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INTRODUCTION :- 

Human resource management (HRM) Refers to the concept or methods needed to carry out 

responsibility of personnel in aspects of managing organizational tasks such as recruiting, 

screening , training ,rewarding and some other related task . Commerce and Management faculty 

students should know the importance of human resource management and the strategy to become 

good human resource. 

 

 

OBJECTIVES:- 

 
 To introduce the process of organizational tasks, training, such as recruiting screening 

 To inculcate the capacity and willingness to develop, organize and manage a business 

venture. 

 To provide whole information of rewarding and some other related tasks. 

 To motivate students to become successful human resource and boost up their confidence 

level 

 

 

ACTIVITY IN DETAIL :- 

In the academic year 2023-24 a Value Added Course taken on Human Resource and 

Management from 03/10/2023 to 29/11/2023 (Diwali Vacation). their was 30 sessions on the 

HRM the session conducted by Prof. Shantanu Bhandarajkar  on B.Com Final Year . nowadays it 

would be difficult to imagine that organization can advice and sustain effectiveness at their work 

without efficient HRM programs and activities in ensuring the smooth running of an 

organization most 

1 



Importantly by tracking and analyzing the time keeping and work patterns. Allowing management 

better information on which to make good decision. 

Whatsapp Group Link :- https://chat.whatsapp.com/CvUoXxUv0CzF9cKM22eLqV 

OUTCOMES: - 

 Students understood various skills like job analysis, job design 

 Students realized importance safety and health 

 Students know how to communicate and how important is communication. 

 

 

NO. OF PARTICIPANTS:- 64 
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Unit – I 

Human Resource Management: - Meaning, Definition, Nature & Objectives, Levels in 

Management 

 

Unit - II 

Recruitment and Selection, Sources of Recruitment, Selection Process, Placement and Induction. 

 

Unit – III 

Training, Methods of Training, Performance Appraisal, Methods of Performance Appraisal 

 

Unit – IV 

Promotion, Wage & Salary Administration, Wage Incentive, Fringe Benefits, Employees Welfare, 

Safety and Health Measures, Grievance Procedures, Redressal of Grievances. 

 

Unit - V 

Industrial Relations:- Meaning & Characteristics Industrial Relations, Parties to Industrial relations,  

Nature of Trade Unions,  Problems of Trade Union.  
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1) Which of the following is the correct abbreviation of HRM? 

a. Human Resource Management 

b. Human Resourcefulness Management 

c. Human Relation Management 

d. Humanistic Relation Management 

 
2) Which of the following correctly defines the Human Resource Department? 

a. Functional department 

b. Service department 

c. Line department 

d. Authority department 

3) Human factor can be defined as __________ 

a. The entire concept of human behavior 

b. Interrelated Physiological, Psychological and Socio-ethical aspects of a human being. 

c. Micro and macro issues of socioeconomic factor 

d. None of the above 

4) Finding ways to reduce __________ is a crucial responsibility of management. 

    a.  Stress                                                       b. Dissatisfaction  

    c. Uncertainty                                               c. None of the above 

5) Which of the following components are reformed to support the strategies of human resource 

function? 

      a. Control systems                                                       b. Appointment 

      c.  Rewards                                                                   d. Job allotment 

6) What is the need for Human Resource Planning? 

a. For undergoing an effective employee development program 

b. To represent a base for recruitment 

c. To represent a base for selection policy 

d. All of the above 

 



7) Directing, being one of the preeminent functions of Human Resource Management that falls under 

__________ 

      a. Operative functions                                                        b. Technical functions 

      c. Managerial functions                                                   d. Behavioral functions 

 

8) Human relation approach refers to __________ 

a. An approach in which workers are facilitated with humanity at the workplace. 

b. A shared teamwork between the employee and the employer for solving problematic issues. 

c. Forming a group of people on the work front so as to inspire them to work collectively for 

the company's growth in terms of social, economic, and psychological productivity. 

d. None of the above 

9) Which of the following fields requires a skilled HR professional? 

a. People handling 

b. Clarifying 

c. Both (a) and (b) 

d. None of the above 

10) Which of the following is considered as strategic activity? 

a. Productivity 

b. Recruitment 

c. Planning 

d. All of the above 

11) Who laid the foundation of Human Resource Management practices? 

a. David C. McClelland 

b. Roethlisberger and Dickinson 

c. Peter Drucker and Douglas McGregor 

d. Elton Mayo 

12) The business side of the process begins with the strategic __________ as one of the guiding 

frameworks. 

a. Policy 

b. HR 

c. Plan 

d. All of the above 



13) How has HRM become one of the highly focused jobs? 

a. It focuses on obtaining as well as maintaining a satisfied workforce. 

b. It results in maximum output with the increased customer satisfaction. 

c. It promotes group satisfaction with individual development. 

d. Optimum utilization of manpower by motivation and improving efficiency. 

14) What does a job specification include? 

a. Personal characteristics 

b. Physical characteristics 

c. Psychological characteristics 

d. All of the above 

15) What are those aspects on which the HR professionals apply the risk management techniques? 

a. HR Competencies 

b. HR Strategies 

c. Both (a) and (b) 

d. None of the above 

18) Who suggested that Human Resource Strategy isn't as effective as it was supposed to be? 

a. Tony Groundy 

b. Peter Ducker 

c. Anonymous 

d. John Zimmerman 

19) How many factors were identified by Pettigrew & Whipp to manage the successful change? 

a. Four 

b. Five 

c. Three 

d. Six 

20) What is the scope of Human Resource Management? 

a. Performing training and development sessions for employee growth. 

b. Maintaining good impersonal industrial relations and worker's morale for companies' 

productivity. 



c. Accomplishing advanced research in behavioral sciences, new ideas in man, 

management, and advances in the field of training and development. 

d. None of the above. 

21) Which of the following takes a full interest in the process of strategic planning? 

           a. Training & Development                                       b. Quality Control 

            c. Human Resource                                                  d. Production 

22) Which of the following tells the correct importance of controlling? 

a. Power to influence people's behavior 

b. Process of regulating the activities 

c. An important mental process on the part of the manager 

d. To ensure that all of the activities are coordinated as per the plan. 

23) Which of the following aims to put the financial measure on an organization's intellectual capital? 

a. Exchange of knowledge 

b. Financial knowledge 

c. The consortium 

d. None of the above 

24) What is mean by decision in management? 

a. To formulate a proper conclusion after considerations. 

b. A decision that looks out for the alternatives. 

c. A decision is the outcome of a group of people or an individual. 

d. All of the above. 

25) What does quantitative technique refer to? 

a. Waiting line problems and the queuing theory 

b. Gaming, Game theory and Probability theory 

c. Models, simulation, and resource allocation technique 

d. All of the above 

26) Which of the following is evolved in staffing? 

a. Termination 

b. Estimation of workload 

c. Personnel appointments and placements 



d. All of the above 

27) Which of the following is the correct abbreviation of MPDQ? 

a. Modern Positions Developed Qualitatively 

b. Management Process Descriptive Questions 

c. Management Position Description Questionnaire 

d. Methods for Personality Development Questions 

28) What is defined as a record of outcomes resulting from a particular job or an activity at a specific 

time? 

a. Evaluation 

b. Work function 

c. Performance 

d. None of the above 

29) A/An __________ is a plan or a program scheme that helps to motivate an individual or a group to 

deliver outstanding performance. 

a. Promotion Scheme 

b. Incentive Scheme 

c. Reward 

d. None of the above 

30) A/An __________ is considered to be a vertical move in terms of rank and responsibilities. 

a. Appraisal 

b. Reward 

c. Increment 

d. Promotion 

31) Which of the following provides necessary information for job evaluation? 

a. Job Enrichment 

b. Job Description 

c. Job Ranking 

d. Job Enlargement 

e.  

