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Value Added Courses

Fundamentals of Stock Market 

Faculty of Management Studies 
Marwadi University Rajkot
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1.3.2 – Syllabus of Certification Course 

Course Description:  The course is focusing on understanding to various aspects of stock market 

Course Objectives:  

1. To get the students acquainted with basic knowledge of the stock market, stock exchanges, and

regulations of the stock market in India 

2. To enable the students for making analyses of stocks and understand the role of custodians and

depositaries of the Indian Stock Market 

Course Content: 

Session
s 

Topics Contact 
Hours 

1.  Basics of Stock market: Meaning, Definition, importance, and functions of stock 
market 2.5 

2. Stock exchanges: Introduction, meaning, definition, Importance of stock Exchange, 2.5 

3.  Brief history and functioning of Bombay Stock Exchange and National Stock 
Exchange 

2.5 

4.  Security Exchange Board of India: Introduction, Function, and rights of SEBI 2.5 

5. Public Issue – Concept & procedure, Listing Norms of securities. 2.5 

6. Analysis of stocks: Fundamental analysis, technical analysis 2.5 

7. Book-Building, Green Shoe Option, Right Issue, Private Placement. 2.5 

8. Trading Cycle: Screen based trading system (SBTS), it’s Computational Mechanism 
(Sensex, NIFTY), Trading settlement systems 

2.5 

9. Major Stock market indices (Sensex, Nifty) : Introduction and computation 
2.5 

10. Custodian and Depositories: Introduction of depositories, Function of depositaries 2.5 

11. Recent development in Indian Stock Market 2.5 

12. Challenges in Indian Stock Market, Scams in Indian stock market 2.5 

Course Outcomes: 

● To acquaint the students with the latest concepts of the stock market with reference to recent developments.

● To impart in-depth knowledge and determine the concepts of regulators in the Indian stock market.

● To compare and analyze regarding the different types of stock analysis and Issue Management

● To develop insights regarding concepts and mechanisms on stock exchanges and trading cycles.

● To evaluate and examine the scams and scandals from the different stock exchanges around the world.
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Value Added Courses

Entrepreneurship 

Faculty of Management Studies 
Marwadi University Rajkot
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1.3.2 – Syllabus of Certification Course 

Course Content: 

Sessions Topics Contact 

Hours 

1. Who is an Entrepreneur? 
1 

2. Micro Lab and Discussion 1 

3. Important aspects of selection of Business Venture 
2 

4. Entrepreneurial Opportunities 2 

5. About Banks 2 

6. Success Stories of Entrepreneurs 2 

7. About District Entrepreneurship center 1 

8. Who can be contacted for what 1 

9. Market Survey 
1 

10. Marketing Management 1 

11. Factory Visit 1 

12. Project Report 1 

13. Accounting System 2 

14. General Management 2 

15. Personnel Management 2 

16. Financial Management 2 

17. Fixed and Working Capital 2 

18. Loan Application and Understanding of Lending Procedures 2 

19. Computer in Business 1 

20. A.M.T. 1 

Total Hours 30 
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Value Added Courses

Personal Tax Planning 

Faculty of Management Studies 
Marwadi University Rajkot
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1.3.2 – Syllabus of Certification Course 

Course Description: 

Course Objectives: 

1) Students should learn about the basics of  the Income Tax Act, 1961

2) Students have to briefed about various heads of income and computation overview

3) Students should learn various deductions and exemptions available under the Income Tax

Act, 1961

Course Content: 

Sessions Topics Contact 

Hours 

1. Meaning of Tax – Types of Tax: Direct Taxes and Indirect Taxes – Difference between Direct 

& Indirect Taxes 2 

2. Constitutional rights of governments to levy tax 2 

3. Basic definitions of Income tax law 
3 

4.   Slabs of Income Tax 2 

5. Brief overview of Five Heads of Income – Salary and House Property 2 

6. Brief overview of Five Heads of Income – Profits and Gains from Business and Profession 4 

7. Brief overview of Five Heads of Income – Capital Gains 4 

8. Brief overview of Five Heads of Income – Income From Other Sources 2 

9. Tax Planning vs. Tax Evasion 
1 

10.   Tax Planning for Salary – Deductions u/s 16 and Exemptions 2 

11.   Exemptions from Capital Gains – Sec. 54 and Sec. 54F 1 

12. Deductions u/s 80C to 80U 5 

Total Hours 30 

Course Outcomes: 

1) Understanding of the basics of Income Tax Planning.

