepts and definition - objective and classification of
Interview  guidehnes of effective inlerview — body language — teatures — stiquette — varlous
lypes and Importance CV preparation.

Pedagogy:
Agagnment for presentotion, conduct mock intarview and G0, glive exerciee for
ctiguette and CV, peer group — body language.

Text Book:

Sahina pillai, Agna Fernandez, “Soft skills and Employubility Skills", first edition Cambridge
university press.

Neoagy Jayant, "Success In Interview” Unicorn Books Pvl Ltd,, Darya Ganji, New Delhl.

I -( —:\_-—':} | = L .f"-
2 AABBAS MANTHIRI M Com 1.Ph B
Haad & Associate Professor
oot Grashuste & Repemrch Deperiment of Commarsh
Hijoe Karutha Rowther Hewd Colede
Uthamapaisyam - £25 533

Theni District,
Tarvilin gy



HAJEE KARUTHA ROWTHER HOWDIA COLLEGFE (AUTONOMOTUR),
POST GRADUATE DEPARTMENT OTF ZOOLOGY

VALUE ADDED COURSE

SURITCT 1 CERTIFICATE COURSE IN HONEY BEE REARING
COURSE CODE : 17VACZY
COURSE OUTCOMES:

CO1: To study the ultimate goal of honey bee rearing & 10 know the basic
knowledge of apiary, encmics and their eradication methods.

CO2: To promote the conservalion siralepics and improvement of bee keeping and 1o
increase (he knowledge of life cycle of bees and bee cultre.

SYLLABUS
UNIT I:
Honey bee- systematic position  kinds of honeybees- Habits and @abitat- population- castes
UNIT 1L
Warker Bee: structure of worker bee- [Tead, Thorax, Abdomen- Functions of worker bee.
UNIT III:
(Quesn Structure of Queen-Functions of Queen, Drones- Structure ol Diunes -Funciions of Drones
UNIT IV:

Beu hive or Nest - es Language & Communication- Tice lconomy Swanming-ubsconding- supersedyre
Life History- Nuptial Flight and Mating, Development & Caste determination,

UNIT V:

Linemies of bees- cconomic importance of honey bee- Apicullure- social lite in honey bees- Dee Hive
/Monsy Comb- deseription of typical Artiticial Hive types of bee hives- hee pasturnge cwe und
management of un upiary. Properties, axtractlon, preservalion & uses of hongy. Disewscs of honey bees-
Bee Poisoning.

REFERENCE BOOKS
A Text Book of Entomulapy —MS. Nalina Sundari & R.Santhi, M1 Publishers, Chennai.

A Text Book of Economic Zoology Dr.N.Arumugam etal., Saras Pu blicativns, Nagereoil.

MWD My

mmwm

PG Department d Zoology
Hajee Karutha Rowther Howdia College
Uthamapalayam, Theni District,
TamilNadu, PinCode-825633



HAJEE KARUTHA ROWTHER HOWDIA COLLEGE

An Aulonomous Inglitution
PG Department of Commerce with Computer Application

Course Name: ONLINLE TRADING Course Coder |7VAUCA

Course Outcome
CO 1. Understand the concepls of & Business practices.
CO 2 Gan knowledpe in Online Trading and ite feafures

Unit |

Introduction - uses of Internet in Dusiness- Iraditional trading vs. online rading - online
tradiny and value chain

Unit 11
Online trading business models - Major types of online frading - Business to consumer -

Business (0 Busimess = Consmmer (0 Consumer - Consumer (0 Busingess - Noo Business and
Cravernment - [ntra Business

Unit IT1

Onling Banking - Origin of online banking - Advantage and disadvantage of online
banking- Tunctions - Flectronic Fund Transfer (FFT)- EFT points of sales (EF1POS) - RTGS -
Advantages of TFT

Unit IV
Electronic data interchange - Meaning « what is difference between ACH, EFT and Wirg
Transfer Payments,

Unit ¥V
Mindamentals of the fund transfer process - Simple electronic funds transler - online
trading secuntics - Cybererumes - Arcas ol luternel Security,

Text Book:
1. C8 Rayudu FE Commerce- FE Business, Himalaya publishing hoyse, 2008 59 addition.

Reference Hooks;
1. Jogeph P, E Commerce, an Indian perapective Margham Publishing |6 printing 34
adition, August 2010,

2. Murthy CSV I Commerce- Concepts, models, strategies Himalaya publishing  house
2007 Third edition,

Department of Comnerca (CA)
H.K.R.H.College, (Aut nomous)
Uthamapalayam, Theni (D1)




Course code \ e T ourse Title { f:.ll;'.uury
17VACCH | Conmatics. - Value Added Course

Course Ouicomes (COs):
On the successful completion of the course, students will be able (o
CO1: Utilize the preparation of washing powder, cleamng powder and phenoyls

CO2 Demonstrate the prepatation of washing powder, cleaning powder, inks and shampoeo.

Preparation of Washing Powdcr, Cleaming Powder, White, Black, Yellow, Rose colourcd
phenoyls.
Preparation of shampoo, liquid blue, preparation of blue, green and red inks, soap oil, face
powder and pain balm
Preparation of cosmetics to be demonstrated:

|. Washing and Cleaning Powder

2. Phenoyls

3. Inks

1. Shampouo

Visil o vanous Industries and submission of report — 5 marks (Internal)

Reference books:
- B.K, Sharma - lndustrial Chemistry - (Goel Publishers)
- K. Bagavathi Sundari = Applicd Chemistry,

.}‘—ﬂ_’f“'V
Dr.S.A.Noor

chamad m sc mphii.PrD
Dean,Faculty of Scicnce,

Hujee Karutha Rowther Howdis
College (Autonomous),
Uthamapalayam-625633,




HAJEE KARUTHA ROWTHERHOWINACOLLEGE(AUTONOMOUS),

UTHAMAPALAYAM.
Department of Information Technology

SubjectName:-DiplomainOfficeAutomation(DOA)
SubjectCode:-17VACCT

COlL:Sdentswouldbeabletowork withdocumenis spreadsheetsandmakesmallpresentations,

CO2: ToprovideanindepthtraininginuseofofTiceautomationandpublishersconcepts.
Intraduetiontowardprocessing:

= IntroductiontaMSwaord-teatures, Craating, Saving and Opening
documentsinword interface, loolbars, rulers, menuskeyhoardshorteuts,
& bdilingadocuments- Moving, Serolling inadocument, Opening multidocuments,windows,editing text
selection, inserting anddeleting, movingtext.
*  Previewingdocumentprintingdecuments Print adecumentframthestandardioolbars, Panting
adocumentiromthemaenu, Shrinking adocumenttafitapape, Reducs thenumbearatpageshyane,
= |ormattinpdocument:Paragraphtormat, Allpning tﬂt.:n'u;lux;n'{ugu‘{lpl|. Burde ulldhllddills. Headers
andfantersmultiplecalumns,
Spreadshesiconcepis:
*  Creatingworlksheel, Enlering dutmintoworksheet, |leading
informution,data,text,datesandec Itormatingvalucssavinpandpotectingwor kelieet,
= Openingand Moving araundinanexistingworksheet.
L uulb:m::mdmunm'.kog,'hnnrdnlmm'.lnr..
*  Creatingsuvingundeditingaworkhook, Inserting delerinpwarkshestenteringdatainacell/ Formulu
copying
andmovingfromselectedeells,handlingoperatorsintarmulae, Function Mathematival,Jogical stutistical, i
vihimanemldateandumetunctions,using functionswizanl. Fonmatiing oworlcehegt,
& Tormatting oells Clungmgdutunhgnments, Chunging
date,number, charactersolcunency fonmat changingfontaddingborders,andeolors, printingworksheet cha
risundgraphs-Creatmppreviewing, modilyingehu s, integrutingwordprocessorspreadeheers, webpages,
"II&I!IIlll'ill!l}'_l,lll('!'"!:‘x
= Ureatinpopeningand Saviog preseotytion, Crewting thelookolyourprasentarion
= W\'ll'kinﬂiudirfm nnlvinw-., Workang, waihsalhidos, m_h,llng undg t'ormnnlnn text, r\'nln.lllinr,
pl\l’l\Bﬂ\ph.ChC\:Hnﬂnu:IIiup,r..uuh.ulmnluu',l yinngimsinkey
& Makingnolespugesundhandouts, Drawinp andwarkingwitholyeety, Adding
clipurtundotherpictures,desi piingalideshows runningundeontrollingashdeshow printin gresEntation,
Micrasoftofficepublishersconcepis:
= Onpenpublisher
* Crentengwpubliculions,
*  Createuculender, Creare abnaingaacand, Create ygrechingeardeie,
»  Working withtrames, Moving fiunes, Resizing frumes, Formarring rexr Tnaeting clipaiety,

_—3 CS‘}H,}Q L
J.THASLEEN FATHIMA MCA MPHiL
Heud of the Dupartment
Naparimant of Informalion Technology
H.K.R.H.College
"#hamapalayam-£26 532
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DEPARTMENT OF HISTORY
CERTIFICATE COURSE
FUNDAMENTALS OF TOURISM - 17VACH1
COI: To understand the students to basie poineiples of tourism.
CO2 To explain the various types of tourism and tmvel Formalities & Repulations.

UNIT 1

Definition — Origin — Basic Components of Tourism - Causes for the Rapid Girowth of

Tourism - Motivations for Travel.

UNIT - 11
Tourism through the Apes - Ancient, Medicval and Modern Penod - World Time
Differenges — Greenwich Menn Time (GM1)  Indian Standard Time (151).

UNIT - 111

Types of Tourism  Regional Lounsm - International Tourism Toliday Toursm
Cultural Touriam — Social Tourism — Business Tourism — Religious Tourism — Health
Tounsm - Adventure Tounsim — Political Tourism — Pleasure Tourism - Feo Tourism.

1] -1V
Transportation - Railway - Roadways - Airways - Waterways - Accommodations —
Types of Hotels - Locality  Orpanizations  Feonomic and Social si gmificant of ‘T'ourism

UNIT -V
Travel Foumalitics and Regulations — Tassport  Visa, Forcipn Tixchange, Customs
and Health Formalities  immugeation, Tmpact of Tourism  Positive and Negative linpacis

Books for Study:
L. Dharmuaj I Toursm | Tensy Publications, Sivakag, 2016,

4. Besbniunh, M P Incliom Lowrism. Beyond the Mitlensiuem, CGyan Tyblishing House, |
edlition, 2000,
3 Yvette Rewsinger, Tnternational Towrism: uliures and Behavier, A Tiutterworth-

Hewemann Title: | edition, 2009,
4. Robinson, H Geagraphy of Towrism (Aspect Geographies), Publisher: MacDonald &

Fvans, 1976.
) /Z S }c:’,A "
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HAJEE KARUTHA ROWTHER HOWDIA COLLEGE
(AUTONOMOUS) UTHIAMAPALAYAM - 625533

PG&RFSFARUH DEPARTMENT OF MATHEMATICS
CERTIVICATT COURSL I
MATHEMATICAL DOCUMENTATION PROCESS-TEX and TATEX (17VACMA)

CO1:To iuculcate Mathematical document processing skills

CO2:T'o make students qualified for sell=pencrated courses/employment
Syllabus:

Theory paper 1-Mathemuticul Documentation process-TeX and LateX
Unit-1

Whal is Tex?-What 18 LATEX?-TTow LATEX Works?The LATIX Input File Entering
LATEX Commands-Entering Tex(-Special Characters

Creating A LATEX Document-Document Classes-Class Options-Packapes-Making-a Title Page-
Making a Table of Contents-Behind the Scenes-Auxiliary Files-How a I"age is built-
Exarnples(1).Report Class-(2)Letter ('lass

Unit 11

Document Luyoul-line Spacing Paragiaphs-Tex Tustification-Marpins-
lleaders,Foulers,and Page Numbering,

Wilthin the Text:Section Ieadings-Changing Type Style and Size Starting New Lincs
and New Pages-1.caving Llorizontal und Vertical Space-Liawing, Rulex-Foomotes-Centering,
Unit TIT

Quotations-Reprnducing Toxt As 15-Lists-Cross Relcrences

Tables: Tabbing

Tabular:A Simple Ruled Table-Using Paragraph Columns, Spanmng Columns-A hpming
on the Deeimal Point-Suppressing [ cading or Trailing Space.

Unit IV

Maihematics In-Line Math-Display Math(for unnumbered equations)-  Tguation
Frnvironment(for numbered equations}-Egnarray Unviornment-Bordered matnces.




Mathematical Expression:Superscripts and Subseripts-Spaces in Math Mode-
Dote, Braces and Burs-Fructions-Iadicals-Inteprals and Sumunutions-Lurge Delimiters

Graphies:Crenting the Graphic Files-Impoiting the Graphic into TATEX Nocuments-Viewing
the oulput

UNIT ¥

Making a Captivn for fipures and (ables Lxamples-Overcoming problemswith tloat
Placemeni-T.andscape Figures and Tables.

Bibliography: LATEX s buili-in method-BibTEX-Overview-Creating the,bib File-Running
RihTEX-Ribliography Styles.

special Tapics:01Managing a Largr Documen(-Generating an Index-1 neluding hyperlinks
Aceenix and Speeial Charactets.