32) What is the 'Laisezz Fair' viewpoint? 

a. A view popularized by Ronssean, Bentham, and Hobbes. 



b. A minimum of public intervention in economic activities. 

c. The business enterprise must get the opportunity to earn more profits. 

d. The change in the concept of labor from the commodity approach to the human concept. 

33) What do you understand by the written record of duties, responsibilities, and conditions of a job? 

a. Job enrichment 

b. Job ranking 

c. Job enlargement 

d. Job description 

34) What are the possible factors that help in understanding the nature of a human being? 

a. As per one's behavior at his/her workplace. 

b. Based on how successfully a management team influences an individual employee or a 

group. 

c. With the help of human behavior's determinants. 

d. By studying the human behavior of each employee in alliance with the organization. 

35) What is meant by the factual statement of the duties and responsibilities? 

a. Job analysis 

b. Job specification 

c. Job evaluation 

d. Job description 

36) Why is the career path in Japanese employee management non-specified? 

a. Rotational job results in providing a benefit such skills that are necessary for top-quality 

executives. 

b. At the time of induction, the employees within the organization get exposure to switch 

their careers in different job domains and get themselves trained to have hands-on 

trending technologies. 

c. In order to keep the employee up to date, the Japanese industries offer rotational jobs. 

d. Japanese management system emphasizes creating skilled workers by making them 

adapt to organizational changes as and when required. 

37) Which of the following are one of kind of skills inventory, regression, replacement charts, Markov 

analysis? 

a. Training plan 



b. Retention plan 

c. Redundancy plan 

d. Forecasting methods 

38) For closure, each worker has to compensate with __________ average pay for each preceding year 

of completed service. 

a. 20 days 

b. 15 days 

c. 25 days 

d. 30 days 

39) Which of the following refers to the term quality improvement? 

a. A team effort. 

b. Achieved by the quality inspector. 

c. Zero things went wrong. 

d. Tough job; somewhat impossible task. 

40) Which of the following pairs in the given sequence represents the initial as well as the final step 

incurred in the T&D program? 

a. Evaluating T&D program followed by implementing it. 

b. Determining the need for the T&D program and then evaluating the T&D program. 

c. Determining the need for the T&D program followed by designing the T&D program 

itself. 

d. Designing the T&D program and then implementing it. 

 

41) How are the union leaders elected at different federations? 

a. based on employer's recommendations 

b. Based on the seniority 

c. Based on political considerations 

d. Based on the democratic principle 

42) What does job evaluation seek? 

a. Evaluating the importance of different jobs within the organization. 

b. Evaluating employee's performance of their respective job profiles. 



c. Determining the relative worth of various jobs within the organization in monetary 

terms. 

d. Establishing the hierarchy of different job profiles in the organization. 

43) What is included in the content of the job description? 

a. Skills and educational qualification 

b. Job title and work environment 

c. Both (a) and (b) 

d. None of the above 

44) What is the difference between the Japanese management system and other management systems? 

a. It is a system in contrast to the American management system. 

b. It is mainly concern with high quality and performance standards. 

c. It is encouraged to perform repetitively and reliably. 

d. None of the above. 

45) Which of the following is enhanced by 360-degree feedback? 

a. Managerial decisions 

b. HR decisions 

c. HRD 

d. All of the above 

46) Stress is laid on __________ in the grid seminars. 

a. Professionalism 

b. Training and Development 

c. Teaching 

d. All of the above 

47) Which of the following involves one to one interaction amid the administer and the participant? 

a. Motivation 

b. Counseling 

c. Training 

d. All of the above 

 

 



 
48) Under which of the following methods, common factors related to all jobs are identified? 

a. Merit 

b. Ranking 

c. Factor comparison 

d. Point 

49) Which of the following is involved in the in-basket training? 

a. Simulation 

b. On-the-job training 

c. Vestibule training 

d. Coaching 

50) __________ is considered as first wage incentive plan in the modern era of the industry. 

a. Barth plan 

b. Halsey plan 

c. Gantt task plan 

d. Taylor's differential piece-rate plan 
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INTRODUCTION: 

Where there is a business there is certain kind of risk. Apart from natural and physical risks in 

business there is wide scope for man made mistakes and frauds to eliminates this kind of risks 

and ascertain profitable positive environment in business there is greater need to apply internal 

check system. Auditing is a systematic examination of statutory records, various books of 

accounts, Documents and vouchers of an organization to visualize true and fair view of the 

concern, since many years 'Auditing' has become most important phenomenon in the corporateas 

well as the public sector. Reputation means 'goodwill'is the assets of any concern. The loss of 

goodwill due to frauds, mistakes highly affects the profit margin of any organization as well as 

expansion of Business. Auditing performs most eminent role in Business Industrial Sector. The 

study Of Auditing is to necessary to aware the students about Internal Checks system, 

Examination: verification and valuation of assets and liabilities. Importance of goodwill as well 

as opportunities in the field of commerce and management. 

 

 

OBJECTIVES: 

ThemainpurposeoftheAuditingcourseistoprovideanintroductiontoAuditingforaccounting and 

finance through which the learned students can acquires practical knowledge about areas such as 

• Accounting andFinance. 

• Commerce and Management. 

• Audit planningand execution. 

• Linkagebetweenauditing,Accountingandfinancialstatementsanalysis. 

• InternationalFinancialReport standards. 



OUTCOMES: 

Atthe endofthiscourse studentsshouldbe ableto: 

➢ Understandtheconceptofauditing,errorsandfrauds,principlesofauditandtypesof audits. 

➢ Planauditprogramand,maintainworkingpapersandauditnote book. 

➢ Understandtechniquesofauditing. 

➢ Understandconceptofinternalaudit 

➢ UnderstandimportanceofEthicsin Auditing 

➢ Understandmoderntechniquescomputerizationappliedinauditing. 
 

 

 

 

 

 

 

 

 

 

 



NootanVidarbhaShikshanMandal’s 

MahilaMahavidyalaya,Amravati 

Certificate Course in Auditing 

SYLLBUS 

PrinciplesandPracticeofAuditing 

Aim:-Toprovideanintroductiontoauditingforaccounting. 

TointroducePrinciplesandPracticeof Auditing. 

 

 

Unit–11.1MeaningofAuditing,ConceptsNature,Definitionsof Auditing, 

1.2 Scope,ObjectivesPrinciplesof Auditing. 

1.3 ElementsofFinancialauditAdvantagesandLimitationsof Auditing. 

1.4 Bookkeeping,Accountancy and Auditing. 

Unit–22.1 Types of Auditing, Continuous Audit, Annual Audit, Advantages and 

disadvantages of continuous and Annual Audit. 

2.2CommencementofBusinessAudit. AuditProgrammeconcept, Advantages, 

Disadvantages of Audit Programme. 

2.3AuditNoteBook.Concept,Advantages,Disadvantages. 

Unit–33.1 Internal check system, components of an internal control 

system,merits, demerits of internal check system. 

3.2 Audit Programe, Routine checking, Test checking and vouching. Procedure 

of Routine checking,Test checkingand vouching. 

3.3 InternalControlandInternalCheck. 

3.4 InternalControlsystemandtheAuditor. 

 

Unit –44.1 Verification of Assets and Liabilities. Concept, Meaning, 

Objectives, Difference between Vouching and Verification 



4.2 ValuationofAssetsandLiabilitiesConcept,Meaning,Objectives 

Difference between Verification and Valuation. 

4.3 Tangible,IntangibleAssets,RevenueandCapitalIncomeand Expenditure. 

4.4 Audit Procedure for Verification and Valuation,and Professional Role 

ofAuditor. 

 

Unit–5 5.1 Eligibility for appointment of an Auditor, Appointment by 

Directors, Shareholders, Control Government Controller and Auditor General 

Remuneration of Auditor. 

5.2 RightsandDutiesofacompany Auditor. 

5.3 LiabilitiesofAuditor.CivilandCriminalLiabilities. 

5.4 RemovalofAuditors, ReappointmentofAuditor. 

 

 

 

PracticalWork 

Project:-1)InteractionwithCA/Auditor. 

