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The first spell of the in-service course for PGT Commerce was an
enriching experience due a varied number of factors. It was the first
time I was the Director for Commerce teachers. Secondly the set of
teachers were a wonderful lot- disciplined, enthusiastic, very intelligent,

very talented and very participatory.

Commerce as a subject directly impacts real life-unlike physics or

chemistry where the theoretical knowledge acquired does not directly

apply to practical needs. Commerce students learn the art and science of running a business, beginning
a start-up, investing in funds and stocks and shares. They can guide others on how to be financially

literate, savvy and prudent as well as morally upright in money matters.

Commerce teachers need to link up the theory being taught with practical projects which will widen the
perspective of their students. Students also need guidance and opportunity in developing their speaking

and presentation skills- a vital personal requirement in the corporate world.

Along with this, I would request the post graduate teachers of commerce, not to lose sight of the

intrinsic worth of ethics when doing business so that along with the growth in the bank balance, our

desire to contribute to society also increases.

USHA ASWATH IYER

DIRECTOR

KVS ZIET MUMBAI




From the desk of Associate Course Director

The world we live in keep changing and fashioning education to the
changing needs of the world is a must. In the world of education,
the place of teachers is most prominent and the role as change
agents is unassailable.

Commerce is the subject of Global rich. It is one subject that sets
the tone for the world to move on with gusto and enterprise. The
Global giant in industry and commerce look up to this subject as

harbingers of their sustenance so that they can march ahead and

become the true rulers of world economy. The leaders of industry and commerce can
contribute their might for wellbeing on the entire mankind. Commerce is not a mere activity of
doing business and making wealth but taking care of the humanities’ needs and aspirations.

Preparing the teachers of commerce to produce students to play the role of tomorrow’s world
leader is a real task on hand. This In-service education aimed at providing capacity to our
teacher to play a meaningful and responsible role of producing entrepreneurs of high moral
who are to create wealth not only for themselves but also for the benefit of their fellow being.

| express my sincere and heartfelt gratitude to the KVS authorities and the Director Mrs. Usha
A lyer of ZIET Mumbai for having reposed confidence in me and assigning the task of
conducting In-service course for PGT Commerce, 2017 in the capacity of Associate Course
Director

S.V.Lawande

Principal

Kendriya Vidyalaya INS Shivaji Lonavla &
Associate course Director
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UIGol Ure A130ft /Schedule for Demo lesson

Name of Participant

Name of K.V.

Region

Topic

Date

MRS. SUNITA D. MARKER

NO. 1 ICHHANATH
SURAT

AHMEDABAD

Bills of Exchance (accomodation Bills)

27/12/2018

MR.JAYAKRISHANAN.M

DONIMALAI

BANGALORE

Disclosure of share Capital in Balance sheet of a company

27/12/2018

MRS.GLORY GNANASELVI

MG RAILWAY

BANGALORE

Directing (Motivation)

27/12/2018

K. THOMAS

NO.2, SVN VIZAG

BHUBANESWAR

Redemption of Debentures ( Conversion of Debentures into
Shares )

27/12/2018

MR. G NAGARAJAN

NO.1, TRICHY

CHENNAI

Directing (Leadership)

27/12/2018

MR.ABDUL SALAM

AFS SULUR

CHENNAI

Marketing Management ( Price-mix)

27/12/2018

JAMUNA VS

PATTOM SHIFT II

ERNAKULAM

MSMED Act

28/12/2017

SMT. NISHA NP

KV AFS
TRIVANDRUM

ERNAKULAM

Bills of Exchange (Renewal of Bill)

28/12/2017

MR.R.JOHN

PATTOM S-1

ERNAKULAM

Issue of Debentures

28/12/2017

SMT. K P SANGEETHA NAIR

MALAPPURAM

ERNAKULAM

Redemption of Debentures (Open market operations)

28/12/2017

MRS. KR SUDHA

THRISSUR

ERNAKULAM

NPO ( Income & Expenditure a/c)

28/12/2017

MR.MUHAMMED NIZAR

KV NO.2, NAVAL
BASE, KOCHI

ERNAKULAM

Marketing Management ( Product Mix)

28/12/2017

MRS. SOJA CP

PAYYANUR

ERNAKULAM

Bank reconciliation statement

28/12/2017

MR. GANGARAM HEMBRAM

SEVOKE ROAD

GUWAHATI

Business Ethics

28/12/2017

RLATHA

BEGUMPET

HYDERABAD

Marketing Management (Marketing Mix)

29/12/2017

JUBIN DHARMAJAN

NTPC
RAMAGUNDAM

HYDERABAD

Partnership accounts (Retirement and Death of partner)

29/12/2017

PREETA SREE KUMAR

NPA
SHIVRAMPALLY

HYDERABAD

Controlling

29/12/2017
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MRS. SEEMA MENARIA

BANSWARA

JAIPUR

Ratio Analysis (Solvency ratios)

29/12/2017

MR ANJANI KUMAR

NO.1 BIKANER

JAIPUR

Ratio Analysis (Turnover ratios)

27/12/2017

SUMAN MEENA

NO. 3 JAIPUR

JAIPUR

Cash flow statement (Operating activities)

27/12/2017

SH.DULI CHAND MEENA

KV NO.5 JAIPUR

JAIPUR

Common Size and Comparative statements

27/12/2017

SH SHIV LAL CHOUDHARY

KV NO.2 AFS
JODHPUR

JAIPUR

Debenture Redemption reserve & Writing off on loss
/discount on issue of debentures

27/12/2017

DEELIP SONALE

AFS SHIFT -1

MUMBAI

Forfeiture & re-issue of shares

27/12/2017

MS. NISHA

IIT POWAI

MUMBAI

Formation of a company

27/12/2017

PAWAN K PATHAK

NO.2 AFS PUNE-32

MUMBAI

Staffing (Selection)

28/12/2017

SMT. USHA KIRAN

KANKARBAGH
PATNA (FS)

PATNA

NPO ( Theory base and Receipt & Payment account)

28/12/2017

SH PAKAJ VERMA

KATIHAR

PATNA

Financial statements (With 5 major adjustments)

28/12/2017

MR. B. KUMAR PANDEY

BACHELI

RAIPUR

Taylor’s Principles of management

28/12/2017

AMIT CHAURASIYA

KARIMGANIJ

SILCHAR

Cash flow statement (Investing & financing activities)

28/12/2017

MR. ANURUDDHA KUMAR

PANCHGRAM

SILCHAR

Issue of debetures for a consideration other than cash and as

collateral sesurity

28/12/2017

MR. P. VENKATA RAMANA

GACHIBOWLI

HYDERABAD

Partnership accounts (Admission of partner including capital
adjustments)

28/12/2017

MRS. A. MADHAVI

ANNANAGAR

CHENNAI

Partnership accounts (Dissolution of firm)

28/12/2017

MRS. LALINI R

NO.2 AFS
TAMBARAM

CHENNALI

Issue of shares ( Calls in arrear and calls in advance with
interest thereon)

29/12/2017

MR. N. PARANJYOTI

AECS KAIGA

AECS

Depreciation (Theory and SLM)

29/12/2017

MRS. ARCHANA R.G.

AECS RBT

AECS

NPO (Working notes for subscription, material consumed and

fund based accounting)

29/12/2017

MR. KISHOR KUMAR

AECS NARORA

AECS

Accounts from incomplete records

29/12/2017

MR. APPA D. AVAGHADE

AECS JADUGUDA

AECS

Fayol’s Principles of management .

29/12/2017
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cforap ufcidcat (Daily Reports )

JolADIR {9181 A1V 3¢ AarpIciiol ufdreivr (g azur)

f&olidd 24/12/2017 A 02/01/2018

feotiad 24/12/2017

The participants reached the venue and assembled in the hall exchanging pleasantries with each
other. The day started with the Course Director arriving at the hall and the resource person Mr. S. K
Singal welcomed the participants and the programme started with invocation and lightening of the
Lamp in traditional way. Then the participants introduced themselves. Then the course Director
spoke on the aspects and the planning for second spell. Then the participants were divided into six

groups and leaders were selected. Then we had the Tea- break.

After the tea-break, Dr.Neeraj Sarswat took an interesting session on Motivation. Along with the
session he also discussed about the problems and concerns in XII Business Studies paper and invited

participants to contribute to make it simple for slow-learners. It was followed by lunch.

Post- lunch session saw Mr. Singal elaborating on Google Form and Quiz. Everyone participated

enthusiastically as we can use it for calss XII. This was followed by Tea- Break.

The first day ended with the groups being assigned them group tasks for the second — spell.

F.W.Taylor Group.

feoriad 25/12/2017

“A day begun well is half done”, morning assembly conducted in a befitting manner by FW Taylor
Group, was matching with the International Festival Christmas Day’s celebrations. The assembly
items were melodious Tamil Prayer song, Thought for the day, news headlines, quiz questions on the
previous day, special programme and message in connection with Christmas. The group presented
the skit in the special programme whose theme was based on, one of the principles of Mentor of the
group FW Taylor. The group in an appropriate manner introduced in the skit the character Santa
Claus, relevant to Christmas celebrations, in the climax to wish and distribute the cakes to the
participants. With one arrow the group struck two fruits. Director of the course, Training Associates,
resource persons and all the participants present were thrilled and thoroughly enjoyed the talents
showcased by the group members. Thanks a lot and congratulations to all the member of FW Taylor
Group. While the hall brimmed with festive fervour, the first session of the day was started with
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Director of the course Ms. Usha Aswath lIyer on the sensitive topic “POCSO-PROTECTION OF
CHILDREN FROM SEXUAL HASRASSMENT”. She discussed at length and in detail about
POCSO Act 2012, purposes of the act, punishment under the act and a few case studies from the
hand out circulated among the participants. The session was informative and very useful in the
present scenario. Post tea session was another enjoyable and inters active session presented by the
resource person Dr. Niraj Sarswat, on the topic “Ratio Analysis”. Every participant participated

actively and widen their knowledge on the topic.

Post Lunch session was on “Hand on Tally ERP 9” by one worthy resource person Mr. SK
Singhal. The session was very interesting and useful. In the post tea session during the practical
session at the computer lab all the participants enjoyed in doing the group work individually based
on the knowledge acquired from previous session taught by Mr. SK Singhal. The day ended with a

promise to become more energetic, effective and efficient in our profession.

Peter F Drucker Group.

feoriad 26/12/2017

Yesterday's Assembly Program was conducted by Peter F Drucker group in a befitting manner.The
session started with prayer followed by a wonderful thought by Mr paramjyothi. News was read by
Mr Pankaj and Mr. Pathak. Mr Thomas read out the previous day's report followed by Ms. Nisha's
informative quiz session. The special item was presented by Mr Nagarajan on the topic self
motivation. He started his program with an ice breaking session. He was of the opinion that people
are dissatisfied with the job and getting bored due to their negative attitude.Job satisfaction can be
realised by everyone by following the theory of "Motivation for Me".This was followed by a vedio
show exhibiting how an auto driver implemented innovative ideas to satisfy his customers and

succeeded in his life.

Mr. singal, the trainee associate appreciated the Assembly program and gave some suggestions on

news reading, report and quiz programme.

After the assembly programme, Mr. Singhal welcomed the Associate Course Director Mr Lavante,

the principal KV Lonavala.

The first session was taken by Mr. singal, the training associate on the topic rajbhasha. He explained
the difference between rashtrabhasha and rajbhasha, various rules relating to Rajbasha and

highlighted the importance of using Rajbasha In the official correspondence. He underlined the




responsibilities and accountabilities, if rajbhasha program is not implemented in letter and spirit.The

session ended with a practice on various administrative terms.

The post tea break session was conducted by Mr Singal, the trainee associate on Hindi typing

through Google it was very interesting, useful and an enjoyable session.

It was followed by a session on constructivism by the Associate Course Director. Sir clearly
explained how the principles of constructivism can be used in accountancy and business studies

subjects. The session was highly useful to solve the case studies questions in these two subjects.

It was followed by a discussion on the topic "Adjustments in Financial Statements" by Doctor
Neeraj, the resource person. He dealt with all the HOTS questions in respect of adjustments in a very
simple and understandable manner. His examples and innovative ideas were exemplary and highly

appreciable.

After the lunch break all the participants assembled in the computer lab for Group work and the

session ended at 5.30 pm.
Abraham Maslow Group.

feotiad 27/12/2017

The day began with the assembly programme presented by Abraham Maslow Group. The prayer,
Ganesh Vandana was sung by Shri Bipin Kumar Pandey. A valuable thought was given by Mr.

Anjani Kumar, keeping our low achievers in mind. The news was presented differently by displaying

relevant pictures on the screen. The special item was presented by Mr.Kishore. He demonstrated how
actual trading of securities take place. It was so very effective and useful too. It was also appreciated
by our resource person Shri. Singhal. After the 2 minutes break, we had a session on ‘Responsible
NETISM’ taken by Mr. Umesh Joshi, an entrepreneur. He discussed the cybercrimes like hacking, on
- line gambling, cyber bullying and trolling, stalking, morphing etc. He also quoted a few incidents in
connection with cybercrimes. He concluded the session with an appeal to the participants to identify
the behavioural problems of the students and take measures to solve it. Really it was an eye-opener

to all of us.

In the post- tea session there was a lecture on Leave rules taken by Mrs.Pushpa Verma, PGT
(Eco)Training Associate, it was informative and the participants could clarify their doubts on leave
rules. Some of the doubts were also cleared by our Associate Course Director Sri. Lawande,
Principal, KV, Lonawala. In the post lunch session, demo classes were taken by 2 participants of

each group in the Audio Visual room. It was followed by a tea break. After the tea- break the demo
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classes were continued in 2 different venues of A V room and the Lecture hall. Valuable suggestions

for improvement were given by our revered Director Madam. Usha Aswath Iyer, and Associate

Course Director, Mr. Lawende. With that the activities of 4" day came to an end.

Henry Fayol Group

feoriap 28/12/2017

The day began with the chanting of GAYATHRI MANTHRA and the Morning Prayer. Morning
assembly was carried out by Henry Fayol group in a befitting manner and the day was quite different
from other days as the mid-test was scheduled on day-5. As a result all the participants were quite
tensed and were restless. To release the tension Mrs. Suman Meena one of the member of Henry
Fayol group took initiative in organizing yoga. Few minutes were spent on meditation and few steps
of yoga were demonstrated. Soon after the assembly participants showed the gestures of getting
ready for the mid-test. Keeping away their books and bags. Test started at 9.45 am with duration of

one hour. Exam came to an end by 10.45 am and all the participants departed for the tea break.

Post tea break session was most interesting one it was taken up by one of the training associates Mr.
Eugeen D Lean who took effort in imparting the phonetics of English. Sir taught us stress and
intonation, giving focus on stress and unstressed syllables. The session was made lively by a song
which every participant enjoyed and sang. Lot of activities were undertaken to learn that ‘how we
say 1s more important’ than what we say. It was concluded that intonation of a message is given

priority than the content of the message.

The session came to an end with high energy ad enthusiasm with the humming of ‘hundred miles a
hundred miles. During the post lunch session again the participant were found quite restless and
nervous. Entire group was divided into two batches A and B. Batch A was retained in the AV hall
and batch B was sent to AV hall 2 for demo classes. Participants presented the demo lessons in the
best possible manner they could. The schedule was monitored by the associate course director and
resource persons. The day went on well. All the participants left the venue with sign of relief as the

mid test was over and two-third of the demo presentation was done.

Mary Parker Follet group

feotiad 29/12/2017

The day started with a well-organized assembly by Mary Parker Follet group. Assembly started by
invoking the God. It is wee said that ‘well begun is half done’. The enlightening words of Dr.APJ
Abdul Kalam was the thought for the day. It was followed by an exhaustive report of the previous

day. Quiz was conducted based on the activities of the previous day, which helped in brushing up the
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memory of the participants. Special programme conducted by the group strengthened the feeling of
National integration by singing the song ‘Mile sur mera tumhara’. All the participants sang in chorus

with a spirit of ‘Unity in diversity’.

Assembly was followed by a session ‘GST’ by Mr.Sameer Sanghvi,a noted CA. He dealt in
length the nuances of GST and its judicious application in various circumstances. The participants
were given enough opportunities for clearing their doubts. At the tea break group photo was taken.
The second session in the forenoon Mr.Sameer Sanghvi explained the application of GST on services

and the Provisions of Companies Act, 2013.

At 2 pm the participants dispersed for lunch. At 3 pm participants assembled in the
audio-visual room as per the instructions. They were briefed about the itineraries of the educational
tour. Thereafter, the participants departed the respective venues scheduled for the presentation of
Demo classes. With this the demo lessons of all the participants were completed. Thereafter the day

was called.

feotiad 30/12/2017

Day seven was quite different from rest of the days. All the participants assembled in the mess hall at
7.30 am for the breakfast. By 8.15 am participants boarded the bus along with their packed lunch
provided by ZIET. Participants were accompanied by Resource persons Mr.S.K.Singhal, Dr.Neeraj

Saraswat and Mrs.Gunjan Gaur.

The first destination was the ‘Gate way of India’. A slight change was made in the schedule
based on the opinion of the participants. The next point of visit was the ‘Elephanta caves’. It was the
most thrilling experience for everyone. The journey in the boat was a memorable one which can be

treasured forever.

After the lunch the group proceeded to Nareman point and halted at ‘Chowpatty
beach’. The next point was ‘Mahalaxmi temple’ followed by that ‘Haji Ali mosque’.The last point of

the tour was ‘Siddhivinayak temple’. The participants returned with bundle of joyful experiences.




feoriapd 31/12/2017

Day 8 started on a brisk note by group 6 though all of us were slightly tired after the educational tour

on 30" December. Group 6 started the assembly with a prayer sung beautifully by Mrs. Nisha. It was

followed by a thought on honesty which was provoking thought with a story by Mrs.Madhavi. News
was presented by Mr. Mohd Nizar. Then report of the day was presented in a lucid manner by
Mrs.Lalini. Quiz was presented on-line in google form by Mr. Amit ,which was done on-line by
participants. As a part of special programme, Mr. John presented the economic contributions of Prof.

JK Mehta. Glimpses of 2017 were presented briefly by Mrs.Madhavi and Nisha.

The morning session was taken by Mr.Asheesh Saraswat, Finance officer, KVS regional office,
Mumbai. He was flooded with a valley of question by all the participants. He elaborated on TA/DA
rules, LTC rules, personal claims and children education allowance. All the participants took lot of
interest as they were practical issues. Post lunch session was allotted for group work. So all the
participants were found engrossed in the computer room , typing and discussing with their group

members. This continued even after tea break. The day came to an end at around 5.30pm.

feotiad 01/01/2018

The day started with morning assembly hosted by F.W.Taylor group. Assembly program was as per
schedule which included prayer, thought for the day, news, quiz and special item ie Rajas thani folk
song was presented by Mr. Shiv lal chouthary was very good and melodious we all of as enjoyed a

lot.

There after Post Test Was conducted followed by Mrs. Radha Subramanian PGT ( Bio) gave
lecture on Gender sensitization Madam has explained in detail about socialization, gender stereo
types , female infanticide, constitutional provision for gender equality with no of videos , mean while
Honorable Course Director Usha Iyer briefed about gender sensitization topic . After lunch Mrs.
Gungan gaur gave lecture on safe school and she explained with so many no of videos towards
safety of the school ,play ground, prevention during earth quake ,after earth quake ,cyclone safety
,flood safety, landslide, escaping from fire , terror attack in school and emergency evacuation plan in

ground floor .

There after tea break then Group work presentation monitored by associate course director Mr. S.V.

Lavande then session ended at 5.30 Pm.
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Uf9I81uT ABRID , 31eI9IT

DERI IRDR/ DERI IRDR & Iefiel PRITCRIT & DRIl 3 API9N ORI DERI oIPvIRD
A1 (3ra191) forRIeT 1972 &b dad 3 3

LEAVE RULES of Central Government Servants including KVS employees are governed by Central Civil
Service (Leave) Rules, 1972. These Rules are called CCS (Leave) Rules, 1972.

IAd®DI91 / Kinds of leave

31fSia 3IaabI9I / Earned Leave (EL)
MIBR-AD AADIN/ Casual Leave (CL)
31¢l-dafoldd 31aI9N Half pay leave ( HPL)
dIcIcd 3IdPDIAN/ Maternity Leave

fﬁQW:I 3IAdDIN/ Paternity Leave

1191 SIaIeT IADIVN/ Child care leave
3RATHAIcA 3IAdI / Extraordinary leave

&ﬂrﬁtclg_cﬁ 3MIBR-HAD IADIYN/Compensatory Casual leave (CCL)

3dre™] Rrglie

. 3IA®DIN bl HidT FEIDPIR B Al UZ oldl bl ST Dl

Leave cannot be claimed as a matter of right.
2. AP FHIDA Dol 3d UIftipd iRl bl 9if UDR B IaDI9I & eIHIG DI Holl DB
ADI 3 AT AP ADI 3 Al DIl Hl Aare adbI91 b SIIel MTAIAD i
When the exigencies of public service so require, leave of any kind may be refused or revoked by the

authority competent to grant it.

3. fpAl Ml UPR & IABI9N DI Up-ATe 3iferpad 05 adi A 31frm & fere o o1dl fdpar i
ADI 3,HAI6I6IRI ACCUfe] FIRI FdIDiel DI BIsd
No leave of any kind can be granted for a continuous period exceeding 05(five) years except with the

sanction of the President.

4. 3IPIIAD ADI DI BISH 3o IADII ARSI e SIr ADBd 3

Different kind of leave (except casual leave) can be availed in combination.
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5. ud 3rolefer b 9o fop oft sraaprer bt diapd srafer A sifér bl srafér srRieesT [l Aloft
Sl 8
Overstayal of Leave without prior sanction will be treated as EOL.

6. Al ®I¢ Dardl RifdocAr IR U3 SADIN cidll & Al 3A PRINR 3I8VT Dol DI 3rotaAfer
asfl ucret b1 S A®dl S aw b ag w.ea../Adlshiea e, Siae: /dasiiea fafocas
3 fibeold UdIvT U5 URdA B2 ol &
A Govt. servant who is on leave on Medical ground will be permitted to return duty on production of a fitness
certificate from AMA/CGHS Doctor/Registered Medical practioner, as the case may be.

"7, S P FISIol i fe1u Silol arel sra191 3 ikl wRIicr &l Fdipfer siforari 3
Leave in conjunction with breaks only has to be sanctioned by Regional Office.
8. B (138 O I[ADIYI DI GA ADIN A DRt bl sea1uR 30 el P 3ige ul¥afia fovar s
ADBA S

Conversion of one kind of leave to another can be done within 30 days only.