LxampleS:LATEX packages and LATEX Thesis
References:

(A)llnaks:

LLATLX-A Document Preparation System by Leslic Lamport Addision Wesley, second
edinon,Boston,MA, 1994

2.A Guide 1o LATTX by Lelmut Kopka and Patrick W Daly. Addison-wesley fourth
edition.boston, MA,2004.

The LATEX companion by Michel Goossens, Frank Mitclbach ¢t al, Addison-
wesley,Second editi m hoston MA 2004 |

{B)E-Svurces
L LATHX Tutodals A PRIMER, Tex userspronp, Trivandiwm, India 2003,

2. LATEX for complete Novices-Nicola L.C. Tablrt,Dickimaw Books, 201 2(www _dickimow-
hoals com)

3.Math into LATEX —An Tniroduction to LATEX and AMS LATEX-Geerpe Gralzer.
4.Texi tormatting with LATEX, A Tutorial, Academic and Rescurch ( ‘umputing ,April 2007.

T A

Dr M. SANTH)
M. Sc.,B.Ed. .M Py,
Haadl of the Dapantmen:
Dapt. Ui Mathematic -
H.K.R H Gyllgge
homapatayam-82% 5 4



HAJEE KARUTHA ROWTHER HOWDIA COLLEGE (AUTONOMOUS)
UTHAMAPALYAM-A2551%
DEPARTMENT OF ECONOMICS
CERTIFICATE COURSE SYLLABUS
SALESMANSHIP AND SALES MANAGEMENT
Subjeet Code -1TVACEKL
COURSE OUTCOMES

# To familiarize Students about the Fundamentals of personnel selling and theories.
¥ To understand (he role | namre and functions of advertising sales management and sales
organization,

UNIT: T Introduction to Salesmanship (6 Iours)
Meaning and Delinition of Salesmanship-Natyre of saleamunship-Objectives of salesmanship-

Veatures of Salesmanship-Types of Salesmanship.

UNIT: 11 Theories of Selling (6 Hours)

AIDAS theory of selling - Right set of circumstances approach ~Buyers formuly theory-
Behaviour cyuation theory

UNIT: T Advertising (6 Hours)

Meaning and delimtion of advertising — Characteristics feature of advertising-Nature of
advertising -Scope: of advertising- Functions and Limitations of adverhemg,

UNIT: IV Sales Munugement {6 Mours)

Deflnition and - Megning of sales Managements - Objectives of sales management-Functions
of sales munapement-Importanee and - Elements of sales management.

UNIT; Vo Sales Orpanization . (6 Hours)

Deftmition and meaning of sales orpanizalion-lmportance of sales organization-Need for sales
organization -Funclions of sales orpanization  Structure of sales organization-Classifications ol sales
organization

BOOKS FOR REFERENCE

< P.Saravanavel, S Sumathi, Advertising and Salesmanship, Margham publications,(henng-17

* Advertising and sales promotion management,s L Gupta V. VRatna,Sulthan Chand and sons

% Sales promrotion and Advertisug Management (6" edition ) Himalaya pphlishing House

% Salesmanship and advertising Davar.8.K_ Himalaya Publishing House

DR. ANAN,Pn.D.,

Head Economics,

H eaidea®ivee Reghiiffyen 0"




DEPARTMENT OF COMPUTER SCIENCE
Syllabus for Value Added Course -2017-2018
WORD PROCESSING AND PRESENTATION (17VACCS)
Course Outcome: On completion of the course, students are able to

1. Knows the concepts of Microsoft office Word 2007, insert panel page, layout pane! page, page
background and mailing panel.

2. llustrates the concepts of saving the file, formatting the text, alignment of text, border and shading
3. Discuss about printing the document, editing, autocorrect, auto formatting text, Find and Replace,
page numbering using Maii merge in Word 2007.

4. Discuss how to create presentation, PowerPaoint views, changing the color and background picture.

5. Demonstrates Word Art, duplicating slides, deleting slides, adding viewing a presentation and making
slide shows.

Course content:

UNIT I Hours 6
Microscft Office Word 2007: Introduction to Microsoft Office Word 2007 — opening screen of Microsoft
Word Screen — Insert Panel —Page Layout Panel —Page Setup —Page Background-Paragraph-Reference
Panei-Table of Authorities-Mailing Panel-Tracking-Changes-Protect-Office Button.
UNIT 11 Hours 6
Working with Documents in Word 2007 ~Introduction — saving the File-Formatting the Text-Alignment of
Text —Applying Fonts — Spell Checking —Consulting Thesaurus ~Assign Character Styles-Create a Character
Style-Borders and Shading-Apply Borders and Shading-Closing the file.
UNIT MK Hours 6
Save as Option —Printing your document-tditing the document — Editing Tools-
Autocorrect-Autocorrect Entries without Formatting —Add New Autocorrect Entries with Formatting-Auto
format-Autoformat as you type-Auto format on command-Auto formatting text-Find and Replace —Page
Numbering-Header and Footer-Footnote and Endnotes-5piiting Panes —Tilling of the Documents-Using
Mail Merge in Word 2007.
UNIT Iv; Hours 6
Creating Presentation from Template -Creating a New Presentation-Power point Views -Entering the
text-Moving the Text-Changing the Colour —To change the colours -To change a siide background picture-
Adding graphics to a slide-Adding picture to the Presentation-Adding clip Art on a Slide.
UNIT V: Hours 6
Adding from WordArt-Recording Slides-Duplicating Slides —Deleting Slides-Adding an Animated Cartoon
to a Slide-Adding a Movie to a slide-Adding Sound-Adding Slide Transitions-Adding Text Transmissions-
Viewing a Presentations-Making Slide Shows-Notes Handouts and Masters for Presentation-Handouts
Master-Packing Presentations to Go.
Text Book : Learning Computer Fundamentals, MS Office and Internet & Web Technology-Dinesh
Maidasani-FIREWALL MEDIA, First Edition 2005,

Head of the Department

% SINAJUDLEN & -2 PAIIA M
Tascoiate Pidicssat & '.‘.ca'J.
Fanariment o COMILLD APENT
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HAJEE KARUTHA ROWTHER HOWDIA COLLEGE

(An Autonomous Institution Affiliated to Madurai Kamaraj University,Madurai.)

UTHAMAPALAYAM - 625 533

IGNOU STUDY CENTRE CODE - 2568
IGNOU VALUE ADDED COURSE

SYLLABUS
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CERTIFICATE PROGRAMME
IN FUNCTIONAL ENGLISH
(BASIC LEVEL)

(CFE)

l@ ignou
THE PECPLITS
UNIVERSITY

School of Hamanities
Indira Gandhi National Open University
Maidan Garhi
New Delhi-110 068
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INIVFRSEITY




.13 Certificate in Functional English (Basic Level)
(CFE) School of Humanities (SOH)

The Programme will improve the learners' proficiency in the English language. The objective of the Programme
is to give the learners practice in the skills of listening, speaking, reading, writing, communicative grammar and
study skills so that they can function in English in the social and academic spheres. It will also acquaint the
learners with some professional skills which will prepare them for a job. This course enables learners to engage
in conversations and write with confidence in all spheres of their daily life.

programme
Programme
Details:
Credit
BEG 4 English in Daily Life
BEG 5 English in Education
BEG 6 Joining the Work Force
i
Programme Coordinator: Dr. Prof. Parmod Kumar, parmodkumar@gmail.com, Ph. 011-
29572758

English in Daily Life BEG — 004

UNIT 3FAMILY AND FRIENDS

UNIT 4 DESCRIBING DAILY EVENTS
UNIT 5 THE MEDIA

UNIT 6 THE FLOATING MARKETS OF
THAILAND

UNIT 7 PEOPLE AT WORK

UNIT 8 THE SMELL OF FOOD

UNIT 9 FOOD AND EATING RIGHT
UNIT 10 HEALTH AND FITNESS

UNIT 11 ADVENTURE SPORTS

UNIT 12LAUGHTER AND AMUSEMENT
UNIT 13 PREPARING FOR A HOLIDAY
UNIT 14 ON HOLIDAY AND DESCRIBING
PLACES

UNIT 15 EATING OUT

UNIT 16 TOURISM AND ENVIRONMENT



English in Education BEG - 005

'UNIT 1 MAKING A CHOICE

UNIT 2 THE CAMPUS

UNIT 3 SETTLING IN

UNIT 4 THINKING ABOUT LEARNING
UNIT 5 ATTENDING A LECTURE

UNIT 6 ACTIVITY CLUBS FOR STUDENTS
UNIT 7 YOUNG LEADERS

UNIT 8 DOING AWAY WITH EXAMS
UNIT 9 HUMANITIES

UNIT 10 SOCIAL SCIENCE: DISASTER
MANAGEMENT

UNIT 11 NANOTECHNOLOGY

UNIT 12 CULTURE AND HERITAGE

UNIT 13 COMMLTNICATION AND CULTURE
UNIT 14 PLASTIC MONEY

UNIT 15 EMAIL AND SMS

UNIT 16 USING COMPUTERS IN DAILY LIFE

Joining the Work Force BEG - 006

UNIT 1 LOOKING FOR A JOB

UNIT 2 JOB ADVERTISEMENTS

UNIT 3 PORTFOLIO MAKING

UNIT 4 WRITING YOUR CURRICULUM VITAE
UNIT 5 JOB INTERVIEWS

UNIT 6 DISCUSSIONS

UNIT 7 PRESENTATION SKILLS - I

UNIT 8 PRESENTATION SKILLS IT

UNIT 9 BODY LANGUAGE - NON-VERBAL
COMMUNICATION

UNIT 10 SKILLS REQUIRED AT THE JOB:
TELEPHONING

UNIT 11 BUSINESS CORRESPONDENCE-1
UNIT 12 BUSINESS CORRESPONDANCE-2
UNIT 13 WORK ETHICS



PROGRAMME
GUIDE

Certificate
Programmein
Food and Nutrition

in Food and Nutrition (CFN)School

of Continuing Education (SOCE)

The Certificate in Foods and Nutrition is basically a Post-Literacy level awareness programme
meant for people with basic reading and writing skills. The Programme aims to acquaint the
learner with the role of food in ensuring healthy living for the individual, family and community.
It includes features like food selection and preparation, nutrition from infancy to old age,
economics of food, kitchen gardening, food adulteration, consumer rights, safety and education,
etc. The programme lays primary emphasis on Nutrition with relevance to present day scenario,
cost effectiveness, environment friendly approaches that reaches to almost the entire nation,

hence making the learners responsible and aware citizens of tomorrow.

CFN

Eligibility: No formal qualification, Minimum age of 18 years as on the last date for receipt

of Admission form. Medium of Instruction: English, Hindi, Assamese, Gujarati, Kannada,

Malayalam, Marathi, Punjabi, Tamil and Oriya.Duration: Minimum 6 months and Maximum

2 years; offered in both January & July cycle of admissions

Course Code | Title of the Course Credits
CFN 1 You and Your Food 6
CFN 2 Your Food and its Utilisation 6
CFN 3 Economics of Food 4
Total Credits 16

Programme Coordinator: Prof. Deeksha Kapur, deekshakapur@ignou.ac.in, Ph.011-29536347, 29572960



mailto:deekshakapur@ignou.ac.in

CFEN-1 You and Your Food

UNIT 1 FOOD AND FOOD ACCEPTANCE

UNIT 2 FUNCTIONS OF FOOD

UNIT 3 MACRONUTRIENTSAND THEIR FUNCTIONS

Unit-4 Micronutrients and their functions

UNIT 5 BASIC FOOD GROUPS

Unit-6 Let us choose the right food

Unit-7 How healthy are your meal patterns ?