2) Seminar 

3) Assignments 

4) Viva-voice 

 

 

Paper –II 

AdvancedAuditing 

Aim:-1)TointroduceAccounting andAdvanced Auditing. 

2)ToprovideKnowledgeofAuditPlanningandExecution Unit 1 

1.1 AdvancedAuditing-Meaning,Concept, NatureandScope. 

1.2 Objectives,Elements,Principles,ImportanceofAdvancedAuditing. 



1.3 AccountingandFinance,TechnicaltermsinAccountingandAuditing, Auditing 

and Management. 

1.4 LinkagebetweenAuditing,AccountingandFinancialstatementAnalysis. 

Unit2 

2.1 AuditPlanning-Concept, Meaning,Definition, Scope,NeedandImportance of 

Audit Planning. 

2.2 AuditPlanningandDocumentationAuditofworkingPapers,Filing. 

2.3 Definition,Functions,AdvantagesofWorking Papers. 

2.4 OwnershipandcustodyofworkingPapers. 

Unit3 

3.1 StructureofAuditTheoryConcepts, Natureand Scope. 

3.2 Principles,StandardProcedures,Techniques. 

3.3 AuditofDivisibleProfit,DistinctionbetweenProfitandDivisibleProfit. 

Dividend, Interim Dividend, Capital Profit and Dividend. 

3.4 Effects of wrong valuation of Profits, Provisions of the Company Act 1956 

and Sources of Dividend. 

Unit4 

4.1 AuditReportMeaning,Definitions,NatureandScope. 

4.2 Element,Objectives,NeedandImportanceofAuditReport. 

4.3 TypesofAuditReport,Statutory,StandardTransparencyinReport, Difference 

between statutory and standard Report. 

4.4 Auditor’sCertificate 

Unit5 

5.1 AuditofaLimited company;Need and Scope. 

5.2 AuditofBanking,InsurancecompaniesProcedureandRoleofAuditor. 

5.3 AuditofNon-profitableOrganizationsandKeyRoleofAuditor. 



5.4 AuditofCo-operative SocietiesGeneralPrinciplesofAuditofCo-operative 

Societies and Role of Auditor 

 

Paper–III 

AuditingandProfessionalEthics 

Aims:- 1) To introduce students with modern techniques computerisation 

applied in Auditing. 

2) ToissueknowledgeaboutimportanceofEthicsinAuditing 

Unit 1:- 

1.1 New Trends in Auditing Confidence building Per Review committee, Audit 

committees. 

1.2 RiskManagementandInternal Auditors 

1.3 Roleandimportanceof committees. 

Unit2 

2.1 InvestigationofAccounts,Meaning,Definition,ObjectiveofInvestigation. 

2.2 DifferencebetweenAuditingand Investigation. 

2.3 Reserve Fund meaning Definitions, Importance of Reserve Fund Duties of 

Auditor regarding Various Funds. 

2.4 Depreciation-meaning, Need, Scope, Type of Depreciation. Auditor’s Duty 

as regards Depreciation. 

Unit3 

3.1 Cost Audit, Meaning, Definition, Objectives, Importance, Provisions 

regardingcost Audit under the company act 1956, 2013. 

3.2 Management Audit-Meaning, Definition, Objectives, Importance,Process 

of Management Audit. 

3.3 FinancialAudit,TaxAudit,Concept,Nature,objectives,Auditor’sRole under 

the Income Tax Act 196. 



3.4 Audit approaches in a Computer Environment, Differencebetween 

Auditing of manual Accounts and Computerized Accounts. E-Filing of 

Accounting, Tax statements. 

Unit4 

4.1 Evidence in Auditing, Significance and basic principles of Audit evidence. 

Procedure to obtain evidence. 

4.2 Statistical Sampling in Auditing.Nature,Scope, Advantages,Techniques, 

Limitations, Prerequisites of Statisticalsampling. 

4.3 AuditingandAssurancestandardsIntroduction, ScopeandImportance. 

4.4 Scope and Functions of Auditing and Assurance standard Board. 

International Accounting standard Boards. 

Unit5 

5.1 ProfessionalEthicsconceptMeaning,Need,Objects,InternalControlIssues and 

Avoiding the Fraud Mindset. 

5.2 Ethical Responsibilities of Accountants Ethical Responsibilities of 

Independent Auditors. 

5.3 AccountingandEthics, ProfessionalEthicsGrowthand Development. 

5.4 StatusofEthicsanditsroleinadvancementofaccountingandauditing profession, 

IFAC code of ethics. 
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MultipleChoicequestioneachquestionhave2Marks 

 

 
1.  isasystematicexaminationofthebooksandrecordsora business. 

A. Auditing. 

B. Vouching. 

C. Verification. 

D. Checking. 

ANSWER:A 

2. Whichofthe followingarenotobjectivesofauditing? 

A. Ascertainthe profitandpreparationofP/L Account,Balance sheet. 

B. Detectionandpreventionof fraudsanderrors. 

C. Give a trueand fairviewoffinancial amount. 

D. TosubmitstheaccountstoGovernmentofIndia. 

ANSWER: D 

3. Whichof the followingisnot a kind ofaudit? 

A. Statutoryandprivateaudit. 

B. Governmentandcontinuousaudit. 

C. Continuous,final,Interim,Cash,CostandManagementaudit. 

D. None ofthese. 

 

4. An audit which iscompulsory by thelaw . 

A. Governmentaudit. 

B. Internal audit. 

C. Cost audit. 

D. Statutoryaudit. 

 

5. Instruction of audit issued by controllerand auditor general of India  . 

A. statutoryaudit. 



B. finalaudit. 

C. managementaudit. 

D. governmentaudit. 

 

6. Audit done by theemployeesof the businessundertakingiscalled  . 

A. finalaudit. 

B. managementaudit. 

C. governmentaudit. 

D. governmentaudit. 

 

7. Thiskind of audit isconducted generally between two annualaudit . 

A. internal audit. 

B. interim audit. 

C. finalaudit. 

D. continuousaudit. 

 

8. Management audit otherwise calledas . 

A. finalaudit. 

B. efficiencyaudit. 

C. costaudit. 

D. cash audit. 

 

9. Before the workofauditiscommenced,the auditorplansoutthewhole ofauditworkis called 

 . 

A. Audit plan. 

B. Audit note. 

C. Auditprogramme. 

D. Auditprogramme. 

 

10. Anumberofchecksandcontrolsexercisedinabusinesstoensureitsefficientworkingis known 

as 

 . 

A. Internalcheck. 

B. Internal control. 

C. Internal audit. 

D. Interimcheck. 

 

11. A Voucher is a  . 

A. documentissupportofanentry madein booksof accounts. 

B. invoicereceivedfrom suppliers. 

C. receiptissuedtoacustomerforcash. 

D. despatchreceipt. 



12. Voucher relates to  . 

A. cash receipt. 

B. cash payment. 

C. credit transactions. 

D. all the above. 

 

13. Internalcheck is meant for  . 

A. preventionoffrauds. 

B. detectionof frauds. 

C. helpingauditis depth. 

D. detection of errors. 

 

14. Internal auditor is appointed by  . 

A. themanagement. 

B. theshareholders 

C. thegovernment. 

D. he statutory body. 

 

15. Auditing begins where  ends. 

A. Selling. 

B. inventoryvaluation. 

C. Accounting. 

D. Purchases. 

 

16. Akind of audit conductedfor a part ofthe accounting yeariscalled  . 

A. Periodical audit. 

B. Partialaudit. 

C. Cost audit. 

D. Interimaudit. 

 

17. Forwhichofthe following,Auditisoptional? 

A. Trusts. 

B. Jointstockcompanies. 

C. Proprietorship concern. 

D. None of theabove. 

 

18. Providing more or lessdepreciation onassetsisan example of  . 

A. Misappropriationof cash. 

B. Misappropriationof goods. 

C. Misappropriationofaccounts. 

D. None of theabove. 

 

