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Semester: Sth

Lesson Plan Winter 2023

Subject | Th.2 anr!lﬂinqmnl s e e e
Marmw of the Faculty : Smita Sy_ghﬂan_'?n:ﬂ E:H“:u:l.
SiMo| chapter week/month | Class Day | Topic to be covered
1 15t Mramng & Dwfinitaon of Fimancial Managrmrnl
d - Ind Meaning & Defintion of Finandial Managemeni
ded Cancepts of Financial Management
dth Conrepis of Finaneiaf Management
f 14t Mature ared Seogee ol Finanrisl P s rvsge s
H Joad Mature and Seogee of Financial Management
7 IndfAug Ird MNature and Scogee of Financial MII'IJEE‘[IH."I'II
Ath Financial geals: Profit Vs Wealth massmrsation
a Sth Financial geals Profit Vs Wealth masimisation
1 5 1st Financial goals: Profit Vs Wealth masimisaticon
1k SUIT% and Finarcial Funciions
12 WETRCDRETI i 3rd |Financiat Funciions
13 R dih Role of Finamce hanager
14 1st Role of Finance Managér
15 sth/Aug Jnad Saurees of Finance: Equi_q- DpFI
16| 3rd Saurces of Finance: Equity Capital
17 4th  |Source of Finance: Preference Capital
% 1st Source of Finance:Preference Capital
1 SthyAug 2nd  |Source of Finance: Debentures
20 drd  |Source of Finance: Debentures
21 istfSep 151 Source of Finance: Tenm Loans
23 Ind _ |Source of Finance: Term Loans
25 15t Tirme Preference of Morey: Introduction
24 2nd  |Compound Value
25 Ind/ Sep ard  |Compound Value
26 ith  |Present Value
rd Tth |Pr-eun: Walue
:g 1st Present Value
2 3rciSep 2md Anmuity
£ 1st Anmuity
11 Linit 2 2nd Aty
3 Valuation dth/Sep ird Met Prewent Walue
313 concept and Atk Met Present Value
34 cost of capital orh Net Present Value
35 1st auiz
36 — dnd  ICost n{c.w!talj Concepd
37 3rd Cost of Capital: Concept
18} dth __ |Measurement of Codt of Capital
Sth  |Weighted Average Cout of Capital
Al 1si Weighted Average Cost of Capital
414 Znd _ Weighted Average Cost of Capital
42 184/0et 3od Welghted Average Cost of Capital
i dth intropduction & Concept of Capital Budgeting
44 Sth lintroduction & Cencept of Capital Budgeting
a5 1st Techniques of Capital Budgeting
i 2nd  |Techniguis of Capital Budgeting
47] Ind /Ot 3rd | Technagues of Capital Budgeting
48] UNITZ 4th _ |Factors aHecting Capital Budgeting Decisions
CAPITAL Sth  |Factors atecting Capital Budgeting Decisions
SBLUDGETING & 1st Capital Structwre: Meaning & Conoegis




CAPITAL znd  |Capital Structure: Meaning & Concepts
STRUCTURE IrdfOct Ird Desgning Capital Structure R T
dth nmiEning Capital Structure
Sth Designing Capital Structure
Sth/Oct Ist Quiz . . '
Ind __ |Meaning & Concept of Working Capital
15t Meaning & Concept of WurkinE Capital
UNIT 4 1st fNov 2nd Types of Working Capital
WORKING 3rd Tyvpes of Working Capital
CAPITAL 1st Factors Inﬂu.nenci.ng Working Capital Requrements
MANAGEMEN 2nd Factors Influencing Wor hirq_g Capital Requirements
T andfMov 3rd Warking Capital Cycle
4th Working Capital Cycle
Sth Working Capital Cycle
SR 15t QuIz
Znd _ |Cash Management- Concept
3rd /Nov 3rd Casnh Management- Concept
UNT 5 ath___|Cash Management- Concept
WORKING Sth Receivables Management
CAPITAL 1st Receivables Management-Concepts
MANAGEMEN 2nd Inventory Management- Concept
T 4th/Now 3rd Inventory HJMFmEH-TEdmiqw;,HEEdﬁ
Ath _|lnventory Management-Technigues, Needs
ath Inventory Management-Technigues Needs
_ SthfNov Ist Revision unit V
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Han Winter 2023