Unit-8 Let us ensure and nutrient retention

Unit-9 Let us make food safe to eat

Unit-10 Let us preserve food

Unit-11 Selection preparation and nutritive value of cereals and millets
Unit-12 Selection of fats and oils and their nutritive value

Unit-13 Selection and preparation of sugar and jaggery and their nutritive value
Unit-14 Selection, preparation and nutritive value of Pulses, Nuts and Oilseeds
Unit-15 Selection, preparation and nutritive value of milk and milk products
Unit-16 Selection, preparation and nutritive value of eggs and flesh foods
Unit-17 Selection, preparation and nutritive value of vegetables

Unit-18 Selection of fruits and their nutritive value

Unit-19 Spices, Condiments and Salt

Unit-20 Selection, preparation and nutritive value of beverages

Unit-21 Convenience foods

CFN-2 Your Food and its Utilisation

Unit-1 Food, Nutrition and Nutritional Status

Unit-2 Recommended Dietary Intakes for Indians

Unit-3 Daily Food Guide and Balanced Diet

Unit-4 Assimilation of Food Into Body-

Unit-5 Growth Pattern and Nutritional Requirements
Unit-6 Malnutrition and Health-

Unit-7 Food Energy, Activity Pattern and Body Weight
Unit-8 Nutrition Through the Life Cycle - Pregnancy & Foetal Growth
Unit-9 Nutrition Through the Life Cycle - Infancy

Unit-10 Nutrition Through the Life Cycle — Preschool Age
Unit-11 Nutrition Through Life Cycle - The School Age
Unit-12 Nutrition Through Life Cycle - Adolescence
Unit-13 Nutrition Through Life Cycle - Adulthood

Unit-14 Nutrition Through Life Cycle - Old-Age

Unit-15 Assessment of Nutritional Status

Unit-16 Our Food Habits

Unit-17 Food Misinformation

CFN-3 Economics of Food


https://egyankosh.ac.in/handle/123456789/62001
https://egyankosh.ac.in/handle/123456789/62005
https://egyankosh.ac.in/handle/123456789/62006
https://egyankosh.ac.in/handle/123456789/62032
https://egyankosh.ac.in/handle/123456789/62035
https://egyankosh.ac.in/handle/123456789/62036
https://egyankosh.ac.in/handle/123456789/62121
https://egyankosh.ac.in/handle/123456789/62122
https://egyankosh.ac.in/handle/123456789/62123
https://egyankosh.ac.in/handle/123456789/62126
https://egyankosh.ac.in/handle/123456789/62130
https://egyankosh.ac.in/handle/123456789/62133
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8.21 Certificate in Business Skills (CBS) School of Management Studies

(SOMS)

This programme has been developed jointly by IGNOU, Rajiv Gandhi Foundation
(RGF) and Commonwealth of Learning (COL) Canada, with an aim to enable NGOs
and other agencies to develop business skills among the street children, unemployed
youth, rural and urban disadvantaged sections and women, so that these groups can
avail gainful self employment opportunities.

In order to be eligible for the award of the Certificate in Business Skills, one has to
complete the following 4 courses equivalent to 18 credits:

Eligibility:10+2 or its equivalent.

Medium of Instruction: English

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of

admissions.

Programme Details:

CourseCode

Title of theCourse

Credits

ECO1

Business Organisation

4




PCO1 Preparatory Course in Commerce 4

BCOA1 Business Communication & Entrepreneurship 4
CITL1 Laboratory Course 6
Total Credits 18

Programme Coordinators: Dr. Subodh Kesharwani, skesharwani@ignou.ac.in, Ph. 011-29573018

BCOA-001 Business Communication and
Entrepreneurship

Unit-1 Basic Grammar Skills

Unit-2 Putting Grammar to Use
Unit-3 Creating Short Writing
Unit-4 Applying English Skills to Special Projects

Unit-5 Choosing to Become an Entrepreneur
Unit-6 Becoming an Entrepreneur

Unit-7 Setting Up a Small Business Enterprise

Unit-8 Financial Management of Small Business

Unit-9 Legal Requirements of Small Business

CITL-001 Laboratory Course
Block-01 Lab Manual 1

Unit-1 Install Your Operating System (WINDOWS/LINUX)
Unit-2 Writing a programme in 'C'

Unit-3 Word Processing

Unit-4 Spreadsheet

Block-02 Lab Manual 2

Unit-1 Presentation Tools

Unit-2 Databases

Unit-3 Internet and its Applications
Unit-4 Web Page Design

Unit-5 Java Programming Lab

ECO-01 Business Organisation

Unit-1 Nature and Scope of Business
Unit-2 Forms of Business Organisation-I
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Unit-3 Forms of Business Organisation-II
Unit-4 Business Promotion

Unit-5 Methods of Raising Finance

Unit-6 Sources of Long Term Finance and Underwriting

Unit-7 Stock Exchanges

Unit-8 Advertising

Unit-9 Advertising Media

Unit-10 Home Trade and Channels of Distribution

Unit-11 Wholesalers and Retailers
Unit-12 Procedure for Import and Export TradeBlock-3
Unit-13 Banking

Unit-14 Business Risk and Insurance
Unit-15 Transport and Warehousing
Unit-16 Government in Business

Unit-17 Forms of Organisation in Public Enterprises
Unit-18 Public Utilities

PCO-1 Preparatory Course in Commerce

Unit-1 Nature of Business
Unit-2 Nature and Scope of Accounting

Unit-3 Basic Accounting Terms and Concepts

Unit-4 Accounting Process and Rules

Unit-5 Journal

Unit-6 Ledger

Unit-7 Subsidiary Books : Cash Book
Unit-8 Banking Transactions and Three Column Cash Book

Unit-9 Bank Reconciliation Statement

Unit-10 Other Subsidiary Books
Unit-11 Trial Balance
Unit-12 Basic Concepts Relating to Final Accounts

Unit-13 Capital and Revenue
Unit-14 Trading Account

Unit-15 Manufacturing Account
Unit-16 Profit and Loss Account

Unit-17 Balance Sheet
Unit-18 Adjustments in Final Accounts

Unit-19 Final Accounts with Adjustments
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Unit-20 Rectification of Errors
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Certificate Programme in Teaching of
Primary School Mathematics
(CTPM)

School of Sciences
Indira Gandhi National Open UniversityMaidan Garhi,
New Delhi-110068 ctpm@ignou.ac.in

Certificate Programme in Teaching of Primary School Mathematics
(CTPM)School of Sciences (SOS)

This awareness level practical-oriented programme provides some strategies for teaching
mathematics to children in a way that will make them feel positive about it. The Programme is
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aimed at pre-primary and primary school teachers, as well as parents of young children. Its
basic objectives are to help primary school teachers to critically look at their mathematics
teaching strategies and alter them to suit their students’ background; to refresh these teachers
about children’s learning processes in the context of mathematics learning; and to make the
discourse of mathematics teaching available to awider section of society. The objectives are
expected to be metbyexposing the learners of this programme to the need for giving a meaning

and context while learning or teaching mathematical concepts, processes and skills.

A special component of this programme is a 2-credit project. This is a chance for the learner

to actively engage withyoung children to see how they acquire mathematics.

Eligibility: Adult with 10™pass
Medium of Instruction: English & Hindi

Duration: Minimum 6 months and Maximum 2 years; offered only in July cycle of admission.

Programme Details:

Course Code Title of the Course Credits
AMT 1 Teaching of Primary School Mathematics

(6 credits theory + 2 credits project) 8
LMT 1 Learning Mathematics 8
Total Credits 16

Programme Coordinator: Prof. Sujatha Varma, ctpm@ignou.ac.in, Ph. 011-29572830

AMT-01 Teaching of Primary School

Mathematics (English)

Unit-1 Why Learn Mathematics?
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Unit-2 Knowing Your Learner

Unit-3 Helping Children Learn Mathematics

Unit-5 Learning To Count

Unit-6 Ones, Tens And More

Unit-7 Addition and Subtraction

Unit-8 Multiplication And Division
Unit-9 Negative Numbers

Unit-10 Generalising Arithmetic to Algebra

Unit-11 Developing Language

Unit-12 Fractions of Which Whole?

Unit-13 Types of Fractions
Unit-14 Operations with Fractions

Unit-15 Decimals

Unit-16 Developing Spatial Concepts

Unit-17 Measuring Size
Unit-18 Measuring of Angles

Unit-19 Measuring Time

LMT-01 Learning Mathematics

Unit-1 Thinking about Learning
Unit-2 Thinking about the Learning
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Unit-3 Constructivist Approaches to Learning
Unit-5 Building a Constructivist Classroom

Unit-6 On Learning Mathematics
Unit-7 Learning Through Activities
Unit-8 Learning to Handle Data
Unit-9 Learning to Interpret Data
Unit-10 Learning about Chance

Unit-11 Children's Spatial Abilities

Unit-12 Reading Pictures-Relating 2D with 3D

Unit-13 Understanding Maps

Unit-14 Working with Fractions
Unit-15 Working with Decimal Fractions

Unit-16 Thinking about Numbers

CERTIFICATE PROGRAMME IN THE TEACHING OF
ENGLISH
AS A SECOND LANGUAGE (CTE)
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School of Humanities

Indira Gandhi National Open University
Maidan Garhi New
Delhi-110068

Certificate in Teaching of English as a Second
Language (CTE)School of Humanities (SOH)

This Programme is based on the communicative approach to language teaching and is designed
to enhance the teachers’ understanding of the learners, the learning process, and the nature and
structure of the English Language.It will also help teachers to innovate strategies for teaching
the skills of listening, speaking, reading and writing.

Eligibility: Graduation or 3 years of B.EL.ED or 2 years PTT, ETT or 10+2 with 2 years
teaching experience

Medium of Instruction: English

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of
admissions.

Programme Details:

Course Code Title of the Course Credits
I) Compulsory Courses

CTE 101 The Language Learner and the Learner

CTE 102 The Structure of English

CTE 103 Teaching Strategies

ITI) Optional Courses (Select any one)

CTE 104 Teaching English-Elementary School

CTE 105 Teaching English-Secondary School

Total Credits 16

CTE-01 The Language Learner



Unit-1 Who are the Learners of Language? -1
Unit-2 Who are the Leanlers of Language ? -I1

Unit-3 Learner Factors in Second Language Acquisition-1

Unit-4 Learner Factors in Second Language Acquisition-2

Unit-5 What is Language ? Unique Features of Hunian Language
Unit-6 Language and Society

Unit-7 Language, Mind and Brain

Unit-8 Language Change in English through the Ages

Unit-9 Learning Theories

Unit-10 The Role of Errors in Language Learning - I : Contrastive Analysis
and Error Analysis

Unit-11 The Role of Errors in Language Learning - II

Unit-13 Bilingualisim

Unit-14 Code MixingICode Switching-and their Use in the English Classroom

Unit-15 English in India

Unit-16 A Survey of the Position of English in Schools and Colleges

Unit-17 Language and Power
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CTE-02 The Structure of English

Unit-1 Native and Non-native Varieties of English

Unit-2 Indianization of English
Unit-3 Indian English : Questions of Standard Form and Intelligibility
Block-2 The nature of text

Block-3 Sentence types : from and function
Block-4 English word patterns and sounds

CTE-03 Teaching Strategies

Unit-1 Planning Lessons: From Course Material to Classroom process

Unit-2 Classroom Management

Unit-3 Monitoring Instruction- The Reflective Teacher
Unit-4 Experimenting with Teaching

Unit-5 Language Learning Activities-1: Listening and Reading

Comprehension-Some Similarities
Unit-6 The Need for Teaching Listening Comprehension in the Classroom

Unit-7 The Reading process

Unit-8 Developing Reading Skills

Unit-9 Speaking and Writing: Similarities and Differences
Unit-10 Some Approaches to Teaching the Spoken Language
Unit-11 Classroom Activities (Speaking)

Unit-12 Emerging Trends in Teaching Writing

Unit-13 Teaching Grammar

Unit-14 Teaching Materials- Their Need and Justification
Unit-15 Approaches to Materials Production

Unit-16 Evaluating and Adapting Instructional Materials

CTE-4 Teaching English (Elementary School)
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Unit-1 The Learner at the Primary School Level
Unit-2 Teaching Underprivileged Learners

Unit-3 Educating Children with Special Needs
Unit-4 Speaking

Unit-5 Listening and Speaking in the Primary School
Unit-6 Listening for Perception- Auditory Discrimination Activities

Unit-7 Listening for Comprehension
Unit-8 Evaluation of Listening and Speaking

Unit-9 The Nature of Reading
Unit-10 Teaching Reading : General Principles
Unit-11 Teaching Reading Strategies

Unit-12 Teaching Reading Comprehension Strategies

Unit-13 Developing and Implementing Reading Programmes

Unit-14 The Mechanics of Writing
Unit-15 Creating a Writing Environment

Unit-16 Types of Writing in the Primary School

Unit-17 The Writing Process with Beginners
Unit-18 Process Writing at a More Advanced Level

Unit-19 Writing Across the Curriculum
Unit-20 Evaluation of Written Work

Unit-21 Teaching Grammar: New Activities and Games
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Certificate in Teaching of Primary School Mathematics (CTPM)
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School of Sciences (SOS)

This awareness level practical-oriented programme provides some strategies for teaching
mathematics to children in a way that will make them feel positive about it. The Programme is
aimed at pre-primary and primary school teachers, as well as parents of young children. Its
basic objectives are to help primary school teachers to critically look at their mathematics
teaching strategies and alter them to suit their students’ background; to refresh these teachers
about children’s learning processes in the context of mathematics learning; and to make the
discourse of mathematics teaching available to awider section of society. The objectives are
expected to be metbyexposing the learners of this programme to the need for giving a meaning

and context while learning or teaching mathematical concepts, processes and skills.

A special component of this programme is a 2-credit project. This is a chance for the learner

to actively engage withyoung children to see how they acquire mathematics.

Eligibility: Adult with 10" pass
Medium of Instruction: English & Hindi

Duration: Minimum 6 months and Maximum 2 years; offered only in July cycle of admission.

Programme Details:

Course Code Title of the Course Credits
AMT 1 Teaching of Primary School Mathematics

(6 credits theory + 2 credits project) 8
LMT 1 Learning Mathematics 8
Total Credits 16

Programme Coordinator: Prof. Sujatha Varma, ctpm@ignou.ac.in, Ph. 011-29572830
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AMT-01 Teaching of Primary School
Mathematics (English)

Unit-1 Why Learn Mathematics?