19. The auditthatismade compulsoryunderstatute iscalled . 



A. Statutoryaudit. 

B. Partialaudit. 

C. Completeaudit. 

D. Continuous audit. 

 

20. The receipt of goodsmust be enteredin  . 

A. goodsinward book. 

B. goodsoutward book 

C. receiptofStores. 

D. Receiptissue andbalance of stores 

 

21. Whoamongthe followingcanbeappointedasauditorofacompany? 

A. Apartner or adirector ofthecompany. 

B. Apersonofunsound mind. 

C. Mr.YwhoowesRs.500 tothecompany. 

D. Mr.Ztheholder of C.A certificate. 

 

22. Auditing standardsdiffer fromauditing proceduresin that proceduresrelate to  . 

A. Measure ofperformance. 

B. Audit principles. 

C. Actsto beperformed. 

D. Audit judgments. 

 

23. Confirmation of thecourt is necessaryfor  . 

A. increasingthesharecapital. 

B. .reductionofsharecapital. 

C. conversion of sharesinto stock. 

D. issueofnew shares. 

 

24. Profit prior to incorporation may be utilized to  . 

A. write of goodwill 

B. payinterestonpurchaseconsideration 

C. writing off fixedassets. 

D. all the above. 

 

25. Whichofthe followingisnottrueaboutopiniononfinancialstatements? 

A. The auditor shouldexpressan opinionon financial statements. 

B. Hisopinionisnoguarantee tothe future viability ofthebusiness. 

C. Heisresponsibleforthe detectionandpreventionoffraudsanderrorsinfinancialstatements. 

D. Heshouldexamine whetherrecognizedaccountingprincipleshavebeenconsistent. 

 

26. Audit means  . 

A. recording business transactions. 



B. preparingthefinalaccounts. 

C. examinationofbooks,accounts,vouchers etc. 

D. preparing finalaccounts. 

 

27. Audit programme is prepared  . 

A. tohelp theauditorandhisstaffabouttheworkto be donewhileauditing. 

B. tohelpthe accountanttopreparethe balance sheet. 

C. tohelpthecompanytosubmititsaccounts. 

D. tohelpthe shareholderstofile the returns. 

 

28. Audit is  . 

A. amemberofthe company. 

B. the agentof themembersofthecompany 

C. the agentofthecentral government. 

D. anassistanttoaccountant. 

 

29. Auditor shall report on theaccountsexamined by him  . 

A. to theshareholders. 

B. to thecourt. 

C. to thebank. 

D. tothegeneral public. 

 

30. Purchase of machineryis a  . 

A. revenuereceipt. 

B. capital receipt. 

C. capital expenditure. 

D. revenueexpenditure. 

 

31. Sale of landis a  . 

A. revenuereceipt. 

B. capital receipt. 

C. capital expenditure. 

D. revenueexpenditure. 

 

32. Shares are forfeited onthe non-payment of  . 

A. sharecallsamount. 

B. callsinadvance. 

C. minimumshare capital. 

D. debentureamount. 

 

33. Prospectus is a document  . 

A. containingthe rulesandregulationsofthecompany. 

B. containingdetailsaboutthemanufacturingprocessofthe company. 



C. containingdetailsaboutthesharecapitalofthecompany. 

D. containingtheinformationofthe sales. 

 

34. Secret reserve can be created by  . 

A. publiclimitedcompany only. 

B. bankingandfinancialcompaniesonly. 

C. privatelimitedcompanyonly. 

D. co-operative societies 

 

35. General reserve is  . 

A. an appropriation fromtheprofit. 

B. amustiteminthedebitsideoftheP&L account. 

C. anappropriationfromthe share capital. 

D. importantiteminthebalancesheet. 

 

36. Whenatransactionhasnotbeenrecordedinthebooksofaccounteitherwhollyorpartially such 

errors are 

called as  . 

A. Error ofcommission. 

B. Error of omission. 

C. Compensatingerror. 

D. Error ofprinciple. 

 

37. Verificationofthevalueofassets,liabilities,thebalanceofreserves,provisionandthe 

amount of profit 

earned or loss suffereda firmis called  . 

A. Continuous audit. 

B. Balancesheetaudit. 

C. Interim audit. 

D. Partialaudit. 

 

38. Alterationsand heavy repairsto plantetc., is . 

A. Deferredrevenue expenditure. 

B. Capitalexpenditure. 

C. Revenueexpenditure. 

D. Pettyexpenses. 

 

39. Asaleof Rs.50000 to Mr.AwasenteredasasaletoMr. B. Thisisanexampleof: 

A. Errorofomission. 

B. Error of commission. 

C. Compensatingerror. 

D. Error ofprinciple. 



40. Recording atransactiontwicein the booksof original entry isan error of  . 

A. Principle. 

B. Commission. 

C. Duplication. 

D. Omission. 

 

41. Errorsand fraudsalready committedcan be discovered underthe system of  . 

A. Internalaudit. 

B. Internalcheck. 

C. Internal control. 

D. Allof theabove. 

 

42. Treating revenue expenditure ascapital expenditure isacase of  . 

A. fraud 

B. misappropriationofcash. 

C. misappropriationofgoods. 

D. manipulationofaccounts. 

 

43. Vouchingofthe balancesofallincomesand expensesaccountisknownasvouching of 

 . 

A. Personal ledger. 

B. Impersonal ledger. 

C. Cash. 

D. Sales. 

 

44. Stock in trade is valued  . 

A. atcost price. 

B. atmarket price. 

C. atcostprice ormarketprice whicheverisless. 

D. atcostprice lessdepreciation. 

 

45. Goodssentonanapprovalbasishavebeenrecordedascredit sales.Thisisanexampleof: 

A. Error ofprinciple. 

B. Error of commission. 

C. Error of omission. 

D. Error ofduplication. 

 

46. Preliminary expensesare the best example for  . 

A. fictitiousasset. 

B. intangibleasset. 

C. wastingasset. 

D. floatingasset. 



47. The profitsthat can belegally distributed to shareholdersarecalled  . 

A. Revenueprofits. 

B. Capitalprofits. 

C. Divisibleprofits. 

D. Profitsprior toincorporation. 

 

48. Errors of principle are due to  . 

A. Wrongentry of thetransactionin the booksof original entry. 

B. Wrongallocationofexpenditurebetweencapitalandrevenue. 

C. Mistakeinthe paymentofacommission. 

D. Mistakeinthepaymentof salary. 

 

49. Periodical audit isalso called as . 

A. Finalaudit. 

B. Interim audit. 

C. Balancesheetaudit. 

D. Incomestatementaudit. 

 

50. An audit programme is  . 

A. a description,memorandumoran outline ofthe workto be done inabusiness. 

B. the rulesand regulationsprescribed forwriting upthebooksof accounts. 

C. togainknowledgeofclientsaccounting system. 

D. a trialwork. 
 

 

 

 

 

 

 

 



Mahila Mahavidyalaya Amravati. 