Semester:Sth |
Subject - Pr.3 Project Work Phase-|

=

—— Sy WS
Narmve of the Eaculty : Smita Subhadarsinl sahoo & Mukunds Sahoo

SMo. | the | weskjmonth | Clouday | Topl to be cavered
X ALIG/ 15T WEEK 14 LG NERAL INFORMATION
2 Ind GENERAL INFCRAMATION ]
b= £ L1 GEMERAL INFORMATION
8 ALG/ZND WILK|  2nd GINERAL INFORMATION
5 3rd GEMERAL INFORMATION
= o ath |EXECUTIVE SUMMARY g
il AUMG/ IR0 WEEK 151 {ExECUTIVE SUMMARY
& 2w EXECUTIVE SUMMARY
o R and EXECUTIVE SUMMARY
100 R 1st ORGANISATION SUMMARY
11] I ORGANGATION SUMMARY
12 AUGISTH rd DAGANGATION SUMMARY
1 WEEK dth ORGANBATION SUMMARY
1 1st GANEGATION SUMMARY
15 @ | apoJECT DESCRIPTION
™ SEP/IST WEEK 37 |pROJECT DESCRIFTION
a7 4ath | PROJECT DESCRIPTION ]
18 sEpfND | — 22 MARKETING PLAN
# WEEK 2nd MARKETING PLAN
20 3rd MARKETING PLAN
1 E'mt’ WEEK 15t MARKETING PLAN
2 B [MARKETING PLAN
7 -
2 SEP/ATH WEEK ,____—IEH—T—————"——_“MEW OPERATING C0S1
24 ath CAPITAL STRUCTURE AND OPERATING COST
3 15! [CAPITAL STRUCTURE AND OPERATING COST
3 Ind CAPITAL STRUCTURE AND OPERATING COST
- oct/ist wek| 3¢ leypiral STRUCTURE AND OPERATING COST
T wth [MANAGE MENT PLAN
T 1l [MANAGE MENT PLAN
OCT/2HD Ind  |MANAGEMENT PLAN
WEEK 3rd
31 FINANCIAL ASPECTS
3 ith |FINANCIAL ASPECTS
33 ocT/sRowiEx| 1 | TECHNICAL ASPECTS
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: ; 141 LFIASIBIUTY STUDY REPORT
o] e | fumm o
e WELK .
- th DLTAILED STUDY REPOAT
a5 B st LF TAILED STUDY REPORT
46 NOV/ IR0 WEEK i) DE TAILED $TUDY REPORT
47 rd DETAILED STUDY REPORT
ag ath DETAILED STUDY REPORT
% 1st DETAILED STUDY REPORT
|| NOvaTH Ind DETAILED STUDY REPORT
. 51 WEEK rd DETAILED STUDY REPORT
= 55 | 1st |DETAILED STUDY REPORT
= 5 Znd |DETAILED STUDY REPORT
| sa DEC/1ST WEEK 3rd |DETAILED STUDY REPORT
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Lesson Plan Winter 2023