Unit-2 Knowing Your Learner

Unit-3 Helping Children Learn Mathematics
Unit-5 Learning To Count
Unit-6 Ones, Tens And More

Unit-7 Addition and Subtraction

Unit-8 Multiplication And Division

Unit-9 Negative Numbers

Unit-10 Generalising Arithmetic to Algebra
Unit-11 Developing Language

Unit-12 Fractions of Which Whole?

Unit-13 Types of Fractions
Unit-14 Operations with Fractions

Unit-15 Decimals

Unit-16 Developing Spatial Concepts

Unit-17 Measuring Size

Unit-18 Measuring of Angles

Unit-19 Measuring Time
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LMT-01 Learning Mathematics

Unit-1 Thinking about Learning
Unit-2 Thinking about the Learning
Unit-3 Constructivist Approaches to Learning

Unit-5 Building a Constructivist Classroom
Unit-6 On Learning Mathematics

Unit-7 Learning Through Activities
Unit-8 Learning to Handle Data
Unit-9 Learning to Interpret Data
Unit-10 Learning about Chance

Unit-11 Children's Spatial Abilities

Unit-12 Reading Pictures-Relating 2D with 3D

Unit-13 Understanding Maps

Unit-14 Working with Fractions
Unit-15 Working with Decimal Fractions

Unit-16 Thinking about Numbers
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Certificate in Tourism Studies (CTS)

School of Tourism and Hospitality Services Management (SOTHSM)

The Programme is aimed at familiarising you with varied aspects of Tourism, creating
awareness about Tourism, imparting basic training in organising Tourism services and opening
career opportunities. It consists of two courses of eight credits each.

Eligibility: 10+2 pass or its equivalent
Medium of Instruction: English & Hindi

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of

admissions.

Fee Structure: Rs.2,000/- for full programme

Programme Details:

Course Code | Title of the Course Credits
TS 1 Foundation Course in Tourism 8
TS 2 Tourism Development: Products, Operations and Case Studies 8
Total Credits 16

Programme Coordinator: Dr. Paramita Suklabaidya, paramitaz@ignou.ac.in, Ph. 011-29571755
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TS-1 Foundation Course In Tourism

Unit-1 Understanding Tourism-I

Unit-2 Understanding Tourism-II

Unit-3 Historical Evolution and Development
Unit-4 Tourism System

Unit-5 Constituents of Tourism Industry and Tourism Organisations

Unit-6 Tourism Regulations

Unit-7 Statistics and Measurements
Unit-8 Modes of Transport

Unit-9 Tourist Accommodation
Unit-10 Informal Services in Tourism

Unit-11 Subsidiary Services : Categories and Roles
Unit-12 Shops, Emporiums and Melas
Appendix-I

Unit-13 Travel Agency

Unit-14 Tour Operator

Unit-15 Guide and Escorts

Unit-16 Tourism Information : Sources

Unit-17 India's Biodiversity : Landscape, Environment and Ecology

Unit-18 Seasonality and Destination

Unit-19 Map and Chart Work
Unit-20 Tourism Marketing-I : Relevance, Product Design, Market Research
Unit-21 Tourism Marketing-II : Promotional Events Advertising, Publicity Selling

Unit-22 Role of Media
Unit-23 Writing for Tourism

Unit-24 Personality Development And Communicating Skills

Unit-25 Use of History

Unit-26 Monuments and Museums

Unit-27 Living Culture and Performing Arts
Unit-28 Religion of India

Unit-29 Tourism Policy and Planning
Unit-30 Infrastructural Development

Unit-31 Local Bodies, Officials and Tourism

Unit-32 Development, Dependency and Manila Declaration
Unit-33 Economic Impact

Unit-34 Social, Political and Environmental Impact
Unit-35 Threats and Obstacles to Tourism
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TS-2 Tourism Development : Products,
Operations and Case Studies

Unit-1 Profiling Foreign Tourist

Unit-2 Domestic Tourist : Profile and Flows

Unit-3 Guest-Host Relationship

Unit-4 Sociology, Anthropology and Tourism

Unit-5 Discovering A Town : Guide and The City Tour

Unit-6 Describing A Monument : The Taj Mahal

Unit-7 The Mountain Guide : Sherpa

Unit-8 Journey Through A Museum

Unit-9 Visiting National Park : A Guide's Perception
Unit-10 Dance and Music : The Khajuraho Festival

Unit-11 The Business City : Bombay

Unit-12 Cuisines, Customs, Festivals and Fairs

Unit-13 Adventure and Sports

Unit-14 Beach and Island Resorts : Kovalam and Lakshadweep
Unit-15 Hill Station of India

Unit-16 Wildlife : Jim Corbett and Gir National Parks
Unit-17 Pilgrimage

Unit-18 Festivals

Unit-19 Ethnic Tourism

Unit-20 Craft and Folk Arts

Unit-21 Festivals of India : A Cultural Construction Abroad
Unit-22 India Fest

Unit-23 Kalinga-Bali Yatra

Unit-24 Palace on Wheels

Unit-25 Pata : A Study of Travel Mart

Unit-26 Marketing Overseas : Tourism Department, Govt. of India
Unit-27 State Government Tourism Promotional Plans : A Case Study of Maharashtra
Unit-28 Sita

Unit-29 Air India
Unit-30 Highway Services : Haryana Tourism

Unit-31 The Heritage Hotels
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8.21 Certificate in Business Skills (CBS) School of
Management Studies (SOMS)

This programme has been developed jointly by IGNOU, Rajiv Gandhi Foundation
(RGF) and Commonwealth of Learning (COL) Canada, with an aim to enable NGOs
and other agencies to develop business skills among the street children, unemployed
youth, rural and urban disadvantaged sections and women, so that these groups can
avail gainful self employment opportunities.

In order to be eligible for the award of the Certificate in Business Skills, one has to
complete the following 4 courses equivalent to 18 credits:

Eligibility:10+2 or its equivalent.

Medium of Instruction: English

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of

admissions.

Fee Structure: Rs. 3,200/- for full programme
Programme Details:

CourseCode Title of theCourse Credits
ECO1 Business Organisation 4
PCO1 Preparatory Course in Commerce 4
BCOA1 Business Communication & Entrepreneurship 4
CITL1 Laboratory Course 6
Total Credits 18

Programme Coordinators: Dr. Subodh Kesharwani, skesharwani@ignou.ac.in, Ph. 011-29573018
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BCOA-001 Business Communication and
Entrepreneurship

Unit-1 Basic Grammar Skills

Unit-2 Putting Grammar to Use
Unit-3 Creating Short Writing
Unit-4 Applying English Skills to Special Projects

Unit-5 Choosing to Become an Entrepreneur
Unit-6 Becoming an Entrepreneur

Unit-7 Setting Up a Small Business Enterprise

Unit-8 Financial Management of Small Business

Unit-9 Legal Requirements of Small Business

CITL-001 Laboratory Course
Block-01 Lab Manual 1

Unit-1 Install Your Operating System (WINDOWS/LINUX)
Unit-2 Writing a programme in 'C'

Unit-3 Word Processing
Unit-4 Spreadsheet

Block-02 Lab Manual 2

Unit-1 Presentation Tools
Unit-2 Databases
Unit-3 Internet and its Applications

Unit-4 Web Page Design
Unit-5 Java Programming Lab
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ECO-01 Business Organisation

Unit-1 Nature and Scope of Business
Unit-2 Forms of Business Organisation-I

Unit-3 Forms of Business Organisation-11
Unit-4 Business Promotion
Unit-5 Methods of Raising Finance

Unit-6 Sources of Long Term Finance and Underwriting
Unit-7 Stock Exchanges
Unit-8 Advertising

Unit-9 Advertising Media

Unit-10 Home Trade and Channels of Distribution

Unit-11 Wholesalers and Retailers
Unit-12 Procedure for Import and Export TradeBlock-3
Unit-13 Banking

Unit-14 Business Risk and Insurance

Unit-15 Transport and Warehousing

Unit-16 Government in Business

Unit-17 Forms of Organisation in Public Enterprises
Unit-18 Public Utilities
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PCO-1 Preparatory Course in Commerce

Unit-1 Nature of Business
Unit-2 Nature and Scope of Accounting

Unit-3 Basic Accounting Terms and Concepts

Unit-4 Accounting Process and Rules

Unit-5 Journal

Unit-6 Ledger
Unit-7 Subsidiary Books : Cash Book

Unit-8 Banking Transactions and Three Column Cash Book

Unit-9 Bank Reconciliation Statement

Unit-10 Other Subsidiary Books

Unit-11 Trial Balance

Unit-12 Basic Concepts Relating to Final Accounts
Unit-13 Capital and Revenue

Unit-14 Trading Account

Unit-15 Manufacturing Account
Unit-16 Profit and Loss Account

Unit-17 Balance Sheet
Unit-18 Adjustments in Final Accounts

Unit-19 Final Accounts with Adjustments

Unit-20 Rectification of Errors



https://egyankosh.ac.in/handle/123456789/15423
https://egyankosh.ac.in/handle/123456789/15421
https://egyankosh.ac.in/handle/123456789/15419
https://egyankosh.ac.in/handle/123456789/15426
https://egyankosh.ac.in/handle/123456789/15425
https://egyankosh.ac.in/handle/123456789/15424
https://egyankosh.ac.in/handle/123456789/15437
https://egyankosh.ac.in/handle/123456789/15436
https://egyankosh.ac.in/handle/123456789/15434
https://egyankosh.ac.in/handle/123456789/15432
https://egyankosh.ac.in/handle/123456789/15430
https://egyankosh.ac.in/handle/123456789/15455
https://egyankosh.ac.in/handle/123456789/15452
https://egyankosh.ac.in/handle/123456789/15450
https://egyankosh.ac.in/handle/123456789/15449
https://egyankosh.ac.in/handle/123456789/15446
https://egyankosh.ac.in/handle/123456789/15461
https://egyankosh.ac.in/handle/123456789/15459
https://egyankosh.ac.in/handle/123456789/15458
https://egyankosh.ac.in/handle/123456789/15457

PROPRAMME PUIDE

For

CERTIFICATE IN TOURISM STUDIES
(CTS)

©

School of Tourism and Hospitality Services Managementl

8.25 Certificate in Tourism Studies (CTS)
School of Tourism and Hospitality Services Management (SOTHSM)
The Programme is aimed at familiarising you with varied aspects of Tourism, creating

awareness about Tourism, imparting basic training in organising Tourism services and opening
career opportunities. It consists of two courses of eight credits each.



Eligibility: 10+2 pass or its equivalent

Medium of Instruction: English & Hindi

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of
admissions.

Fee Structure: Rs.2,000/- for full programme

Programme Details:

Course Code | Title of the Course Credits
TS 1 Foundation Course in Tourism 8

TS 2 Tourism Development: Products, Operations and Case Studies 8
Total Credits 16

Programme Coordinator: Dr. Paramita Suklabaidya, paramitaz@ignou.ac.in, Ph. 011-29571755
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TS-1 Foundation Course In Tourism

Unit-1 Understanding Tourism-I

Unit-2 Understanding Tourism-II

Unit-3 Historical Evolution and Development
Unit-4 Tourism System

Unit-5 Constituents of Tourism Industry and Tourism Organisations

Unit-6 Tourism Regulations

Unit-7 Statistics and Measurements
Unit-8 Modes of Transport

Unit-9 Tourist Accommodation
Unit-10 Informal Services in Tourism

Unit-11 Subsidiary Services : Categories and Roles
Unit-12 Shops, Emporiums and Melas
Appendix-I

Unit-13 Travel Agency

Unit-14 Tour Operator

Unit-15 Guide and Escorts

Unit-16 Tourism Information : Sources

Unit-17 India's Biodiversity : Landscape, Environment and Ecology

Unit-18 Seasonality and Destination

Unit-19 Map and Chart Work
Unit-20 Tourism Marketing-I : Relevance, Product Design, Market Research
Unit-21 Tourism Marketing-II : Promotional Events Advertising, Publicity Selling

Unit-22 Role of Media
Unit-23 Writing for Tourism

Unit-24 Personality Development And Communicating Skills

Unit-25 Use of History

Unit-26 Monuments and Museums

Unit-27 Living Culture and Performing Arts
Unit-28 Religion of India

Unit-29 Tourism Policy and Planning
Unit-30 Infrastructural Development

Unit-31 Local Bodies, Officials and Tourism
Unit-32 Development, Dependency and Manila Declaration

Unit-33 Economic Impact
Unit-34 Social, Political and Environmental Impact
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TS-2 Tourism Development : Products,
Operations and Case Studies

Unit-1 Profiling Foreign Tourist

Unit-2 Domestic Tourist : Profile and Flows

Unit-3 Guest-Host Relationship

Unit-4 Sociology, Anthropology and Tourism

Unit-5 Discovering A Town : Guide and The City Tour

Unit-6 Describing A Monument : The Taj Mahal

Unit-7 The Mountain Guide : Sherpa

Unit-8 Journey Through A Museum

Unit-9 Visiting National Park : A Guide's Perception
Unit-10 Dance and Music : The Khajuraho Festival