Certificate Course in Auditing  

Result Sheet  

2023-2024 

  

Sr. No  Name of the students  Grade 

1 Aachal Rajendra Sirsat A 

2 Aishwarya Rajendra Jamnik B 

3 Ashika Sunil Gayakwad D 

4 Bhagyashri Balu Thorat B 

5 Bhargavi Shyam Joshi A 

6 Dnyanavi Sanjay Thakare D 

7 Gauri Raju Vir C 

8 Gayatri Pramod Wane B 

9 Gayatri Rajesh Cheke C 

10 Gayatri Ravindra Patmase A 

11 Harshada Prashantrao Mahajan A 

12 Jagruti Pramodsing Gahlod B 

13 Janhvi Rameshrao Dawle A 

14 Jivika Sanjay Belsare B 

15 Kajal Durgesh Tiwari D 

16 Karuna Rajesh Kale B 

17 Kaveri Prakash Juwar A 

18 Khushi Sunil Karpekar D 

19 Komal Dipak Pidhekar B 

20 Kumkum Vijay Barare A 

21 Mayuri Vishnu Ugale C 

22 Megha Rameshwar Sawarkar D 

23 Muskan Rajesh Savita A 

24 Nandini Gajanan Atram B 

25 Janvhi Sanjay Wath A 

26 Jayshri Dnyaneshwar Kantale B 

27 Kajal Pandhari Sonone D 

28 Kajal Vijayrao Wakode B 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

29 Komal Rajesh Kalbande A 

30 Payal Prabhakarrao Wakode D 

31 Pragati Raju More C 

32 Prajakta Ravindra Bijwe B 

33 Pratiksha Anil Duragkar C 

34 Priyanka Dnyanshwar Dhurve D 

35 Rohini Vitthalrao Athor A 

36 Sakshi Pramod Manore B 

37 Saloni Diwakar Borkar A 

38 Shilpa Wasudeo Chavhan B 

39 Shivani Sanjayrao Wath B 



 

 

CERTIFICATE 
MAHILA MAHAVIDYALAYA, AMRAVATI 

 

DEPARTMENT OF COMMERCE AND MANGMENT 

 

 

This is to certify that Ku. Bhargavi Joshi Studying in B. Com I- year 

successfully completed 6th Month Value Added Certificate Course in Auditing. 

 

 

 

 

 

Congratulations. 
 

 

 

 

 

 

 

 

 

            Dr.Shalini K. Pande        Dr.Avinash Moharil  

                      H.O.D                         Principal 

Commerce & Management Department            Mahila Mahavidyalaya,Amravati  

 
 

 

Date     :   

Place   :  Amravati 



 

CERTIFICATE 
 

MAHILA MAHAVIDYALAYA, AMRAVATI 
 

DEPARTMENT OF COMMERCE AND MANGMENT 

 

 

This is to certify that Ku. Gauri Raju Vir Studying in B. Com I- year 

successfully completed 6th Month Value Added Certificate Course in Auditing. 

 

  

Congratulations. 

 

 

 

 

 

 
 

 

 

 

            Dr.Shalini K. Pande     Dr.Avinash Moharil  

                      H.O.D                         Principal 

Commerce & Management Department            Mahila Mahavidyalaya,Amravati  

 
 

 

Date     :   

Place   :  Amravati 



 

CERTIFICATE 
 

MAHILA MAHAVIDYALAYA, AMRAVATI 
 

DEPARTMENT OF COMMERCE AND MANGMENT 

 

 

 

This is to certify that Ku. Jivika Sanjay Belsare Studying in B. Com I- year 

successfully completed 6th Month Value Added Certificate Course in Auditing. 

 

 

 

Congratulations. 
 

 

 

 

 

 

 

 

 

 

            Dr.Shalini K. Pande     Dr.Avinash Moharil  

                      H.O.D                         Principal 

Commerce & Management Department            Mahila Mahavidyalaya,Amravati  

 
 

 

Date     :   

Place   :  Amravati 
 

 

 

 



  

Centre for Akhil Bhartiya Gandharva Mandal, Mumbai  

Nootan Vidarbha Shikshan Mandal’s 

 MAHILA MAHAVIDYALAYA, AMRAVATI 

NAAC Accreditation Grade – B++ with CGPA 2.98 

ACTIVITY REPORT 

DEPARTMENT OF  MUSIC  



Nootan Vidarbha Shikshan Mandal’s 

MAHILA MAHAVIDYALAYA, AMRAVATI 

NAAC Accreditation Grade – B++ with CGPA 2.98 

INTERNAL QUALITY ASSURANCE CELL (IQAC) 

 ACADEMIC CALENDER 2023 – 2024 

DEPARTMENT OF MUSIC 

Akhil Bhartiya Gandharva Mandal 

Exam Result – November-2023 

 

Total Student 77 
Present 70 

Absent 07 
Pass 68 

Fail 02 

Passing 
percentage 

97.14% 

 

Merit  23 

First class  40 

Second class  04 
Third class  01 

Total 68 
 

 Vocal Harmonium Tabla 
Praranbhik 31 01 04 

Praveshika Pratham 18 00 04 

Praveshika Purn  04 00 05 
Madhyama Pratham 06 00 02 

Madhyama Purn 01 00 01 
Total 60 01 16 

 

  



 

Exam  Total Present Absent Pass Fail Merit First Second Third 
Praranbhik 36 31 05 31 00 14 17 00 00 

Praveshika 
Pratham 

22 21 01 21 00 08 13 00 00 

Praveshika 
Purn 

09 09 00 09 00 00 09 00 00 

Madhyama 
Pratham 

08 08 00 06 02 01 01 04 00 

Madhyama 
Purn 

02 01 01 01 00 00 00 00 01 

 77 70 07 68 02 23 40 04 01 
 

  

 

  



 

  



 



  



  



 



  



  



Nootan Vidarbha Shikshan Mandal’s 

MAHILA MAHAVIDYLAYA, AMRAVATI 
NAAC Accreditation Grade – B++ with CGPA 2.98 

 

DEPARTMENT OF HOME ECONOMICS 

Syllabus 

 

Course Name: Event Décor  

Type: Certificate 

Credits: 02 

Contact Hours: 30 

Maximum Marks: 100 

                                                                                                           

OBJECTIVES:- 

1. To give formal instructions and training to students to be start their small endeavor  

2. To gain technical proficiency to grow and excel in the field of Event Décor  

3. To promote entrepreneurship skill among the students. 

 

Course Content: 

1. Introduction  

 1.1 Introduction to Event Decorator 

 1.2 Choosing a creative business name and creating a brand name 

 1.3 Making a comprehensive business plan 

 1.4 Training and experience 

2. Event Décor  

 1.1 Wedding 

 1.2 Corporate Events 

 1.3 Parties, festivals and cultural events  

 1.4 Working with a theme 

3.  Materials 

 1.1 Drapes, Table Linen, Chair Covers  

 1.2 Lights 

 1.3 Centerpiece 

 1.4 Props and floral arrangements.  

4. Marketing 

 1.1 How to spread the business 

 1.2 Getting Referrals  

 1.3 Remaining Relevant 

 

 



 

 

2.3.1 Student centric methods- Participative learning used for 

enhancing learning experiences (20) 
 

Nootan Vidarbha Shikshan Mandal’s 

MAHILA MAHAVIDYALAYA, AMRAVATI     
NAAC Accreditation Grade – ++ B with CGPA 2.98 

ACTIVITY REPORT 

 
 

Department: Home –economics 

Date: 04.10.2024 to 25.10.2023 

Type of Activity: Entrepreneurship 

Name of the Activity: Certificate Course 

in Event Decore 

Objectives of the Activity: 

* To encourage participants to learn and apply 

the techniques of décor for various events. 

* To introduce the materials and technique of 

creating attractive décor for different events 

such as birthday, festive, marriages etc. 

*The idea enabled participants to express their 

imagination through surface mediums and 

distinguish patterns and colors 

Number of participants/ beneficiaries:  

25 

Outcome:  

* The activity helped the participants to know 

about the knowledge of creating innovative 

décor ideas for different events.  

* This workshop equipped participants with 

the skills needed to apply to create designs,  

mood boards, techniques to decoration, use of 

color scheme and using available materials. 

*The workshop created awareness amongst 

the participants the use of the art for self-

employment 

 

Participants involved in group activity  

 







 

 

 

NOOTAN VIDARBHA SHIKSHAN MANDAL’S 

MAHILA MAHAVIDYALAYA, AMRAVATI. 

DEPARTMENT OF HOME ECONOMICS 

CERTIFICATE 

This is to certify that Ku. Komal S. Sairise of B.A. Part I has 

successfully completed the Certificate Course in Event Décor 

conducted from  04.10.2024 to 25.10.2023  and succeeded with 

grade ‘A’. 
 