Semester: Ird
subject : TH1 Fundamentals of Office Management
Mame of the Fi“:“'l]'_;.ﬂi Subhadarsind Sakoo
Title of the
SiNo |  chagter week/month Class Day Topic 10 be covered
1 i:: 1.1 Mﬂ:ni‘lE-:l-' (il eatiom of (fhce
g Ind 11 Meaning of Defindon of Offce
e S 17 Nature of DHion Waork
4 ath 1.7 Nature of Office Work
- 1st 11 Impsrtance and Funclions of ffice
B 2nd 1.3 importance and Functions of Ofice
T4 feeaning and Diedamiteen of O Tece
T Introcuction § Ird sAanagement
Ciffice Ine/ Aug il 14  Meaningami Defimtion of Office
h Management
| 15 Functions, Cuties and Cualities of Office
o |Manager
15  Funcuons, Duties and Qualities of Offece
1st Manger
Znd Oluiy
3rd 31 Record Keeping: Dbjectives, Frinciples of
Al Pug Record Keegping : . ]
ath 21 Record KEeeping: Objectives, Pripseples af
Record Keeping !
Sth 31 Recond Kesping: Olbfectives, Principles of
Record Kzeping
15t 31 Record tasping: Objectives, Principles of
Record Kesping 5,
Tl 22 Filing: Types of fling, 5teps in filing,
selecting the appropriate filing system
ity fag 3rd 22 Filing: Types of filing, Steps in flng,
58 the appropriate filing system
#ih 2.3 Filing: Types of filing, Steps in fillingg,
selecting the appropriate filing system
Sth 27 Fillng: Types of filing, Steps in filing,
selecting the appropriate filing system
1st 23 Indesing, Types of indexing, hardling
|incoming and outgoing mail
SthfAug 7nd 131 Indexing, Types of Indexing, handling
incoming and owlgolng mails
3rd 74 indexing. Types of indexing, handiing
incoming and oastgoing mails
1at 23 Indfexing Types of indexing, handling
Incoming and outgoing mals 21
3nd 24  Meaning and Definition of Organization
Siructure




15t /SCP rd 2.4 Types of Organization Structure
25
dth 7.4 rlﬂflE'i o Grﬂﬂﬂifﬂ thom SEructors
25
7.4 Typesof Organization Structure
27
18t 2.4 Types of Organization Structure
28
Ind 7.4 Types of Organization Structure
29|
2ndSep :
3rd 7.4 Meaning and Definition of Organization
30 structure, Types of Organizaticn Structure
i 2.5 Advantages and Disadvantages of Different
a1 Types of SIructures
1st 1.5 Advantages and Disadvantages of Different
in Types of Structures
and 15 Advantages and Disadvantapges of Different
3rd/ Sep Types of Structures
33
%rd 2.5  Advantages and Disadvantages of Dilferent
Types of Structures
% 4th Cuiz
1st 31 Meaning énd Importance of Office
36 Accommodation
ath/Sep 2nd 3.1 Mesning and importance of Office
3 Accommodation
ird 3.2 Factors Influencing Choice of Office
£ Actomnmodation
)J 1st 3.2  Factors Influencing Cholee of Office
Office Accomrmodation
Accommodatio
n and Working Indd 3.3  Meaning and Definition of Working
3 Environment Ervironment
MP ird 33 Meaning and Definition of wumu
a1 Envinonment
Ath 3.3 Meaning and Definition of Warking
& Emvironment
s5th 33 Meaning and Definition of Working
= Ervironrmant
r lst 34 Factors Affecting Working Environment
- And 34  Faclors Affecting Working Environment
1s1 fOct ird Quiz
47 ath 4.1 Supervisory Skill: Meaning, Skills of
Supervisor
o 15t 41 _'."-ll.-l[l-ﬂ'l.ri;:ll".l Skill: Meaning, Skills of
Supervisor
4.1 Supervisory Skill; Meaning, Skills of
45| 2nd
[ 50 i Supervisor
Jrd 4.3 Function of Supervisor




