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Minutes of Departmental Meeting held on 28thJuly, 2022. 

Members Present:- 

1. Dr. Swapan Kumar Mishra, Dept. of Commerce, Principal of the college 
2. Prof. Abani Kumar Tripathy, H.O.D. Dept. Of Commerce 
3. Prof. Sudarsan Adak, SACT-II, Dept. Of Commerce 
4. Prof. Ranjit Kumar Giri, SACT-II, Dept. of Commerce 
5. Prof. Radhakrishna Dinda, SACT-II, Dept .of Commerce 
6. Mr. Chattu Kamila, Guest Lecturer, Dept. of Commerce 
7. Mr. Anupam Das, Guest Lecturer, Dept. of Commerce 

A meeting was arrenged at 3 pm regurding the implimentation of certificate course on Business 
ManagementPractical in our Department. All faculty member Joined the meeting in time.Dr. 
Swapan Kumar Mishra Principal preside over the meeting. 

Resolution taken in the meeting is: 

1. It is decided that the course will be started soon. 
2. It is decided that Prof. Abani Kumar Tripathy, H.O.D. Dept. of Commerce will be convenor of 

the course. 
3. It is decided that the Course will be conducted by Prof.Ranjit Kumar Giri. 
4. The Course duration will be from9thAugust 2022 to 18thNovember 2022 
5. The course will be conducted for Sem-II. Course fees for the student will be Rs.150. 
6. It is decided that the Course will be delivered by Projector. 
7. Concern teacher is requested to prepare a syllabus and routine for smooth running of 

course. 
8. The meeting comes to end vote of thanks. 

 

 



 
 
 
 
 

 

Notice 

                         Date: 04/07/2022 

Dear Students, 
Do you wish to Scale up your Professional Careers to the heights of Success and become Self Reliant 
by mastering the skill ofBusiness Management? 
If yes, then this is the right platform to get enrolled for Management Certification Course.  

The Department of Commerce of Mugberia Gangadhar Mahavidyalaya,isConducting 
Certificate course Business ManagementPractical Training for all students of Commerce in Offline 
mode. 
Course Duration - 30+ Hours 

Syllabus of Business Management 

1. E – Commerce                               50 Marks 

a)Taxation                  25 Marks 

      Income Tax 

- Computation of Taxable Income and Income tax for different Assesses. 
- Income tax Planning for Salaried Employees. 
- Filling of Income Tax Return Form ITR1,ITR2,ITR3,ITR4. 

Sales Tax 

- Filling of Goods and Service Tax forms GSTR1, GSTR3B, GSTR9 ETC. 
- Filling of P.Tax Return Forms 

b) Accounting:              25 Marks 

               Tally 9.2 Recording of Accounting transactions in Financial Accounting software 

- Cash Transactions, Sales, Purchase etc. 
- Final Account Preparation 
- Interpretation of Accounting Data. 

 



 
 
 
 
 

2. Management Principles:                   25 Marks 

     Nature of Management – Definition and Characteristics of Management, Management 

     Vs. Administration, Scope of Management, Manage as a Profession, Principles of   

     Management, Universality of Management, Functions of Management, Levels of  

    Management. 

   Motivation – Contents and Theories of Motivation, Moral and Productivity. 

  Functions of Leader and Leadership Styles. 

3.  Building Communication Skill and Personality Development:          25 Marks 

          Group Discussion, Practice to Face Assessing Officers of Income Tax, Goods and Service    

          Tax etc. Practice of face interview. Drafting – Notice, Circulars, Minute Resolution,     
Report, Letter Writing – Letter of Order, Quotations, Order Confirmation, Execution, 

       Refusal and Cancelation of order, status enquiry, recommendation and credit 
collection 

Requirements 

 There are no requirements for this course other than the desire to become a highly 
successful manager. 

Description 

Note: at the suggestion of students, I have changed the title of this course to reflect its value 
for all managers, new or experienced. These are the essential management skills whether new 
team leader or a senior manager. 
 
 
PDF NOTES would also be provided for reference 

 

 

 

 



 
 
 
 
 

 
 
 
 
 
Course Start Date:Second Week of August 2022 
Timings: 1.00 Pm onwards 
Course Fees:  

Kindly register yourself to get the benefit of this Course with latest version and upgraded 
features of Business Management. 

Certificates will also be provided to all the Participants. 

 

NOTICE –03-08-2022 
Dear students kindly note, 
 
Management Practical classes start regularly from Tuesday - 9th August, 2022. You have to report 
at 12.45pm in Practical Lab of our college.  
 
TIMINGS FOR THE COURSE WILL BE FROM 1 PM TO 3 PM 

 

 

 

 

 

 

 

 

 

 

 




