2) Students are able to apply various tools of deductions and exemptions available under the

Income Tax Act, 1961.

3) Understand Tax Planning from capital gains and various deductions available under

Chapter VI-A of the Income Tax Act,1961
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Value Added Courses

Advanced Excel 

Faculty of Management Studies 
Marwadi University Rajkot
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1.3.2 – Syllabus of Certification Course 

Course Content: 

Sessions Topics Contact 

Hours 

1. Basics of Excel 
3 

2. Preparing and Inserting Charts 1 

3. Organising, sorting, filtering, lookup functions 
2 

4. Basic Arithmetic Functions 2 

5. Conditional functions 3 

6. Data Validation, Converting Text to Table 3 

7. Creating TABLES & NAMED RANGES 3 

8. Analyze data dynamically by using PivotTables 3 

9. Create dynamic charts by using Pivot Charts 
3 

10. Page Setup and Printing 1 

11. Use of Excel in – Statistic, Finance, Accounting, HR, Marketing Management 3 

12. Create & Run Macro 3 

Total Hours 30 

Course Outcomes: 

• Able to perform routine organizational tasks using Excel.

• Can be able to understand about pivot tables and how to use it for routine purpose.

• Able to manage spreadsheet and be able to compare data in to different spreadsheet.

Create a dynamic excel spreadsheet
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Value Added Courses

Tally 

Faculty of Management Studies 
Marwadi University Rajkot
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1.3.2 – Syllabus of Certification Course 

Course Content: 

Session
s 

Topics 
Contac
t Hours 

1. Fundamentals of Tally Prime 3 

2. Accounting Masters in Tally Prime 3 

3. Inventory Masters in Tally Prime 3 

4. Payroll Masters in Tally Prime 2 

5. Recording of Day to Day Transactions in Tally Prime 5 

6. Getting started with GST in Tally Prime 12 

7. Generating Accounting Reports 1 

8. Generating Inventory & Other Reports 1 

Course Outcomes: 

• Gain insights of Tally Prime software, theoretically as well as practically.

• Generate various reports and statements using Tally Prime.
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Value Added Courses

Export Documentation

Faculty of Management Studies 
Marwadi University Rajkot
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1.3.2 – Syllabus of Certification Course 

Course Description: 

This course will help the students to learn the fundamental principles of various export 

documentation and its implications and the role of various factors affecting export procedures. 

Course Objectives: 

The objective of this course is to make students learn the complete mechanism of export and 

various documents required for export. 

Course Content: 

Sessions Topics Contact 

Hours 

1. Export Procedures and Documents: The Search for an overseas buyer, 

Processing an Export Order, Negotiation of Documents, Role of Banks in Export-

Import Transactions. 

6 

2. EXIM Strategies and Export Marketing: EXIM Business Plan and Strategy, 

Export Strategy Formulation, Export Financing, Import Strategy (Souring 

Strategy), International Marketing, Export Marketing – Going Global, Different 

Forms of International Trade. 

6 

3. Methods of Financing Exporters and Business Risk Management: Pre-

Shipment Finance, Post Shipment Export Advance, Factoring and Insurance, 

Types of Risks, Quality and Pre Shipment Inspection. 

6 

4. Custom Clearance of Import and Export Cargo: Clearance of Import Cargo, 

Clearance of Export cargo, Custom Valuation, The Harmonized System, Carnets, 

New Developments in Custom Clearance Procedure 

6 

5. Export Incentive Schemes: Duty Exemption Scheme, Duty Remission Scheme, 

Export Promotion Capital Goods Scheme, Special Economic Zones. 

Information Technology in International Business: Electronic Procurement, 

Electronic Marketing, Electronic Logistics. 

6 

Total Hours 30 

Course Outcomes:  

After completing this course students should be able to : 

• Discuss the concepts of overseas buyer.