 

 

Head of the Department                                                         Principal 

                                                                            
                                       

 



 

NootanVidarbhaShikshan Mandal’s 

MahilaMahavidyalaya, Jog Chowk, Amravati 

NAAC Accreditation Grade–B++ with CGPA 2.98 

INTERNAL QUALITY ASSURANCE CELL (IQAC) 

Department of English 

Name of the Activity: Certificate course in 

Communication Skills in English 

 

 

Aims and Objectives: 

 

1. To acquire proficiency in English language. 

2. To develop confidence to express oneself correctly. 

3. To train the students in soft skills. 

 

Report of the activity: 

 

 The students of Vidarbha region are lagging behind in English speaking as a result of 

which they are unable to grab the opportunities of Jobs. Therefore, the Dept. of English, decided 

to conduct the professional course „Certificate Course in Communicative Skills in English‟ in the 

Academic Session of 2023-24. This course was specially designed for the UG students. 

Communication is very important for all human beings, because no one can survive without 

communication. Communication skills are the part of spoken and written communication. This 

course provides opportunities for students and motivates them to improve their pronunciation, 

intonation, proficiency, vocabulary. Even the students who are aspiring for job, placements are 

getting benefitted by this course. The course was run for 32 hours from 1
st
 March to 15th April, 

2024.After the completion of this course, examination was conducted and the successful students 

were given certificates. 

 

Number of students participated: 70 

 

 

 

 

 

 



 

 

Outcome: 

 

1. Students learnt how to employ communication skills to 

improve interpersonal relationships. 

2. Students recognized and understood the meaning of targeted grammatical structures in 

written form. 

 

3. Increased students‟ comprehension level and self-confidence. 

4. Students understood how to write formal and informal letters, notes, etc. 

 

 

 

 

 

 

 

 

 



Mahila Mahavidyalaya Amravati 

2023-24 

Department of English 

Certificate course in communication skills in English 

 

Syllabus 

 

     Following topics are covered under syllabus. 

 

1) Noun 

2) Pronoun 

3) Tense 

4) Type of sentences 

5) Change the voice 

6) Articles 

7) Question tag 

8) Direct indirect speech 

9) Type of sentences 

10) Clauses 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 



Mahila Mahavidyalaya, Amravati 

2023-2024 

Certificate Course in Communication Skills in English  

Question Paper 

 

 

Time: 2 hours                                                                                                 marks: 50 

 

All questions are compulsory. 

 

Q1) Identify tense of the sentence                                                          (10 marks) 

 

1) The sun rises in the East. 

2) She has finished her work. 

3) They are playing cricket. 

4) They will have built the bridge by 2002. 

5) She was singing a song. 

6) I wrote a letter. 

7) I shall come tomorrow. 

8) I shall be writing a letter. 

9) Ram has been playing since afternoon. 

10) When I saw her, she had been cooking food since morning. 

 

Q2) Choose the correct article to fill in the blank.( a,an,the)                (10 marks) 

1) He is……painter of the day. 

2) Albert was….. European genius. 

3) She has….. new television set. 

4) He goes to…. University every morning. 

5) He is….. University scholar. 

6) ……Men in white shirt is my father. 

7) I want to become….. actor. 

8) The cow is….. useful animal. 

9) Which is….. longest river in India? 

10) This is….. orange. 

 

Q3) Change the active voice into passive voice.                                  (10 marks) 

 

1) They educated 250 students. 

2) The government gave my father a jeep. 

3) The narrated the whole story. 

4)  Park the Jeep in our house.  

5) Car and buses followed the air. 

6) They asked him about his favorite books. 

7) The government forced him. 



8) Shiva  made a bold plan. 

9) The jungle is the station. 

10) We generate our own environment. 

 

Q4) Change the following sentence direct into indirect speech.                 (10 marks) 

 

1) He said to him,”Is not your name Ahmed?” 

2) She said, “come on.” 

3) He told me, “good morning.” 

4) Raju says, “Today is Monday.” 

5) Manu said “I am very busy now.” 

6) He said, “The sun rises in the East.” 

7) Father said to his sons, “please don't make any noise.” 

8) Dennis asked, “Have we lost him?” 

9) He reflected, “How lucky I am!” 

10) He said, “let's go to play.” 

 

Q5) Add a question tag to the following sentence.                                    (10 marks) 

 

1) Imagination is everything..... 

2) I can not say... 

3) I am here,.... 

4) Planting is no work for princes .... 

5) The prince saw them..... 

6) She was happy to come,.... 

7) She is right.... 

8) He was very happy.... 

9) They love all kinds of games and sports.... 

10) They can't do that... 

 

 

 
 

 



 
 

 





 



 



 

 
 

 



 
 

 

 

 
 

 



 



 
 

 

 

 

 

 

 

 



 

 

 
 

 



 

 

Nootan Vidarbha Shikshan Mandal’s 

MAHILA MAHAVIDYALAYA, AMRAVATI 

NAAC Accreditation Grade – B++ with CGPA 2.98 

INTERNAL QUALITY ASSURANCE CELL (IQAC) 

ACTIVITY REPORT THEME 

 

DEPARTMENT OF HISTORY 

 

Certificate Course on: Basics of Travel & Tourism 

Introduction: - 

On 01September to 15 October 2023, Certificate Course on: Basics of Travel & 

Tourism was organized by History and Geography Department. 

Objective: - 1) To creating a basic understanding on the nature of Tourism business, 

2) To enable the students to understand the growth and development tourism industry. 

3) To create self-employment 

Details Report: - Students may learn about tourism business and management, they understand the basic 

knowledge of tourism industry. As well as they studies employment marketing principles, human resources, 

project management, sustainability, cross-cultural understanding, and much more with a degree in travel and 

tourism management. The information and skills learned in the curriculum are crucial and helpful for a wide 

range of opportunity in this field. 

Outcomes: - 

1) They understand the concept of tourism. 

2) They examine the various aspects and organizations related to Tourism. 

3)They Understand To identify career opportunities in Tourism. 

4)The Confidence developed in the students. 
 

 

 

Participants- 97 
 



 

 

 

 

MAHILA MAHAVIDYALAYA AMRAVATI 

DEPARTMENT OF HISTORY 

Academic year 2023-24 

Certificate course on “Basics of Travel and tourism” 

Syllabus 

 

Unit 1: Introduction of Tourism 

1.Definition, nature and scope of tourism 

2. Factors of tourism 

3.Importance of tourism 

Unit 2: Types of Tourism 

1.Geographical Tourism 

2. Historical Tourism  

3. Cultural Tourism  

4. Religious Tourism  

5. Adventurous Tourism 

Unit 3: Tourism as Industry 

1.Tourism marketing  

2. Function of tourism 

marketing  

3. Tourist product 

4.Development of infrastructure facility 

Unit 4: Tourism Planning and Management 

1.Tourism planning at international and national level 

2. Tourism planning at regional level 

3. Tourism planning at local level 
 

 

 
 
 



 

 

 

 

 
 



 

 

 

 

 

 
 
 



 

 

 

 

 



 
 

 

 

 

 



 

 

 

 
 

 

 

 

 

 



 

 

 

 
 

 



 
 

 
 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 
 



 

 

 
 

 

 

 
 

 

 

 

 
 



  

 

 

 
 

 

 

 

  

 
  



 

 
 

 

 
  



  



 

  



 

 
 

 
 



  

  
 

 

  

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

MAHILA MAHAVIDYALAYA, AMRAVATI 
NAAC Accreditation Grade-B++ with CGPA 2.98 

INTERNAL QUALITY ASSURANCE CELL (IQAC) 

COMPUTER DEPARTMENT 

(SESSION 2023-2024) 

COURSE NAME: FUNDAMENTALS OF COMPUTER AND INFORMATION TECHNOLOGY 
 

Name of the 

Activity 

/Guest or 
resource 
persons 

Aims and objectives of the 

Activity 

Details Report Number of 

participants/beneficiaries 

Out of the Activity 

 

 

 

 

Certificate 

Course in 

Fundamentals 

of Computer 

IT 

This course was conducted 

with the aims: 

1. To provide computer 

Literacy to the Students at 

very minimum charges. 