Unit-11 The Business City : Bombay

Unit-12 Cuisines, Customs, Festivals and Fairs

Unit-13 Adventure and Sports

Unit-14 Beach and Island Resorts : Kovalam and Lakshadweep
Unit-15 Hill Station of India

Unit-16 Wildlife : Jim Corbett and Gir National Parks
Unit-17 Pilgrimage

Unit-18 Festivals

Unit-19 Ethnic Tourism

Unit-20 Craft and Folk Arts

Unit-21 Festivals of India : A Cultural Construction Abroad
Unit-22 India Fest

Unit-23 Kalinga-Bali Yatra

Unit-24 Palace on Wheels

Unit-25 Pata : A Study of Travel Mart

Unit-26 Marketing Overseas : Tourism Department, Govt. of India
Unit-27 State Government Tourism Promotional Plans : A Case Study of Maharashtra
Unit-28 Sita

Unit-29 Air India
Unit-30 Highway Services : Haryana Tourism

Unit-31 The Heritage Hotels

Certificate Programme in Teaching of


https://egyankosh.ac.in/handle/123456789/42454
https://egyankosh.ac.in/handle/123456789/42457
https://egyankosh.ac.in/handle/123456789/42460
https://egyankosh.ac.in/handle/123456789/42464
https://egyankosh.ac.in/handle/123456789/42506
https://egyankosh.ac.in/handle/123456789/42510
https://egyankosh.ac.in/handle/123456789/42510
https://egyankosh.ac.in/handle/123456789/42511
https://egyankosh.ac.in/handle/123456789/42514
https://egyankosh.ac.in/handle/123456789/42519
https://egyankosh.ac.in/handle/123456789/42524
https://egyankosh.ac.in/handle/123456789/42525
https://egyankosh.ac.in/handle/123456789/42525
https://egyankosh.ac.in/handle/123456789/42526
https://egyankosh.ac.in/handle/123456789/42528
https://egyankosh.ac.in/handle/123456789/42529
https://egyankosh.ac.in/handle/123456789/42530
https://egyankosh.ac.in/handle/123456789/42531
https://egyankosh.ac.in/handle/123456789/42531
https://egyankosh.ac.in/handle/123456789/42555
https://egyankosh.ac.in/handle/123456789/42557
https://egyankosh.ac.in/handle/123456789/42558
https://egyankosh.ac.in/handle/123456789/42560
https://egyankosh.ac.in/handle/123456789/42566
https://egyankosh.ac.in/handle/123456789/42567
https://egyankosh.ac.in/handle/123456789/42569
https://egyankosh.ac.in/handle/123456789/42572
https://egyankosh.ac.in/handle/123456789/42580
https://egyankosh.ac.in/handle/123456789/42581
https://egyankosh.ac.in/handle/123456789/42584
https://egyankosh.ac.in/handle/123456789/42591
https://egyankosh.ac.in/handle/123456789/42593
https://egyankosh.ac.in/handle/123456789/42593
https://egyankosh.ac.in/handle/123456789/42596
https://egyankosh.ac.in/handle/123456789/42600
https://egyankosh.ac.in/handle/123456789/42600

Primary School Mathematics
(CTPM)

School of Sciences
Indira Gandhi National Open UniversityMaidan Garhi,

New Delhi-110068 ctpm@ignou.ac.in

Certificate Programme in Teaching of Primary School Mathematics
(CTPM)School of Sciences (SOS)
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This awareness level practical-oriented programme provides some strategies for teaching
mathematics to children in a way that will make them feel positive about it. The Programme is
aimed at pre-primary and primary school teachers, as well as parents of young children. Its
basic objectives are to help primary school teachers to critically look at their mathematics
teaching strategies and alter them to suit their students’ background; to refresh these teachers
about children’s learning processes in the context of mathematics learning; and to make the
discourse of mathematics teaching available to awider section of society. The objectives are
expected to be metbyexposing the learners of this programme to the need for giving a meaning

and context while learning or teaching mathematical concepts, processes and skills.

A special component of this programme is a 2-credit project. This is a chance for the learner

to actively engage withyoung children to see how they acquire mathematics.

Eligibility: Adult with 10™pass
Medium of Instruction: English & Hindi

Duration: Minimum 6 months and Maximum 2 years; offered only in July cycle of admission.

Fee Structure: Rs. 1,800/- for full programme
Programme Details:

Course Code Title of the Course Credits
AMT 1 Teaching of Primary School Mathematics

(6 credits theory + 2 credits project) 8
LMT 1 Learning Mathematics 8
Total Credits 16

Programme Coordinator: Prof. Sujatha Varma, ctpm@ignou.ac.in, Ph. 011-29572830

AMT-01 Teaching of Primary School

Mathematics (English)
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Unit-1 Why Learn Mathematics?

Unit-2 Knowing Your Learner

Unit-3 Helping Children Learn Mathematics

Unit-5 Learning To Count

Unit-6 Ones, Tens And More

Unit-7 Addition and Subtraction

Unit-8 Multiplication And Division

Unit-9 Negative Numbers

Unit-10 Generalising Arithmetic to Algebra

Unit-11 Developing Language

Unit-12 Fractions of Which Whole?

Unit-13 Types of Fractions
Unit-14 Operations with Fractions

Unit-15 Decimals

Unit-16 Developing Spatial Concepts
Unit-17 Measuring Size

Unit-18 Measuring of Angles

Unit-19 Measuring Time

LMT-01 Learning Mathematics

Unit-1 Thinking about Learning
Unit-2 Thinking about the Learning
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Unit-3 Constructivist Approaches to Learning
Unit-5 Building a Constructivist Classroom

Unit-6 On Learning Mathematics
Unit-7 Learning Through Activities
Unit-8 Learning to Handle Data
Unit-9 Learning to Interpret Data
Unit-10 Learning about Chance

Unit-11 Children's Spatial Abilities

Unit-12 Reading Pictures-Relating 2D with 3D

Unit-13 Understanding Maps
Unit-14 Working with Fractions
Unit-15 Working with Decimal Fractions

Unit-16 Thinking about Numbers
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CERTIFICATE PROGRAMME
IN FUNCTIONAL ENGLISH
(BASIC LEVEL)

(CFE)

School of Humanities
Indira Gandhi National Open University
Maidan Garhi
New Delhi-110 068

THE PECPLE'S |

—— 8.13 Certificate in Functional English (Basic



Level) (CFE) School of Humanities (SOH)

The Programme will improve the learners' proficiency in the English language. The objective of the Programme
is to give the learners practice in the skills of listening, speaking, reading, writing, communicative grammar and
study skills so that they can function in English in the social and academic spheres. It will also acquaint the
learners with some professional skills which will prepare them for a job. This course enables learners to engage
in conversations and write with confidence in all spheres of their daily life.

Eligibility: 10+2 or its
equivalent

Medium of
Instruction: English

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of
admissions.

Fee Structure: Rs. 4,000/- for full

programme
Programme
Details:

Credit

BEG 4 English in Daily Life

4BEG |} English in Education

BEG 6 Joining the Work Force

Programme Coordinator: Dr. Prof. Parmod Kumar, parmodkumar@gmail.com, Ph. 011-

— 29572758

English in Daily Life BEG - 004



UNIT 3FAMILY AND FRIENDS

UNIT 4 DESCRIBING DAILY EVENTS
UNIT 5 THE MEDIA

UNIT 6 THE FLOATING MARKETS OF
THAILAND

UNIT 7 PEOPLE AT WORK

UNIT 8 THE SMELL OF FOOD

UNIT 9 FOOD AND EATING RIGHT
UNIT 10 HEALTH AND FITNESS

UNIT 11 ADVENTURE SPORTS

UNIT 12LAUGHTER AND AMUSEMENT
UNIT 13 PREPARING FOR A HOLIDAY
UNIT 14 ON HOLIDAY AND DESCRIBING
PLACES

UNIT 15 EATING OUT

UNIT 16 TOURISM AND ENVIRONMENT

English in Education BEG - 005

'"UNIT 1 MAKING A CHOICE

UNIT 2 THE CAMPUS

UNIT 3 SETTLING IN

UNIT 4 THINKING ABOUT LEARNING
UNIT 5 ATTENDING A LECTURE

UNIT 6 ACTIVITY CLUBS FOR STUDENTS
UNIT 7 YOUNG LEADERS

UNIT 8 DOING AWAY WITH EXAMS
UNIT 9 HUMANITIES

UNIT 10 SOCIAL SCIENCE: DISASTER
MANAGEMENT

UNIT 11 NANOTECHNOLOGY

UNIT 12 CULTURE AND HERITAGE

UNIT 13 COMMLTNICATION AND CULTURE
UNIT 14 PLASTIC MONEY

UNIT 15 EMAIL AND SMS

UNIT 16 USING COMPUTERS IN DAILY LIFE



Joining the Work Force BEG - 006

UNIT 1 LOOKING FOR A JOB

UNIT 2 JOB ADVERTISEMENTS

UNIT 3 PORTFOLIO MAKING

UNIT 4 WRITING YOUR CURRICULUM VITAE
UNIT 5 JOB INTERVIEWS

UNIT 6 DISCUSSIONS

UNIT 7 PRESENTATION SKILLS -1

UNIT 8 PRESENTATION SKILLS IT

UNIT 9 BODY LANGUAGE - NON-VERBAL
COMMUNICATION

UNIT 10 SKILLS REQUIRED AT THE JOB:
TELEPHONING

UNIT 11 BUSINESS CORRESPONDENCE-1
UNIT 12 BUSINESS CORRESPONDANCE-2
UNIT 13 WORK ETHICS

CERTIFICATE PROGRAMME IN THE TEACHING Of

ENGLISH

AS A SECOND LANGUAGE (CTE)

School of Humanities

Indira Gandhi National Open University

Maidan Garhi New
Delhi-110068



8.11 Certificate in Teaching of English as a Second
Language (CTE)School of Humanities (SOH)

This Programme is based on the communicative approach to language teaching and is designed
to enhance the teachers’ understanding of the learners, the learning process, and the nature and
structure of the English Language.It will also help teachers to innovate strategies for teaching

the skills of listening, speaking, reading and writing.
Eligibility: Graduation or 3 years of B.EL.ED or 2 years PTT, ETT or 10+2 with 2 years

teaching experience

Medium of Instruction: English

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of

admissions.

Fee Structure: Rs.2,400/- for full programme
Programme Details:

Course Code Title of the Course Credits
I) Compulsory Courses

CTE 101 The Language Learner and the Learner 4
CTE 102 The Structure of English 4
CTE 103 Teaching Strategies

IT) Optional Courses (Select any one)

CTE 104 Teaching English-Elementary School 4
CTE 105 Teaching English-Secondary School 4

Total Credits

16




CTE-01 The Language Learner

Unit-1 Who are the Learners of Language? -I

Unit-2 Who are the Leanlers of Language ? -I1

Unit-3 Learner Factors in Second Langquage Acquisition-1

Unit-4 Learner Factors in Second Language Acquisition-2

Unit-5 What is Language ? Unique Features of Hunian Language

Unit-6 Lanquage and Society
Unit-7 Language, Mind and Brain

Unit-8 Language Change in English through the Ages

Unit-9 Learning Theories

Unit-10 The Role of Errors in Language Learning - I : Contrastive Analysis
and Error Analysis

Unit-11 The Role of Errors in Language Learning - II

Unit-13 Bilingualisim

Unit-14 Code MixingICode Switching-and their Use in the English Classroom

Unit-15 English in India

Unit-16 A Survey of the Position of English in Schools and Colleges

Unit-17 Language and Power
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CTE-02 The Structure of English

Unit-1 Native and Non-native Varieties of English

Unit-2 Indianization of English
Unit-3 Indian English : Questions of Standard Form and Intelligibility
Block-2 The nature of text

Block-3 Sentence types : from and function
Block-4 English word patterns and sounds

CTE-03 Teaching Strategies

Unit-1 Planning Lessons: From Course Material to Classroom process
Unit-2 Classroom Management

Unit-3 Monitoring Instruction- The Reflective Teacher

Unit-4 Experimenting with Teaching

Unit-5 Language Learning Activities-1: Listening and Reading
Comprehension-Some Similarities

Unit-6 The Need for Teaching Listening Comprehension in the Classroom

Unit-7 The Reading process
Unit-8 Developing Reading Skills
Unit-9 Speaking and Writing: Similarities and Differences

Unit-10 Some Approaches to Teaching the Spoken Language
Unit-11 Classroom Activities (Speaking)

Unit-12 Emerging Trends in Teaching Writing

Unit-13 Teaching Grammar

Unit-14 Teaching Materials- Their Need and Justification

Unit-15 Approaches to Materials Production
Unit-16 Evaluating and Adapting Instructional Materials
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CTE-4 Teaching English (Elementary School)

Unit-1 The Learner at the Primary School Level
Unit-2 Teaching Underprivileged Learners
Unit-3 Educating Children with Special Needs

Unit-4 Speaking
Unit-5 Listening and Speaking in the Primary School

Unit-6 Listening for Perception- Auditory Discrimination Activities

Unit-7 Listening for Comprehension
Unit-8 Evaluation of Listening and Speaking

Unit-9 The Nature of Reading

Unit-10 Teaching Reading : General Principles
Unit-11 Teaching Reading Strategies

Unit-12 Teaching Reading Comprehension Strategies

Unit-13 Developing and Implementing Reading Programmes

Unit-14 The Mechanics of Writing
Unit-15 Creating a Writing Environment

Unit-16 Types of Writing in the Primary School
Unit-17 The Writing Process with Beginners

Unit-18 Process Writing at a More Advanced Level
Unit-19 Writing Across the Curriculum

Unit-20 Evaluation of Written Work

Unit-21 Teaching Grammar: New Activities and Games
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School of Tourism and Hospitality Services Managementl

Certificate in Tourism Studies (CTS)
School of Tourism and Hospitality Services Management (SOTHSM)
The Programme is aimed at familiarising you with varied aspects of Tourism, creating

awareness about Tourism, imparting basic training in organising Tourism services and opening
career opportunities. It consists of two courses of eight credits each.