3IADIN UBIAI Bd  AISRIdAl
Leave Entitlement & Eligibility

3l 3[ADI9l /Earned Leave
P[4, 3 31fSiaT srawmIer ddet 31 ISIfvId Datan=il 3 Uferay 1 Siofadt vd 1 SIelrs dI 15 fSol bl
G2 A 3T U 3 51 fobet Sirn 8 e [t wotarst &t forgfep au & diar ot g3 8 Al 331 2.5 ot

ufe H1& DI G2 A UL &:ABI D A ADIN UGTol [T STl &

Ordinarily for ministerial staff of KVS (Non Vacation Staff) Leave credit will be afforded in advance at a
uniform rate of 15 days on the 1% January and 1* of July every year. If an employee joins in between the year
then EL will be credited @ 2.5 per month .

ST 3IfSIe SraopI9r 41 A Ul ©: 3116 9 fe1e 318 SR J[AdI9l /SIS oifol bl Iafel &b 1/10 sl
D WRIG2 DI DAldl Dl St 3 S b 15 ot A 3iferd o181 Bledt

The E.L. credit to be afforded will be reduced by 1/ 10" of Extraordinary Leave availed/or period of dies non
during the previous half year, subject to maximum 15 days.

In case any vacation staff performed duty during any vacation and/or break he/she is entitled to get E.
L. @ 3/5 of such duty period as an additional form. However, he/she is entitled such additional form of
EL after completing 10 continuous days of working during vacations . But credit of E. L. of such
employee should not exceed 30 days in that year. Proper permission is required from the concerned
Regional Office for work during vacations.

* UMD AL AP 180 [Soll DI AfSiA rapI9l R 31 ADdr &
Earned leave can be availed up to 180 days at a time
o  UDHDII : 3fDAdH 300 fSoll D 3IfSIA IADIN DI TDHIDIVI BRI ST ADdI & (ADIQI ABII D
G110l olPIG DIV Bl BISDH)
Accumulation: E.L. can be accumulated up to 300 days in addition to the number of days for which encashment
has been allowed along with L.T.C.




3rel-deforad 3raapIor / HPL
P.fA.31. 91 19ft patanfal 3q srel-dafore sramrer uferay | Sietasl wd 1 Sfeirs ai 10 fdof Bl g A

9

3If31e1 U 31 Sl foper Siren & afe fopeit patardt bl forgfen ad & dfta 3 g5 & Al 3A 5/3 ot ufer
HIE DI G2 A UH T:ATS! AD 3ASie SIADI9N UGToT [ChRIT SIIeT &
HPL is credited to KVS staff in advance @ 10 days on 1 January and 1* July every year. If an employee
joined in between the year HPL will be credited at the rate of 5/3 days for each completed calendar month in
the half year in which he is appointed .
o 3rel-daford a9l RIFKPeAT IR U2 3rerdI flelT RIS 3R U2 R St Al &
HPL can be availed with or without Medical Certificate.
o fRafdber ysvI U5l & SBIR fete s1u 3iEf-daford sramror bl afel & DRt Dl dael 31 8t
dcTol UcTol fep=IT SITAT 3 Ud SIaapI9l I A 10 318 3iadbIor dd B2 f&u S 3
HPL without Medical Certificate earns only Half Pay for the employee during the period of leave

availed.

IR IADION/Commuted Leave

ferfcbe11 UoIIUT-Ust & SITElR U2 el Sl 31el-dcifold MamIor & SMfEradel Ml A6 b TRIER DI
foreIr St 215 &

Commuted Leave not exceeding half the amount of half pay leave due can be taken on Medical

Certificate.

1fe; IARfOrape sradbror forn St 3 Al srel-dafora sraaIor A 3 SIS[GIl SIAMI9N EACTY S &

If commuted leave is taken, twice a number of days availed should be debited in the half pay leave account

M1t rad191 ot frfdber usvr-ust & forgot ufef¥-erferil 3 foren s ADar 3 :

31) folAIfSed UG Sl fob Stel-a>cvT 3 UAIOIA 31 , a0l 3 AU AdIdbIcT 3 MDA 90
feall am

o) aAfgcnt watardl 3d siffraad 60 ot Al Az AIed sramI91 &b D 3 3l .

Commuted leave can be taken without medical certificate

NN\

a. Upto a maximum of 90 days in the entire service if utilized for the approved course of study certified to
be in public interest
b. Upto a maximum of 60 days by a female Govt. servant if it is in Continuation of maternity leave

SRIIdIo¥ IAdMDIYL /EOL

. 0D DIHAR] DI 3116 IADI9I fotool udfFerferil 3t Tdigpd fdper St 3:

31) SId 3[o<I DI 8l 31adI9r 9 of Bl

o) SIel 316~ A1l AW Bl U] DRt Fae 8l fe1Ra 31 SRIvIIe SIAMIN & 3IdcGol Bl 8
o EOL is granted to a Govt. Servant

When no other leave is admissible
When other leave is admissible, but the Govt. Servant applies in writing for EOL

*  3RAFIIG AADIYI U DR bl srofuiFerd srafel ®l forIfEra ot 3q ot digpd fdpar i 8
® EOL also be granted to regularize periods of absence without leave retrospectively
o  Dart b a1 yRa®I 3 clrct 391 bl Bt A Got Dl Siiedt 3
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® EOLis entered withred ink inthe service records of an employee .

dIdca 3IddIQl / Maternity leave

®  JICId 3ADIY Jol ABcI DeTaIiIl I Ucol fdvel SiIdr 8 fSTothl S A i Sifde ietror 8, sradrer
bl arafér 180 faa 3 .

Maternity leave is granted to a female Govt. servant with less than two surviving children for a period

of 180 days from the date of its commencement.
e K DI 36 JAADII D e JANMSIA [ ST ADer &
Maternity leave may be combined with leave of any other kind.
* A DIl YUf dcfol U3 UGTol fohal SIIr &
It is granted on full pay.

®  Maternity leave for a total period not exceeding 45 days in the entire service may also be granted to a female
Govt. servant (irrespective of number of surviving children) in case of miscarriage including abortion and
induced abortion, provided the application for the leave is supported by a medical certificate.

fOclcd 3IAdI9l/Paternity Leave
fUiea sraa19r Yooy wdtai¥el ol Uctol fobern Siidr & {Stotchl 61 A ot Sfifde idret 8t
Paternity leave is granted to a male Govt. servant having less than two surviving children.
DR bl ucoll bl sp1iazer & Gllel 3edl UM & 8: 8 dIG dd,15 {doll 3q fUra srawmrer
i e Sirer 8

Fifteen days during confinement of wife i.e. 15 days before or up to six months from the date of delivery.

Leave salary will be equal to the pay drawn immediately before proceeding on leave.
Paternity leave can be combined with any other leave ( except casual leave).

Not to be refused normally.

It is not debited to the leave account.

{9191 Sa91IeT 3IADIY/Child Care Leave

9t AfSen potart ifeiad I gedl A AeYut Aardlel A dedl bl SAAHAICT , clIcTol-UleTol 3l
oIl JMAADAIT SIJA ULt 3rerd dfler3t 31 Saasiret 31iic; 3¢ 730 fSoll & dIrd 3aDIoN 3] UPL 8
Women Govt. servant having minor children may be granted Child Care Leave by an authority competent to
grant leave for maximum period of 730 days during their entire service for taking care of up to two children,
whether for rearing or to look after any of their needs like examination, sickness etc.
forQ[ Gaasiret sracprer 18 au A 3iferd 38 & dcdl 8 UgTol ofdl fobar S 8 aenfu feoiisr srcal 8
A8 22 q bl 3 D UcIol [l Sl ADeI 8
CCL shall not be admissible if the child is eighteen years of age or older; however admissible for challenged
child upto 22 years.
{9191 Sa9IeT a1l bl ToIE A JARDPRI DIADIS 3 ALl 3cUool olal Bloll AEE Ud TARIDAT
USol U2 DIHARL DI IADI9N A AU $i JeTRIT Sl ADdl &
It should not disrupt the functioning of Central Govt. Offices.
forQISaasiret sracprel 31 Bab feol &b fere st fera it 2rmar 8

CCL can now be availed for 01 day .




AIoRIA: U3ldieln afdl 3 A8 radIol USTal olal fopeIT SIIdl &
CCL should not be normally sanctioned during Probation period.
U qu 3 ST 03 SR AS IADIY ferIT SIT ADeT &
CCL may not be granted for more than 3 spellsina  calendar year.

337 [ADII D G20l IADIII A FRIRIA UGTol ofal bl ST Adbedl

LTC can not be availed during child care leave.

3IDIIHD IIADIA /Casual Leave

Casual leave is not a recognized form of leave. A Govt. servant on casual leave is entitled to get duty pay i.e.

normal duty salary.
Casual leave can be combined with special casual leave but not in conjunction with any break/vacation. Even

not combined with any other kind of leave.

It cannot be combined with joining time.

Sundays and holidays falling during a period of casual leave are not counted as part of casual leave.
Y5 days casual leave can be debited to the CL account for each late attendance. However, 2 late attendances in

a month upto an hour can be condoned by the authority, if convinced.
KVS employees are entitled for 8 days Casual Leave in a calendar year.

Normally at a time 5 days C.L. can be taken.
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DRIfcliel usaR
©® 18l orIiclel wIaR uaI3e ald 8
© ST SAfAfSRIA 1963 DRIictlol W {86t 3 2ol U2 det Sl & Ud 31 3 ARI-AIA U2 [t ford o1 SIRt el 8
©  Iror9Mm JifeiforRH bl foreret -5 &t 31 wsirare 3 sfea 2
© &t wirarR & efte A Ayvl A Dt ‘@ 2 ©d ‘or il i fAsnfSid fdben sri 8
DRIictlel Ul &b U UDR:
1. i?ﬂ'gfﬁ -1 Appointment letter
2. PRIICRI 3G9I Office order
3. IO[IRD Reminder
4. 3T DPRI wI Demi Official letter
5. uf3ust Circular
6. SIUol Memorandum
7. 3{@1{{\6&1 Notification
8. fetqur-ustap Note- Sheet
9. [doll Notice
10.3dGoT Application
1 I.S@ﬁﬂ Contract
12 . PrRIGer Work order
13. Xﬁdjﬁ“[ ) Sanction letter

WIRIR & GIRI6l URNSI bl Silol diefl U3t fecuforen

Accordingly AGoIAR

Acknowledge has already been sent Urdeil usel &t a1sil 51t bl 8

Acknowledge receipt of the letter U>T bl Uraedit ot

Action may be taken accordingly AGo[AIZ PrRIardl bl SR

Submitted for approval [oldlIGol 8] Ul

Approval may be granted SIC_Il,?ﬁG’GI UcIol 3 &1 Sie

As above SWRITD & 30/ SURITDIORIR

As amended TeIT AQNTIA

As directed foIG ooz

Bring into Notice &IIol 31 CIIGIT

Consequent upon < UFUIIH Id=U

Copy of the letter referred to above is sent herewith Stl?\ijﬁ U1 bt ufeiferitr s Jmer st 5 381 2
Copy forwarded for information/necessary action 2Idoll/ STARID DRIarst 3@ uferferia Ot
Copy enclosed for ready reference cIcabIcT AGoT 3?‘[\9 uferfe1ft Jictoot

Draft for approval 313\193ﬁ3c_rl 3@[ IAlGr/URRU

Draft is concurred in #A1¢ 3 ABHIT 3

Draw a charge sheet 3IRIU-UST (1112 @30l

Duly complied with fdférae uretol fopeir s

Duly filled in faférac sr1 gamr

Early action in the matter is requested. SI@SI 2 I 31 11 31 oftg PRIard! @3

Expedite action DRIAIS! 3 offerar w2

Ex-post facto sanction ORI IH@

Following Employees are confirmed in their existing posts with effect from forForfeTRad deTarl 3Uol dcidIel UG U2
ARRA A TR b Sl 8

In the course of action PRIAIS! &b GIIIGI
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In this connection it may be pointed out that $3I eI 31 JAG IcCAGIRI 8 b

In toto Cl(;ﬁ B A/ EIC‘[\UT

Is adjourned since die IO DIt B feTe FABIA fdben Sircr 3

Liable to disciplinary action 31@[9]]313163 PRIl &l St Addl 8

Notwithstanding anything to the contrary fep3ft E[[?iﬂcg_cf i gee) @ﬁ;{i@ oft

For information and Guidance 2Jdoll ud HApigolol 3(1[

For onward transmission 31191 $1STol 3@[

Forwarded and recommended 3131V od EIF\DIFI

Hold in abeyance UTZeIfSTc 33001l

In compliance with & 3lolUIcTol 3

In continuation of this office letter No. $1 PRIICIRI b UT ARII--- D DH d

In-spite of repeated reminders the information has not been received so far TR-dIR [ol2HRD ISTol b CIEE; e} 3ot am 2ol
otdl fdreft 8

Observance of rules fol=II @I UIcTol

On compassionate grounds S@ditﬂ P 3MIER U2

On deputation E[I?ﬂ?ﬂgl%ﬁ 2

On the availability of information 2JcIoll P 3R U2

Paper for disposal forucTor 3?\‘9[ GxAIdsl

Please put up with previous papers PUAL 33 fUScl PPISI-UBll b ATeT R=dd [¢50]

Put up draft of D.O. to all heads of departments 19{t far3TIIEISTl DI 31el-IIRADBIRT U DI FAIGT U DI
Put up for perusal please3Idcildbolrel U2qd

Kindly quote the reference GUT g9l e

Recovery should be affected I TAcT bl SIQ

Re-instated in service JdI/alldb3] GBIcT DI 9IS

Reminder may be sent3I0[2dRD 9IS SIY

Required information is furnished herewith 3TUfSI 2[doll 33D A1l Shl ST 381 B

Sanctioned as proposed 2T UZclIfcicd ﬁkp_d

Should be given top priority JIdicd UIIIdT Sl STRT

Show cause as to why strict action should not be taken @IUI IV b 36 PRIAIE! =il of bl SIe
Status quo 212[[516\?1‘ Rrerfer

Submitted for information 31;15[[& Rqda

Take over charge DRIHIZ VI DIoll

Hand over charge ORISR AlToll

Through proper channel 3feIel ATEIA A

To prolong leave @ﬁ daloll

Under intimation to this office $1 IRITCIRI DI E(IAI%I?I D e

Without assigning any reason fdoIT @I$ @IUI dAIC

With reference to his application dated ---shri —is offered a post --- i AR — &b 3AGeI U P icel A 366 --- Ug bI
forRIfep T udra ST S 3

You may take necessary action 3IU [AGo[2112 3[IqAD Eﬁlﬁ\_dlgdﬁ
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R ud AdI B S UM UIdETo]
Main provisions of GST
iz ArEadl (CA)

1. Taxable Event of Taxes Subsumed in GST Regime vs. Existing
Regime

Taxable Event in Existing Laws Taxable Event in GST Regime

Service Tax Provision of Service

Excise Duty Manufacture of Excisable Goods

VAT/Sales Tax | Transfer of title in goods within state

CST Transfer of title in goods outside state

Purchase Tax Purchase of specified goods
Supply of Goods or Services or both

CVvD On import in lieu of excise duty

SAD On import in lieu of VAT

Entry tax/ LBT | Entry of specified goods in the State
for sale, use or consumption.

Entertainment | Provision of entertainment
Tax

L/

** Taxes not subsumed: Basic Custom Duty, Stamp Duty, Tolls, Property Tax, Professional Tax,
Entertainment tax by local bodies.




2. Basic Broad Framework of GST

Taxable Event (Destination
Based)

- Supply

When to pay
- Time of Supply

Whom to pay
(Jurisdiction)

- Place of Supply

How much to pay
- Valuation

- Rate of tax

What compliance to be done:
- Registration
- Payment

- Returns

Input Tax Credit
(Registered Dealer)

3. Levy of Tax

Levy of transaction [Eg: Wire
of stainless steel - Rate @
18%]

Interstate

CGST @ 9%

SGST" @ 9% IGST @ 18

N In Union territory — UTGST would apply instead of SGST.

Import from foreigr

IGST @ 18+BCD




g CGSTinput g
CGST credit cannot be used to pay SGST

and vice-versa.

SGST credit of one state can’t be utilised
to pay SGST liability of other state.

In GST form, no option to permit Input
CGST of one state to set off against
output CGST of other state. Hence it can
be concluded that CGST credit of any
state can’t be utilised to pay CGST
ligbility of other state.

g SGSTinput g

g |GST Input

S UTGST input

Intra state Supply within same state

oExcise + Service Tax = CGST
sLocal VAT + LBT + Entry Tax + Octroi = SGST

Inter state Supply between two states

o(ST=1GST

Import from foreign
company Supply from foreign country

*Basic Custom Duty shall be continued
*CVD +SAD =1GST
*|GST to be paid by the Importer at the time of clearance of goods from customs.




4. Time of Supply

Time of supply would mean the point at which:

o Supply is deemed to have been made,

e Taxable event occurs and

o Supplier is entitled to charge GST to customer.

Time of supply is relevant to determine:

o Applicable tax rate,

o Applicability of relevant provisions, rules and notifications,

o Due dates for tax payment.

4.1 Time of Supply under Forward Charge

Time of Supply under
Forward Charge

In case of Goods-
Earliest of:

In case of Services-

Earliest of:

Date of issue of
Invoice by
supplier

Last date by
which supplier is
required to
issue nvoice

Date of issue of
Invoice by
supplier if invoice
issued within 30
days

Date on which
supplier receive
Payment

Date of provision
of service if
invoice is not
issued within 30
days

J

Date on which
the supplier
received the

payment




Transfer,

e L A o

Meaning & Scope of Supply

For Consideration

v

Sale, Importation of
service
Barter,

Exchange,

License,

Rental,

Lease or

Disposal

4. Meaning and Scope of Supply

Without Consideration

v

Permanent transfer/ disposal of

business assets for which ITC availed.

Supplies between related persons/
distinct persons in the course or
furtherance of business.

Supply of goods by principal (or agent)
to agent (or principal).

Importation of service from a related
person or from any of his other
establishments outside India, in the
course or furtherance of business.

Time of Supply under Reverse Charge Mechanism

Time of Supply under Reverse

Charge

In case of Goods-
Earliest of:

Date of receipt of
goods

30 days from date
of invoice issued
by supplier

Date of payment
as entered in
books of recipient
or date on which
payment is debited
in the accounts

In case of Services-

Earliest of:

Date of payment
as entered in

60 days from date
of invoice issued
by supplier

books of recipient
or date on which
payment is debited
in the accounts




5. Place of Supply of Goods & Service

1. Supply of goods and services in the course of intra-State trade or commerce means any supply where
the -

0 location of the supplier and the place of supply,

o are within the State.

Thus, CGST & SGST shall be levied.

. Supply of goods and services in the course of inter-State trade or commerce means any supply where
the -

o location of the supplier and the place of supply,
o are in different States.

Thus, IGST shall be levied.

Determination of place of supply of Goods — Under Different
Scenario

import 3nd Eport
{Section 11)

l Ko Movementof
Export Goods
| |
P05 - Outside
inds




5.2 Determination of place of supply of service where location of

supplier & recipient is in India— Under Different Scenario

The criteria for determining the place of supply of service can be categorized under following

parameters:

a. Location Based

o
@
vy
[§+]

o
o

o

=
(1]
Q
(o]

=

Related to immovable property,
accomodation, lodging, holding
of functions [Section 12(3)]

Admission to various events or
parks [Section 12(6)]

Telecommunication services,
DTH, cable, broadcasting, data
transfer [Section 12(11)]

Services in board a conveyance
[Section 12(10)]

Advertising services to
government [Section 12(14)]

POS is location of such
immovable property, boat or
vessel

POS is location of event actually
held

a. Fixed line connection-Place where the same
is installed

b. Mobile/Internet postpaid connection-Billing
address of recipient

c. Mobile/Internet Prepaid connection-Where
such vouchers are sold

POS is location of first
scheduled point of departure of
conveyance

POS is location of the state for
which advertisement is done




b. Performance Based

©
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Restaurant & catering services,
personal grooming, fitness, beauty

a= treatment, health service including

cosmetic & plastic surgery [Section
12(4)]

Relating to training & performance
appraisal [Section 12(5)]

Relating to organisation of cultural,
artistic, sporting, scientific etc also
services ancilliary to organisation
of events [Section 12(7)]

Related to transportation of goods
[Section 12(8)]

Related to transportation of
passenger [Section 12(9)]

Place of supply is the location
where the services are actually
performed

Place of supply is location of
registered person or place where
service is actually performed in
case of unregistered person

Place of supply is location of
registered person or place where
event is actually held in case of
unregistered person and if the
event is held outside India, then
place of supply is location of
recipient

Place of supply is location of
registered person or the location
where goods are handed over for

their transportation in case of
unregistered person

Place of supply is location of
registered person or place where
service is the place where the
passenger embarks on the
conveyance for continuous journey




c. Location of registered person or others

Location of registered person
or others

Related to banking & other
financial services including stock
broking services

[Section 12(12)]

Related to insurance service
[Section 12(13)]

d. Residual Category

>~
-
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Supply of service to
registered person

[Section 12(2)(a)]

Supply of service to
unregistered person

[Section 12(2)(b)]

Place of supply is location of
service recipient on the records
of supplier, if the location is not

on their records then place of
supply is the location of supplier

Place of supply is the location
of registered recipient or
location of recipient on the
records of supplier in case of
unregistered person

Place of supply is location of
service recipient

1. Place of supply is location of
recipient, where the address on
record exist

2. Place of supply is location of
supplier where the address on
record does not exist




6.1 Transaction value shall comprise of:

Transaction Value

6. Valuation

Value of supply of Goods or service

Price is sole consideration

Supplier and Recipient are not
related

Transaction Value




6.2 Transaction value shall not include

Value of supply
shall not include

Discount

At the time of

Before Supply supply

After Supply

Discount has been duly recorded in Established in agreement &
Invoice.i.e.Trade Discount specifically linked to relevant invoice

Corresponding input credit to be
reversed b recipient.

6.3 When consideration is not wholly in money

Value of Supply

If open market
Open market value value is not Supply of

of such supply

_ Not determinable
goods/service of under the said
available like kind &quality options

v

Consideration in
money

Amount equivalent to consideration
not in money if such amount is
known at the time of supply




forsil euforRIl UR DFuoil sifefora 2013 & U Urdaeiiol
iz ATEdl (CA)

PRIVATE PLACEMENT OF SECURITIES / RIGHTS ISSUE / BONUS SHARES

Definitions:

Share: - (u/s 2(84) of Companies Act, 2013) — means a share in the share capital of a

company & includes stock

Securities: - (u/s 2(81) of Companies Act, 2013) — means the securities as defined in
Securities Contracts (Regulation) Act, 1956 & includes shares, scrips, stocks, bonds,

debentures, debenture stock etc.

Approving Authority:

Private Placement

* Shareholder approval by
Special Resolution for
each Offer / Invitation

Limits / Restriction:

Private Placement

4 N
Offer / Invitation to
subscribe shall not be
made to —

Persons exceeding 50
(excluding qualified
institutional buyers &
employees under
employees stock option)

Persons exceeding 200 in
the aggregate in a
financial year

Rights Issue

* Approval of Right Issue
(Offer Letter) by Board of
Directors in Board
Meeting

Rights Issue

To be issued to the
existing shareholders of
the Company; pro rata in
direct proportion to their
existing shareholding

Bonus Shares

* Recommendation by
Board & Approval of
Shareholders in General
Meeting

Bonus Shares

”
To be issued out of —
Free reserves

Securities
account or

premium

Capital redemption
reserve account
/

-
It shall not be issued by
capitalizing reserves
created by revaluation of

assets.
e o

It shall not be issued in
lieu of dividend




4. Conditions to be fulfilled / important points:

Private Placement:

No fresh offer / invitation shall be made unless allotment in respect of earlier offer has
been made / withdrawn / abandoned.