:] A1h 4.2 I'||-|1{l||m_r.||'_.‘|l.|p1"f'd'l"-ﬂ-l
e SupErisory Sl 473 Furction of Superese
%3 Shifls & - 4.3 Commurication pAoarang, PIOCESS, Toenals and
Commumicatio Types I
n A3 Communication praning, Process, Taads and
o4 frd
Types
Ird/Oxt 33 Communication: Meaning. Process, Toels and
5% 3l 7
Types i
4.3 Communicaton. pAmaning. Protess, Tsols @ne
Yk 41k
Ty
3 oth 4.4 Rarriers in Eurrrrnumr.a{inn
£ E1h/Oct st 4.4 Ea:ﬂmnl:mmum:al_iun
59 ; 2nd REVISION
B 1st Ouaie
151 fHov e =1 Leacership: Meaning and concept,
__il- I poriandg
15t 51  Leadership Maaning and concepl,
. [importance
2ndfN Gl 53 Cualties of 2 leader, Relationship and
&3 ¥ difference
dth 5.1 ﬂualﬁunlihadzr,ﬂelamnﬂwmd
__ﬁ difterence
P =3 Lradership and Mothation, Crganizational
__ &5 Leadership
Leadership and i
GE  Mothation IrdHow 54  Leaderiflp Eihics: Trait of an ethical Irader
Frd
a7 54 Leadership EThiCE Tralt of an sthical leader
5t Leadershig Ethics
| 69 1st Icpualities of a Leader
L ok 2nd 1I1E'1'IEHJH
n - ird REVISION
B sth REVISION
- 15t REVISION
7 Sk N 2nd REVISION
T Jrd REWISICEN
Jlg-\..--u-l—-rl..-ﬁ.I _E-'.'l__,__!.\_ bl s i




Semester; Ird Lesson Plan Winter 2023
Su : TH 2- HUMAN RESOURCE MANAGEMERT
Tithe of the
3 :In chaptar week/month Class Day Topit to be coverad
3 sl L1 Concopt, Funetion sad role
2nd 111 Coneapl, Fundicns and role
| 3 15t/ Aug 3rd Li:fj_“:““m'""'““”“ e
& ath 12 Status and competences of HA
Manager
- 15t |13 HR Policies, Evolution of HAR
3 Unit I: 2nd |13 HR Pelicies, Evalution of HEM
. Ragonar Ind/Aug :: :: :merf.hg Challenges of HARM
M " A Emerging ﬂullzr‘mnfllﬂlﬂ
sth 1.5 Working diversity, empowermant,
) CownsIzing
i 1.5 Winking diversity, emgowerment,
10 Downisizing
2 16 ¥RS, Heman Resource Information
11 System
Frd fhasg il 1.6 VRS, Human Besaunce mfarmation
12 System
2.1 Human Aesgwrce Planning-
dth Uuantitative and Gualiatve
13 ||:in'|.en{i-nn:.
21 Human Rescurce Flanning-
lat Cuantilative smd Gualitative
14 dimensions
i 21 Human Resaurce Planning-
15 4t hug (Casantitative dimensions
il 2.1 Human Resource Plarning-
16 |Casantitative dimensions
o 2.1 Human Fesource Plarming-
17 |Cualitative dimensions
IUinit 10z St 2.1 Human Resource Planning-
iR Acguizition of SthiAug Qualitative dimensions
19 Huirman Ind |2.2 lob anabysis ~ job desoription
20 Resaiire Trd L.'.! ok analysis — job desoription
7 st 2.2 lob analysis — jab specification
1st/5ep
33 Ind |22 lob analysis - job specification
23 18 2.3 Recruitment — Coneept
24 2nd |33 Recruitment — Concept
25 Ird 2.3 Recrultment = sowrces
Flo 20d/ sep ath |24 Selection — process