Eligibility: 10+2 pass or its equivalent
Medium of Instruction: English & Hindi

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of



admissions.
Fee Structure: Rs.2,000/- for full programme

Programme Details:

Course Code | Title of the Course Credits
TS 1 Foundation Course in Tourism 8

TS 2 Tourism Development: Products, Operations and Case Studies 8
Total Credits 16

Programme Coordinator: Dr. Paramita Suklabaidya, paramitaz@ignou.ac.in, Ph. 011-29571755

TS-1 Foundation Course In Tourism

Unit-1 Understanding Tourism-I

Unit-2 Understanding Tourism-II

Unit-3 Historical Evolution and Development
Unit-4 Tourism System

Unit-5 Constituents of Tourism Industry and Tourism Organisations

Unit-6 Tourism Regulations

Unit-7 Statistics and Measurements
Unit-8 Modes of Transport

Unit-9 Tourist Accommodation
Unit-10 Informal Services in Tourism

Unit-11 Subsidiary Services : Categories and Roles

Unit-12 Shops, Emporiums and Melas

Appendix-I

Unit-13 Travel Agency

Unit-14 Tour Operator

Unit-15 Guide and Escorts

Unit-16 Tourism Information : Sources

Unit-17 India's Biodiversity : Landscape, Environment and Ecology

Unit-18 Seasonality and Destination

Unit-19 Map and Chart Work
Unit-20 Tourism Marketing-I : Relevance, Product Design, Market Research
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Unit-21 Tourism Marketing-II : Promotional Events Advertising, Publicity Selling

Unit-22 Role of Media
Unit-23 Writing for Tourism

Unit-24 Personality Development And Communicating Skills

Unit-25 Use of History

Unit-26 Monuments and Museums

Unit-27 Living Culture and Performing Arts
Unit-28 Religion of India

Unit-29 Tourism Policy and Planning
Unit-30 Infrastructural Development

Unit-31 Local Bodies, Officials and Tourism

Unit-32 Development, Dependency and Manila Declaration
Unit-33 Economic Impact

Unit-34 Social, Political and Environmental Impact
Unit-35 Threats and Obstacles to Tourism

TS-2 Tourism Development : Products,
Operations and Case Studies

Unit-1 Profiling Foreign Tourist

Unit-2 Domestic Tourist : Profile and Flows

Unit-3 Guest-Host Relationship

Unit-4 Sociology, Anthropology and Tourism

Unit-5 Discovering A Town : Guide and The City Tour

Unit-6 Describing A Monument : The Taj Mahal

Unit-7 The Mountain Guide : Sherpa

Unit-8 Journey Through A Museum

Unit-9 Visiting National Park : A Guide's Perception
Unit-10 Dance and Music : The Khajuraho Festival

Unit-11 The Business City : Bombay

Unit-12 Cuisines, Customs, Festivals and Fairs

Unit-13 Adventure and Sports

Unit-14 Beach and Island Resorts : Kovalam and Lakshadweep
Unit-15 Hill Station of India
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Unit-16 Wildlife : Jim Corbett and Gir National Parks
Unit-17 Pilgrimage

Unit-18 Festivals

Unit-19 Ethnic Tourism

Unit-20 Craft and Folk Arts

Unit-21 Festivals of India : A Cultural Construction Abroad
Unit-22 India Fest

Unit-23 Kalinga-Bali Yatra

Unit-24 Palace on Wheels

Unit-25 Pata : A Study of Travel Mart

Unit-26 Marketing Overseas : Tourism Department, Govt. of India
Unit-27 State Government Tourism Promotional Plans : A Case Study of Maharashtra
Unit-28 Sita

Unit-29 Air India
Unit-30 Highway Services : Haryana Tourism
Unit-31 The Heritage Hotels

Certificate Programme in

Consumer Protection (CCP)

School of Law

Indire Gandhi National Open UniversityMaidan Garhi, New Delhi-
110 068

Certificate in Consumer Protection
(CCP)(Revised)School of Law (SOL)

This 16 Credit Programme on Consumer Protection is open to candidates with 10+2
qualifications or its equivalent. The Programme aims at creating an overall awareness and
training on Consumer Affairs with special emphasis on Consumer Protection. After completing
this Programme the learners may become consumer activists, work in industries, NGOs and
government departments on consumer affairs. They can file and plead their own cases in
Consumer Redressal forums created under consumer Protection Act, 1986.
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Eligibility: 10+2 OR its equivalent
Medium of Instruction: English & Hindi
Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of

admissions.

Fee Structure: Rs. 1,800/- for full programme
Programme Details:

Course Code Title of the Course Credits
CPI 101 Consumer and Consumer Protection Legislations 4
CPI 102 Redressal of Consumer Grievances: Role of Various Stake Holders 4
CPI 103 Consumer Protection Issues 4
CPIP 104 Project Work in Consumer Protection 4
Total Credits 16

Programme Coordinator: Prof. K. Elumalai, nicmkel@ignou.ac.in, Ph. 011-29532525/29572985

CPI-101 Consumer and Consumer Protection

Legislations

Block-1 Consumer : the Basics

Block-2 Consumer Movement

Block-3 Consumer Protection

CPI-102 Redressal of Consumer Grievances:

Role of Various Stakeholders

Block-1 Role of Media and State/Government in Consumer Protection

Block-2 Role of Industry Bodies and Voluntary Consumer Organisation (VCOs)

Block-3 Alternate Dispute Redressal Mechanism

Block-4 Consumer Organisation
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CPI-103 Consumer Protection Issues

Unit-1 Consumer Protection - U.N. Guidelines 1985, 1999, 2015

Unit-2 Consumer Rights - Constitutional Perspective
Unit-3 Consumer Protection Law: International Perspective (US, UK and

Australia)

Unit-4 Consumer Protection Act, 1986 and Allied Laws: An Overview
Unit-5 Consumer Problems

Unit-6 General Documents and Formats for Seeking Redressal under
Consumer Protection Act, 1986

Unit-7 Settlement of Consumer Issues: Sector Case Studies-I

Unit-8 Settlement of Consumer Issues: Sector Case Studies-II

Unit-9 Food Safety and Standards-1

Unit-10 Food Safety and Standards-II

Unit-11 Food Safety and Standards Authorities

Unit-12 Important Consumer Protection Judgements (Goods)
Unit-13 Protection of Consumers in Selected Services

Unit-14 Drugs and Cosmetics

Unit-15 Important Consumer Protection Judgements (Services)
Unit-16 Consumer Protection Requlations, 2005

Unit-17 Consumer Protection Act, 2019 (Part-I)

Unit-18 Consumer Protection Act, 2019 (Part-II)

CPIP-104 Project Work in Consumer Protection

Project Guide
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CFN

PROGRAMME
GUIDE

Certificate
Programmein
Food and Nutrition

8.5 Certificate in Food and
Nutrition (CFN)School of
Continuing Education (SOCE)

The Certificate in Foods and Nutrition is basically a Post-Literacy level awareness programme
meant for people with basic reading and writing skills. The Programme aims to acquaint the
learner with the role of food in ensuring healthy living for the individual, family and community.
It includes features like food selection and preparation, nutrition from infancy to old age,
economics of food, kitchen gardening, food adulteration, consumer rights, safety and education,



etc. The programme lays primary emphasis on Nutrition with relevance to present day scenario,
cost effectiveness, environment friendly approaches that reaches to almost the entire nation,
hence making the learners responsible and aware citizens of tomorrow.

Eligibility: No formal qualification, Minimum age of 18 years as on the last date for receipt

of Admission form. Medium of Instruction: English, Hindi, Assamese, Gujarati, Kannada,
Malayalam, Marathi, Punjabi, Tamil and Oriya.Duration: Minimum 6 months and Maximum

2 years; offered in both January & July cycle of admissions
Fee Structure: Rs. 1,400/- for full programme

Course Code | Title of the Course Credits
CFN 1 You and Your Food 6
CFN 2 Your Food and its Utilisation 6
CFN 3 Economics of Food 4
Total Credits 16

Programme Coordinator: Prof. Deeksha Kapur, deekshakapur@ignou.ac.in, Ph.011-29536347, 29572960

CFEN-1 You and Your Food

UNIT 1 FOOD AND FOOD ACCEPTANCE

UNIT 2 FUNCTIONS OF FOOD

UNIT 3 MACRONUTRIENTSAND THEIR FUNCTIONS

Unit-4 Micronutrients and their functions

UNIT 5 BASIC FOOD GROUPS

Unit-6 Let us choose the right food

Unit-7 How healthy are your meal patterns ?

Unit-8 Let us ensure and nutrient retention

Unit-9 Let us make food safe to eat

Unit-10 Let us preserve food

Unit-11 Selection preparation and nutritive value of cereals and millets
Unit-12 Selection of fats and oils and their nutritive value

Unit-13 Selection and preparation of sugar and jaggery and their nutritive value
Unit-14 Selection, preparation and nutritive value of Pulses, Nuts and Oilseeds
Unit-15 Selection, preparation and nutritive value of milk and milk products
Unit-16 Selection, preparation and nutritive value of eggs and flesh foods
Unit-17 Selection, preparation and nutritive value of vegetables

Unit-18 Selection of fruits and their nutritive value

Unit-19 Spices, Condiments and Salt

Unit-20 Selection, preparation and nutritive value of beverages

Unit-21 Convenience foods

CFN-2 Your Food and its Utilisation


mailto:deekshakapur@ignou.ac.in
https://egyankosh.ac.in/handle/123456789/62001
https://egyankosh.ac.in/handle/123456789/62005
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https://egyankosh.ac.in/handle/123456789/62121
https://egyankosh.ac.in/handle/123456789/62122
https://egyankosh.ac.in/handle/123456789/62123
https://egyankosh.ac.in/handle/123456789/62126
https://egyankosh.ac.in/handle/123456789/62130
https://egyankosh.ac.in/handle/123456789/62133
https://egyankosh.ac.in/handle/123456789/62148
https://egyankosh.ac.in/handle/123456789/62152
https://egyankosh.ac.in/handle/123456789/62161
https://egyankosh.ac.in/handle/123456789/62171
https://egyankosh.ac.in/handle/123456789/62172

Unit-1 Food, Nutrition and Nutritional Status

Unit-2 Recommended Dietary Intakes for Indians

Unit-3 Daily Food Guide and Balanced Diet

Unit-4 Assimilation of Food Into Body-

Unit-5 Growth Pattern and Nutritional Requirements
Unit-6 Malnutrition and Health-

Unit-7 Food Energy, Activity Pattern and Body Weight
Unit-8 Nutrition Through the Life Cycle - Pregnancy & Foetal Growth
Unit-9 Nutrition Through the Life Cycle - Infancy

Unit-10 Nutrition Through the Life Cycle — Preschool Age
Unit-11 Nutrition Through Life Cycle - The School Age
Unit-12 Nutrition Through Life Cycle - Adolescence
Unit-13 Nutrition Through Life Cycle - Adulthood

Unit-14 Nutrition Through Life Cycle - Old-Age

Unit-15 Assessment of Nutritional Status

Unit-16 Our Food Habits

Unit-17 Food Misinformation

CFN-3 Economics of Food

Unit-1 How Do We Spend Our Food Money
Unit-2 How Do We Plan for Growing Our Food
Unit-3 Public Distribution System

Unit-4 Government's Agricultural Policies

Unit-5 Government's Poultry and Pisciculture Programmes
Unit-6 Operation Flood Programme
Unit-7 Supplementary Feeding Programmes

Unit-8 Protection of Food Supplies
Unit-9 Food Adulteration and Precautions
Unit-10 Consumer Education


https://egyankosh.ac.in/handle/123456789/31247
https://egyankosh.ac.in/handle/123456789/31246
https://egyankosh.ac.in/handle/123456789/31245
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https://egyankosh.ac.in/handle/123456789/31253
https://egyankosh.ac.in/handle/123456789/31252
https://egyankosh.ac.in/handle/123456789/31258
https://egyankosh.ac.in/handle/123456789/31257
https://egyankosh.ac.in/handle/123456789/31256
https://egyankosh.ac.in/handle/123456789/31255
https://egyankosh.ac.in/handle/123456789/31261
https://egyankosh.ac.in/handle/123456789/31260
https://egyankosh.ac.in/handle/123456789/31259
https://egyankosh.ac.in/handle/123456789/31296
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https://egyankosh.ac.in/handle/123456789/31298
https://egyankosh.ac.in/handle/123456789/31297
https://egyankosh.ac.in/handle/123456789/31303
https://egyankosh.ac.in/handle/123456789/31303
https://egyankosh.ac.in/handle/123456789/31302
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AHE-01 Human Environment

