 (I) ELEMENTS OF BUSINESS

(CODE NO. 154)

Objective: The objective of this paper is to provide elementary knowledge of the different aspects of business

CLASS IX

One Paper


3 hours

                                         100 Marks   270 Periods

	I.
	Introductory: Meaning, Functions and scope of business


	05
	12

	II
	Types of Business Organizations-sole proprietorship partnership firm, 

And Joint Stock Company


	15
	30

	III
	Channels of distribution: Types and functions of wholesaler and retailer


	15
	44

	IV
	Course of Business Transactions: Buying and selling of

Goods, methods of approaching customers, enquiries

And quotations, price list, tenders, estimates and firm offers general terms of sale, quality, price, packing, delivery

transfer of ownership and payments; preparing of invoice

Debit note and Credit note







	20
	54

	V
	Mercantile Agents: Kinds of agents and their functions, commission agents, factor and broker, Del Credere agents, bought note and sold note, preparation of Account sales
	15
	44

	VI
	Warehousing and storekeeping: Meaning, purpose, functions and kinds
	15
	42

	VII
	Transportation of goods; rail, road, sea and air transport, comparative merits 
	10
	32

	VIII
	Insurance: General Principles of Insurance-Elementary exposure
	05
	12


CLASS X

One paper


3 hours





100 Marks  Periods

	I.
	Office Routine: Different departments of Business establishment, handling inward and outward mail, filing and indexing methods, copying and duplicating methods.
	20
	54

	II.
	Business Correspondence: Essential forms of a good business letter, writing of simple business letters of enquiry, quotations, order, reference, advice and complaints.
	20
	54

	III
	Sources of Raising Funds

· Long term and short term

· Functions of Stock-exchange


	20
	54

	IV
	Banks: Functions of a Bank, kinds of accounts and their operation; bank drafts, ATM, Debit card and credit card, post office, saving bank.
	20
	54

	V
	Negotiable Instruments-Bills of Exchange, promissory note hundies, cheques-nature, parties, crossing, negotiation, endorsement, dishonouring
	20
	54


OR

(II) ELEMENTS OF BOOK-KEEPING AND ACCOUNTANCY

(CODE NO. 254)

CLASS IX

One paper




3 hours

100 Marks    270 Periods

Objectives: The main objective of this paper is to enable the student to understand the fundamental principles and to develop skills of preparing and maintaining simple accounts books, and records from given details.

	I.
	Introduction: Need for Book-Keeping, Objectives and advantages of Book-Keeping.
	14
	38

	II.
	Basic concepts; Dual aspect of transactions and accounting equation, effect of transaction on Accounting equations, Business entity concept
	14
	38

	III.
	Nature of Accounts and Rules for debit and credit; Classification of accounts, Rules for debit and credit, Preparation of vouchers and supporting documents.
	14
	38

	IV.
	Journal: Need for journal; Journal entries; Subsidiary books, Journal proper.
	14
	38

	V
	Ledger: Definition and importance; relation between journal and ledger.  Meaning of posting, guiding rule for positing transactions, balancing of accounts
	14
	38

	VI
	Recording and posting of cash transactions: Necessity of cash book-types of cash books, cash column, cash and bank column.  Petty cash books and imprest system.
	15
	40

	VII
	Trial balance: Purpose, methods and limitations


	15
	40


CLASS X

One paper




3 hours       100 Marks               270 Periods

	I.
	Final Accounts: Preparation of Trading and Profit and Loss Account and Balance Sheet of a sole trader with simple adjustments
	20
	54

	II.
	Bank Reconciliation Statement: Utility and preparation.
	20
	54

	III.
	Bills of Exchange: Nature and use of bills of exchange and promissory notes; Recording transactions pertaining to drawing, discounting, retiring, dishonoring and renewing of bills of exchange
	20
	54

	IV.
	Errors and their Rectification: Types of errors and their  rectification.
	20
	54

	V.
	Depreciation: Objects and methods-Straight line and diminishing balance methods
	20
	54