— e m— . _-|
; ol |24 Selecinn 1k and intefew
R S
7 G - 44 Selection - placerment induction
i % Yl fSEp e 3.1 Concept o imnpeartarde
= 3.2 Identifying Trainmg and
15l mw“m m’{
0
Jnd |33 Designing Training Programms=s
a1 :
Ird Types of Tramigs
EF] athiSeq T e o o Competancy
1 #th |y sed Training
Unit Hi: 20 Robe Specific and Competency
Traimirg and Sth | R Training
34 Diewebinprme b
1ar (3.5 Evaluating Training Effectiveness
35
Eualugting Training Effectieness
P Sthfsep ind |15 Evaluatmg
a7 1.5 Evaluating Training Effectiveness
3 4 [3.6 Training Frocess Oulsourcing
35 sth |86 Training Process Outsourcing
ao 151 3.7 Management Developrment
81 Ind 3.7 Management Developrrent
Az 15100t Fd |37 Caresr Dewelopment
83 Ah |37 Career Dewelopment
34 Sth Aeyvision of wnit 1
a5 st 4.1 Mature and I'H:!Eﬂ.l‘iﬁ
i 2nd (4.1 Mature and Objectives
Ird 4.2 Modern Tedhnigues af
4 2nd/Oct Performance Appraisal
Ath 4.2 Modern Technigues of
8 Performance Appraisal
43 Sth 3 Potentia Appraisal
Ell st |4.3 Employee counceling
SL Znd |44 Job Changes — Transhe
o Srof Ot Srd | 4.4 Promotions
53 Lindt P 4th 4.5 Compensation; Concept
54 PFerformance S5th 0.5 Compensation: Pohcied
55 Agppraisal 15t 4.5 Job Evaluation
Sth/Oct 3 1.6 Methods of Wage Payments |
5% pisce rate syctem, tima rate oyslem
57 1st 1.6  Incentive plan
b5k [Nov 2nd Advantages and disadvantages of the
54 wage mathods
59 Ird A7 Fringe Benefits
B st |Perfformance Linked Compensation.
L& | PR T 2nd _ [Revision of Unit IV




-—-—EE'_' r Id |51 Employes Health anid hafely _I
Semestl  L——— ath  [Employer Welfare
Sub -—-E_l__' Sih Frovphoyee Welfare
Nar - 1 [Sockl Securily
r S Ind :: ;:ﬂ: Fmployee Relatens
£ Ind (MNow i 5.3 }mpk?.h"-r pmployes Relations -
By Drdrrvieew
T4 ath |53 Grievance Handling
L Unit. Sth 153 Grievance Handling
= Maintenance 160 |53 Medressal irbumstrial Dispuled
i 7nvd_ [5.3 Redressal industrial Disputess

Redresal ndustrial Tispubes

[ o I es Settlement MachineTy
Redressal Industrial Disputes
14 MR rses Settlemant Machinery
St Redressal Indusirial Dispates
73 [ auses, Settbernent Machmery
T4 Sth/Nov 1et |Revision of Unit Y
75 Ind |Revision of Unit LILILIV _J
o ET e —
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Lesson Plan Winter 2023

Subject : PR2 STENOGRAPHY & DEO

Mame of the Faculty ;

Titke of the
# o chapter Month/Week | Class Day Topic to be covered
1s1 :
1 1.1  Importance of shorthand, related subjects
g bjects
4 3rd [Aug 1.1 Importance of shorthand, relsted subj
3 et 1,1 Importance of shorthand, related subjects
Bl [ Importance of shorthand, related subjects
m -
= 1. 1 Importance of shorthand, related subjects
2nd |12 Emphasis on phonetic System, Various
i taods required
ath/Aug
3rd (12 Empghasis on phonetic System, Various
7 tools reguired
4th (1.2 FEmphasis on phonetic System, Variouws
| toobks required
st 12 Emphasis on phonetic System, Various
o toods required
— 2nd |y 2 Emphasis on phonetic System, Various
i | Sth/Aug [tools required
ard (1.3 Holding of pen and notebooks and their
11 guality
ath |13 Holding of pen and notebooks and their
11 guality
1st 1.23  Holding of pen and notebooks and thelr
13 (qualit
1st/Sep 127y
Ind (13 Halding of pen and notebooks and thelr
14 guality
lag
a 13 Holding of pen and notebooks and their