Obtain valuation report from registered valuer / CA for issue of securities for
consideration other than cash.

All monies payable towards subscription of securities shall be paid by cheque / demand
draft / other banking channels & not by cash. Further it should be through bank
account of the person subscribing to the securities and the company should keep a
record of the bank account from where such payments have been received.

All monies received shall be kept in a separate bank account in a scheduled bank.
Allotment on offer / invitation shall be made within 60 days from the date of receipt of
application money.

No release / use of any Public Advertisement or any other media to inform the public at
large about such offer.

The value of such offer or invitation per person shall be with an investment size of not
less than Rs 20000/- of face value of the securities.

Rights Issue:
Offer letter shall specify the no. of shares offered & the time limit within which the offer

need to accepted or decline.
Articles of Association need to provide for the right of renunciation of shares and the
Offer letter shall contain a statement of this right.

Offer letter shall be dispatched through registered post or speed post or through
electronic mode to all existing shareholders at least 3 days before the opening of the
issue.

Bonus Shares:

To be authorized by its articles.

No defaults in payment of interest / principal in respect of fixed deposit / debt securities
/ statutory dues of the employees.

It's partly paid shares are made fully paid.

Once decision to issue bonus shares is announced; subsequent withdrawal is not
allowed.




foponzrazem 91811/ Adolescence Education
CifoI dIcT JR&IVT Mf2IfoRIA 2012 / POCSO Act 2012

3YI 3r°dcel 3RRR , forgord Sfie, sas

POCSO ACT_2012
THE PROTECTION OF CHILDREN FROM SEXUAL OFFENCES ACT, 2012
[ No. 32 OF 2012 |
[19th June,2012]

An Act to protect children from offences of sexual assault, sexual harassment and pornography and provide for
establishment of Special Courts for trial of such offences and for matters connected therewith or incidental thereto.
WHEREAS clause (3) of article 15 of the Constitution, inter alia, empowers the State to make special provisions

for children;

AND WHEREAS, the Government of India has acceded on the 11th December, 1992 to the Convention on the
Rights of the Child, adopted by the General Assembly of the United Nations, which has prescribed a set of
standards to be followed by all State parties in securing the best interests of the child;

AND WHEREAS it is necessary for the proper development of the child that his or her right to privacy and
confidentiality be

protected and respected by every person by all means and through all stages of a judicial process involving the

child;

AND WHEREAS it is imperative that the law operates in a manner that the best interest and well being of the child

arc

regarded as being of paramount importance at every stage, to ensure the healthy physical, emotional, intellectual

and social
Development of the child;

AND WHEREAS the State parties to the Convention on the Rights of the Child are required to undertake all

appropriate

national, bilateral and multilateral measures to prevent—

(a) the inducement or coercion of a child to engage in any unlawful sexual activity;
(b) the exploitative use of children in prostitution or other unlawful sexual practices;

(c) the exploitative use of children in pornographic performances and materials;
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AND WHEREAS sexual exploitation and sexual abuse of children are heinous crimes and need to be effectively

addressed. BE

it enacted by Parliament in the Sixty-third Year of the Republic of India as follows:—

CHAPTER1

PRELIMINARY

1. Short title, extent and commencement: (1) This Act may be called the Protection of Children from Sexual

Offences Act,
2012.
(2) It extends to the whole of India, except the State of Jammu and Kashmir.

(3) It shall come into force on such date as the Central Government may, by notification in the Official Gazette,

appoint.

2. Definitions : (1) In this Act, unless the context otherwise requires, —

(a) "aggravated penetrative sexual assault" has the same meaning as assigned to it in section 5;
(b) "aggravated sexual assault" has the same meaning as assigned to it in section 9;

(c) "armed forces or security forces" means armed forces of the Union or security forces or police forces, as

specified
in the Schedule;
(d) "child" means any person below the age of eighteen years;

(e) "domestic relationship" shall have the same meaning as assigned to it in clause (f) of section 2 of the Protection

of

Women from Domestic Violence Act, 2005. 43 of 2005

(f) "penetrative sexual assault" has the same meaning as assigned to it in section 3;

(g) “prescribed” means prescribed by rules made under this Act;

(h) “religious institution” shall have the same meaning as assigned to it in the Religious Institutions (Prevention of
Misuse) Act, 1988. 41 of 1988

(1) "sexual assault" has the same meaning as assigned to it in section 7;

(j) "sexual harassment" has the same meaning as assigned to it in section 11;




(k) "shared household" means a household where the person charged with the offence lives or has lived at any time

in

a domestic relationship with the child;

(1) "Special Court" means a court designated as such under section 28;

(m) "Special Public Prosecutor" means a Public Prosecutor appointed under section 32.

(2) The words and expressions used herein and not defined but defined in the Indian Penal Code, the Code or the

Acts. 45 of 1860

CHAPTER I1

SEXUAL OFFENCES AGAINST CHILDREN

A. PENETRATIVE SEXUAL ASSAULT AND PUNISHMENT THEREFOR.
3. Penetrative sexual assault : A person is said to commit "penetrative sexual assault" if—

(a) he penetrates his penis, to any extent, into the vagina, mouth, urethra or anus of a child or makes the child to do

SO
with him or any other person; or

(b) he inserts, to any extent, any object or a part of the body, not being the penis, into the vagina, the urethra or anus
of

the child or makes the child to do so with him or any other person; or

(c) he manipulates any part of the body of the child so as to cause penetration into the vagina, urethra, anus or any

part

of body of the child or makes the child to do so with him or any other person or

(d) he applies his mouth to the penis, vagina, anus, urethra of the child or makes the child to do so to such person or
any other person.

B.—AGGRAVATED PENETRATIVE SEXUAL ASSAULT AND PUNISHMENT THEREFOR.

5,AGGRAVATED PENETRATIVE SEXUAL ASSAUL : (a) Whoever, being a police officer, commits

penetrative sexual
assault on a child —
(1) within the limits of the police station or premises at which he is appointed; or

(i) in the premises of any station house, whether or not situated in the police station, to which he is appointed; or
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(iii) in the course of his duties or otherwise; or

(iv) where he is known as, or identified as, a police officer; or

(b) whoever being a member of the armed forces or security forces commits penetrative sexual assault on a .
(1) within the limits of the area to which the person is deployed; or

(i1) in any areas under the command of the forces or armed forces; or

(ii1) in the course of his duties or otherwise; or

(iv) where the said person is known or identified as a member of the security or armed forces; or

(c) whoever being a public servant commits penetrative sexual assault on a child; or

(d) whoever being on the management or on the staff of a jail, remand home, protection home, observation home,

or other place

of custody or care and protection established by or under any law for the time being in force, commits penetrative

sexual assault

on a child, being inmate of such jail, remand home, protection home, observation home, or other place of custody

or care and
protection; or

(e) whoever being on the management or staff of a hospital, whether Government or private, commits penetrative

sexual assault
on a child in that hospital; or

(f) whoever being on the management or staff of an educational institution or religious institution, commits

penetrative sexual

assault on a child in that institution; or

Explanation.—When a child is subjected to sexual assault by one or more persons of a group in furtherance of

their common

intention, each of such persons shall be deemed to have committed gang penetrative sexual assault within the

meaning of this
clause and each of such person shall be liable for that act in the same manner as if it were done by him alone; or
(g) whoever commits gang penetrative sexual assault on a child.

(h) whoever commits penetrative sexual assault on a child using deadly weapons, fire, heated substance or

corrosive
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substance; or

(i) whoever commits penetrative sexual assault causing grievous hurt or causing bodily harm and injury or injury to

the

sexual organs of the child; or

(j) whoever commits penetrative sexual assault on a child, which—

(i) physically incapacitates the child or causes the child to become mentally ill as defined under clause (b) of
section 2 of the Mental Health Act, 1987 or causes impairment of any kind so as to render the child unable to
perform regular tasks, temporarily or permanently; or 14 of 1987

(i1) in the case of female child, makes the child pregnant as a consequence of sexual assault;

(i11) inflicts the child with Human Immunodeficiency Virus or any other life threatening disease or Infection
which may either temporarily or permanently impair the child by rendering him physically incapacitated, or
mentally ill to perform regular tasks; or

(k) whoever, taking advantage of a child's mental or physical disability, commits penetrative sexual assault
on the child; or

(1) whoever commits penetrative sexual assault on the child more than once or repeatedly; or

(m) whoever commits penetrative sexual assault on a child below twelve years; or

(n) whoever being a relative of the child through blood or adoption or marriage or guardianship or in foster care or

having a

domestic relationship with a parent of the child or who is living in the same or shared household with the child,

commits
penetrative sexual assault on such child; or

(o) whoever being, in the ownership, or management, or staff, of any institution providing services to the child,

commits

penetrative sexual assault on the child; or

(p) whoever being in a position of trust or authority of a child commits penetrative sexual assault on the child in an

institution
or home of the child or anywhere else; or

(q) whoever commits penetrative sexual assault on a child knowing the child is pregnant; or
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(r) whoever commits penetrative sexual assault on a child and attempts to murder the child; or
(s) whoever commits penetrative sexual assault on a child in the course of communal or sectarian violence; or

(t) whoever commits penetrative sexual assault on a child and who has been previously convicted of having

committed
any offence under this Act or any sexual offence punishable under any other law for the time being in force; or

(u) whoever commits penetrative sexual assault on a child and makes the child to strip or parade naked in public, is

said to
commit aggravated penetrative sexual assault.

6. Punishment for aggravated penetrative sexual assault : Whoever, commits aggravated penetrative sexual

assault, shall be

punished with rigorous imprisonment for a term which shall not be less than ten years but which may extend to

imprisonment
for life and shall also be liable to fine.
C. SEXUAL ASSAULT AND PUNISHMENT THEREFOR.

7. Sexual assault : Whoever, with sexual intent touches the vagina, penis, anus or breast of the child or makes the

child touch

the vagina, penis, anus or breast of such person or any other person, or does any other act with sexual intent which

involves

physical contact without penetration is said to commit sexual assault.

8. Punishment for sexual assault : Whoever, commits sexual assault, shall be punished with imprisonment of

either

description for a term which shall not be less than three years but which may extend to five years, and shall also be

liable to

fine.

D.~AGGRAVATED SEXUAL ASSAULT AND PUNISHMENT THEREFOR.

9. Aggravated sexual assault : (a) Whoever, being a police officer, commits sexual assault on a child—
(i) within the limits of the police station or premises where he is appointed; or

(i1) in the premises of any station house whether or not situated in the police station to which appointed; or

(iii) in the course of his duties or otherwise; or




(iv) where he is known as, or identified as a police officer; or

(b) whoever, being a member of the armed forces or security forces, commits sexual assault on a child—
(i) within the limits of the area to which the person is deployed; or

(i) in any areas under the command of the security or armed forces; or

(ii1) in the course of his duties or otherwise; or

(iv) where he is known or identified as a member of the security or armed forces; or

(c) whoever being a public servant commits sexual assault on a child; or

(d) whoever being on the management or on the staff of a jail, or remand home or protection home or observation

home, or

other place of custody or care and protection established by or under any law for the time being in force commits

sexual assault

on a child being inmate of such jail or remand home or protection home or observation home or other place of

custody or care
and protection; or

(e) whoever being on the management or staff of a hospital, whether Government or private, commits sexual

assault on a
child in that hospital; or

(f) whoever being on the management or staff of an educational institution or religious institution, commits sexual

assault on
a child in that institution; or

(g) whoever commits gang sexual assault on a child.

Explanation.—when a child is subjected to sexual assault by one or more persons of a group in furtherance of their

common

intention, each of such persons shall be deemed to have committed gang sexual assault within the meaning of this

clause and
each of such person shall be liable for that act in the same manner as if it were done by him alone; or

(h) whoever commits sexual assault on a child using deadly weapons, fire, heated substance or corrosive substance;

or




(i) whoever commits sexual assault causing grievous hurt or causing bodily harm and injury or injury to the sexual

organs of
the child; or
(j) whoever commits sexual assault on a child, which—

(1) physically incapacitates the child or causes the child to become mentally ill as defined under clause (1) of section
2

of the Mental Health Act, 1987 or causes impairment of any kind so as to render the child unable to perform regular
tasks, temporarily or permanently; or 14 of 1987

(i1) inflicts the child with Human Immunodeficiency Virus or any other life threatening disease or infection which

may
either temporarily or permanently impair the child by rendering him physically incapacitated, or mentally ill to
perform regular tasks; or

(k) whoever, taking advantage of a child’s mental or physical disability, commits sexual assault on the

child; or

(I) whoever commits sexual assault on the child more than once or repeatedly; or

(m) whoever commits sexual assault on a child below twelve years; or

(n) whoever, being a relative of the child through blood or adoption or marriage or guardianship or in foster care, or

having

domestic relationship with a parent of the child, or who is living in the same or shared household with the child,

commits sexual
assault on such child; or

(o) whoever, being in the ownership or management or staff, of any institution providing services to the child,

commits sexual
assault on the child in such institution; or

(p) whoever, being in a position of trust or authority of a child, commits sexual assault on the child in an institution

or home
of the child or anywhere else; or

(q) whoever commits sexual assault on a child knowing the child is pregnant; or
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(r) whoever commits sexual assault on a child and attempts to murder the child; or
(s) whoever commits sexual assault on a child in the course of communal or sectarian violence; or

(t) whoever commits sexual assault on a child and who has been previously convicted of having committed any

offence

under this Act or any sexual offence punishable under any other law for the time being in force; or
(u) whoever commits sexual assault on a child and makes the child to strip or parade naked in public,
is said to commit aggravated sexual assault.

E.—SEXUAL HARASSMENT AND PUNISHMENT THEREFOR

11. Sexual harassment : A person is said to commit sexual harassment upon a child when such person with sexual

intent,-
(i) utters any word or makes any sound, or makes any gesture or exhibits any object or part of body with the

intention that such word or sound shall be heard, or such gesture or object or part of body shall be seen by the child;

or
(i1) makes a child exhibit his body or any part of his body so as it is seen by such person or any other person; or

(ii1) shows any object to a child in any form or media for pornographic purposes; or

(iv) repeatedly or constantly follows or watches or contacts a child either directly or through electronic, digital or
any other means; or

(v) threatens to use, in any form of media, a real or fabricated depiction through electronic, film or digital or any
other mode, of any part of the body of the child or the involvement of the child in a sexual act; or

(vi) entices a child for pornographic purposes or gives gratification therefor.

12. Punishment for sexual harassment: Whoever, commits sexual harassment upon a child shall be punished with
imprisonment of either description for a term which may extend to three years and shall also be .

Explanation.—Any question which involves “sexual intent” shall be a question of fact all also be liable to fine.

CHAPTER III

USING CHILD FOR PORNOGRAPHIC PURPOSES AND PUNISHMENT THEREFOR

13. Use of child for pornographic purposes : Whoever, uses a child in any form of media (including programme

or




advertisement telecast by television channels or internet or any other electronic form or printed form, whether or

not such

programme or advertisement is intended for personal use or for distribution), for the purposes of sexual

gratification, which

includes—

(a) representation of the sexual organs of a child;

(b) usage of a child engaged in real or simulated sexual acts (with or without penetration);

(c) the indecent or obscene representation of a child, shall be guilty of the offence of using a child for pornographic
purposes.

Explanation.—For the purposes of this section, the expression ‘‘use a child’’ shall include involving a child

through any

medium like print, electronic, computer or any other technology for preparation, production, offering, transmitting,

publishing,
facilitation and distribution of the pornographic material.

14. Punishment for using child for pornographic purposes : (1) Whoever, uses a child or children for

pornographic purposes

shall be punished with imprisonment of either description which may extend to five years and shall also be liable to

fine and in

the event of second or subsequent conviction with imprisonment of either description for a term which may extend

to seven
years and also be liable to fine.

(2) If the person using the child for pornographic purposes commits an offence referred to in section 3, by directly

participating in pornographic acts, he shall be punished with imprisonment of either description for a term which

shall not be

less than ten years but which may extend to imprisonment for life, and shall also be liable to fine.

(3) If the person using the child for pornographic purposes commits an offence referred to in section 5, by directly

participating
in pornographic acts, he shall be punished with rigorous imprisonment for life and shall also be liable to fine.

(4) If the person using the child for pornographic purposes commits an offence referred to in section 7, by directly
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participating in pornographic acts, he shall be punished with imprisonment of either description for a term which

shall not be
less than six years but which may extend to eight years, and shall also be liable to fine.

(5) If the person using the child for pornographic purposes commits an offence referred to in section 9, by directly

participating

in pornographic acts, he shall be punished with imprisonment of either description for a term which shall not be less

than eight

years but which may extend to ten years, and shall also be liable to fine.

CHAPTER 1V

ABETMENT OF AND ATTEMPT TO COMMIT AN OFFENCE

15. Punishment for storage of pornographic material involving child : Any person, who stores, for commercial

purposes

any pornographic material in any form involving a child shall be punished with imprisonment of either description

which may

extend to three years or with fine or with both.

16. Abetment of an offence: A person abets an offence, who—
First.— Instigates any person to do that offence; or

Secondly.— Engages with one or more other person or persons in any conspiracy for the doing of that offence, if

an act or
illegal omission takes place in pursuance of that conspiracy, and in order to the doing of that offence; or
Thirdly.—Intentionally aids, by any act or illegal omission, the doing of that offence.

Explanation I.— A person who, by wilful misrepresentation, or by wilful concealment of a material fact, which he

is bound

to disclose, voluntarily causes or procures, or attempts to cause or procure a thing to be done, is said to instigate the

doing of
that offence.

Explanation II.—Whoever, either prior to or at the time of commission of an act, does anything in order to

facilitate the

commission of that act, and thereby facilitates the commission thereof, is said to aid the doing of that act.
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Explanation III.—Whoever employ, harbours, receives or transports a child, by means of threat or use of force or

other

forms of coercion, abduction, fraud, deception, abuse of power or of a position, vulnerability or the giving or

receiving of

payments or benefits to achieve the consent of a person having control over another person, for the purpose of any

offence
under this Act, is said to aid the doing of that act.

17. Punishment for abetment : Whoever abets any offence under this Act, if the act abetted is committed in

consequence of
the abetment, shall be punished with punishment provided for that offence.

Explanation. — An act or offence is said to be committed in consequence of abetment, when it is committed in

consequence of
the instigation, or in pursuance of the conspiracy or with the aid, which constitutes the abetment.

18. Punishment for attempt to commit an offence : Whoever attempts to commit any offence punishable under

this Act or to

cause such an offence to be committed, and in such attempt, does any act towards the commission of the offence,

shall be

punished with imprisonment of any description provided for the offence, for a term which may extend to one half
of the

imprisonment for life or, as the case may be, one-half of the longest term of imprisonment provided for that offence

or with fine

or with both.

CHAPTER V

PROCEDURE FOR REPORTING OF CASES

19. Reporting of offences : (1) Notwithstanding anything contained in the Code of Criminal Procedure, 1973, any

person

(including the child), who has apprehension that an offence under this Act is likely to be committed or has

knowledge that such
an offence has been committed, he shall provide such information to.- 2 0f1974

(a) the Special Juvenile Police Unit; or




(b) the local police.

(2) Every report given under sub-section (1) shall be—

(a) ascribed an entry number and recorded in writing;

(b) be read over to the informant;

(c) shall be entered in a book to be kept by the Police Unit.

(3) Where the report under sub-section (1) is given by a child, the same shall be recorded under sub-section (2) in a

simple
language so that the child understands contents being recorded.

(4) In case contents are being recorded in the language not understood by the child or wherever it is deemed

necessary, a

translator or an interpreter, having such qualifications, experience and on payment of such fees as may be

prescribed, shall be
provided to the child if he fails to understand the same.

(5) Where the Special Juvenile Police Unit or local police is satisfied that the child against whom an offence has

been

committed is in need of care and protection, then, it shall, after recording the reasons in writing, make immediate

arrangement

to give him such care and protection including admitting the child into shelter home or to the nearest hospital

within twentyfour
hours of the report, as may be prescribed.

(6) The Special Juvenile Police Unit or local police shall, without unnecessary delay but within a period of twenty-

four hours,

report the matter to the Child Welfare Committee and the Special Court or where no Special Court has been

designated, to the
Court of Session, including need of the child for care and protection and steps taken in this regard.

(7) No person shall incur any liability, whether civil or criminal, for giving the information in good faith for the

purpose of

sub-section (1)




20. Obligation of media, studio and photographic facilities to report cases : Any personnel of the media or
hotel or lodge or hospital or club or studio or photographic facilities, by whatever name called, irrespective of the

number of persons

employed therein, shall, on coming across any material or object which is sexually exploitative of the child
including pornographic, sexually-related or making obscene representation of a child or children) through the use of

any medium, shall provide such information to the Special Juvenile Police Unit, or to the local police, as the case m

21. Punishment for failure to report or record a case : (1) Any person, who fails to report the commission of an
offence under sub-section (1) of section 19 or section 20 or who fails to record such offence under sub-section (2)
of section 19 shall be punished with imprisonment of either description which may extend to six months or with

fine or with both.

(2) Any person, being in-charge of any company or an institution (by whatever name called) who fails to report the

commission

of an offence under sub-section (1) of section 19 in respect of a subordinate under his control, shall be punished

with imprisonment for a term which may extend to one year and with fine.
(3) The provisions of sub-section (1) shall not apply to a child under this Act.

22. Punishment for false complaint or false information: (1) Any person, who makes false complaint or provides

false

information against any person, in respect of an offence committed under sections 3, 5, 7 and section 9, solely with

the intention

to humiliate, extort or threaten or defame him, shall be punished with imprisonment for a term which may extend to

six months or with fine or with both.

(2) Where a false complaint has been made or false information has been provided by a child, no punishment shall

be imposed on such child.

23. Procedure for media: (1) No person shall make any report or present comments on any child from any form of
media or studio or photographic facilities without having complete and authentic information, which may have the

effect of lowering his reputation or infringing upon his privacy.

(2) No reports in any media shall disclose, the identity of a child including his name, address, photograph, family

details, school, neighbourhood or any other particulars which may lead to disclosure of identity of the child:

Provided that for reasons to be recorded in writing, the Special Court, competent to try the case under the Act, may

permit such disclosure, if in its opinion such disclosure is in the interest of the child.

(3) The publisher or owner of the media or studio or photographic facilities shall be jointly and severally liable for

the acts and omissions of his employee.




(4) Any person who contravenes the provisions of sub-section (1) or sub-section (2) shall be liable to be punished
with imprisonment of either description for a period which shall not be less than six months but which may extend

to one year or with fine or with both.