Unit-1 Introduction to Human Environment

Unit-2 Climate and Resources

Unit-3 Description of Ecosystem

Unit-4 Non-living and Living Components of Environment
Unit-5 Social Environment and Population of Man

Unit-6 Impact of Man on Environment

Unit-7 Effects of Overexploitation of Biological Resources
Unit-8 Effects of Agriculture on Human Environment

Unit-9 Effects of Urbanisation
Unit-10 Atmospheric Pollution

Unit-11 Water Pollution

Unit-12 Land Degradation

Unit-13 Hazardous Waste Chemicals

Unit-14 Environment and Human Health-1I
Unit-15 The Environment and Human Health-II

Unit-16 Social Implications of Developmental Projects
Unit-17 Economic Implications of Changed Environment
Unit-18 Challenges of Environment Management

Unit-19 Development and Environment

Unit-20 Environmental Conservation-I

Unit-21 Environmental Conservation-II

Unit-22 Environmental Quality Management

Unit-23 Environmental Legislation

Unit-24 Social Awareness About Environment
Unit-25 Commonalities and Dissimilarities in Environmental Management


https://egyankosh.ac.in/handle/123456789/13727
https://egyankosh.ac.in/handle/123456789/13728
https://egyankosh.ac.in/handle/123456789/13730
https://egyankosh.ac.in/handle/123456789/13731
https://egyankosh.ac.in/handle/123456789/13732
https://egyankosh.ac.in/handle/123456789/13736
https://egyankosh.ac.in/handle/123456789/13736
https://egyankosh.ac.in/handle/123456789/13738
https://egyankosh.ac.in/handle/123456789/13738
https://egyankosh.ac.in/handle/123456789/13739
https://egyankosh.ac.in/handle/123456789/13741
https://egyankosh.ac.in/handle/123456789/13741
https://egyankosh.ac.in/handle/123456789/13742
https://egyankosh.ac.in/handle/123456789/13744
https://egyankosh.ac.in/handle/123456789/13744
https://egyankosh.ac.in/handle/123456789/13745
https://egyankosh.ac.in/handle/123456789/13746
https://egyankosh.ac.in/handle/123456789/13749
https://egyankosh.ac.in/handle/123456789/13750
https://egyankosh.ac.in/handle/123456789/13752
https://egyankosh.ac.in/handle/123456789/13752
https://egyankosh.ac.in/handle/123456789/13753
https://egyankosh.ac.in/handle/123456789/13755
https://egyankosh.ac.in/handle/123456789/13758
https://egyankosh.ac.in/handle/123456789/13760
https://egyankosh.ac.in/handle/123456789/13762
https://egyankosh.ac.in/handle/123456789/13764
https://egyankosh.ac.in/handle/123456789/13767
https://egyankosh.ac.in/handle/123456789/13769
https://egyankosh.ac.in/handle/123456789/13769
https://egyankosh.ac.in/handle/123456789/13771

TS-5 Ecology, Environment and Tourism

Unit-1 Our Environment
Unit-2 Linkages in Nature

Unit-3 Biomes of the World

Unit-4 Communities in Nature

Unit-5 Conservation Through Ages

Unit-6 Environmental Parameters and Tourism

Unit-7 Indian Philosophy and Environment

Unit-8 Environment and Development

Unit-9 Concepts of Development

Unit-10 Responsible Tourism - Benefits

Unit-11 Access, Infrastructure and Land Use : Basic Issues
Unit-12 Community and Regional Assets

Unit-13 Multiplier Effects : Benefits and Consequences
Unit-14 Practice and Potential

Unit-15 Site and Locational Planning

Unit-16 Uneven Regional/National Planning

Unit-17 Alternatives

Unit-18 Tourism Policy and Its Impacts

Unit-19 Infrastructure

Unit-20 Environmental Degradation and Tourism
Unit-21 Acts and Laws

Unit-22 Politics of Environment


https://egyankosh.ac.in/handle/123456789/16929
https://egyankosh.ac.in/handle/123456789/16930
https://egyankosh.ac.in/handle/123456789/16931
https://egyankosh.ac.in/handle/123456789/16931
https://egyankosh.ac.in/handle/123456789/16932
https://egyankosh.ac.in/handle/123456789/16934
https://egyankosh.ac.in/handle/123456789/16935
https://egyankosh.ac.in/handle/123456789/16937
https://egyankosh.ac.in/handle/123456789/16938
https://egyankosh.ac.in/handle/123456789/16940
https://egyankosh.ac.in/handle/123456789/16942
https://egyankosh.ac.in/handle/123456789/16944
https://egyankosh.ac.in/handle/123456789/16945
https://egyankosh.ac.in/handle/123456789/16946
https://egyankosh.ac.in/handle/123456789/16948
https://egyankosh.ac.in/handle/123456789/16950
https://egyankosh.ac.in/handle/123456789/16952
https://egyankosh.ac.in/handle/123456789/16954
https://egyankosh.ac.in/handle/123456789/16956
https://egyankosh.ac.in/handle/123456789/16956
https://egyankosh.ac.in/handle/123456789/16958
https://egyankosh.ac.in/handle/123456789/16960
https://egyankosh.ac.in/handle/123456789/16962
https://egyankosh.ac.in/handle/123456789/16983
https://egyankosh.ac.in/handle/123456789/16983
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8.6 Certificate in Food and
Nutrition (CFN)School of
Continuing Education (SOCE)

The Certificate in Foods and Nutrition is basically a Post-Literacy level awareness programme
meant for people with basic reading and writing skills. The Programme aims to acquaint the
learner with the role of food in ensuring healthy living for the individual, family and community.
It includes features like food selection and preparation, nutrition from infancy to old age,
economics of food, kitchen gardening, food adulteration, consumer rights, safety and education,



etc. The programme lays primary emphasis on Nutrition with relevance to present day scenario,
cost effectiveness, environment friendly approaches that reaches to almost the entire nation,
hence making the learners responsible and aware citizens of tomorrow.

Eligibility: No formal qualification, Minimum age of 18 years as on the last date for receipt

of Admission form. Medium of Instruction: English, Hindi, Assamese, Gujarati, Kannada,
Malayalam, Marathi, Punjabi, Tamil and Oriya.Duration: Minimum 6 months and Maximum

2 years; offered in both January & July cycle of admissions
Fee Structure: Rs. 1,400/- for full programme

Course Code | Title of the Course Credits
CFN 1 You and Your Food 6
CFN 2 Your Food and its Utilisation 6
CFN 3 Economics of Food 4
Total Credits 16

Programme Coordinator: Prof. Deeksha Kapur, deekshakapur@ignou.ac.in, Ph.011-29536347, 29572960

CFN-1 You and Your Food

UNIT 1 FOOD AND FOOD ACCEPTANCE

UNIT 2 FUNCTIONS OF FOOD

UNIT 3 MACRONUTRIENTSAND THEIR FUNCTIONS

Unit-4 Micronutrients and their functions

UNIT 5 BASIC FOOD GROUPS

Unit-6 Let us choose the right food

Unit-7 How healthy are your meal patterns ?

Unit-8 Let us ensure and nutrient retention

Unit-9 Let us make food safe to eat

Unit-10 Let us preserve food

Unit-11 Selection preparation and nutritive value of cereals and millets
Unit-12 Selection of fats and oils and their nutritive value

Unit-13 Selection and preparation of sugar and jaggery and their nutritive value
Unit-14 Selection, preparation and nutritive value of Pulses, Nuts and Oilseeds
Unit-15 Selection, preparation and nutritive value of milk and milk products
Unit-16 Selection, preparation and nutritive value of eggs and flesh foods
Unit-17 Selection, preparation and nutritive value of vegetables

Unit-18 Selection of fruits and their nutritive value

Unit-19 Spices, Condiments and Salt

Unit-20 Selection, preparation and nutritive value of beverages

Unit-21 Convenience foods

CFN-2 Your Food and its Utilisation


mailto:deekshakapur@ignou.ac.in
https://egyankosh.ac.in/handle/123456789/62001
https://egyankosh.ac.in/handle/123456789/62005
https://egyankosh.ac.in/handle/123456789/62006
https://egyankosh.ac.in/handle/123456789/62032
https://egyankosh.ac.in/handle/123456789/62035
https://egyankosh.ac.in/handle/123456789/62036
https://egyankosh.ac.in/handle/123456789/62121
https://egyankosh.ac.in/handle/123456789/62122
https://egyankosh.ac.in/handle/123456789/62123
https://egyankosh.ac.in/handle/123456789/62126
https://egyankosh.ac.in/handle/123456789/62130
https://egyankosh.ac.in/handle/123456789/62133
https://egyankosh.ac.in/handle/123456789/62148
https://egyankosh.ac.in/handle/123456789/62152
https://egyankosh.ac.in/handle/123456789/62161
https://egyankosh.ac.in/handle/123456789/62171
https://egyankosh.ac.in/handle/123456789/62172

Unit-1 Food, Nutrition and Nutritional Status

Unit-2 Recommended Dietary Intakes for Indians

Unit-3 Daily Food Guide and Balanced Diet

Unit-4 Assimilation of Food Into Body-

Unit-5 Growth Pattern and Nutritional Requirements
Unit-6 Malnutrition and Health-

Unit-7 Food Energy, Activity Pattern and Body Weight
Unit-8 Nutrition Through the Life Cycle - Pregnancy & Foetal Growth
Unit-9 Nutrition Through the Life Cycle - Infancy

Unit-10 Nutrition Through the Life Cycle — Preschool Age
Unit-11 Nutrition Through Life Cycle - The School Age
Unit-12 Nutrition Through Life Cycle - Adolescence
Unit-13 Nutrition Through Life Cycle - Adulthood

Unit-14 Nutrition Through Life Cycle - Old-Age

Unit-15 Assessment of Nutritional Status

Unit-16 Our Food Habits

Unit-17 Food Misinformation

CFN-3 Economics of Food

Unit-1 How Do We Spend Our Food Money
Unit-2 How Do We Plan for Growing Our Food
Unit-3 Public Distribution System

Unit-4 Government's Agricultural Policies

Unit-5 Government's Poultry and Pisciculture Programmes
Unit-6 Operation Flood Programme
Unit-7 Supplementary Feeding Programmes

Unit-8 Protection of Food Supplies
Unit-9 Food Adulteration and Precautions
Unit-10 Consumer Education


https://egyankosh.ac.in/handle/123456789/31247
https://egyankosh.ac.in/handle/123456789/31246
https://egyankosh.ac.in/handle/123456789/31245
https://egyankosh.ac.in/handle/123456789/31251
https://egyankosh.ac.in/handle/123456789/31250
https://egyankosh.ac.in/handle/123456789/31249
https://egyankosh.ac.in/handle/123456789/31248
https://egyankosh.ac.in/handle/123456789/31254
https://egyankosh.ac.in/handle/123456789/31253
https://egyankosh.ac.in/handle/123456789/31252
https://egyankosh.ac.in/handle/123456789/31258
https://egyankosh.ac.in/handle/123456789/31257
https://egyankosh.ac.in/handle/123456789/31256
https://egyankosh.ac.in/handle/123456789/31255
https://egyankosh.ac.in/handle/123456789/31261
https://egyankosh.ac.in/handle/123456789/31260
https://egyankosh.ac.in/handle/123456789/31259
https://egyankosh.ac.in/handle/123456789/31296
https://egyankosh.ac.in/handle/123456789/31296
https://egyankosh.ac.in/handle/123456789/31295
https://egyankosh.ac.in/handle/123456789/31294
https://egyankosh.ac.in/handle/123456789/31300
https://egyankosh.ac.in/handle/123456789/31299
https://egyankosh.ac.in/handle/123456789/31299
https://egyankosh.ac.in/handle/123456789/31298
https://egyankosh.ac.in/handle/123456789/31297
https://egyankosh.ac.in/handle/123456789/31303
https://egyankosh.ac.in/handle/123456789/31303
https://egyankosh.ac.in/handle/123456789/31302
https://egyankosh.ac.in/handle/123456789/31301
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AHE-01 Human Environment

Unit-1 Introduction to Human Environment

Unit-2 Climate and Resources

Unit-3 Description of Ecosystem

Unit-4 Non-living and Living Components of Environment
Unit-5 Social Environment and Population of Man

Unit-6 Impact of Man on Environment

Unit-7 Effects of Overexploitation of Biological Resources
Unit-8 Effects of Agriculture on Human Environment

Unit-9 Effects of Urbanisation
Unit-10 Atmospheric Pollution

Unit-11 Water Pollution

Unit-12 Land Degradation

Unit-13 Hazardous Waste Chemicals

Unit-14 Environment and Human Health-1I
Unit-15 The Environment and Human Health-II