quality




18 e/ Sep Ind 1.4 Explanateon of consonants . —-—-]|
17 I |y 4 Explanation of consonants
[ —
ath
_Eﬂ 1.4  Explanation of consanants -
1st
19 14 Explanation of consonants =
3 1
Jrd Sep 1.4 Explanation of consonants
S Ird |21 Wawel sounds
? dth 131 Vawel sounds
73 &1 Intervening vowels and positions
24| 1st - .
2.2 Intervening vowels and positions
e 29 ath/Sep nd 135 Intervenbng vowels and positiens
3rd |23 Grammalogues, Phreseography and
£ punctuation marks
1st |23 Grammalogues, Phressography and
£ {punctuation marks
nd |23 Grammalogues, Phressography and
28] {punctuation marks
UNIT-I Sth/Sep ard (2.3 Grammalogues, Phrescography and
79 WOWELS - punctuation marks
At [2-3  Grammalogues, Phreseograghy and
Ay punctuation marks
sth |24 CIRCLES, HOOKS, LODPS, Vawels
S| indications, joining of sutlines,
15t Z4. CIHCLES, HOOES, LOOPS, Vowels
37 indications, joining of outlines,
2nd |24, CIRCLES, HOOKS, LOOPS, Vowels
33 Indications, joining of outlines,
2.4 Initial and final hooks, Halving and doubling
1st foct Id  |orinciples
14
ath |24 Initial and final hooks, Halving and doubling
35 |principhes
sith 1.1 Diphthangs, Medials, Semi- Circles
15t [2.1 Diphthongs, Medials, Semi- Circles
i7
Ind 3,1 Dighthangs, Medials, Semi- Cirches
L]
2nd/Oct 3rd 3.1 Diphthongs, Medals, Semi- Cirdes




P -
40 i |31 bpher e ———
] I'-'Tﬂnp, Medials, Semi. Cirglag
al 5th 13 ¢
_-_-_-_-—-_
UNIT-1) T ———nRounds, Prafixes and Suffixes
431  DYPT 1st
HONGS, 2 Compounds, Prefices and Suffixes
43| MEDIALS, 2nd 5
2 Compound i
SEM|- 3rd/Oct 5 Prefises and Suffines
44 CORCLES ird _
3.2 Compounds, Prefixes and Suffices
45 dth ;
32 Compounds, Prefixes and Suffixes
S5th
A5 3.5 General canstructions and figures
a7 = :
Sth/Oct 3.5 General constructions and figures
a5 dnd 133 General constructions and figures
1st
a9 3.3 General constructions and figures
2nd )
50} 13 General constructions and figures
1st/Nov
3rd |[4.1 Introduction to Computers, its history and
51 fundamentals
ath |41 Introduction te Computers, its history and
£3 fundamentals
15t [41 Introduction to Computers, its history and
53| fundamentals
2nd |41 Introeduction to Computers, its history and
fundamentals
3rd 4.1  Introduction to Computers, its history and
5 Ind/Nov fundamentals
ath 4.1  Components of Hardware peripheries,
concepls of Operating system, Window's Xp
Sth 4.1 Components of Hardware peripheries,
concepls of Operating system, Window's %P
57
15t l4.2 Components of Hardware peripheries,
concepts of Operating system, Window's XP
-'_j
Ind .4 Components of Hardware peripheries,
79 oncepts of Operating system, Window's XP
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70

71

72

HI

UNIT-IV
Data Entry:

43 Components of Hardware Periphe e,

3rd/Nov i concepts of Operating system, Window', gp |
.I
|
ath |43 Exploring and configuring the Windaws xp
sth (2.3  Exploring and configuring the Windows XP
Ist |43 Exploring and configuring the Windows XP
2nd (4.3  Exploring and configuring the Windows XP
ath/MNov .
2red 44 Desktop environment —customise the
dusktop, start menu and taskbar 1c.
dth |44 Desktop environment — customise the
| deskitop, start menu and taskbar etc.
1st 4 Desktop environment — customise the
l:lesk‘tup. start menu and taskbar elc.
4.4 Desktop environment — customise the
SthiMov 2nd  |desktop, start menu and taskbar etc.
3rd |44 Desktop environment - customise the
desktop, start menu and taskbar etc.
is 4.5 Configuring and migrating files and folders,
: setting = folder views, accessibility settings
1st/Dec
Znd 45 Configuring and migrating files and folders,
setting — folder views, accessibility settings
1st |45 Configuring and migrating files and folders,
setting — folder views, accessibility settings
45 Configuring and migrating files and folders,
Znd/ Dex e setting — folder views, accessibility seltings




ard 4.5 understanding concepts of word pracessing
using MS Word
4.5 understanding concepts of word processing
3rd/ Ath
R using M5 Word
St B h. ia !
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