CHAPTER VI

PROCEDURES FOR RECORDING STATEMENT OF THE CHILD

24. Recording of statement of a child : (1) The statement of the child shall be recorded at the residence of the
child or at a place where he usually resides or at the place of his choice and as far as practicable by a woman police

officer not below the rank of sub-inspector.
(2) The police officer while recording the statement of the child shall not be in uniform.

(3) The police officer making the investigation, shall, while examining the child, ensure that at no point of time the

child come in the contact in any way with the accused.
(4) No child shall be detained in the police station in the night for any reason.

(5) The police officer shall ensure that the identity of the child is protected from the public media, unless otherwise

directed by the Special Court in the interest of the child.

25. Recording of statement of a child by Magistrate : (1) If the statement of the child is being recorded under

section 164 of

the Code of Criminal Procedure, 1973 herein referred to as the Code), the Magistrate recording such statement
shall, notwithstanding anything contained therein, record the statement as spoken by the child: Provided that the

provisions contained

in the first proviso to sub-section (1) of section 164 of the Code shall, so far it permits the presence of the advocate

of the accused shall not apply in this case. 2 of 1974

(2) The Magistrate shall provide to the child and his parents or his representative, a copy of the document specified

under section 207 of the Code, upon the final report being filed by the police under section 173 of that Code.

26. Additional provisions regarding statement to be recorded : (1) The Magistrate or the police officer, as the
case may be, shall record the statement as spoken by the child in the presence of the parents of the child or any

other person in whom the child has trust or confidence.

(2) Wherever necessary, the Magistrate or the police officer, as the case may be, may take the assistance of a
translator or an interpreter, having such qualifications, experience and on payment of such fees as may be

prescribed, while recording the statement of the child.

(3) The Magistrate or the police officer, as the case may be, may, in the case of a child having a mental or physical

disability, seek the assistance of a special educator or any person familiar with the manner of communication of the




child or an expert in that field, having such qualifications, experience and on payment of such fees as may be

prescribed, to record the statement of the child.

(4) Wherever possible, the Magistrate or the police officer, as the case may be, shall ensure that the statement of the

child is also recorded by audio-video electronic means.

27. Medical examination of a child : (1) The medical examination of a child in respect of whom any offence has
been committed under this Act, shall, notwithstanding that a First Information Report or complaint has not been
registered for the offences under this Act, be conducted in accordance with section 164A of the Code of Criminal

Procedure, 1973. 2 of 1973
(2) In case the victim is a girl child, the medical examination shall be conducted by a woman doctor.

(3) The medical examination shall be conducted in the presence of the parent of the child or any other person in

whom the child reposes trust or confidence.

(4) Where, in case the parent of the child or other person referred to in sub-section (3) cannot be present, for any

woman nominated by the head of the medical institution.

CHAPTER VII

SPECIAL COURTS

28. Designation of Special Courts : (1) For the purposes of providing a speedy trial, the State Government shall in

consultation with the Chief Justice of the High Court, by notification in the Official Gazette, designate for each

district, a Court of Session to be a Special Court to try the offences under the Act:

Provided that if a Court of Session is notified as a children’s court under the Commissions for Protection of Child
Rights Act, 2005 or a Special Court designated for similar purposes under any other law for the time being in force,

then, such court shall be deemed to be a Special Court under this section. 4 of 2006

(2) While trying an offence under this Act, a Special Court shall also try an offence other than the offence referred

to in subsection

(1), with which the accused may, under the Code of Criminal Procedure,1973 be charged at the same trial. 2 of

1974

(3) The Special Court constituted under this Act, notwithstanding anything in the Information Technology Act,
2000, shall have jurisdiction to try offences under section 67B of that Act in so far as it relates to publication or
transmission of sexually explicit material depicting children in any act, or conduct or manner or facilitates abuse of

children online. 21 of 2000

29. Presumption as to certain offence : Where a person is prosecuted for committing or abetting or attempting to

commit any offence under sections 3, 5, 7 and section 9 of this Act, the Special Court shall presume, that such




person has committed or abetted or attempted to commit the offence, as the case may be unless the contrary is

proved.

30. Presumption of culpable mental state : (1) In any prosecution for any offence under this Act which requires a
culpable mental state on the part of the accused, the Special Court shall presume the existence of such mental state
but it shall be a defence for the accused to prove the fact that he had no such mental state with respect to the act

charged as an offence in that prosecution.

(2) For the purposes of this section, a fact is said to be proved only when the Special Court believes it to exist

beyond reasonable doubt and not merely when its existence is established by a preponderance of probability.

Explanation.—In this section, "culpable mental state" includes intention, motive, knowledge of a fact and the

belief in, or reason to believe, a fact.

31. Application of Code of Criminal Procedure, 1973 to proceedings before a Special Court: Save as
otherwise provided in this Act, the provisions of the Code of Criminal Procedure, 1973 including the provisions as
to bail and bonds shall apply to the proceedings before a Special Court and for the purposes of the said provisions,
the Special Court shall be deemed to be a court of Sessions and the person conducting a prosecution before a

Special Court, shall be deemed to be a Public Prosecutor. 2 of 1974

32. Special Public Prosecutors : (1) The State Government shall, by notification in the Official Gazette, appoint a

Special Public Prosecutor for every Special Court for conducting cases only under the provisions of this Act.

(2) A person shall be eligible to be appointed as a Special Public Prosecutor under sub-section (1) only if he had

been in practice for not less than seven years as an advocate.

(3) Every person appointed as a Special Public Prosecutor under this section shall be deemed to be a Public
Prosecutor within the meaning of clause (u) of section 2 of the Code of Criminal Procedure, 1973 and provision of

that Code shall have effect
accordingly. 2 of 1974

CHAPTER VIII

PROCEDURE AND POWERS OF SPECIAL COURTS AND RECORDING OF EVIDENCE

33. Procedure and powers of Special Court : (1) A Special Court may take cognizance of any offence, without
the accused being committed to it for trial, upon receiving a complaint of facts which constitute such offence, or

upon a police report of such facts.

(2) The Special Public Prosecutor, or as the case may be, the counsel appearing for the accused shall, while

recording the examination-in-chief, cross-examination or re-examination of the child, communicate the questions to

be put to the child to the Special Court which shall in turn put those questions to the child.

(3) The Special Court may, if it considers necessary, permit frequent breaks for the child during the trial.
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(4) The Special Court shall create a child-friendly atmosphere by allowing a family member, a guardian, a friend or

a relative, in whom the child has trust or confidence, to be present in the court.
(5) The Special Court shall ensure that the child is not called repeatedly to testify in the court.

(6) The Special Court shall not permit aggressive questioning or character assassination of the child and ensure that

dignity of the child is maintained at all times during the trial.

(7) The Special Court shall ensure that the identity of the child is not disclosed at any time during the course of

investigation or

trial: Provided that for reasons to be recorded in writing, the Special Court may permit such disclosure, if in its

opinion such disclosure is in the interest of the child.

Explanation.—For the purposes of this sub-section, the identity of the child shall include the identity of the child's
family, school, relatives, neighbourhood or any other information by which the identity of the child may be

revealed.

(8) In appropriate cases, the Special Court may, in addition to the punishment, direct payment of such
compensation as may be prescribed to the child for any physical or mental trauma caused to him or for immediate

rehabilitation of such child.

(9) Subject to the provisions of this Act, a Special Court shall, for the purpose of the trial of any offence under this
Act, have all the powers of a Court of Session and shall try such offence as if it were a Court of Session, and as far
as may be, in accordance with the procedure specified in the Code of Criminal Procedure, 1973 for trial before a

Court of Session. 2 of 1974

34. Procedure in case of commission of offence by child and determination of age by Special Court : (1)

Where any

offence under this Act is committed by a child, such child shall be dealt with under the provisions of the Juvenile

Justice (Care and Protection of Children) Act, 2000 . 56 of 2000

(2) If any question arises in any proceeding before the Special Court whether a person is a child or not, such
question shall be determined by the Special Court after satisfying itself about the age of such person and it shall

record in writing its reasons for such determination.

(3) No order made by the Special Court shall be deemed to be invalid merely by any subsequent proof that the age

of a person as determined by it under sub-section (2) was not the correct age of that person.

35. Period for recording of evidence of child and disposal of case : (1) The evidence of the child shall be

recorded within a period of thirty days of the Special Court taking cognizance of the offence and reasons for delay,

if any, shall be recorded by the Special Court.

(2) The Special Court shall complete the trial, as far as possible, within a period of one year from the date of taking

cognizance of the offence.
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36. Child not to see accused at the time of testifying : (1) The Special Court shall ensure that the child is not
exposed in any way to the accused at the time of recording of the evidence, while at the same time ensuring that the

accused is in a position to hear the statement of the child and communicate with his advocate.

(2) For the purposes of sub-section (1), the Special Court may record the statement of a child through video

conferencing or by utilising single visibility mirrors or curtains or any other device.

37. Trials to be conducted in camera : The Special Court shall try cases in camera and in the presence of the

parents of the child or any other person in whom the child has trust or confidence:

Provided that where the Special Court is of the opinion that the child needs to be examined at a place other than the
court, it shall proceed to issue a commission in accordance with the provisions of section 284 of the Code of

Criminal Procedure, 1973. 2 of 1974

38. Assistance of an interpreter or expert while recording evidence of child : (1) wherever necessary, the Court
may take the assistance of a translator or interpreter having such qualifications, experience and on payment of such

fees as may be prescribed, while recording the evidence of the child.

(2) If a child has a mental or physical disability, the Special Court may take the assistance of a special educator or
any person familiar with the manner of communication of the child or an expert in that field, having such

qualifications, experience and on payment of such fees as may be prescribed to record the evidence of the child.

CHAPTER IX

MISCELLANEOUS

39. Guidelines for child to take assistance of experts, etc : Subject to such rules as may be made in this behalf,
the State Government shall prepare guidelines for use of non-governmental organisations, professionals and experts

or persons having

knowledge of psychology, social work, physical health, mental health and child development to be associated with
the pre-trial and trial stage to assist the child.

40. Right of child to take assistance of legal practitioner : Subject to the proviso to section 301 of the Code of
Criminal Procedure, 1973 the family or the guardian of the child shall be entitled to the assistance of a legal counsel

of their choice for any offence under this Act: 2 of 1974

Provided that if the family or the guardian of the child are unable to afford a legal counsel, the Legal Services

Authority shall provide a lawyer to them.

41. Provisions of sections 3 to 13 not to apply in certain cases : The provisions of sections 3 to 13 (both
inclusive) shall not apply in case of medical examination or medical treatment of a child when such medical

examination or medical treatment is undertaken with the consent of his parents or guardian.

1 [42. Alternate punishment : Where an act or omission constitutes an offence punishable under this Act and also
under section166A,354A,354B,354C,354D,370,370A,375,376,376A,376C,376D,376E or section 509 of the Indian
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Penal Code, then, not with standing anything contained in any law for the time being in force, the offender found
quality of such offence shall be liable to punishment under this Act or under the Indian Penal Code as provides for

punishment which is greater in degree.]

2 [42A. Act not in derogation of any other law : The provisions of this Act shall be in addition to and not in
derogation of the provisions of any other law for the time being in force and, in case of any inconsistency, the

provisions of this Act shall have
overriding effect on the provisions of any such law to the extent of the inconsistency.]

43. Public awareness about Act : The Central Government and every State Government, shall take all measures to

ensure that—

(a) the provisions of this Act are given wide publicity through media including the television, radio and the print
media at regular intervals to make the general public, children as well as their parents and guardians aware of the

provisions of this Act;

(b) the officers of the Central Government and the State Governments and other concerned persons (including the
police officers) are imparted periodic training on the matters relating to the implementation of the provisions of the

Act.

44. Monitoring of implementation Act : (1) The National Commission for Protection of Child Rights constituted
under section 3, or as the case may be, the State Commission for Protection of Child Rights constituted under

section 17, of the

Commissions for Protection of Child Rights Act, 2005 shall, in addition to the functions assigned to them under
that Act, also monitor the implementation of the provisions of this Act in such manner as may be prescribed 4 of

2006

(2) The National Commission or, as the case may be, the State Commission, referred to in sub-section (1), shall,

while inquiring into any matter relating to any offence under this Act, have the same powers as are vested in it
under the Commissions for Protection of Child Rights Act, 2005 . 4 of 2006

(3) The National Commission or, as the case may be, the State Commission, referred to in sub-section (1), shall,
also include, its activities under this section, in the annual report referred to in section 16 of the Commissions for

Protection of Child Rights
Act, 2005. 4 of 2006

45. Power to make rules.-(1) The Central Government may, by notification in the Official Gazette, make rules for

carrying out the purposes of this Act.

(2) In particular, and without prejudice to the generality of the foregoing powers, such rules may provide for all or

any of the following matters, namely:-
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(a) the qualifications and experience of, and the fees payable to, a translator or an interpreter, a special educator or
any person familiar with the manner of communication of the child or an expert in that field, under sub-section (4)

of section 19; subsections (2) and (3) of section 26 and section 38

(b) care and protection and emergency medical treatment of the child under sub-section (5) of section 19;
(c) the payment of compensation under sub-section (8) of section 33;

(d) the manner of periodic monitoring of the provisions of the Act under sub-section (1) of section44.

(3) Every rule made under this section shall be laid, as soon as may be after it is made, before each House of
Parliament, while it is in session, for a total period of thirty days which may be comprised in one session or in two
or more successive sessions, and if, before the expiry of the session immediately following the session or the
successive sessions aforesaid, both Houses agree in making any modification in the rule or both Houses agree that
the rule should not be made, the rule shall thereafter have effect only in such modified form or be of no effect, as
the case may be; so, however, that any such modification or annulment shall be without prejudice to the validity of

anything previously done under that rule.

46. Power to remove difficulties.- (1) If any difficulty arises in giving effect to the provisions of this Act, the
Central Government may, by order published in the Official Gazette, make such provisions not inconsistent with

the provisions of this Act as may appear to it to be necessary or expedient for removal of the difficulty:

Provided that no order shall be made under this section after the expiry of the period of two years from the

commencement of this Act.

(2) Every order made under this section shall be laid, as soon as may be after it is made, before each House of

Parliament.

THE SCHEDULE

[See section 2(¢)]

ARMED FORCES AND SECURITY FORCES CONSTITUTED UNDER
(a) The Air Force Act, 1950 (45 of 1950);

(b) The Army Act, 1950 (46 of 1950);

(c) The Assam Rifles Act, 2006 (47 of 2006);

(d) The Bombay Home Guard Act, 1947 (3 of 1947);

(e) The Border Security Force Act, 1968 (47 of 1968);

(f) The Central Industrial Security Force Act, 1968 (50 of 1968);

(g) The Central Reserve Police Force Act, 1949 (66 of 1949);
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(h) The Coast Guard Act, 1978 (30 of 1978);

(1) The Delhi Special Police Establishment Act, 1946 (25 of 1946);
(j) The Indo-Tibetan Border Police Force Act, 1992 (35 of 1992);
(k) The Navy Act, 1957 (62 of 1957);

(1) The National Investigation Agency Act, 2008 (34 of 2008);

(m) The National Security Guard Act,1986 (47 of 1986);

(n) The Railway Protection Force Act, 1957 (23 of 1957);

(o) The Sashastra Seema Bal Act, 2007 (53 of 2007);

(p) The Special Protection Group Act, 1988 (34 of 1988);

(q) The Territorial Army Act, 1948 (56 of 1948);

(r) The State police forces (including armed constabulary) constituted under the State laws to aid the civil powers of

the

State and empowered to employ force during internal disturbances or otherwise including armed forces as defined

in clause (a) of section 2 of the Armed Forces (Special Powers) Act, 1958 (28 of 1958).

Footnotes:

1. Subs. by Act 13 of 2013, s. 29 for section 42 (w.e.f. 3-2-2013).

2. Ins. by s. 29, ibid (w.e.f. 3-2-2013).
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INTRODUCTION:
Human beings are considered to be the most evolved, intelligent and talented of all creations by
Nature, by Human beings themselves. However, it is highly depressing and disheartening to note the
lack of respect, care and concern by the so called superior sex towards the fairer sex!

Newspapers, News bulletins, our surrounding all reflect the thought process and attitude which is not
just age old, redundant and farce but also a gender script.

Efforts are being made by the Government, Educational Institutions, NGO’s and many others to
bring the desired modification in these Gender stereotypes and teach human beings that, all creations
are to be respected and cared for, especially the women and the third gender.

The session on Gender Sensitization is to commence with the clarification of the terms GENDER &
SEX.

Gender is a socially constructed term. It refers to the activities that a particular society considers
appropriate or inappropriate for men and women.

Sex 1s biologically determined. It is what one is by birth.

DIFFERENCE BETWEEN GENDER AND SEX

Gender

Not born with. Born with.

Created by society. Biological/ refers to the sex organs of
Can change with time. boys & girls.

Varies with race, caste or religion. Cannot be changed ( normally )

Does not vary with race, caste or religion.

Although the agents of Socialization are varied, Schools and Teachers play a significant role, and
hence the need to not just sensitize them but also stimulate them to participate actively in educating
the students and other stake holders like parents and community members, on Gender parity.
GENDER STEREOTYPE:

To list a few drawbacks the society faces due Gender stereotypes is Female Foeticide, Female
Infanticide, Child Labour, Child Trafficking, Child Marriage, Dowry & Dowry deaths, Domestic

Violence, Women Exploitation, Widow Exploitation and many more.




Some Suggested Solutions to reduce Gender Discrimination may be as follows:
1) Education
1) Employment
ii1) Empowerment
iv) Economic independence
v) Self-confidence
vi) Change in attitude
vii) Trust & faith

GENDER SENSITIZATION:

Gender sensitization refers to theories that claim modification of behaviour of teachers & parents
towards children can have a positive effect on gender equity, now and for the future. It is about
instilling empathy, changing behaviour that we hold about our own and other sex. It helps us in

examining personal attitudes, beliefs, questioning the myths and misconceptions.

GENDER EQUITY:
It is a process of being fair to men and women Measures must be put in place to compensate for

historical, social disadvantage that prevent men & women from operating on a level field.

UN STATISTICS SHOWS:

® women perform 2/3" of world work

® women earn 1/10"™ of world income

® women own less than 1/100" of the world property

GENDER EQUALITY: KEY PRINCIPLES

1. It is not women’s concern it is the responsibility of the society.
2. Gender equality needs to be addressed in all development programmes.

3. Addressing gender needs.

THE SCHOOL AND THE TEACHERS ........ CAN BRING THE NECESSARY
CHANGE TO SENSITISE THE STUDENTS IN ALL POSITIVE MANNERS

Let us make the world a happy place to live in for all.
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HIV /AIDS

“HUMAN IMMUNO DEFICIENCY VIRUS”
Retrovirus

Invades the helper T cells to replicate itself AIDS
“Acquired Immuno deficiency Syndrome”

HIV is the virus that causes AIDS

Disease limits the body’s ability to fight infection

A person with AIDS has a very weak immune system
No Cure

SIGNS AND SYMPTOMS

fevers,
sweats (particularly at night),
swollen glands,
chills,
weakness,
and weight loss.
MODES OF TRANSMISSION

THROUGH BODY FLUIDS
Blood products

Semen
Vaginal fluids
Breast Milk

THROUGH 1V DRUG USE
»  Sharing Needles

O without sterilization

»  Increases the chances of contracting HIV
THROUGH SEXUAL INTERCOURSE
MOTHER TO BABY
»  Before Birth
»  During Birth
»  Postpartum
» After the birth




STAGES OF HIV_ AIDS

STAGE 1- PRIMARY
» Short, flu-like illness — lasts for one to six weeks after infection (also known as Window Period)
» no symptoms at all
» Infected person can infect other people

STAGE 2- ASYMPTOMATIC
Lasts for an average of ten years (also known as Window Period)
This stage is also free from symptoms
There may be swollen glands
HIV antibodies are detectable in the blood

STAGE 3- SYMPTOMATIC
» The symptoms are mild
» The immune system deteriorates
» Emergence of opportunistic infections and cancers

STAGE 4-HIV  AIDS
» The immune system weakens
» The illnesses become more severe leading to an AIDS diagnosis

» Patient may succumb to a syndrome of ailments and may even be fatal.

TESTING OPTIONS FOR HIV

ANONYMOUS TESTING

» No name is used
» Unique identifying number

» Results issued only to test recipient

CONFIDENTIAL TESTING

» Person’s name is recorded along with HIV results

©  Nameand positive results are reported to the State Department and the Centers for Disease Control and

Prevention

» Results issued only to test recipient

BLOOD DETECTION TESTS
Enzyme-Linked Immunosorbent Assay/Enzyme Immunoassay (ELISA/EIA)
Radio Immunoprecipitation Assay/Indirect Fluorescent Antibody Assay (RIP/IFA)
Polymerase Chain Reaction (PCR)
Western Blot Confirmatory test

HIV ANTIBODY TEST

» HIV antibody tests are the most appropriate test for routine diagnosis of HIV among adults.

» Antibody tests are inexpensive and very accurate.
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» The ELISA antibody test (enzyme-linked immunoabsorbent) also known as EIA (enzyme immunoassay)
was the first HIV test to be widely used.

TREATMENT OPTIONS

ANTIRETROVIRAL DRUGS
» Nucleoside Reverse Transcriptase inhibitors
©  AZT (Zidovudine)
» Non-Nucleoside Transcriptase inhibitors
©  Viramune (Nevirapine)

» Protease inhibitors

©  Norvir (Ritonavir)

OPPURTUNISTIC INFECTION TREATMENT

» Issued in an event where antiretroviral drugs are not available

PREVENTION OF HIV AND AIDS

PREVENTION
MONOGAMOUS RELATIONSHIP

PROTECTED SEX

STERILE NEEDLES

PREVENTING EXPOSURE OF BLOOD

PREVENTING TRANSFUSION OF INFECTED BLOOD
PROVIDING HEALTH EDUCATION

CREATING AWARENESS




AGENCIES HELPING TO COMBAT AIDS AND HELPING PEOPLE TO LIVE THEIR LIVES WITH

DIGNITY

NACO

UNAIDS

NORA

ICASO

NATIONAL MINORITY AIDS COUNCIL

UNAIDS

4

UNAIDS, the Joint United Nations Programme on HIV/AIDS, is an innovative partnership that leads and

inspires the world in achieving universal access to HIV prevention, treatment, care and support.

NACO- NATIONAL AIDS CONTROL ORGANIZATION

»

NACO envisions an India where every person living with HIV has access to quality care and is treated with
dignity. Effective prevention, care and support for HIV/AIDS is possible in an environment where human
rights are respected and where those infected or affected by HIV/AIDS live a life without stigma and
discrimination.

INTERNATIONAL COUNCIL OF AIDS SERVICE ORGANIZATIONS

>

Founded in 1991, the International Council of AIDS Service Organizations’ (ICASO) mission is to mobilize

and support diverse community organizations to build an effective global response to HIV and AIDS. This is

done within a vision of a world where people living with and affected by HIV and AIDS can enjoy life free

from stigma, discrimination, and persecution, and have access to prevention, treatment and care.