Unit-16 Social Implications of Developmental Projects
Unit-17 Economic Implications of Changed Environment
Unit-18 Challenges of Environment Management

Unit-19 Development and Environment

Unit-20 Environmental Conservation-I

Unit-21 Environmental Conservation-II

Unit-22 Environmental Quality Management

Unit-23 Environmental Legislation

Unit-24 Social Awareness About Environment
Unit-25 Commonalities and Dissimilarities in Environmental Management


https://egyankosh.ac.in/handle/123456789/13727
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https://egyankosh.ac.in/handle/123456789/13742
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https://egyankosh.ac.in/handle/123456789/13769
https://egyankosh.ac.in/handle/123456789/13771

TS-5 Ecology, Environment and Tourism

Unit-1 Our Environment
Unit-2 Linkages in Nature

Unit-3 Biomes of the World

Unit-4 Communities in Nature

Unit-5 Conservation Through Ages

Unit-6 Environmental Parameters and Tourism

Unit-7 Indian Philosophy and Environment

Unit-8 Environment and Development

Unit-9 Concepts of Development

Unit-10 Responsible Tourism - Benefits

Unit-11 Access, Infrastructure and Land Use : Basic Issues
Unit-12 Community and Regional Assets

Unit-13 Multiplier Effects : Benefits and Consequences
Unit-14 Practice and Potential

Unit-15 Site and Locational Planning

Unit-16 Uneven Regional/National Planning

Unit-17 Alternatives

Unit-18 Tourism Policy and Its Impacts

Unit-19 Infrastructure

Unit-20 Environmental Degradation and Tourism
Unit-21 Acts and Laws

Unit-22 Politics of Environment


https://egyankosh.ac.in/handle/123456789/16929
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Certificate in Arabic Language
(CAL)School of Foreign
Languages (SOFL)

This programme aims at acquainting the beginner with essential rudiments of Arabic Language, and
gradually and systematically in culcates in them an ability to speak, write and read the language
with acertain degree of accuracy and confidence. The programme is bilingual in medium and has
self learning materials which are quite simple, innovative and learner friendly. The programme is
worth 16 credits, each credit a mounting to 30 hours of total study time.

Eligibility: 10+2 or 18 years of age

Medium of Instruction: English/Arabic
Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of
admissions.

Fee Structure: Rs.1,800/- for full programme

Programme Details:

Course Code | Title of the Course Credits
BAL 1 Basics of Arabic 8
BAL 2 Communication Skills 8
Total Credits 16

Programme Coordinator: Dr. Mohd. Saleem, saleem@ignou.ac.in, Ph. 011-29571637


mailto:saleem@ignou.ac.in

BAL-001 Basics of Arabic

Unit-1 Common Arabic Words
Unit-2 Personal Introduction
Unit-3 The School

Unit-4 Know Things Around You
Unit-5 The Family
Unit-6 My House

Unit-7 Days of Week
Unit-8 Months

Unit-9 At The Restaurant

Unit-10 In The Garden
Unit-11 The Student

Unit-12 In The Market
Unit-13 In The Classroom
Unit-14 At The Dining Table

Unit-15 Between Two Friends
Unit-16 Between Two Friends
Unit-17 The Numbers 1-10
Unit-18 In Summer Vacation

BAL-002 Communication Skills

Unit-1 Conversation Between Teacher and Student
Unit-2 Conversation Inside the Office

Unit-3 Conversation Between Mother and Child
Unit-4 Conversation Between Father and Son

Unit-5 Conversation Between Brother and Sister

Unit-6 Conversation Between Two Friends

Unit-7 Conversation in the Vegetable Market
Unit-8 Conversation in the Fruit Market

Unit-9 Conversation in the Stationery Shop
Unit-10 Conversation in the Taxi Stand
Unit-11 Conversation in the Railway Station

Unit-12 Conversation in the Airport
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Certificate in Tourism Studies (CTS)

School of Tourism and Hospitality Services Management (SOTHSM)

The Programme is aimed at familiarising you with varied aspects of Tourism, creating
awareness about Tourism, imparting basic training in organising Tourism services and opening
career opportunities. It consists of two courses of eight credits each.

Eligibility: 10+2 pass or its equivalent
Medium of Instruction: English & Hindi

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of

admissions.

Fee Structure: Rs.2,000/- for full programme

Programme Details:

Course Code | Title of the Course Credits
TS 1 Foundation Course in Tourism 8
TS 2 Tourism Development: Products, Operations and Case Studies 8
Total Credits 16

Programme Coordinator: Dr. Paramita Suklabaidya, paramitaz@ignou.ac.in, Ph. 011-29571755
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TS-1 Foundation Course In Tourism

Unit-1 Understanding Tourism-I

Unit-2 Understanding Tourism-II

Unit-3 Historical Evolution and Development
Unit-4 Tourism System

Unit-5 Constituents of Tourism Industry and Tourism Organisations

Unit-6 Tourism Regulations

Unit-7 Statistics and Measurements
Unit-8 Modes of Transport

Unit-9 Tourist Accommodation
Unit-10 Informal Services in Tourism

Unit-11 Subsidiary Services : Categories and Roles
Unit-12 Shops, Emporiums and Melas
Appendix-I

Unit-13 Travel Agency

Unit-14 Tour Operator

Unit-15 Guide and Escorts

Unit-16 Tourism Information : Sources

Unit-17 India's Biodiversity : Landscape, Environment and Ecology

Unit-18 Seasonality and Destination

Unit-19 Map and Chart Work
Unit-20 Tourism Marketing-I : Relevance, Product Design, Market Research
Unit-21 Tourism Marketing-II : Promotional Events Advertising, Publicity Selling

Unit-22 Role of Media
Unit-23 Writing for Tourism

Unit-24 Personality Development And Communicating Skills

Unit-25 Use of History

Unit-26 Monuments and Museums

Unit-27 Living Culture and Performing Arts
Unit-28 Religion of India

Unit-29 Tourism Policy and Planning
Unit-30 Infrastructural Development

Unit-31 Local Bodies, Officials and Tourism

Unit-32 Development, Dependency and Manila Declaration
Unit-33 Economic Impact

Unit-34 Social, Political and Environmental Impact
Unit-35 Threats and Obstacles to Tourism
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TS-2 Tourism Development : Products,
Operations and Case Studies

Unit-1 Profiling Foreign Tourist

Unit-2 Domestic Tourist : Profile and Flows

Unit-3 Guest-Host Relationship

Unit-4 Sociology, Anthropology and Tourism

Unit-5 Discovering A Town : Guide and The City Tour

Unit-6 Describing A Monument : The Taj Mahal

Unit-7 The Mountain Guide : Sherpa

Unit-8 Journey Through A Museum

Unit-9 Visiting National Park : A Guide's Perception
Unit-10 Dance and Music : The Khajuraho Festival

Unit-11 The Business City : Bombay

Unit-12 Cuisines, Customs, Festivals and Fairs

Unit-13 Adventure and Sports

Unit-14 Beach and Island Resorts : Kovalam and Lakshadweep
Unit-15 Hill Station of India

Unit-16 Wildlife : Jim Corbett and Gir National Parks
Unit-17 Pilgrimage

Unit-18 Festivals

Unit-19 Ethnic Tourism

Unit-20 Craft and Folk Arts

Unit-21 Festivals of India : A Cultural Construction Abroad
Unit-22 India Fest

Unit-23 Kalinga-Bali Yatra

Unit-24 Palace on Wheels

Unit-25 Pata : A Study of Travel Mart

Unit-26 Marketing Overseas : Tourism Department, Govt. of India
Unit-27 State Government Tourism Promotional Plans : A Case Study of Maharashtra
Unit-28 Sita

Unit-29 Air India
Unit-30 Highway Services : Haryana Tourism
Unit-31 The Heritage Hotels
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Certificate in Functional English (Basic Level)
(CFE) School of Humanities (SOH)

The Programme will improve the learners' proficiency in the English language. The objective of the Programme
is to give the learners practice in the skills of listening, speaking, reading, writing, communicative grammar and
study skills so that they can function in English in the social and academic spheres. It will also acquaint the
learners with some professional skills which will prepare them for a job. This course enables learners to engage
in conversations and write with confidence in all spheres of their daily life.

Eligibility: 10+2 or its
equivalent

Medium of
Instruction: English

Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of
admissions.

Fee Structure: Rs. 4,000/- for full

programme
Programme
Details:

Credit
BEG 4 English in Daily Life 4
BEG 5 English in Education 4
BEG 6 Joining the Work Force 4
Total Credits 1p

Programme Coordinator: Dr. Prof. Parmod Kumar, parmodkumar@gmail.com, Ph. 011-
29572758

English in Daily Life BEG - 004

THEPEOPLE'S |



UNIT 3FAMILY AND FRIENDS

UNIT 4 DESCRIBING DAILY EVENTS
UNIT 5 THE MEDIA

UNIT 6 THE FLOATING MARKETS OF
THAILAND

UNIT 7 PEOPLE AT WORK

UNIT 8 THE SMELL OF FOOD

UNIT 9 FOOD AND EATING RIGHT
UNIT 10 HEALTH AND FITNESS

UNIT 11 ADVENTURE SPORTS

UNIT 12LAUGHTER AND AMUSEMENT
UNIT 13 PREPARING FOR A HOLIDAY
UNIT 14 ON HOLIDAY AND DESCRIBING
PLACES

UNIT 15 EATING OUT

UNIT 16 TOURISM AND ENVIRONMENT

English in Education BEG - 005

'UNIT 1 MAKING A CHOICE

UNIT 2 THE CAMPUS

UNIT 3 SETTLING IN

UNIT 4 THINKING ABOUT LEARNING
UNIT 5 ATTENDING A LECTURE

UNIT 6 ACTIVITY CLUBS FOR STUDENTS
UNIT 7 YOUNG LEADERS

UNIT 8 DOING AWAY WITH EXAMS
UNIT 9 HUMANITIES

UNIT 10 SOCIAL SCIENCE: DISASTER
MANAGEMENT

UNIT 11 NANOTECHNOLOGY

UNIT 12 CULTURE AND HERITAGE

UNIT 13 COMMLTNICATION AND CULTURE
UNIT 14 PLASTIC MONEY

UNIT 15 EMAIL AND SMS

UNIT 16 USING COMPUTERS IN DAILY LIFE

Joining the Work Force BEG - 006



UNIT 1 LOOKING FOR A JOB

UNIT 2 JOB ADVERTISEMENTS

UNIT 3 PORTFOLIO MAKING

UNIT 4 WRITING YOUR CURRICULUM VITAE
UNIT 5 JOB INTERVIEWS

UNIT 6 DISCUSSIONS

UNIT 7 PRESENTATION SKILLS - I

UNIT 8 PRESENTATION SKILLS IT

UNIT 9 BODY LANGUAGE - NON-VERBAL
COMMUNICATION

UNIT 10 SKILLS REQUIRED AT THE JOB:
TELEPHONING

UNIT 11 BUSINESS CORRESPONDENCE-1
UNIT 12 BUSINESS CORRESPONDANCE-2
UNIT 13 WORK ETHICS
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Certificate in Arabic Language
(CAL)School of Foreign
Languages (SOFL)

This programme aims at acquainting the beginner with essential rudiments of Arabic Language, and
gradually and systematically in culcates in them an ability to speak, write and read the language
with acertain degree of accuracy and confidence. The programme is bilingual in medium and has
self learning materials which are quite simple, innovative and learner friendly. The programme is
worth 16 credits, each credit a mounting to 30 hours of total study time.

Eligibility: 10+2 or 18 years of age

Medium of Instruction: English/Arabic
Duration: Minimum 6 months and Maximum 2 years; offered in both January & July cycle of
admissions.

Fee Structure: Rs.1,800/- for full programme

Programme Details:

Course Code | Title of the Course Credits
BAL 1 Basics of Arabic 8
BAL 2 Communication Skills 8
Total Credits 16

Programme Coordinator: Dr. Mohd. Saleem, saleem@ignou.ac.in, Ph. 011-29571637

BAL-001 Basics of Arabic

Unit-1 Common Arabic Words
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Unit-2 Personal Introduction
Unit-3 The School

Unit-4 Know Things Around You

Unit-5 The Family

Unit-6 My House
Unit-7 Days of Week

Unit-8 Months

Unit-9 At The Restaurant

Unit-10 In The Garden
Unit-11 The Student

Unit-12 In The Market
Unit-13 In The Classroom
Unit-14 At The Dining Table

Unit-15 Between Two Friends
Unit-16 Between Two Friends
Unit-17 The Numbers 1-10
Unit-18 In Summer Vacation

BAL-002 Communication Skills

Unit-1 Conversation Between Teacher and Student
Unit-2 Conversation Inside the Office

Unit-3 Conversation Between Mother and Child
Unit-4 Conversation Between Father and Son

Unit-5 Conversation Between Brother and Sister

Unit-6 Conversation Between Two Friends
Unit-7 Conversation in the Vegetable Market
Unit-8 Conversation in the Fruit Market
Unit-9 Conversation in the Stationery Shop
Unit-10 Conversation in the Taxi Stand
Unit-11 Conversation in the Railway Station

Unit-12 Conversation in the Airport
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