2. To create awareness among 

the students regarding usage 

of modern ICT for their 

future. 

3. To connect the students to 

the huge world of knowledge 

through Internet. 

4. To supplement the present 

education by providing 

additional input of Computer 
to increase placement 
opportunities. 

The Computer Department was established 

in the college around 25 years ago with the 

aim to develop computer literacy among 

students. The course contents were 

updated time to time 

As per the demand of the hour. The 

college appoints full time trainer for 

computer Department to teach the 

students. The said Certificate course of 

fundamentals of computer and IT was 

conducted for B.A students. During the 

year 2023-2024 there is forty students 

were enrolled for the course. 

 

 

 

 

 

 
40 

1. The Long-term course 

about fundamental of 

computer for BA students 

enabled them to develop 

computer literacy. 

 

2. The students are 

equipped with basic 

knowledge of computer 

and IT to deal with the 

modern world. 

 

  

 
 

 

 

 

 

 

Co-Ordinator IQAC Co-Ordinator Principal 

Computer Department 



Mahila Mahavidyalaya, Amravati 

COMPUTER DEPARTMENT 

SYLLABUS FOR 

FUNDAMENTALS OF COMPUTER & IT 
 

 

DURATION: 

30 Hour. (Theory: 12 hrs. + practical: - 18 hrs.) 

ALLOCATION OF TOTAL HOURS FOR EACH CHAPTER: 

Sr. No Chapter Theory 

Hours 

Practical 

Hour 

1 Introduction to computer 2 2 

2 Understanding Word Processing 2 4 

3 Using Spread Sheep 2 4 

4 Introduction to Internet, WWW and web browsers 2 2 

5 Communications and Collaboration 2 2 

6 Making small presentation 2 4 
 Total Hours 12 18 

SYLLABUS OUTLINE: 

1 Introduction to computer: What is Computer, Basic Application of Computer Components of 

Computer System, Central Processing Unit (CPU), VDU, Keyboard and Mouse, Other input/ 

Output Devices, Computer Memory, Concepts of Hardware and Software Concept of Computing 

Data and Information. 

2. Understanding Word Processing: Word Processing Basics; Opening and Closing of documents; 

Text creation and Manipulation; Formatting of text; Table handling; Spell cheek, language setting 

and thesaurus; Printing of word document. 

3. Using Spreadsheet: Basics of Spreadsheet; Manipulation of cells; Formula sand Function; Editing 

of Spreadsheet, printing of Spreadsheet. 

4. Introduction to Internet, WWW and Web Browsers; Basic of Computer networks; AN WAN; 

Concept of Internet; Applications of Internet; connecting to internet; What is ISP; Knowing the 

Internet; Basics of internet connectivity related troubleshooting, World Wide Web, Browsing 

software’s Search Engines; Understanding URL; Domain name; IP Address. 

5. Communications and collaboration: Basics of electronic mail; Getting an email account; Sending 

and receiving emails; Accessing sent email; Using Emails; Document collaboration Instant 

Messaging; Netiquettes. 

6. Making Small Presentation: Basics of presentation and Creating Presentation; Preparation and 

Presentation of Slides; Slide Show; Taking print outs of presentation/ handouts. 



Exam Pattern 
 

 

PRACTICAL 50 MARKS 

THEORY 50 MARKS 

Total 100 

 

 

 

 

GRADE SYSTEM 
 

 

GRADE 

 

DESERIPTION 

RANGE OF MARKS 

OBTAINED OUT OF 100 

OR 
EQUIVALENT FRACTION 

 

GRADE 

POINT 

O Outstanding 90-100 10 

A+ Excellent 80-89 9 

A Very Good 70-79 8 

B+ Good 60-69 7 

B Above Average 55-59 6 

C Average 50-54 5 

P Pass 40-49 4 

F Fail Below 40 0 

AB Absent AB 0 
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MAHILA MAHAVIDYALAY, AMRAVATI 

COMPUTER DEPARTMENT 

Exam Section 2023-2024 

Subject: - Fundamentals of Computer and IT Awareness 

 
Time- 4.00 pm to 5.00 p 

Note: - Each Question Carries 2 Marks Total marks: - 50 

 
1. What’s a web browser? 

a) A kind of Spider 

b) A computer the it stores WWW fakes 

c) A person who likes to look at websites 

d) A software program that allows you to access sites on the world wide web 

2. A is a document commonly written and is accessible through the internet or other 

networks using a browser? 

a) Accounts 

b) Data 

c) Web page 

d) Search engine 

3. Which of the following is used to read HTML Code and to render Webpage? 

a) Web Server 

b) Web Browser 

c) Web Matrix 

d) Weboni 

4. Which of the following is considered as latest browser? 

a) Mosaic 

b) Google Chrome 

c) IE 

d) Mozilla Firefox 

5. What is the extension file excel 2007 and above? 

a).xls 

b) excel 



c) .xlsx 

d) .xcl 

6. What is the name of the browser developed and released by Google? 

a) Chrome 

b) Googly Google 

c) Heetson. 

d) Titanium 

7. Worksheet is also called an array of . 

a) Column 

b) Cell 

c) Box 

d) Formula 

8. How Cells are named is MS-EXCEL? 

a) Alphabetically 

b) Numerically 

c) Alphanumerically 

d) Special Character 

9. What is the maximum limit of Rows in MS Excel 2010? 

a) 1084567 

b) 1048567 

c) 1048576 

d) 1084576 

10. What is the maximum limit of column is MS-EXCEL 2010 ? 

a) 16384 

b) 16438 

c) 16843 

d) 16348 

11. Which bar lies top of the window in Excel Screen? 

a) Status Bar 

b) Ruler 



c) Tital Bar 

d) Scroll Bar 

12. How rows are numbered in MS Excel? 

a) Alphabetically 

b) Numerically 

c) Alphanumerically 

d) Special characters 

13. How columns are named in MS-EXCEL? 

a) Alphabetically 

b) Numerically 

c) Alphanumerically 

d) Special characters 

14. Which tab is used to include plvot table, charts, hyperlinks to a spread sheet? 

a) Insert 

b) Page Layout 

c) Data 

d) Review 

15. Which tab in Excel is used when importing , querying , outlining and subtotaling the data placed into 

a worksheet’s data list? 

a) Formula 

b) Data 

c) Review 

d) insert 

16. What’s web browser? 

a) A kind of spider 

b) A computer the it store WWW fides 

c) A person who likes to look at websites 

d) A software program that allows you to access sites on the world wide web 

17. A is a document commonly written and is accessible through the internet or 

other network wide web 

a) Accounts 



b) Data 

c) Web page 

d) Search engine 

18. Which of the following is used to read HTML code and to render Webpage? 

a) Web Server 

b) Web Browser 

c) Web Matrix 

d) Weboni 

19. What is the name of the browser developed and released by Google? 

a) chrome 

b) Google Chrome 

c) Heetson 

d) Titanium 

20. Which command is used to stored the active document permanently? 

a) Save 

b) Send 

c) Prepare 

d) Save as 

21. where does the close button appear is MS World? 

a) top left corner of the window 

b) bottom left corner of the window 

c) top right corner of the window 

d) bottom right corner of the window 

22. Which one of the following is text styling feature of MS-Word? 

a) A word fill 

b) Word art 

c) word cooler 

d) word font 

23. Which group includes superscript, Subscript, strike through options in MS Word? 

a) Clipboard 



b) font 

c) Paragraph 

d) Style 

24. What in the purpose of vertical scroll bar ? 

a) Move the document up and down 

b) Move the document right side 

c) Move the document left side 

d) Move the document only upwards 

25. What in the purpose of updo action in MS Word ? 

a) Restore previous action 

b) Get the current action 

c) Goes to previous page 

d) Goes to previous paragraph 
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Exam Section 2023-2024 

Subject: - Fundamentals of Computer and IT Awareness 

 
Time- 4.00 pm to 5.00 pm Total marks: - 50 

1. What is the full form of WWW? 

A) World wide web 

B) Wide World web 

C) World web wide 

D) Wide web world 

 
2. What is HTML 

A) Virtual network 

B) Backbone of WWW? 