NATIONAL MINORITY AIDS COUNCIL

4

The National Minority AIDS Council develops leadership in communities of color to address the
challenges of HIV/AIDS.
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TA/DA Rules as per 7" CPC

TRAVELLING ALLOWANCE
After implementing the VII CPC the ‘Pay Level’ for determining the TA/DA entitlement is as
indicated in CCS (Revised Pay) Rules 2016. Following provisions will be applicable w.e.f. 01.07.17

(1) Entitlements for Journeys on Tour or Training

A(i)  Travel Entitiements within the Country

 Pay Level in Pay Matrix | Travel entitlement

14 and above | Busmess/CIub class by air or AC-l by train
Economy class by air or AC-| by 1 train

- | Economy class by air or AC-Il by train

S and below : First Class/AC-/II/AC Chair car by train

(ii) Travel Entitlement in Premium/Tatkal

Pay Level in Pay matrix | Travel Entitlements in Premium/Premium Tatkal/Suvidhal Shatabdi
' Rajdhani/ Duronto Trains

12 and above Executive/AC 1¢ Class (In case of Premium/Premium
B Tatkal/Suvidha/Shatabdi/Rajdhani Trains as per available highest class)
| 6 to11  AC 2 Class/Chair Car (In Shatabdi Traing)

58 below ' AC 3¢ Class/Chair Car

The revised travel entitlements are subject to following:

. In case of places not connected by Rail, travel by AC bus for all those entitled to travel by AC II
tier and above by train and by deluxe/ordinary bus for others is allowed.

. In case of road travel between places connected by rail, travel by any means of public transport is
allowed provided the total fare does not exceed the train fare by the entitled class.

. In case of non-availability of seats in entitled class, Govt servants may travel in the class below

their entitled class.




Entitlement for journey by Sea or River Steamer

(1) For places other than A&N Group of Islands and Lakshadweep Group of Island.

_zay Level_ uT I;ai Nlat_ﬁx ] 7 Travel entitiement
9 and above | Highest class

6to8 Lower class if there be two classes only on the steamer

4and 5 o If two classes only, the lower class. If three classes, the middle
' or second class. If there be four classes, the third class

| Lowest ciass

[5 and belé\;v—t_g

(i)  For travel between the mainland and the A&N Group of Islands and Lakshadweep
Group of Island by ships operated by the Shipping Corporation of India Limited :-

 Pay Level in Pay Matrix | Travel entitlement
9and above ? Deluxe class

 6to8 A ) ) First/ ‘A’ Cabin class

Second/ ‘B’ Cabin class

‘3andbelow Bunk class

Mileage Allowance for Journey by Road

D. Mileage Allowance for Journeys by Road :
(i) At places where specific rates have been prescribed :-
| Pay Level in Pay Matrix Entitlements

14 or above Actual fare by any type of public bus including AC bus
OR
At prescribed rates of AC taxi when the journey is actually performed by AC taxi
OR
At prescribed rates for auto rickshaw for journeys by auto rickshaw, own car, scooter,
| motor cycle, moped, etc.

| Same as above with the exception that journeys by AC taxi will not be permissible.

Actual fare by any type of public bus other than AC bus

OR
At prescribed rates for auto rickshaw for journeys by auto rickshaw, own car, scooter,
motor cycle, moped, etc.

— —— !
3 and below Actual fare by ordinary public bus only

; OR

| At prescribed rates for auto rickshaw for journeys by autorickshaw, own scooter,
motor cycle, moped, etc. — e 1

(ii) At places where no specific rates have been prescribed either by the Directorate of Transport of the
concerned State or of the neighboring States:

" For journeys performed in own car/taxi | Rs. 24/- per Km {

rFor journeys performed by auto rickshaw , j'ﬁs. 12/- per Km

| own scooter, etc [ |

At places where no specific rates have been prescribed, the rate per km will further rise by 25 percent whenever DA
increases by 50 percent.




DAILY ALLOWANCE (DA) Daily allowances on Tour :

Pay level in Entitlement
_pay matrix | .
14 and above | Reimbursement for hotel accommodation/guest house of up to Z7,500/- per day,

Reimbursement of AC taxi charges as per actual expenditure commensurate with official

engagements for travel within the city and |
L | Reimbursement of food bills not exceeding ¥1200/- perday. 7

12 and 13 Reimbursement for hotel accommodation/guest house of up to Z4,500/- per day,
Reimbursement of AC taxi charges of up to 50 km per day for travel within the city,
Reimbursement of food bills not exceeding Z1000/- per day.

| Reimbursement for hotel accommodation/guest house of up to 22,250/~ per day,
Reimbursement of non-AC taxi charges of up to 338/- per day for travel within the city,
Reimbursement of food bills not exceeding Z900/- per day.

6to8 'Reimbursement for hotel accommodation/guest house of up to 2750 per day,
Reimbursement of non-AC taxi charges of up to ¥225/- per day for travel within the city,
Reimbursement of food bills not exceeding Z800/- per day.

5andbelow | Reimbursement for hotel accommodation/guest house of up to 2450 per day,
Reimbursement of non-AC taxi charges of up to Z113/- per day for travel within the city,
Reimbursement of food bills not exceeding Z500/- per day.

(ii) Reimbursement of Hotel charges :- For levels 8 and below, the amount of claim (up to the ceiling) may b
paid without production of vouchers against self-certified claim only. The self-certified claim should clearly indicate th:
period of stay, name of dwelling, etc. Additionally, for stay in Class ‘X' cities, the ceiling for all employees up to Level [B
would be ¥1,000 per day, but it will only be in the form of reimbursement upon production of relevant vouchers. Th:
ceiling for reimbursement of hotel charges will further rise by 25 percent whenever DA increases by 50 persent

(iii) Reimbursement of Travelling charges :- Similar to Reimbursement of staying accommodation charges, fdf-
levels 8 and below, the claim (up to the ceiling) may be paid without production of vouchers against self- certified clai
only. The self-certified claim should clearly indicate the period of travel, vehicle number, etc. The ceiling for levels 1
and below will further rise by 25 percent whenever DA increases by 50 percent. For journeys on foot, an allowance (f’
Rs.12/- per kilometer travelled on foot shall be payable additionally. This rate will further increase by 25% whenever D
increases by 50%.

(iv) Reimbursement of Food charges :- There will be no separate reimbursement of food bills. Instead, the lum{p
sum amount payable will be as per Table E()) above and, depending on the length of absence from headquarters
would be regulated as per Table (v) below. Since the concept of reimbursement has been done away with, no vouche
will be required. This methodology is in line with that followed by Indian Railways at present (with suitable enhanceme
of rates). i.e. Lump sum amount payable. The lump sum amount will increase by 25 percent whenever DA increase b
50 percent.

(v) Timing restrictions

Length of absence - Amount Payable ]
If absence from headquarters is <6 hours 30% of Lump sum amount

If absence from headquarters is between 6-12 hours 70% of Lump sum amount
If absence from headquarters is >12 hours , 100% of Lump sum amount

Absence from Head Quarter will be reckoned from midnight to midnight and will be calculated on a per da
basis.




TA on Transfer

TA on transfer includes 4 components-
1. Travel entitlement for self and family
2. Composite Transfer Grant (CTG)
3. Reimbursement of Charges on transportation of personal effects
4. Reimbursement of Charges on transportation of conveyance.

(i) Travel Entitlements :

(a) Travel entitlements as prescribed for tour in Para 2 above, except for International Travel, will be
applicable in case of journeys on transfer. The general conditions of admissibility prescribed in
S.R.114 will, however, continue to be applicable.

(b) The provisions relating to small family norms as contained in para 4(A) of Annexure to M/o Finance
O.M. F.No. 10/2/98-IC & F.No. 19030/2/97-EIV dt. 171, April 1998 , shall continue to be applicable.

(ii) Composite Transfer and Packing Grant (CTG) :

(a) The Composite Transfer Grant shall be paid at the rate of 80% of the last month's basic pay in case of
transfer involving a change of station located at a distance of or more than 20 kms from each other.
However, for transfer to and from the Island territories of Andaman, Nicobar & Lakshadweep, CTG
shall be paid at the rate of 100% of last month's basic pay. Further, NPA and MSP shall not be
included as part of basic pay while determining entitiement for CTG.

In cases of transfer to stations which are at a distance of less than 20 kms from the old station and of
transfer within the same city, one third of the composite transfer grant will be admissible, provided a
change of residence is actually involved.

In cases where the transfer of husband and wife takes place within six months, but after 60 days of
the transfer of the spouse, fifty percent of the transfer grant on transfer shall be allowed to the spouse
transferred later. No transfer grant shall be admissible to the spouse transferred later, in case both the
transfers are ordered within 60 days. The existing provisions shall continue to be applicable in case of
transfers after a period of six months or more. Other rules precluding transfer grant in case of transfer
at own request or transfer other than in public interest, shall continue to apply unchanged in their
case.

Transportation of Personal Effects

Level | By Train/Steamer - ' By Road
12 and above | 6000 Kg by goods train/4 wheeler wagon/ 1 double container | Rs. 50/-perkm |

|

=
|
|
|

6to11 . 6000 Kg by goods train/4 wheeler wagon/ 1 single container Rs. 50/- per km
| 3000kg - | Rs. 25/- perkm_
4 and below 1500 kg ) | Rs.15/-perkm

The rates will further rise by 25 percent whenever DA increases by 50 percent. The rates for transporting the
entitled weight by Steamer will be equal to the prevailing rates prescribed by such transport in ships operated
by Shipping Corporation of India. The claim for reimbursement shall be admissible subject to the production of
actual receipts/ vouchers by the Govt. servant. Production of receipts/vouchers is mandatory in r/o transfer
cases of North Eastern Region, Andaman & Nicobar Islands and Lakshadweep also.




Effective Communication Skills

Compiled by Eugene Dulles Leen
Faculty, ZIET Mumbai

Everyone uses communication skills. We use them at home with our families, in the workplace with
our bosses and co-workers, on our computers when we answer email, and on the telephone for
various purposes. People send us messages in every interpersonal communication encounter. Those
messages can be explicit (verbal comments) or implicit (nonverbal facial expressions, other body
language, and physical space).

DEFINITION OF COMMUNICATION

Communication can be defined in many ways. In simple terms communication is:

* Information transmitted

* A verbal or nonverbal message

» A process by which information is exchanged between individuals through a common system of

symbols, signs, or behavior

KEY ELEMENTS IN COMMUNICATION

There are three key elements in the communication process. They are:

* You

* Your audience

* Your message

YOU bring professional experience and education and training to the communication process. In
order to be an effective communicator, you need to know who your AUDIENCE is. If your audience
is a student, then you can talk effectively about various subjects. If your audience is the public, you
need to switch from academic jargon to "plain English." The principles of effective interpersonal

communication are the same whether your "audience" is one person, ten people, or one thousand.




The MESSAGE element is equally important. What do you want to say? What is the best way to
communicate the message? There is a basic rule used by journalists for writing a newspaper story
that can help you focus your message. A well-written story should contain the who, what, when,
where, why, and how of the story in the first paragraph or two. If it does not, it will not hold our
attention.

The same principle applies to your message in the process of interpersonal communication. If you do
not let your audience know quickly the who, what, when, where, why, and how of your message,
you risk their losing interest, being inattentive, and tuning out. Therefore, whether spoken or
unspoken, messages should contain most of these elements.

COMMUNICATION TOOLS

There are four basic communication tools:

* Listening

* Speaking

* Reading

* Writing

All four of these basic tools can be learned and improved. First, you must want to improve your
communication skills. Next, you must understand them, and recognize their importance in the
communication process. Then, you need to learn some new skills. Finally, you must practice good

skills to become a better, more effective communicator.

At an early age we begin to learn to speak, early enough that it is difficult to remember the process.

However, most of us can recall learning to read and write. These are skills we learn from parents and
teachers. We spend most of our communication time listening. Yet, listening is a skill we are not
taught, unlike writing, reading, and speaking. Probably, listening is the most important

communication skill we can develop.




HOW WE GET AND USE INFORMATION

How much information we retain in the communication process depends on many factors. It is
important for each of us to recognize how we learn best. Do we remember most of what we read?
Most of what we hear? Do we learn more if someone shows us?

Typically, we retain information at these rates:

10 percent of what we read

20 percent of what we hear

30 percent of what we see

50 percent of what we see and hear
70 percent of what we see and discuss

90 percent of what we do

Another way to think about how we retain information is this adage:

Tell me and I will probably forget,

Show me and I might remember,

Involve me and I will learn.

NONVERBAL COMMUNICATION

Nonverbal communication is behavior, other than spoken or written communication, that creates or

represents meaning. In other words, it includes facial expressions, body movements, and gestures.

Nonverbal communication is talking without speaking a word. It is very effective, may be even more

so than speech. Some sources say that it may be 60 to 78% of communication between people. In




other words, nonverbal communication may be the most important part of communicating with other

people. Remember the saying, “Actions speak louder than words.”

You may be surprised to know that not only humans respond to this kind of communication. If you
have a pet, especially a dog, it may follow directions and respond to hand and body movements more
than your words. Dogs will even get confused if you say “sit” but give the hand motion that you

usually use for “stay”.

There are two main types of nonverbal communication. Body language is the first. Body language is
body movements that depend on a person’s attitude or feelings. Body language includes the way
people walk, how they stand, and their facial features. In other words, any kind of meaning that is
shown by a person's body attitude or movements. For example, when a boy is sad he may droop his
head and walk slowly. Or, if a girl is happy, she might run and jump or stand up straight and put her
hands in the air. People don't have to say anything to show how they feel about things. Body
language can be voluntary (on purpose) or involuntary (a person can’t help it). An interesting fact is

that blind children will smile when happy even though they have never seen a smile.

The next main type of nonverbal communication is gestures. Gestures are communications like
facial expressions, hand signals, eye gazing, and body postures. Examples include smiles,

handshakes, waving, and raising certain fingers to say something.

SPACE

In order to communicate effectively with people, whether in our own culture or in others less

familiar, we need to understand accepted boundaries. The use of space between people who are
communicating has been studied extensively. Here is a brief description of how we use space in the

communication process:




Public space ranges from 12 to 25 feet and is the distance maintained between the audience and a
speaker, such as the President and reporters at a press conference, or a professor and students in a

classroom.

Social space ranges from 4 to 12 feet and is used for communication among business associates, as

well as to separate strangers using public areas such as beaches and bus stops.

Personal space ranges from 2 to 4 feet and is used among friends and family members, and to

separate people waiting in lines at teller machines or fast food vendors for example.

Intimate space ranges out to one foot and involves a high probability of touching, as in whispering

and embracing. We reserve intimate space for parents, our children, spouses, and close friends.

Use of public, social, personal, and intimate space is interesting to observe in all cultures.
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Let us understand the 4 principles on which constructivism is based upon. The philosophy of

constructivism essentially assumes that a learner is an active participant in the learning
process and this is achieved through actively constructing knowledge based on the

experiences one has. The 4 essential principles of constructivism are:-

Knowledge is not passively accumulated, but rather, is the result of active cognizing by the
individual;
Cognition is an adaptive process that functions to make an individual’s behavior more viable
given a particular environment;
Cognition organizes and makes sense of one’s experience, and is not a process to render an
accurate representation of reality; and
Knowing has roots both in biological/neurological construction, and in social, cultural, and
language-based interactions.
Thus, constructivism acknowledges the learner’s active role in the personal creation of
knowledge, the importance of experience (both individual and social) in this knowledge creation
process, and the realization that the knowledge created will vary in its degree of validity as an

accurate representation of reality.

These four fundamental tenets provide the foundation for basic principles of the teaching,

learning, and knowing process as described by constructivism.

In a constructivist classroom, individuals construct knowledge by working to solve realistic

problems, usually in collaboration with others.

The focus is primarily on a student’s motivation to learn and apply what they learn to the real

world.

Constructivists concentrate on showing students relevance in what they are learning. Learning is

thought of as a change in meaning constructed from experience.

The students are asked to construct knowledge themselves, not just receive it from the teacher.

In the constructivist classroom teachers would pose well realistically complex a n d personally
meaningful problems for students to solve.




« Students would work in cooperative groups to explore their possible answers, develop a product,
and present their findings to a specific audience. Thus case method can be used in class to give
experiences which will help students to actively construct knowledge.

In the teaching of business studies and accountancy constructivism can be used with the help

of:-

Case studies
Case Problems
Role Plays
Class Discussions
Brain Storming
Projects
Debates
Quizzes
Interaction with ex-students and people in the industry
Industry visits
Study Tours
Short term courses and workshops
Use of open education resources and internet.
Films and power points.
Case Study Approach

The term “Case Study” and “Case Method” are sometimes used interchangeably.

However “Case Study” is also used in research to means the in-depth study of a problem or

situation, whether or not it has direct implications for practice.

‘Case Method’ on the other hand, almost, always refers to a method of instruction based on real

life examples.

case studies can be used to teach anyone. It takes much time to prepare so should be used in

required contexts.

Case studies sharpen analytical skills and make them “think like” people.
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Strategies to be followed for zero failure

1.Irregular attendance of the students should be checked.
2.Students should be encouraged and motivated for their small achievements.
3.Slip tests should be conducted regularly after the completion of every topic.

4. Before administering every test a meaningful target should be fixed by the students themselves to assess
themselves continuously.

5.Always be sure that what you teach reaches the slow learner.

6. Consistent repetition of the topics will be very helpful.

7. Every child should know the syllabus.

8. Encourage the children to practice the graphs with the correct labeling.

9. Identify the weak areas of the child like retention or the numerical ability or the graphs. And suitable steps can be
taken.

10. Encourage children to set individual targets

11. Suggest the students to attempt all the question in the board paper.

ACTION PLAN FOR SLOW BLOOMERS

Motivate the students so that they develop confidence and achieve success.

Units carrying more marks should be given more stress.
Regular practice of graphs and numericals.
Important formulae should be provided and frequent tests to be given to improve their application.

Parents of slow learners to be informed of their child’s progress at regular intervals and their co-operation to
be solicited to achieve better result.

Inspiring the children constantly and revealing their hidden talent to encourage to get better result.
Limited questions and answers to be given for motivating them to study.

Personal counseling to be done frequently.
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Incentives in the form of grades or stars to be displayed on the bulletin board to increase the competitive
spirit.
Individual attention to be given to the students through remedial teaching.

Group leaders to be elected and given the responsibility to teach the slow learners who will learn better
through the peer influence.

Create friendly environment so that the students feel free to ask their doubts.
Question bank with answers specially made for slow learners to be given as study material.
Minimum learning capsule based on the requirement of individual student to be given.

Continuous drilling of important questions that repeat frequently to be drilled and model answers for the
questions to be given.

Fix the targets to the students and display it prominently in the class and remind them to achieve it.
Group activities should be done regularly so that they can achieve good marks in the examination.

There should be an emotional relationship between students and teachers so that students feel free to discuss
any problem with their teacher.

Always inspire the children and instill positive thinking.

Tips to attempt HOTS to be given to achieve better success in their examination.

ACTION PLAN FOR HIGH ACHIEVERS/BRIGHT LEARNERS
Higher achieving level skills (HALS) should be developed by assigning them application level questions.

By forming peers group teaching with the same level.
Assigning them the questions to be prepared by themselves from the topics under periodical evaluation.

Take and give more number of questions by arranging range of reference books and periodicals related to

Economics.
Encourage them to ask doubts.

Give them to practice schedule of their own for various theories, and diagrams to be drawn with the help of
schedules.

By suggesting parents to make a conducive environment for studies.

Encourage them to practice questions from various reference books and sample papers.
Motivate the child always by positive ideas.

Train them in time management so that they can complete within the stipulated time period.

Motivate them for online preparation and assessment through face books, blogs, examaids.com,
cbseguess.com, etc.

Give them essential tips time to time and keep them under a proper observation.

By giving them HOTS questions.

By arranging special classes for them.

Making them available the TOPPERS copy from the school side.

Supply/ discussion of study materials supplied by KVS/ CBSE.

Solving the previous years Board papers.

During revision classroom presentation by Bright students can be encouraged.

89




Discussion of toppers copy.

Informing them the CBSE method of evaluation.
Motivating the students to achieve good position.
Setting the targets.

Giving them writing technique.

By giving them quick learning technique.

Practice the Yoga to improve concentration & maintaining good health.

PLAN FOR THE STRUCTURED REVISION
NOTE: Try to complete the syllabus by I week of November, so that sufficient time will be available for revision.

Take measures to avoid absenteeism amongst students.

Make the students realize that time is a scarce resource and start the planned and effective revision for a good
result.

1. Ensure that every child pastes a copy of the syllabus in his revision note book.

2. A separate file should be maintained with the previous board papers for 5 years.

3. Unit wise/ topic wise revision should be done and the questions related to that topic from the previous board
papers should be answered in a separate note book.

4. The above work should be monitored by the bright students who are the group leaders because peer group
learning proved to be effective. However the slow learner’s note books should be checked by the teacher himself.
5. After the I Pre- Board, again the previous board papers for 5 years should be thoroughly drilled and solved by the
students again. But this time the solution will be paper wise; but not unit wise.

TIPS FOR GOOD RESULTS

Make a package of course or question bank for different levels of students i.e. slow achievers, average

students and Bright students and monitor it closely.

Lay emphasize on Learning not on teaching

Assign work in small quantum

Analyze the answers of any test and go for remedial coaching as per the need
Individualized teaching particularly to slow learners

Frequent assessment and follow-up

Teacher should be a life long learner and never cease to be a learner

Be affectionate and love children be a good friend to all the students and win their hearts
Evolve such assessment where slow learners are constantly encouraged

Introspect your way of teaching techniques and improve them use the New technology for better reaching
Keep your class rooms lively

Give due care to your ‘self’, take care of health, have patience, be stress free positive, have self control and
confidence, think positive and be positive always.

TECHNIQUES TO SCORE BETTER
We should know the syllabus and weightage given to the topics.

Students should revise the lessons taught in class each day after coming home back as these will still be fresh

in his mind , even the slightest of the doubt should be classified next day.
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Solve the exercise questions at the end of each point. Let at least CBSE questions and take small test of it.
Prepare a list of lessons with minimum material for slow achievers with few words and easy language.

Tell the students for time management and choose the time that is most convenient for study that may be in the

morning or at night.

Solve as many questions papers as possible. Follow the previous year question papers also to know the trends

and types of questions are asked frequently.

Find out the strength and weakness of students ,don’t ignore the weakness rather than concentrate to improve

them.
Peer groups should be made , peer the slow achievers with bright students. Benefits will be both students.

Make weekly plan for revision. In revision if students are not able to cope up the concepts so more sitting can

be given for the same.

Write down all the important formulas on a piece of paper and paste it on the display board in class and home
also by the students so they can see it on the daily basis .Once they revise the formula speed of solving

questions will increase.

There may be same easy areas which is to be taught once or twice . But there may be some areas which is to

be taught many times . so arranged accordingly.
Go through the books but more focus on the small notes and revise them regular.