• Procedure of an export order

• Understand negotiation of documents

• Various strategies of EXIM Business

• Process of custom clearance

• Various export incentives

• Implementation to IT in international business.
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1.3.2 – Syllabus of Certification Course 

Course Content: 

Sessions Topics Contact 

Hours 

1. Workplace etiquette 
3 

2. Table manners and meal etiquette 4 

3. Professionalism 
3 

4. Communication etiquette 3 

5. Meetings etiquette 2 

6. Listening and Non verbal Communication 3 

7. Business Communication 3 

8. Resume Making and Video Resume 2 

9. Interview skills 
1 

10. Networking and usage of various online platforms like LinkedIn 2 

11. Time Management 2 

12. Conflict Handling Skills 2 

Total Hours 30 
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Value Added Courses

Corporate Correspondence 

Faculty of Management Studies 
Marwadi University Rajkot
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1.3.2 – Syllabus of Certification Course 

Course Content: 

Sessions Topics Contact 

Hours 

1. Job Interview Etiquette 
3 

2. Meeting Etiquette 2 

3. Cubical Etiquette 
3 

4. Email Writing 3 

5. Formal Letter Writing 2 

6. Work life Balance 2 

7. Team work and Collaboration 2 

8. Management games related to team building and team work 2 

9. Change Management 
3 

10. Conflict handling and gender difference 2 

11. Decision Making and activity 3 

12. Leadership Skills 2 

Total Hours 30 
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Value Added Courses 

Personal Finance

Faculty of Management Studies 
Marwadi University Rajkot
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1.3.2 – Syllabus of Certification Course 

Course Objectives: 

1) Students should learn about the importance of Financial Planning

2) Developing Financial Goals and methods to achieve the same

3) Various Investment avenues and risk-return trade-offs

4) Various retirement schemes

Course Content: 

Sessions Topics Contact 

Hours 

1.   Introduction to Financial Planning 
1 

2. Need for personal Financial Management and Time Value of Money 3 

3. Financial Goals: Importance, developments, and achievement of financial goals through 

Financial Planning. 
2 

4. Introduction to Investments: Objectives and needs, difference between Investment, 

Speculation and Gambling 
2 

5. Risk return tradeoff 1 

6. Factors affecting choice of investments, Factors that improve investment decisions 2 

7. Importance of diversification in investment decisions, Sources of investment information 3 

8. Introduction to Primary and secondary market 1 

9. Introduction to various investment alternatives: Equities, Mutual Funds, Bank FDs, Post office 

schemes 
4 

10. Investments in Gold, Sovereign Gold Bond, Real estate 3 

11.   Investments in New Pension Scheme (NPS), Public Provident Fund (PPF) and National Savings 

Scheme (NSC) 
4 

12.  Systematic Investment Plans and Unit Linked Insurance Plans 4 

Total Hours 30 

Course Outcomes: 

❖ Understand of the basics of Personal Financial planning. 
❖ Understand of the fundamentals of Investments. 
❖ Comparison of investments alternatives and evaluation of the risk return tradeoff 

❖ Understand long term investment products 
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Value Added Courses

Statistical Package for Social Sciences

Faculty of Management Studies 
Marwadi University Rajkot
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1.3.2 – Syllabus of Certification Course 

Course Details 

This course guides students through the fundamentals of using IBM SPSS Statistics for typical data 

analysis process.  

Course Objectives 

Students will learn the basics of reading data, data definition, data modification, and data analysis and presentation of 

analytical results. 

Course Content: 

Unit Syllabus No. of Hours 

1 Introduction to SPSS interface, Data view Vs Variable view, 
Measurement scales (nominal, ordinal, scale), Entering data (by 
variable and by case/record), importing data (from excel/csv), 
Editing data (inserting a new variable or case, copy-pasting data) 

10 

2 Graphs and Charts 
Introduction to Chart Builder, Bar graphs, Line graphs, Pie charts, 
Box plots, Histograms, Scatterplots, editing the charts (adding title, 
changing font, changing axis values etc.), printing the output. 

10 

3 Descriptive Statistics 
Frequencies, Visual display of frequencies (bar chart, histogram), 
Measures of Central Tendency, Measures of Variability, 
Skewness, Kurtosis. 10 

Course Outcomes: 

• Apply software knowledge to manage data and perform visual and descriptive analyses
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