C) Internet 

 
D) Advance Internet Website? 

3. Type of computer network 

A) LAN &WAN 

B) Local network and wide network 

C) Internet and website 

D) LAN and WNA 

 
4. What is Server? 

A) Main Access Computer 

B) Joint Computer to main computer 

C) Computer to access another computer 

D) Joint network of computer 

 
5. URL full form. 

A) Universal resource location 

B) Uniform resource locator 

C) Uniform Resources locator 

D) Universally Resources location 

 
6. What is the sort cut key is used for adding new slide? 

A) Ctrl + M 

B) Ctrl + N 

C) Ctrl + V 

D) Shift + Alt = N 

7. Sort cut key for selecting all document? 

A) Ctrl + A 

B) Ctrl + B 

C) Ctrl + V 

D) Ctrl + C 



 

8. Which tool bar provide various option in different master views? 

A) Standard Tool bar 

B) Formation tool bar 

C) Drawing tool bar 

D) Common task tool bar 

 
9. In windows operation system, Power point was offered in: 

A)1989 

B)1990 

C)1919 

D)1995 

 
10) Power point Program was created by: 

A) Thomas and john knoll 

B) Charles Simonyi 

C) Jerry young and David filo 

D) Robert gaskin and Dennis Austin 

 
11. Which feature used to check spelling to the text? 

A) Spelling 

B) Replace 

C) Find 

D) Research 

 
12. In MS Excel are numerical from 1 onwards and and number 

from a to onwards 

A) Column and row 

B) Rows, Slide 

C) Slide, rows 

D) Rows, Column 

 
13. In power point themes could be found under 

A) Transition tab 

B) Design tab 

C) Insert tab 

D) Animation tab 

 
14.   application is used for presentation 

A) MS word 

B) MS Excel 

C) Power Point 

D) MS access 

 
15. In power point, the header and footer button can be found on the insert tab in what group 

A) Tables group 

B) Text group 



C) Object group 

D) Illustration group 

 
16. What is the full form of RAM? 

A) Random Access memory 

B) Read access memory 

C) Random access model 

D) Read Access model 

 
17. Which is not MS Word 

A) MS Word 2003 

B) MS Word 2010 

C) MS Word 2007 

D) MS Word 1020 

 
18. Which is not MS Word? 

A) Italic 

B) Magic tool 

C) Font 

D) Bold 

 
19. Which of the following page of the orientation? 

A) Landscape 

B) Subscript 

C) Superscript 

D) A4 

 
20. Which can be used for quick access to commands and tools? 

A) Status bar 

B) Toolbar 

C) Menu Bar 

D) Title Bar 

 
21. The name of a word document displays in . 

A) Ribbon 

B) Title Bar 

C) Status Bar 

D) Home tab 

 
22. Which tool help to merge in cell? 

A) Merge in center 

B) Center alignments 

C) Styles tool 

D) Merge cell tool 

 
23. Excel is a program that is used to prepare a . 

A) Slide Presentation 



B) Spreadsheet 

C) Text document 

D) Database 

 
25. A cell may be used in a mathematical formula if it contains. 

A) A label 

B) Numerical data 

C) Both A) and b) 

D) None of these 

 

 

 

 
********************** 

 

 

 

 

 

Co-Ordinator IQAC Co-Ordinator Principal 

Computer Department 



Nootan Vidarbha Shikshan Mandal’s 

MAHILA MAHVIDHYALA, AMRAVATI 
NAAC Accreditation Grade – B++ with CGPA 2.98 

INTERNAL QUALITY ASSURANCE CELL (IQAC) 

Department of Computer 

Course Name: - Fundaments of Computer and IT Awareness (2 Month) 

Academic Year (2023-2024) 

Duration: - Two Months (Second Batch) 

Result Sheet 

 

Sr.No Name of Students Class Grade 

1 Achal Vilasrao Kanbale B.A II Year B+ 

2 Arti Gajanan Urkade B.A II Year O 

3 Bhumika Dnyaneshwa Pidhekar B.A II Year O 

4 Bhumika Pravinrao Abruk B.A II Year A+ 

5 Dipali Wasudeorao Parise B.A II Year A 

6 Payal Prakash Bansod B.A II Year A 

7 Kalyani Arwind Gulhane B.A II Year O 

8 Khushi Manish Sharma B.A II Year O 

9 Kiran Rajendra Ingole B.A II Year B+ 

10 Krutika Ashokrao Ingole B.A II Year A 

11 Nandini Anup Marudkar B.A II Year O 

12 Jai Ajay Kukade B.A II Year O 

13 Rakhi Sham Sherekar B.A II Year O 

14 Rani Mahendra Jawarkar B.A II Year A 

15 Rani Suresh Raut B.A II Year A 

16 Roshni Dipak Gadre B.A II Year O 

17 Roshni Dipak Khupse B.A II Year A+ 

18 Sakshi Vanraj Dhole B.A II Year O 

19 Yogini Anil Bahadure B.A II Year A 

20 Payal Naresh Umekar B.A II Year A 

 

 

 

                Co-Ordinator IQAC Co-Ordinator Principal  

                                                                                                                                                                                                                                     Computer Department 

 

 

 

 

 



                 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

  

 

 

 

          

          Co-Ordinator                                   IQAC Co-Ordinator                              Principa   

    Computer Department  

                                                                                                                                                                                                                                                            
 

 


	CERTIFICATE
	MAHILA MAHAVIDYALAYA, AMRAVATI
	Congratulations.


	CERTIFICATE (1)
	MAHILA MAHAVIDYALAYA, AMRAVATI
	Congratulations.


	CERTIFICATE (2)
	MAHILA MAHAVIDYALAYA, AMRAVATI
	Congratulations.


	7c920bd5b5373800acf82440a75b350e0caefec8d549a4bce7826e2e733a0815.pdf
	30f20203d50666849dc15d22a1f42e826e7595239813d85d12c8403008134d14.pdf
	ee1c84149b34fbb02f7d49ede2b09832eea6c59aa4f51b83595a7df258cdacd6.pdf

	e825dcd22db3bb509f94fedc2baad155dc2f142dcbdef72cece8bab8af8659bc.pdf
	Certificate Course on: Basics of Travel & Tourism
	Introduction: -

	MAHILA MAHAVIDYALAYA, AMRAVATI
	Mahila Mahavidyalaya, Amravati
	COMPUTER DEPARTMENT SYLLABUS FOR
	DURATION:


	Exam Pattern
	Co-Ordinator IQAC Co-Ordinator                             Principal
	Co-Ordinator IQAC Co-Ordinator Principal Computer Department
	MAHILA MAHAVIDYALAY, AMRAVATI COMPUTER DEPARTMENT
	Subject: - Fundamentals of Computer and IT Awareness
	Co-Ordinator IQAC Co-Ordinator Principal Computer Department
	INTERNAL QUALITY ASSURANCE CELL (IQAC)
	Course Name: - Fundaments of Computer and IT Awareness (2 Month) Academic Year (2023-2024)


	MAHILA MAHVIDHYALA, AMRAVATI
	Co-Ordinator IQAC Co-Ordinator Principal Computer Department (1)
	Co-Ordinator IQAC Co-Ordinator Principal Computer Department (2)
	Subject: - Fundamentals of Computer and IT Awareness
	INTERNAL QUALITY ASSURANCE CELL (IQAC)
	Course Name: - Fundaments of Computer and IT Awareness (2 Month) Academic Year (2023-2024)
	Co-Ordinator IQAC Co-Ordinator Principal
	Computer Department
	Co-Ordinator                                   IQAC Co-Ordinator                              Principa
	Computer Department (1)