Give more weightage to economics while framing the timetable for study. Weightage of time should be given
according to the difficulty level of the subjects.

Use highlighters, colours etc. to underline important points.

Prepare few charts for comparison of study questions so that clear picture of comparison should remain in the

minds of students.

Tell to students

(a)keep yourself ,easy, take proper test, sleep 7 hrs. to fresh your mind and body.

( b) don’t get stressed before the exams.

( c)be mentally alert and lead the question paper carefully as any silly mistakes of questions can be quite
damaging.

(d) start the questions that you are more confident with instead of wasting time on difficult ones if you get
stuck with a question more forward with the others instead of lingering on it for to long once you complete
the earlier, attempt the other, and then then revise and recheck whether any question has been remain
untouched

(e) revise whatever you have studied and don’t take up new think just before the exams , as you may get

confused.
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Ratio

‘A mathematical yardstick that measures the relationship between two figures or groups of

figures which are related to each other and are mutually inter-dependent’.

*[t can be expressed as a pure ratio, percentage, or as a rate
Ratio analysis

ols a method or process by which the relationship of items or groups of items in the financial

statements are computed, and presented.
ols an important tool of financial analysis.

ols used to interpret the financial statements so that the strengths and weaknesses of a firm, its

historical performance and current financial condition can be determined.

Utility of Accounting Ratios

*Accounting ratios are very useful in assessing the financial position and profitability of an

enterprise.

*However its utility lies in comparison of the ratios.

Classification of Ratios

Ratios can be broadly classified into four groups namely:

Liquidity ratios
*Solvency ratios
Profitability ratios

*Activity ratios

Expression of ratios




*Pure form like 2:1 , all Liquidity ratio are expressed in pure form.
*Percentage e.g. 15 % ,all profitability ratios are expressed in percentage form.
*Times like 4 times , all turnover ratios are presented in number of times.

*Fraction like % or .75 , all solvency ratios are presented in fraction except Interest Coverage

Ratio Which is presented in number of times.

Liquidity ratios

These ratios analyse the short-term financial position of a firm and indicate the ability of the
firm to meet its short-term commitments (current liabilities) out of its short-term resources
(current assets).
These ratios includes:

1. Current ratio

2. Liquidity ratio or Quick ratio or acid test ratio

Current ratio

It is calculated by dividing current assets by current liabilities.
Current ratio = Current Assets

Current Liabilities

CURRENT ASSETS
include —
Inventories of raw material, WIP, finished goods, stores and spares, dry debtors/receivables,
short term loans deposits and advances, cash in hand and bank, prepaid expenses,

incomes receivables and marketable investments and short term securities.

CURRENT LIABILITIES
include —

sundry creditors/bills payable, outstanding expenses, unclaimed dividend, advances received,

incomes received in advance, provision for taxation, proposed dividend,
instalments of loans payable within 12 months, bank overdraft and cash credit
Quick Ratio or Acid Test Ratio

This is a ratio between quick current assets and current liabilities .

It is calculated by dividing quick current assets by current liabilities.
Quick ratio =Quick Assets/ Current Liabilities
Quick Assets:- Current Assets-Inventory —Prepaid expenses.




SOLVENCY RATIOS

Solvency ratio measure the long-term financial solvency which means the enterprise’s

ability to pay the interest regularly and to repay the principal on maturity or in pre-

determined installments at due dates.

(a) Debt-equity ratio

Long Term Debt

Shareholders Funds ="

Note: Shareholder’s Funds can be calculated as follows:
1. Equity Share Capital+ Preference Share Capital+ Reserves and Surplus-
Fictitious Assets
. Equity Share holder’s Funds+ Preference Share Capital
. Capital Employed- Long Term Debt
. Net Fixed Assets+ Investment+ Working Capital- Long Term Debt
. Net Fixed Assets+ Investment+ Current Assets- Current Liabilities- Long
Term Debt
6. Total Assets- Total Debt
Debt-equity ratio establishes a relationship between Long term debt and Share
holders’ fund.

(b) Total Assets Debt
Ratio

Total Assets

Long Term Debt )

Total assets to debt ratio establish a relationship between Total assets and total
long term debt.

(c) Proprietary Ratio

Proprietor'S Funds
P x100-.%

Total Assets

Note: Proprietor’s Funds = Shareholder’s Funds

(d) Interest Coverage
Ratio

Net Proft Before Interest And Taxes

=... Times
Interest on Long Term Debt

Interest coverage ratio establishes a relationship hetween PBIT and interest or
long term debt.




3. Activity Ratios Activity ratios measure the effectiveness with which a firm
uses its available resources. These ratio help in commenting
on the efficiency of the enterprise in managing its assets.

(a) Stock Turnover Cost of Goods Sold ,
: =.... Times
Ratio Average Stock

Notes:

Opening Stock+Closing Stock
1. Average Stock =~ - g

2. Cost Of Goods Sold = Net sales- Gross Profit OR
COGS= Opening Stock+ Purchases+ Direct Expenses- Closing Stock
Stock turnover ratio establish a relationship between cost of goods sold and
average stock.

(b) Debtors Turnover | Net Credit Sales .
: = ..Times
Ratio Average Debtors

Notes:
Op.Drs.+0p.B/R+ Cl.Drs.+CLB/R
2
2. Net Credit Sales = Gross Credit Sales- Sales Return

Or, = Net Sales- Cash Sales

1. Average Debtors =

(c) Average Debt 12 months or 52 weeks or 365 days
Collection Period ) Debtors turnover ratio

= ... Period

Average Debtors
" Average Monthly | Weekly/ Daily Sales

Note:
Net Credit Sales

12 months /52 weeks/365 days
(d) Creditor’s Turnover | Net Credit Purchase

Ratio Average Creditors
Notes:

Average Sales =

Times

0p.Crs.+0p.B/P+ CLCrs.+CLB/P

2
2. Net Credit Purchases = Gross Credit Purchases- Purchase Returns,

Net Purchases- Cash Purchases
(€) Average Debt 12 months/52 weeks/365 days

Payment Period Creditors turnover ratio

1. Average Creditors =

=...Period




4. Profitability Ratios

Profitability = Ratios measures managements overall
effectiveness as shown by the returns generated on sales and
investments.

(]  InRelation to Sales

(a) Gross Profit Ratio

Gross Profit= Net Sales- Cost of Goods Sold

(b) Operating Ratio

Operating Cost
Net Sales

X 100=..%

Note:
Operating Cost= Cost of Goods Sold+ Operating Expenses

(c) Operating Profit
Ratio

Operating Profit
Net Sales

X100=..%

Note:
Operating Profit= Net Sales- Operating Costs

(d) Net Profit Ratio

Net Profit
x 100=..%

Net Sales
Notes:

1. Net Profit= Net Sales- Cost Of Goods Sold- Operating Expenses- Non
Operating Expenses+ Non Operating Incomes
. Net Profit= Gross Profit- Operating Expenses- Non Operating Expenses+
Non Operating Incomes
. Net Profit= Operating Profit- Non Operating Expenses+ Non Operating
Incomes

II. In Relation To Investment

Return On Investment
(ROI)

OR Return On Capital
Employed

Net Profit Before Interest and Tax
Capital Employed

Notes:
1. Capital Employed= Shareholder's Funds+ Long term debts

OR = Net Fixed Assetst+ Long Term Investment+ Net Working Capital
2. Non-Operating Assets do not form the part of Capital Employed
3. Income from Non Operating Assets should excluded be from the

Net Profit Before Interest and Tax

100=..%
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SAFE SCHOOL

23 December 1995, nearly 425 people many of

< 2001 Jan 26, M 6.9 Earthqualie
them School children perished as they tried to “ ! TS ! |
escape the flames during a school prize giving l‘

ceremony in the town of Dabwali, Haryana.

Kumbakonam fire tragedy A deadly fire
raged through Lord Krishna School killed 93
children, all below the age of 11 years.

Let us learn lessons from earlier tragedies & make

our schools a safer place for children.

No Task is as important as creating safe learning environment for our school children

ONE TEACHER
Stakeholders for Safety &
Security in School

The stakeholders to Safety & Security in School are:

» The School Administrator (Head
Teacher/Principal)

» The School Staff

» The Students

» The Parents/Guardians

» The Police / Fire Service/Emergence Response
Agencies

Safe Schools

Building and grounds are well maintained.

Students feel safe reporting crime and safety problems to staff.
Disciplinary and safety problems are quickly and appropriately addressed.
Access is controlled and visitors are monitored.

All staff actively supervise students both inside and outside the classroom.
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All areas are safe by design or by staff supervision.

School Crime and Safety

Students say:

4
4
>
4
4
>
4
>
>
4
>
4
4
>
4
4

7% were bullied

9% were threatened or injured with a weapon
13% reported being in a fight on school property
21% reported gangs in their schools

29% were offered or given drugs

36% saw hate graffiti; 12% were the victims of hate speech
Safe School Building

Light all corridors during the day.

Close off unused stairwells or do not leave areas of the school unused.
Minimize blind spots.

Keep building clean & maintained.

Limit access of roof.

Cover drainpipes so they can not be climbed.

Avoid decorative hedges: Plant trees at least ten feet from building.

Trim trees & shrubs to limit outside hiding places for some one or weapons.
Keep school grounds free of gravel or loose rock surfaces.

Mix faculty and students parking.

Keep list of staff members who have keys to the building.

Do not allow graffiti to linger on walls.

Follow the three ‘R’s after discovery Read ,Record and Remove.
Inflammatory bathroom graffiti needs to be removed daily.

Conduct a thorough background check on anyone applying to work in the school

School must ensure That no one 1s hired who has been convicted of sexual assualt,child

molestation,or has a history of violent criminal behaviour .
Stop bullying when you see it. Don't let anyone make fun of someone else even if they say
they are only "joking."
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Teach children to be assertive. Emphasize peaceful ways to solve problems and encourage

kids to stand up for themselves verbally, not violently.

Encourage kids to be kind and to help others, particularly if they see someone being bullied.

Praise them when they do so.

Hold kids accountable. If children stand by and watch someone being bullied, make it clear

that their behavior hurts the victim too.

Have students sign an anti bullying and cyber bullying pledge where students pledge not to
bully others and to speak up if they know someone is being bullied

Are you ready when disaster strikes?

P How to develop a successful preparedness plan

P 1. IDENTIFY THE TYPES OF EMERGENCIES

A) Weather emergencies:- floods, storms, tornados, Tsunami, Land slide etc.

B) Non weather emergencies : Earthquakes
C) Fires
D) Medical Emergencies

E) Terror attack

P How to develop a successful preparedness plan

2.Determine how to respond to the Emergency

For each emergency , the following action must be considered:

a) How will you become aware of the emergency .

b) How will you provide warning.

c) How will you evacuate.
What steps are necessary to implement emergency response procedures.
81DFU D G206l S/
prevention during an earthquake
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After the Earthquake

Check for injuries, attend to injuries if needed ensure the safety of people around you.

Check for damage.If your building is badly damaged , you should leave it untill it has been

inspected by safety professional.

If you smell or hear a gas leak , get everyone outside and open windows and door . Report the

leak to the gas company /fire deptt.

If the power is out , unplug major appliances to prevent possible damage when the power is

turned back on.
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Terror attack in school
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Resource Material Prepared by participants of different groups

SYNOPSIS
BUSINESS ENVIRONMENT

MEANING:

It is the sum total of all the external forces which affects the organization and its operations.

IMPORTANCE OF BUSINESS ENVIRONMENT

. It enables the firm to identify opportunities and getting the first mover advantage.

. It helps the manager to identify various threats on time and serve as an early warning
signal.

. It helps in tapping various resources like finance , raw materials etc to run the business.

. It helps in copying with rapid changes in the environment to adopt new strategies in solving
the problems.

. It helps in assisting in the planning and formulation of policies and there by it can improve
its performance.

FEATURES OF BUSINESS ENVIRONMENT:

. Totality of external forcessuch as specific and general forces eg: customers, economic
environment etc

. Elements of business environment are closely interrelated. Life expectancy and health care
products.

. It is dynamic in nature as it keeps on changing due to the various factors.

. It is highly uncertain , hence difficult to predict future happenings.

. It is highly complex due to numerous interrelated and dynamic factors.

. Itis arelative concept as it differs from country to country, region to region based on the

prevailing conditions.

DIMENSIONS OF BUSINESS ENVIRONMENT:

. Economic Environment: monetary policy, fiscal policy, rate of interest , inflation rate .
. Social Environment : taste, preference, standard of living , tradition, custom.
. Political Environment: political conditions, stability of government, attitude towards the

business




4. Legal Environment: legislations passed by the govt, court judgments and decisions etc.
5. Technological Environment: scientific improvements, innovations in technology or methods

of production.

IMPACT OF GOVERNMENT POLICY ON CHANGES ON BUSINESS AND INDUSTRY

. Increasing competition: There is tough competition between multinational companies

,JIndian companies and foreign companies.

. More demanding customers: customers are well informed and hence became more

demanding. Also gives a wider choice in purchasing better quality goods and services.

. Rapidly changing technological environment: increased competition helps the firm to
develop new technologies, improved machines echo survive and grow and to face the tough

challenges.

. Necessity for change:relatively stable policies and practices forces the enterprise to change

and modify their operations.

. Need for developing human resources: The new market conditions require people with high

competence and greater commitments. Hence need for developing human resources.

. Market Orientation: Business firms researches the market , needs and wants of the

customers and then produce accordingly.

. Loss of budgetary support to public sectors: the central governments budgetary support is
declining, PSU have realized to be more efficient and to generate their own resources for

survive and grow.

Nature and Significance of Management

1)Meaning : It is a process which consists of series of functions that are performed by all managers

to effectively achieve the goals of an organization.
2)Concept of management:
a)Traditional Concept: It is an art of getting things done through others.

b)Modern Concept: It is the process of getting things done with the aim of achieving goals
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effectively and efficiently.

Effectively Completing the task on time.

Efficiently Completing the task with minimum cost.
3)Features of Management:
Goal oriented process, Pervasive, Multi-dimensional, Continuous process, Group Activity, Dynamic
function. ,Intangible Force.
4)Objectives of Management:
a.Organizational Objective — survival, profit earning and growth of an organization.
b.Social objectives - creation of benefit for society.
c.Personal Objectives - fulfilling the financial, social and higher level needs of employees.
5)Importance of management:
— Achieving group goals
——> Increasing efficiency
——> Creates dynamic organization

—— Achieving personal objectives

—> Development of society

6 )Nature of Management

a) Management a science: Like a science , management has a systemized body of knowledge that

explains general truths and factual situations. But it is not considered as perfect science as it is
concerned with human behavior which is unpredictable.
b)Management as an art: Like an art, management is a personalized process in which managers
apply their personal experience in real life situations.

c)Management as profession: Like a profession, management has well defined body of knowledge
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but it is not considered as full fledged profession as it lacks certain distinct features of profession
such as a code of conduct and professional association.

7. Levels of Management:

Top level Consists of members who are concerned with framing polices

Middle level Consists of members who are concerned with the work of

implementation
Lower level Cancictent 1 1 PR " P
C OIISISTS O TIITIITOTTS WIITIO diIC COILICTIIICU WIUT TAXTCULIOIT O UIT WUI

8.Functions of Management:

a)Planning It is the process of deciding in advance what is to be done, when ,how and by whom it is to [pe

done.

b) Organizing — It is the process of assigning duties, grouping tasks, establishing authority and allocatijpg

resources required to carry out a specific plan.

c) Staffing: It is the process of filling all positions in an organization with adequate and qualified persoijs.

ie, finding the right person for the right job.

d)Directing: It is related with leading, influencing, guiding, supervising and motivating people towards

the attainment of planned targets.

e)Controlling; It is the process of ensuring that the organizations able to attain the organizational goals.[JIt

ensures that activities conform to the standards set for performance.

9.Meaning of Co-ordination: It is the force that binds all the functions of management. It is
considered as the essence of management.

10.Features of Co-ordination:

a. It integrates group efforts

b. It ensures unity of action

c. It is a continuous process

d. It is a pervasive function.



e. It is the responsibility of all managers.

f. It is a deliberate function.
11.Importance of Co-Ordination

1) Growth in size-It is necessary to manage large organizations.

2) Functional differentiation -Due to functional differentiation in departments and divisions, it is requir{gd

to bring in a degree of homogeneity.

3)Specialization -To create unity of action among specialists, it is required in organisations.

CONSUMER PROTECTION ACT — 1986

Consumer Protection: refers to protection of consumers.

Importance of consumer protection: Consumer Protection is important due to a. Consumer

Ignorance, b. Un organized consumer, c. Government intervention , d. Consumer is the purpose of

business.

CONSUMER PROTECTION ACT — 1986: provides a. various rights and responsibilities to

consumers b. Safe guards customers against defective goods, deficient, services, unfair trade practice

,c. It also provides 3 tire redressal agencies.

Consumer Rights: a. Right to safety , b. Right to Information, c. Right to choice, d. Right to be

heard/Right to representation, e. Right to seek redressal. Right to Education.

Consumer Responsibilities: a. Consumer must exercise his right, b. Be a cautious consumer, c. Filing

complaints for redressal for genuine grievances, d. Consumer must be quality conscious, e. Do not

be carried away by advertisement, f. Insist on cash memo etc.

Redressal Agencies under the Consumer Protection Act.

District Forum: Consists of a President and two members , appointed by State Government and

deals with cases worth Rs. 20 lakhs or less.

State Commission: Consists of a President and two members , appointed by State Government and

deals with cases more than Rs. 20 lakhs less than one crore and cases aggrieved party of District

Forum .



National Commission: Consists of a President and four members , appointed by Central Government

and deals with cases more than Rupees one crore and cases aggrieved party of State Commission.

Role of Consumer Organisations:. Important consumer organisations working for the protection of

consumers are: Consumer Guidance Society of India (Mumbai),Citizen Action Group,
Mumbai,Consumer Education amd Research Centre(CERC)Ahmedabad, Common Cause, New

Delhi, Consumer Unity and Trust Society(CUTS)ETC. They perform the following functions.

Spreading Consumer awareness, collection of data and testing products, filing suits on behalf of

consumers, educating consumers etc

PLANNING

MEANING OF PLANNING: Planning is deciding in advance what is to do, when and where to

do, how is to do and by whom it should be done.
FEATURES OF PLANNING

1. It focuses on achieving objectives

2. It primary function of management

3. It planning is pervasive

4. It planning is continuous

5. It planning is futuristic

6. It planning involves decision making

7. It is a mental exercise.

IMPORTANCE OF PLANNING

1. Planning provides direction

2. It reduces the risk of uncertainty

3. It reduces overlapping and wasteful activities
4. It facilitates decision making

5. It promotes innovation

6. It establishes standards for controlling




STEPS INVOLVED IN PLANNING PROCESS
1. Setting objectives

2. Developing the planning premises

3. Identifying alternative courses of action

4. Evaluating alternative courses

5. Selecting an alternative

6. Implement the plan

7. Follow up action.

LIMITATIONS OF PLANNING

1. Planning leads to rigidity

2. Planning may not work in dynamic environment
3. Planning reduces creativity

4. Planning involves huge cost

TYPES OF PLANS

1. Objectives: Objectives are the end results towards which the activities are directed. The are the

end results of every activity.

2. Strategy: It is a comprehensive plan to achieve the organizational objectives.

3. Policy: Policies are general statements that guide thinking or channelize energies towards a

particular direction.
4. Procedure: procedures are required steps established in advance to handle future conditions.
5. Rules: Rules are norms regarding actions and non -actions of employees.

6. Programme: Programmes are the combination of goals, policies, procedures and rules. All these

plans together form a programme.
7. Methods: Methods are formalized way of doing routine and repetitive jobs.

8. Budget: It is the statement of expected results expressed in numerical terms.
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SINGLE USE PLAN: Single use plan will be used for single purpose.

STANDING PLAN: Standing plans furnishes broad guidelines for taking action consistent with

reaching organizational objectives

FINANCIAL MANAGEMENT

BUSINESS FINANCE - The money rquired for carrying out business activities is called business

finance.

FINANCIAL MANAGEMENT is concerned with optimum procurement as well as usage of

finance.

OBJECTIVES OF FINANCIAL MANAGEMENT

1.Wealth maximisation — Maximising shareholders’ wealth.

The market price of company’s shares is linked to three financial decisions.
a.Investment decision- Decision regarding investment in Fixed assets.
b.Financing decision — Decision regarding determination of sources of funds

c.Dividend decision — Decision regarding how much of the divisible profit to be distributed as

dividend to the shareholders.

FINANCIAL PLANNING - It is the preparation of a financial blueprint of an organisation’s future
operations.It ensures that enough funds are available at the right time in various departments so that

they can function smoothly.

CAPITAL STRUCTURE - Capital structure refers to the mix between owners” funds and

borrowed funds.
Factors affecting Capital Structure

1.Cash flow position

2.Cost of Debt

3.Risk consideration
4.Flexibility

5.Control




6.Return on Investment (ROI)
FIXED CAPITAL- Fixed capital refers to investment in long-term assets.
Factors affecting the requirement of Fixed Capital
1.Nature of Business- Trading concerns-less fixed capital
Manufacturing concerns-More fixed capital
2.Scale of operation- Large scale-More Fixed Capital
Small scale — Less Fixed Capital
3.Choice of Technique- Capital Intensive-more fixed capital

Labour intensive — less fixed capital

4.Technology upgradation — Needed frquently- more investment in fixed capital

Not needed frequently — Less investment in Fixed capital
5. Growth prospects- More chance for growth- More investment in-
-Fixed capital
Less chance for growth — Less investment in Fixed capital
6.Diversification — Chance for diversification more- More investment-
-in Fixed capital
Chance for diversification is less — less investment in Fixed capital
FACTORS AFFECTING WORKING CAPITAL REQUIREMENT
1.Nature of Business — Trading concerns — More working capital
Manufacturing concerns- Less working capital
2.Scale of operations — Large scale — More working capital
Small scale — Less working capital
3.Business cycle — Boom period — More working capital

Depression period- Less working capital
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4.Production cycle- Long operating cycle — More working capital
Short operating cycle — Less working capital
5.Seasonal factors — Peak season —More working capital
off season —Less working capital.
6.Credit allowed —Credit allowed period is long- More working capital
Credit allowed period is short- Less working capital

FINANCIAL MARKET

Concept of Financial Market

Financial Market is a market for creation and exchange of financial asset ssuch as shares, debentures,

treasury bills.

Functions of Financial Market

. Mobilisation of Savings and Channeling them into the most Productive Uses:

. Facilitating price Discovery

1
2
3. Providing Liquidity to Financial Assets
4

. Reducing the Cost of Transactions

Classification of Financial Markets

MONEY MARKET: The money market is a market for short term funds which deals in monetary

assets whose period of maturity is up to one year.

The major participants in the market are the Reserve Bank of India (RBI), Commercial Banks, Non

Banking Finance Companies, State Governments, Large Corporate Houses and Mutual Funds.

MONEY MARKET INSTRUMENTS

1.Treasury Bill

2. Commercial Paper
3. Call Money
4.Certificate of Deposit




* 5. Commercial Bill
CAPITAL MARKET -The term capital market refers to facilities and institutional arrangements

through which long-term funds both debt and equity are raised and invested.
Capital market is further sub- classified into Primary Market and Secondary Market.

PRIMARY MARKET: The primary market is also known as the new issues market. It deals with

new securities being issued for the first time.

Methods of Floatation

There are various methods of floating new issues in the primary market :

1. Offer through Prospectus-This involves inviting subscription from the public through issue of

prospectus.

. Offer for sale-securities are not issued directly to the public but are offered for sale through
intermediaries

. Private Placement-Private placement is the allotment of securities by a company to institutional
investors and some selected individuals.

. Rights Issue-This is a privilege given to existing shareholders to subscribe to a new issue of
shares according to the terms and conditions of the company

. E-IPOs-A company proposing to issue capital to the public through the on-line system of the

stock exchange.
SECONDARY MARKET

The secondary market is also known as the stock market or stock exchange. It is a market for the

purchase and sale of existing securities.

® [t helps existing investors to disinvest and fresh investors to enter the market

® [t also provides liquidity and marketability to existing securities

® [t also contributes to economic growth by channelising funds towards the most productive

investments through the process of disinvestment and reinvestment.
STOCK EXCHANGE

A stock exchange is an institution which provides a platform for buying and selling of existing

securities.




According to Securities Contracts (Regulation) Act 1956, stock exchange means any body of
individuals, whether incorporated or not, constituted for the purpose of assisting, regulating or

controlling the business of buying and selling or dealing in securities.
Functions of a Stock Exchange

1. Providing Liquidity and Marketability to Existing Securities:
. Pricing of Securities
. Safety of Transaction:
. Contributes to Economic Growth:
. Spreading of Equity Cult

. Providing Scope for Speculation:
TRADING PROCEDURE ON A STOCK EXCHANGE
Trading procedure on a stock exchange has the following steps :

. Selection of a broker

. Opening of a Demat Account with depository
. Placing the order

. Executing the order

. Settlement.

Depository Services is an organization which holds securities of investors in electronic form at

the request of the investors through a registered depository participant.

Dematerialisation is the process by which physical share certificates are converted to an

equivalent number of securities in electronic form. Securities converted into

demateriaslised form are held in a Demat Account.

Demutualisation is the separation of the ownership and management of stock exchanges from

the trading rights of members.

SECURITIES AND EXCHANGE BOARD OF INDIA (SEBI)
The Securities and Exchange Board of India was established by the Government of India on 12

April 1988 as an interim administrative body to promote orderly and healthy growth of securities

market and for investor protection.
Objectives of SEBI

1. To regulate stock exchanges and the securities industry to promote their orderly functioning.
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. To protect the rights and interests of investors, particularly individual investors and to guide

and educate them.

. To prevent trading malpractices and achieve a balance between self regulation and statutory

regulation of securities.

. To regulate and develop a code of conduct and fair practices by intermediaries like brokers,

merchant bankers etc., with a view to making them competitive and professional.

Functions of SEBI: The functions performed by SEBI can be broadly classified into three

segments.

Regulatory Functions

Registration of brokers and sub brokers and other players in the market.
Registration of collective investment schemes and Mutual Funds.
Regulation of takeover bids by companies.

SEBI conducts enquiries and audit of stock exchanges

Protective Functions

. Prohibition of fraudulent and unfair trade practices.

Controlling insider trading and takeover bids and imposing penalties for such practices.

1

2.

3. Undertaking steps for investor protection.
4

. To regulate and develop a code of conduct and fair practices by intermediaries.

Development Functions

1. Investor education
2. Training of intermediaries
3. Conducting research and publishing information useful to all market participants.

DIFFERENCE BETWEEN MONEY MARKET AND CAPITAL MARKET

BASIS OF MONEY MARKET CAPITAL MARKET
DIFFERENCE

Instruments Treasury Bill

2. Commercial Paper Debentures

3. Call Money
* 4.Certificate of Deposit

Shares

* 5. Commercial Bill
Period Short Term Long Term




Participants Reserve Bank of India (RBI),
Commercial Banks, Non-Banking | Shares, Debentures, Bonds,
Finance Companies, State Retained Earnings etc.
Governments, Large Corporate
Houses and Mutual Funds.
Risk Factor Low High

High Low
Liquidity
DIFFERENCE BETWEEN PRIMARY MARKET AND SECONDARY MARKET

BASIS OF Primary market Secondary Market
DIFFERENCE
Meaning The market place for new shares | It does not provide funding to

is called primary market. companies.

Type of Purchasing | Direct Indirect

Buying and Selling | Company and Investors Investors

between

Intermediary Underwriters Brokers

How many times a | Only once Multiple times

security can be
sold?

MARKETING MANAGEMENT

Marketing management: It deals with planning, organizing and controlling the activities related to

the marketing of goods and services to satisfy the consumer’s wants. Its aim to achieve the
organizational goals at minimum cost by: -

1. Analyzing and planning marketing activities

2. Implementing the marketing plans.3-Setting control mechanism.

Marketing management philosophy/Concept
(1) Product concept

(i1) Production concept

(i11) Selling concept

(iv) Marketing concept

(v) Social concept

Functions of marketing

1. Marketing research




. Marketing planning

. Product planning development

. Packaging and labeling, Branding.
. Customer support service

. Storage and warehousing

. Transportation

. Promotion
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. Standardization and grading
10. Pricing Fixing
Marketing mix

Marketing mix includes all those activities, rules, procedures etc. which requires attaining success
in the market.

Elements of marketing mix:

1. Product Mix-Product mix includes all those decisions, Activities, procedures which are
related to the product such as features, quality, packaging etc.

2. Price Mix-It includes all those factors which are considered while determining of the price
of the product.

3. Place Mix— It includes those activities which are related to movement of goods from the
manufactures to the consumers and thus creates place utility.

4. Promotion Mix- - Promotional techniques are used to create product awareness amongst
the potential target customers and persuade them to purchase the product. Like- advertising,
personal selling, publicity and sales promotion etc. Channels of distribution, Physical

distribution, Cost and service trade off in Logistics.

Packaging -Refers to the act of designing and producing the container, box or a wrapper of a

product.
Levels of Packaging —
1. Primary Packaging- It refers to the product’s immediate container. Like- toothpaste tube.
2. Secondary Packaging- It refers to the additional package, which provides additional layer
protection to the product. Like- Cardboard box for toothpaste.
3. Transportation Packaging-it refers to further packing, which is necessary to protect the
product in the process of transportation and storage.
Functions of packaging.-
1. Product identification
2. Product protection
3. Facilitating use of the product
4. Product promotion
Branding
Branding is the process of giving a name of or a sign or a symbol to a product. Such as Polo,
LG etc.
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Qualities of a good brand name-

1. Short- Brand name should be short so that anyone can remember, spell it.

2. Relevant to the functions- Name of the product should be relevant to the product’s
functions and suggest the producer’s benefits and qualities.

3. Adaptable to packing of labeling- Brand name should be adaptable to packing of labeling
requirement .

Advantages of branding:

a) Brand name helps in advertising in easier way

b) Brand name establishes the permanent identify of the product.

c¢) Brand name promotes repurchasing.

d) Competition becomes easier with the help of brand loyalty.

Price: It is the worth of a product or service in monetary terms. This money represents the
sum of values that consumers exchange for the benefits of having or using the product of service.
Factors considered before fixing price are

a) Cost of product- It includes the total cost of producing, distributing and selling the product
like- Fixed Cost, variable costs, Semi-variable cost.

b) Competition in the market-Competitors prices and their anticipated reaction must be
considered before fixing the price of a product.

¢) Utility and Demand of the product- The maximum price a buyer is willing to pay is the
value of the utility of the product and minimum price a seller is willing to offer is the cost

of the product.

d) Pricing Objectives-

1- Price Maximization, 2-Obtaining market shares, 3-Survivibg in a competitive market etc.
Place mix: It refers to a set of decisions that need to be taken in order to make the product
available to the consumers for purchase and consumption.

Channels of distribution.—

a) Direct Channel (Zero level) — In this channel manufacturer sells his product directly to

tne consumers without using any intermediary. Like-Bata, Amway etc.

b) Indirect Channel — When manufacturer involves one or more intermediary to sell or
distribute their product to the customers. Indirect distribution network are-

1. One Level Channel —This channel of distribution involves one intermediary to transfer

of goods from manufactures to the consumers.

Manufacturer Retailer Customer
2. Two Level Channel —This channel of distribution involves two intermediaries to
transfer of goods from manufactures to the consumers.

Manufacturer —Wholesaler: Retailer Customer

2. Three Level Channel —This channel of distribution involves three intermediaries to

transfer of goods from manufactures to the consumers.

Manufacturer -—Agent wholesaler ——Retailer: Customer
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Promotion mix: It is concerned with activities that are undertaken to communicate

with both customers and participate in the channel of distribution such that sales goals

are realized.

Elements of Promotion Mix-

Advertising - 2-Personal Selling 3- Sales Promotion 3.Publicity

Adbvertising: It is defined as any paid form of non-personal presentation or promotion

of ideas, goods or services by an identified sponsor.

Merits: 1) Mass reach 2) Enhancing customer satisfaction 3) Expressiveness 4) Economical

Limitations: 1) Less forceful 2) Lack of feed back 3) Inflexibility 4) Low effectiveness
Objections to advertisement

a) Adds to Costs: Advertising costs are passed on to the consumers in the form of high prices.
b) Some Advertisements are in bad taste.

c¢) Undermines social values.

d) Confuses the buyers.

e) Encourages the sale of inferior goods.

Personal selling: It involves face-to-face interaction between the seller and the prospective
buyer.

Features: 1) Personal interaction 2) Two way communication 3) Better response 4) Relationship
Qualities of a good sales man:

1) Physical Qualities — personality , stamina, health, tolerance

i1) Mental Qualities — mental alertness, sharp memory, initiative, imagination and self
confidence.

i11) Social Qualities — Sociality, tact, sound character, sweet nature.

1iv) Vocational qualities — Knowledge of product, knowledge of competitive products, training

and aptitude.

Sales promotion: It refers to short term use of incentives or other promotion activities that seek
to stimulate interest.

a) Rebates b) Refunds c) Discounts d) Quantity deals

e) Contents f) Packaged premium g) Container premium h) Premium Gifts

h) Sampling 1) Free in mail premiums

Public relations-Public relations are the deliberate, planned and sustained effort to establish and
maintain understanding between an organization and its public.

Role of public relations:

1) More credible. i1 ) Economical Medium

1i1) Image building iv) Boosts the sales of the organization.

Various public relation tools to shape the public image if the organisation

a) News b) Speeches

c) Events d) Written Materials

e) Public service activities




Principles of management

A managerial principle is a broad and general guideline for decision-making and behaviour.

The following points summarise the nature of principles of management.
(i) Universal applicability: The principles of management are intended to apply to all types of organisations,
business as well as non-business, small as well large, public sector as well as private sector, manufacturing as
well as the services sectors.

(i1) General guidelines: The principles are guidelines to action but do not provide readymade, straitjacket
solutions to all managerial problems. This is so because real business situations are very complex and dynamic and
are a result of many factors.

(iii) Formed by practice and experimentation: The principles of management are formed by experience and
collective wisdom of managers as well as experimentation.

(iv) Elexibile: The principles of management are not rigid prescriptions, which have to be followed absolutely. They
are flexible and can be modified by the manager when the situation so demands.

(v) Mainly behavioural: Principles of management are mainly behavioural in nature and enable a better
understanding of the relationship between human and material resources in accomplishing organisational purposes.

(vi) Cause and effect relationships: The principles of management are intended to establish relationship between
cause and effect so that they can be used in similar situations in a large number of cases. As such, they tell us if a
particular principle was applied in a particular situation, what would be its likely effect.

(vii) Contingent: The application of principles of management is contingent or dependent upon the prevailing
situation at a particular point of time. The application of principles has to be changed as per requirements. For
example, employees deserve fair and just remuneration. But what is just and fair is determined by multiple factors.

The significance of principles of management can be discussed in terms of the following points:

(i) Providing managers with useful insights into reality: The principles of management provide
the managers with useful insights into real world situations. Adherence to these principles will
add to their knowledge, ability and understanding of managerial situations and circumstances.

(i) Optimum utilisation of resources and effective administration: Resources both human and

material available with the company are limited. They have to be put to optimum use. Principles
equip the managers to foresee the cause and effect relationships of their decisions and actions.
As such the wastages associated with a trial-and-error approach can be overcome.

(iii) Scientific decisions: Management principles help in thoughtful decision-making. They
emphasise logic rather than blind faith. Management decisions taken on the basis of principles
are free from bias and prejudice.

(iv) Meeting changing enviornment requirements: Although the principles are in the nature of
general guidelines but they are modified and as such help managers to meet changing
requirements of the environment.

(v) Fulfilling social responsibility: Management theory and management principles have also
evolved in response to these demands. Moreover, the interpretation of the principles also
assumes newer and contemporary meanings with the change in time. So, if one were to talk of
‘equity’ today, it does not apply to wages alone. Value to the customer, care for the environment,
dealings with business associates would all come under the purview of this principle.

(vi Management training, education and research: Principles of management are at the core of
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management theory. As such these are used as a basis for management training, education and
research.

Conclusion:
In conclusion it can be said that understanding the meaning, nature and significance of
principles of management will help us to appreciate their applicability in real life situations.

Henri Fayol

Writings: Administration industrielle et générale. It was published in English as General
and Industrial Management in 1949 and is widely considered a foundational work in classical
management theory.

he is also known as the ‘Father of General Management’

The 14 principles of management given by him are:

(i) Division of Work:
Work is divided into small tasks/jobs.
A trained specialist who is competent is required to perform each job.
Thus, division of work leads to specialisation.
According to Fayol, “The intent of division of work is to produce more and better work for
the same effort. Specialisation is the most efficient way to use human effort.”
This results in efficient and effective output.
Thus, in a company we have separate departments for finance, marketing, production and
human resource development etc.

(ii) Authority and Responsibility:

e According to Fayol, “Authority is the right to give orders and obtain obedience, and
responsibility is the corollary of authority. The two types of authority are official authority,
which is the authority to command, and personal authority which is the authority of the
individual manager.”

Managers require authority commensurate with their responsibility.
There should be a balance between authority and responsibility.

(iii) Discipline:
e Discipline is the obedience to organisational rules and employment agreement.
e According to Fayol, discipline requires good superiors at all levels, clear and fair
agreements and judicious application of penalties.

(iv) Unity of Command:
According to Fayol there should be one and only one boss for every individual employee.
If an employee gets orders from two superiors at the same time the principle of unity of
command is violated.
The principle of unity of command states that each participant in a formal organisation
should receive orders from and be responsible to only one superior.
Fayol gave a lot of importance to this principle. He felt that if this principle is violated
“authority is undermined, discipline is in jeopardy, order disturbed and stability
threatened”.

(v) Unity of Direction:
All the units of an organisation should be moving towards the same objectives through
coordinated and focussed efforts.

Each group of activities having the same objective must have one head and one plan.
This ensures unity of action and coordination.

Difference between Unity of Command and Unity of Direction
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Basis

Unity of Command Unity of Direction

1. Meaning One subordinate should receive Each group of activities having same

orders from and should be objective must have one head and one
responsible to only one superior. plan.

It prevents dual subordination. It prevents overlapping of activities.

3. Implications It affects an individual employee. It affects the entire organisation.

(vi) Subordination of Individual Interest to General Interest:
Every worker has some individual interest for working in a company. The company has got
its own objectives.

The interests of an organisation should take priority over the interests of any one
individual employee according to Fayol.

(vii) Remuneration of Employees:

The overall pay and compensation should be fair to both employees and the organisation.
The employees should be paid fair wages, which should give them at least a reasonable
standard of living.

At the same time it should be within the paying capacity of the company.

In other words, remuneration should be just and equitable.

This will ensure congenial atmosphere and good relations between workers and
management.

(viii) Centralisation and Decentralisation:

The concentration of decision-making authority is called centralisation whereas its
dispersal among more than one person is known as decentralisation.

According to Fayol, “There is a need to balance subordinate involvement through
decentralisation with managers’ retention of final authority through centralisation.”

(ix) Scalar Chain:

The formal lines of authority from highest to lowest ranks are known as scalar chain.
According to Fayol, “Organisations should have a chain of authority and communication
that runs from top to bottom and should be followed by managers and the subordinates.”
Let us consider a situation where there is one head ‘A’ who has two lines of authority
under her/him. One line consists of B-C-D-E-F. Another line of authority under ‘A’ is L-
M-N-O-P. If ‘E’ has to communicate with ‘O’ who is at the same level of authority then
she/he has to traverse the route E-D-C-B-A-L-M-N-O. This is due to the principle of
scalar chain being followed in this situation. According to Fayol, this chain should not be
violated in the normal course of formal communication.

However, if there is an emergency then ‘E’ can directly contact ‘O’ through ‘Gang Plank’ as
shown in the diagram. This is a shorter route and has been provided so that
communication is not delayed.




Gang Plank

Scalar Chain

(x) Order:

According to Fayol, “People and materials must be in suitable places at appropriate time
for maximum efficiency.”

The principle of order states that ‘A place for everything (everyone) and everything
(everyone) in its (her/his) place’.

Essentially it means orderliness.

If there is a fixed place for everything and it is present there, then there will be no
hindrance in the activities of business/ factory.

This will lead to increased productivity and efficiency.

(xi) Equity:

This principle emphasises kindliness and justice in the behaviour of managers towards
workers.
This will ensure loyalty and devotion.

Lazy personnel should be dealt with sternly to send the message that everyone is equal in
the eyes of the management.

There should be no discrimination against anyone on account of sex, religion, language,
caste, belief or nationality etc.

Equal opportunities should be available for everyone to rise.

(xii) Stability of Personnel:

“Employee turnover should be minimised to maintain organisational efficiency”, according
to Fayol.

Personnel should be selected and appointed after due and rigorous procedure.

Once selected they should be kept at their post/position for a minimum fixed tenure.

They should have stability of tenure.

They should be given reasonable time to show results.

Any adhocism in this regard will create instability/insecurity among employees.

They would tend to leave the organisation.

Recruitment, selection and training cost will be high.

(xiii) Initiative:

Workers should be encouraged to develop and carry out their plans for improvements
according to Fayol.

Initiative means taking the first step with self-motivation.

Initiative should be encouraged.

But it does not mean going against the established practices of the company for the sake
of being different.

A good company should have an employee suggestion system whereby
initiative /suggestions which result in substantial cost/time reduction should be rewarded.
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(xiv) Espirit De Corps:
Management should promote a team spirit of unity and harmony among employees,
according to Fayol.
In the absence of Team Sprit, there will be a loss of coordination.
A manager should replace T’ with ‘We’ in all his conversations with workers to foster team
spirit.
This will give rise to a spirit of mutual trust and belongingness among team members. It
will also minimise the need for using penalties.

5 LIFE TIME: March 20,1856 to March 21, 1915

PROFESSION: American mechanical engineer
EDUCATION: Degree in Mechanical Engineering from Stevens Institute of Technology in 1883.
WRITINGS:1. ‘The Principles of Scientific Management’ series of articles published in ‘The American Magazine’

POSITIONS HELD—
1. Apprentice Machinist in 1874.
2. Executive at Midville Steel Company in 1884.
3. At Bethlehem Iron Company in 1898, which later became Bethlehem Steel Company.

= 4. Professor at ‘“Tuck School of Business’ founded in 1900.
Fredrick Winslow Taylor | 5 president of ‘American Society of Mechanical Engineers’ from 1906 to 1907.
‘Father of Scientific

Management’.

In the words of Taylor, “Scientific management means knowing exactly what you want men
to do and seeing that they do it in the best and cheapest way.”

(i) Science not Rule of Thumb: Taylor believed that there was only one best method to
maximise efficiency. This method can be developed through study and analysis. The
method so developed should substitute ‘Rule of Thumb’ throughout the organisation.
Scientific method involved investigation of traditional methods through work-study, unifying the
best practices and developing a standard method, which would be followed throughout the
organisation. This can result in tremendous saving of human energy as well as wastage of time
and materials. The more sophisticated the processes, greater would be the savings.

In the present context, the use of internet has brought about dramatic improvements in internal
efficiencies and customer satisfaction.

(i) Harmony, Not Discord: Factory system of production implied that managers served as a link
between the owners and the workers. Since as managers they had the mandate to ‘get work done’
from the workers, it should not be difficult for you to appreciate that there always existed the
possibility of a kind of class-conflict, the mangers versus workers. Taylor recognised that this
conflict helped none, the workers, the managers or the factory owners. He emphasised that there
should be complete harmony between the management and workers. Both should realise
that each one is important. To achieve this state, Taylor called for complete ‘mental
revolution’ on the part of both management and workers. It means that management and
workers should transform their thinking. In such a situation even trade unions will not think of
going on strike etc. Management should share the gains of the company, if any, with the workers.

At the same time workers should work hard and be willing to embrace change for the good of the

company. Both should be part of the family.

(iij Cooperation, Not Individualism: There should be complete cooperation between the
labour and the management instead of individualism. This principle is an extension of
principle of ‘Harmony not discord’. Competition should be replaced by cooperation. Both
should realise that they need each other.

For this, management should not close its ears to any constructive suggestions made by the

employees. They should be rewarded for their suggestions which results in substantial reduction
in costs. They should be part of management and, if any important decisions are taken, workers
should be taken into confidence.
At the same time workers should desist from going on strike and making unreasonable demands
on the management. In fact when there will be open communication system and goodwill there
will be no need for even a trade union. Paternalistic style of management, whereby the employer
takes care of the needs of employees, would prevail as in the case of Japanese companies.
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According to Taylor, there should be an almost equal division of work and responsibility between
workers and management. All the day long the management should work almost side by side
with the workers helping, encouraging and smoothing the way for them.

(iv) Development of Each and Every Person to His or Her Greatest Efficiency and Prosperity:
Taylor was of the view that the concern for efficiency could be built in right from the process of

employee selection. Each person should be scientifically selected. Then work assigned should
suit her/his physical, mental and intellectual capabilities. To increase efficiency, they should
be given the required training. Efficient employees would produce more and earn more. This
will ensure their greatest efficiency and prosperity for both company and workers.

Functional Foremanship

Taylor advocated separation of planning and execution functions. This concept was extended to
the lowest level of the shop floor. It was known as functional foremanship. Under the factory
manager there was a planning in-charge and a production in-charge. Under planning in-charge
four personnel namely instruction card clerk, route clerk, time and cost clerk and a
disciplinarian worked. These four personnel would draft instructions for the workers, specify the
route of production, prepare time and cost sheet and ensure discipline respectively.
Under Production in-charge, personnel who would work were speed boss, gang boss, repair boss,
and inspector. These respectively were responsible for timely and accurate completion of job,
keeping machines and tools etc., ready for operation by workers, ensure proper working
condition of machines and tools and check the quality of work.
Functional foremanship is an extension of the principle of division of work and specialisation to
the shop floor. Each worker will have to take orders from these eight foremen in the related
process or function of production. Foremen should have intelligence, education, tact, grit,
judgment, special knowledge, manual dexterity, and energy, honesty and good health.
Factory Manager
|

| |
Planning In-charge Production In-charge
Instruction Card Clerk Speed Boss
Route Clerk Gang Boss
Time & Cost Clerk Repair Boss
Disciplinarian Inspector

Standardisation and Simplification of work

According to Taylor scientific method should be used to analyse methods of production prevalent
under the rule of thumb. The best practices can be kept and further refined to develop a
standard which should be followed throughout the organisation. This can be done through work-
study techniques which include time study, motion study, fatigue study and method study.
Standardisation refers to the process of setting standards for every business activity; it
can be standardisation of process, raw material, time, product, machinery, methods or
working conditions.

These standards are the benchmarks, which must be adhered to during production. The
objectives of standardisation are:

(i) To reduce a given line or product to fixed types, sizes and characteristics.
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(ii) To establish interchange ability of manufactured parts and products.
(iii) To establish standards of excellence and quality in materials.
(iv) To establish standards of performance of men and machines.
Simplification aims at eliminating superfluous varieties, sizes and dimensions.

Method Study

The objective of method study is to find out one best way of doing the job. To determine the
best way there are several parameters. Right from procurement of raw materials till the final
product is delivered to the customer every activity is part of method study.

The objective of the whole exercise is to minimise the cost of production and maximise the quality
and satisfaction of the customer.

Motion Study

Motion study refers to the study of movements like lifting, putting objects, sitting and changing
positions etc., which are undertaken while doing a typical job. Unnecessary movements are
sought to be eliminated so that it takes less time to complete the job efficiently.

Time study

It determines the standard time taken to perform a well-defined job. Time measuring devices
are used for each element of task. The standard time is fixed for the whole of the task by taking
several readings. The method of time study will depend upon volume and frequency of the task,
the cycle time of the operation and time measurement costs. The objective of time study is to
determine the number of workers to be employed; frame suitable incentive schemes and
determine labour costs.

Fatigue Study

A person is bound to feel tired physically and mentally if she/he does not rest while working. The
rest intervals will help one to regain stamina and work again with the same capacity. This will
result in increased productivity. Fatigue study seeks to determine the amount and frequency
of rest intervals in completing a task.

Differential Piece Wage System

Taylor was a strong advocate of piece wage system. He wanted to differentiate between efficient
and inefficient workers. The standard time and other parameters should be determined on the
basis of the work-study. The workers can then be classified as efficient or inefficient on the basis
of these standards. He wanted to reward efficient workers. So he introduced different rate of wage
payment for those who performed above standard and for those who performed below standard.
For example, it is determined that standard output per worker per day is 10 units and those who
made standard or more than standard will get Rs. 50 per unit and those below will get Rs. 40 per
unit. Now an efficient worker making 11 units will get 11 x 50= Rs. 550 per day whereas a
worker who makes 9 units will get 9x40 = Rs. 360 per day.

According to Taylor, the difference of Rs. 190 should be enough for the inefficient worker to be
motivated to perform better.

Mental revolution involves a change in the attitude of workers and management towards one
another from competition to cooperation. Both should realise that they require one another. Both
should aim to increase the size of surplus. This would eliminate the need for any agitation.
Management should share a part of surplus with workers. Workers should also contribute their
might so that the company makes profits. This attitude will be good for both of them and also for
the company. In the long run only worker’s well-being will ensure prosperity of the business.




Basis of | Henri Fayol F. W. Taylor
difference
Perspective | Top level Shop floor level of a factory
management

Unity of | Staunch Proponent Did not feel that it is important as under functional
Command foremanship a worker received orders from eight
specialists.

Applicability | Applicable universally | Applicable to specialised situations

Basis of | Personal experience Observations and experimentation
formation

Focus Improving overall | Increasing Productivity
administration

Personality | Practitioner Scientist

Expression | General Theory of | Scientific Management
Administration

CASH FLOW STATEMENT

Cash flow statement is a statement showing inflow and outflow of cash and cash equivalents.
Cash : it comprises cash in hand and demand deposits.

Cash equivalent : these are short term, highly liquid investments that are readily convertible in cash

and which present insignificant risk of changes in their values. Marketable securities, commercial

papers.

Uses/ objectives of cash flow statement:
Useful for short term financing planning
Useful for preparing the cash budget
Comparision with the cash budget
Study of the trend of cash receipts and payments.
Helpful in making dividend decisions.

Cash flow is classified into 3 activities as follows

Operating activity : mainly revenue generating activities of an enterprise.

Investing activity: It includes the purchase and sale of long term assets such as land and
buildings, plant and machinery etc not held for resale

Financing activity: Financing activities are the activities that result in change in capital and
borrowings of the enterprise.

Classification of business activities as per AS- 3 showing “Cash Inflows” and “Cash Outflows”.
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OPERATINlG ACTIVITIES

1. CA&L—) INFLOWS

1. Cash sales

il. Cash received from royalty ,
Fees and commission

iii.  Cash received from debtors/

Trade receivables.

CASH INFLOWS IN CASE OF
FINANCING COMPANIES

Interest and dividend received
In cash

Proceeds from sale of securities
Loans and advances repaid

By third parties

\’

2. CAS&L OUTFLOWS
1) Cash purchases
i1) Cash paid to creditors/
trade receivables
ii1) Payment of operating
Expenses like wages,

Salaries, office and selling expenses, etc.
1v) payment of Income tax.
CASH OUTFLOWS IN CASE OF FINANCIAL
COMPANIES

v) interest paid in cash

vi) payment for purchase of
securities.

vii) loans and advances to third

parties.

INVESTIN G\VACTIVITIES

l

CASH INFLOWS

a. Proceeds from sale of fixed assets
. Proceeds from sale of non- current
Investment
c. Interest received on debentures

. Dividend received on shares

CASH OUTFLOWS

a. purchase of fixed assets

b. purchase of non current

investment

FINANCING ACTIVITIES

%

l

CASH INFLOWS

}

CASH OUTFLOWS




Proceeds from issue of shares
In cash
Proceeds from 1ssue of debentures

In cash

Proceeds from long term borrowings

a. issue of shares

b. payment for redemption of

preference shares

c. payment for redemption of
debentures

D repayment of loans

E repayment of dividend

F payment of interest




Cash Flow Statement ( AS-3 Revised)
Cash Flow Statement of ...........Co. Ltd. for the year ended......cccevurae
Particulars
(A) Cash Flows from Operating Activities:
Net Profit of the current year [Closing P&L less Opening P&L]
Add: Transfer to Reserves
: Proposed dividend for Current Year
: Interim dividend paid during the year
: Provision for tax made during the current year
Less: Refund of tax
Net Profit before Tax and Extraordinary Item
Adjustments for non - cash and non - operating items:
Add: Depreciation on Fixed Assets
: Amortisation of Intangible Assets
: Other Non- Current assets written off
: Interest on long-term borrowings
: Loss on Sale of Land & Building
Less: Interest / Dividend/ Rental Income
: Profit on sale of Fixed Assets
Operating Profit Before Working Capital Changes
Add: Decrease in Current Assets:
: Increase in Current Liabilities:
less: Increase in Current Assets:
: Decrease in Current Liabilities:
Cash Generated from Operations
Less: Income Tax Paid
Net Cash from (or used in) Operating Activities

(B) Cash Flows from Investing Activities:
Add: Proceeds from Sak of Tangible Fixed Assets
: Proceeds from Sale of Intangible Fixed Assets
: Proceeds from Sale of Non-Current Investments
- Interest / Dividend/ Rental Income Received
Less: Purchase of Tangible Fixed Assets
: Purchase of Intangible Fixed Assets
: Purchase of Non-Current Investments
Net Cash from (or used in ) Investing Activities
(C) Cash Flow from Financing Activities:
Add: Proceeds from issue of Equity and Preference Shares
: Proceeds from Debentures / Long-term Borrowings
less: Final Dividend Paid
: Interim Dividend Paid
: Interest on Long-term borrowings paid
: Repayment of Loan
: Redemption of Debentures and Preference Shares
Net Cash from (or used in) Financing Activities
Net Increase (or Decrease) in Cash & Cash Equivalents (A +B+C)
(D) Add: Cash and Cash Equivalents in the beginning
(E) Cash and cash Equivalents at the end of the vear

WORKING NOTES

When provision for depreciation /accumulated depreciation account is maintained




FIXED ASSETS

Particulars . Particulars Rs.

To balance b/d By provision for depreciation .....

To statement of profit and loss*.... By bank (sale of assets)
To bank (purchase of assets .... By statement of P&L *

By balance c/d

PROVISION FOR DEPRECIATION/ACCUMULATED DEPRECIATION A/C

Particulars Rs. Particulars Rs.
To fixed assets By balance b/d

To balance c/d By depreciation

PROVISION FOR TAXATION
Particulars . Particulars
To bank (paid) By balance b/d

To balance c/d By statement of profit and loss ....
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FINANCIAL MARKET

1.Which one of the following is a market for creating and exchanging financial assets such as

Sharesand Debentures.

(a) Capital Market
(b) Money Market
(¢) Financial Market

2. Which one of the following is the classification of financial market?
(a) Money Market and Capital Market
(b) Primary Market and Secondary Market
(c) None of these
is not a money market instrument
(a) Treasury Bills
(b) Call money
(c) Equity shares

4. Under which method of floatation, the new securities are offered to an intermediary at a

fixed price,
They further resell the same to the general public
(a) Offer for sale
(b) Public issue
(c) Private placement

5. What is the maturity period of Commercial Paper
(a) 30 days to 365 days
(b) 15 days to 365 days

(c)up to 1 year




6. What are the two alternative mechanisms through which allocation of funds can be done?
(a) Banks and financial market

(b) Banks and financial institution

(c) Banks and Stock exchange

is an institution which holds the shares of an investor in electronic form

(b) Depository
(c) Stock Exchange
8. What is the settlement period in a stock market?
(a) T+2
(b) T+1
(c)T+3
. Certificate of deposit is issued by
(a) RBI
(b) Banks and financial institutions
(c) Commercial banks and Development financial institutions
10. Which of the following account is necessary for buying and selling of securities?
(a) Trading a/c
(b) Demat account

(c) Saving a/c

PLANNING

1 Offering 30% job to women what type of plan is it?
A)Policy b)strategy  c)rules d) procedures

2 Name the function of management is considered a base for all other functions
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a) Planning  b) organising ¢) procedures d) policy
3 A company allows only eight leaves for his employees during one year.identify the type of plan.
a) Rules b) policy  c¢)strategy  d) procedure
4) Name the plan which specifies detail step by step presentation of a job.
a) Planning b) organising c)staffing d)policy
5) Without one function of management the controlling function is not possible name the concerned
function
a) Planning b) organising c) staffing  d) directing
6) No smoking in office “is an example of which type of plan?
a) Rules b) policy c¢) procedure d) strategy
7) Puneet electronics decided to sell television sets though exchange of old television sets .which
types of plan is it?
a) Strategy  b) policy  c¢) planning d) rules
8) Mc Donald co, does not give its franchise to any other co. which is running food business . This
is related to which type of plan?

a) policy b)procedure c) strategy  d) rules

9) What is meant by single use plan and standing plan?

10) A company needs a detailed plan for its new project -construction of shopping mall what type of

plan is it?

Cash Flow Statements

1. As per Accounting Standard-3, Cash Flow is classified into
a) Operating activities and investing activities
b) investing activities and financing activities
c¢) Operating activities and financing activities

d) Operating activities, financing activities and investing activities
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2. Cash Flow Statement is also known as

a) Statement of Changes in Financial Position on Cash basis
b) Statement accounting for variation in cash
c)Bothaandb

d) None of the above.

3. The objectives of Cash Flow Statement are
A) Analysis of cash position

B) Short-term cash planning

C) Evaluation of liquidity

D) Comparison of operating Performance

a) Both A and B

b) Both A and C

c) Both B and D

d)A,B,C,D

4. In cash flow statement, the item of interest is shown in
A) Operating Activities

B) Financing Activities

C) Investing Activities

a) Both A and B

b) Both A and C

c) Both B and C

d)A,B,C

. While preparing cash flow statement what type of activity is ‘payment of cash to acquire

debentures by an investment company?

6. Cash Flow Statement is based upon
a) Cash basis of accounting

b) Accrual basis of accounting

c¢) Credit basis of accounting
d) None of the above

7. Which of the following statements are false?

A) Cash Flow Statement is helpful in the formation of policies.

B) Cash Flow Statement is useful for external analysis

C) Cash Flow Statement is helpful in estimating future cash flow

a) Both A and B b) Both A and C c) Both Band C d) None of the above
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8. Which of the following statements are true?

A) Cash flow reveals only the inflow of cash

B) Cash flow reveals only the outflow of cash

C) Cash flow is a substitute for income statement

D) Cash flow statement is not a replacement of funds flow statement.

a) Only A

b) Only B

c) Both B and C

d) Only D

9. In a statement of cash flows, a company investing in short-term Financial investments

and in fixed assets results in

. Increased cash
. decreased cash
. increased liabilities

. Increased equity

10. Interest paid by an investment company will added to while calculating cash

flow from operating activity?

SHARES

1. In what situation the given formula is used: Allotted shares/ issued shares* failed shares
A. when applied shares are calculated =~ B. When allotted shares are calculated
c. when both allotted and issued shares D. No place to use
Are calculated together
2. When we calculate capital reserve in case the amount is applied in formula like this
CR =(R/F*P) — L (1000/1000*20000) — 2000 this situation represent

A. When forfeited shares lesser then re issued shares
B. When forfeited shares r more then re issued shares
C. When the complete forfeited shares are re issued

D. When forfeited shares are not re issued .

3. Pro rata allotment and rejected applications are possible when the received shares are
A.More than the issue B. less than the issue C. equal to issue D. Not issued

4. The rate of interest calculated on calls in arrears and calls in advance are
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A 5&6% B.6 & 5% C.12 & 10% D. 10 & 12%

5. Equity share capital is otherwise known as
A. sinking Fund B.Ownership fund C.Reserve Fund  D. Borrowed Fund
6. When the received shares are equal to issued shares which of the following is possible

A. Pro-rata allotment B. Rejected application C. Refund of share amount D. Nothing is possible
7. Forfeited shares amount is treated as

A. profit B. Loss C. profit & loss D.None of them
8. In what situation surplus application money is calculated for a candidate

A. When he paid full money on shares B. When he failed pay on allotment

C. when he failed to pay on first call ~ D. when he failed to pay on second call

II. TRUE OR FALSE
9. Is it possible to use reserve capital whenever we want (YES/NO)
10. Forfeited shares cannot be reissued at profit (YES/NO)

11. Capital reserve is transferred to general reserve (YES/ NO)

12. It is possible to prepare journal entries for issue of shares at premium and at discount
Simultaneously (YES/NO)

13. When shares are issued at discount without any permission it can be issued (YES/NO)

14. New company can go for issuing shares at discount even before completion of a year (YES/NO)

15. Share premium amount cannot be used for the payment of redemption of debentures amount
(YESNO)

PRINCIPLES OF MANAGEMENT

Principles of Management are:

(a) values of the organization (b) techniques

(c) general guidelines * (d) part of pure science




Application of Principles of Management

(a) 1s dependent on particular situation (b) establishes cause and effect relation

(c) both (a) and (b) * (d) neither (a) nor (b)

Principles of management are not

(a) universal (b) flexible (b) absolute * (d) behavioural

Principles of management provide

(a) creative decisions (b) scientific decisions *

(c) production decisions (d) administrative decisions

How are principles of management formed:

(a) in a laboratory (b) by experience of managers *

(c) from customer’s experience (d) by propagation of social scientists

The principles of management are significant because of:

(a) increase in efficiency * (b) initiative

(c) optimum utilization of resources (d) adaptation to changing technology
F. W. Taylor was a

(a) mining engineer (b) mechanical engineer *

(c) management theorist (d) social scientist

Taylor is famous as

(a) father of scientific management * (b) father of general management
(c) father of administrative management (d) father of production management

Which principle of scientific management advocates application of standardized techniques in

performing business activities?

(a) cooperation not individualism (b) scientific selection of employees

(c) harmony not discord (d) science not rule of thumb *
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Instruction card clerk is responsible for

(a) getting task completed accurately and on time (b) drafting instructions for workers *

(c) preparing time and cost sheet (d) checking quality of work

Role of speed boss is to

(a) ensure that machines and tools are in proper working condition
(b) specify the route of production

(c) get the task competed accurately and on time *

(d) keep machines and tools ready for operations for workers

Which of the foreman are not under planning incharge?

(a) time and cost clerk (b) disciplinarian
(c) gang boss * (d) route clerk

Which of the foreman are not under production manager:

(a) speed boss (b) route clerk *
(c) inspectors (d) gang boss
The study seeks to determine the frequency and duration of rest periods while completing a

task:

(a) motion study (b) method study

(c) fatigue study (d) all the above

The objective of motion study is to

(a) study the movements undertaken while completing a task.
(b) determine the time taken to complete a task
(c) to eliminate the unnecessary diversities in production

(d) to eliminate the unproductive motions undertaken while completing a task *




Work study does not include

(a) method study (b) standardization *

(c) motivates workers (d) all the above

Differential piece wage system:

(a) ensures job satisfaction among workers (b) increase productivity

(c) motivates workers (d) all the above *

Henri Fayol was a

(a) social scientist (b) mining engineer *

(c) accountant (d) mechanical engineer
Fayol is famous as

(a) father of scientific management (b) father of general management *
(c) father of administrative management (d) father of production management
Which of the following best describes the principle of ‘Division of work’?

(a) work should be divided into small tasks *  (b) labour should be divided
(c) resources should be divided among jobs (d) none of the above

Division of work lead to

(a) specialization  * (b) efficiency (c) productivity (d) all the above

This principle is against ‘Dual Subordination’:

(a) unity of direction (b) unity of command *
(c) scalar chain (d) none of the above
This principle advocates ‘One Head and One Plan’

(a) unity of direction * (b) unity of command
(c) scalar chain (d) none of the above
The principle in which authority flows from highest to lowest rank

(a) unity of direction (b) unity of command

(c) scalar chain * (d) none of the above




This principle promotes healthy relationship between workers and management:

(a) equity * (b) order (c) initiative (d) espirit de corps
Espirit De Corps means:

(a) unity in direction (b) unity in authority

(c) unity is strength * (d) none of the above

Decentralization

(a) concentrates authority at top level

(b) gives limited freedom to managers

(c) delegates authority to lower level management *

(d) applicable in small organizations

She / he keeps machines, materials, tools, etc., ready for operations by different workers.
Whose work is described by this sentence under functional foremanship?

(a) Instruction card clerk (b) Repair boss

(c) Gang boss * (d) Route clerk

Which of the following is not a principle of management:

(a) Science, not rule of thumb (b) functional foremanship *

(c) Maximum, not restricted output (d) harmony not discord

Management should and “one best way” to perform. Which technique of scientific

management is defined in this sentence?

(a) time study (b) motion study  (c) fatigue study (d) method study *
Which of the following statements best describe ‘Mental Revolution’?

(a) It implies change of attitude *

(b) The management and workers should not play the game of one up-manship.
(c) both management and workers require each other.

(d) workers should be paid more wages.




Which of the following statement 1s false about Taylor and Fayol?

(a) Fayol was a mining engineer whereas Taylor was a mechanical engineer

(b) Fayol’s principles are applicable in specialized situation whereas Taylor’s principles have
universal application. *

(c) Fayol’s principles were formed through personal experience whereas Taylor’s principles
were formed through experimentations.

(d) Fayol’s principles are applicable at top level of management whereas Taylor’s principles
are applicable at the shop floor.

Principles of management are:

(a) dynamic * (b) static (c) both (a) and (b) (d) none of these

Which principle of management insists in orderly arrangement of men and material?

(a) Equity (b) Discipline (c) Initiative (d) Order *

Which principle of Fayol cannot be applied when organization is following technique of
functional foremanship?

(a) unity of direction (b) Unity of command *

(c) Division of work (d) Centralization and Decentralization

In a company there are four departments for finance, marketing, production and human
resource development. Identify the principle of management used in this company.

(a) unity of direction (b) Unity of command

(c) Division of work * (d) Centralization and Decentralization

Name the foremen who ensures that machines and tools are kept in working conditions:

(a) Gang Boss (b) Speed Boss (b) Repair Boss *  (d) Inspector
Name the foremen who is responsible for performance of job in orderly and systematic way:
(a) Route Clerk (b) Instruction card clerk

(c) Time and cost clerk (d) Disciplinarian *
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Name the foremen who ensures timely completion of work:

(a) Gang Boss (b) Speed Boss * (b) Repair Boss (d) Inspector

Name the foremen who is responsible to fix up the sequence of steps for performing
mechanical or manual job:

(a) Route Clerk * (b) Instruction card clerk

(c) Time and cost clerk (d) Disciplinarian

“In your school, you observed that books are kept in office, chalks in library and
administrative files in the staff room.” Which principle of Fayol is violated in the given
statement.

(a) Equity (b) Discipline (c) Initiative (d) Order *

Name the technique of Taylor which is the strongest motivator for workers to reach standard
performance.

(a) Functional foremanship

(b) Differential piece wage system *

(c) Work study (Method, Motion, Time, Fatigue)

(d) Standardization and simplification of work

Which technique of Taylor insists in using most optimum way of doing a job?

(a) Motion study  (b) Method study * (c) Time study (d) Fatigue study

Fayol points out the danger and cost of unnecessary lobour turnover in one of his principle of
management. Name that principle.

(a) unity of direction (b) Stability of tenure *

(c) Division of work (d) Centralization and Decentralization

Name the device which permits direct communication between employees working at same

level.

(a) Order (b) Simplification (c) Gang plank (d) Gang boss
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‘A manager should replace “I” with “We” in all his conversations to encourage team spirit.’
Identify the principle of management.

(a) unity of direction (b) Unity of command

(c) Espirit De Corps * (d) Centralization and Decentralization

On which principle of Fayol, Taylor’s technique of functional foremanship is based?

(a) unity of direction (b) Unity of command

(c) Division of work * (d) Centralization and Decentralization

A sales person is asked to finalize a deal with customer. The marketing manager allows him
to give a discount of up-to 10% but the finance manager allows him to give discount upto
25%. Which principle of management is violated here?

(a) unity of direction (b) Unity of command *

(c) Division of work (d) Centralization and Decentralization

Fayol insists that good sense and experience are needed to ensure fairness to all employees
who should be treated as fairly as possible. Identify the principle of management.

(a) Equity * (b) Unity of command

(c) Division of work (d) Centralization and Decentralization

In one of the principles of scientific management, Taylor emphasizes that there should be

equal division of work and responsibility between workers and management and management

should work almost side by side with workers helping them:
Identify the principle.
(a) Division of work (b) Cooperation not individualism *

(c) Harmony not discord (d) Order
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