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HOW TO USE 
THE BOOK

Dear Students!
There is a wonderful treasure on your hands now in the form a text book, which is going to make you a really resourceful 
and an able person in future. You have to believe it first so that you can develop a multi-dimensional personality in your 
own self with a thorough knowledge in Commerce.
 This is for you to know, how you could make use of the book for the best understanding of various useful and valuable 
knowledge sources hidden within the text. These tips would certainly make a difference in you while learning the units, 
lessons and relevant concepts thereof.
 Actually the book is divided into 10 Units, 33 Chapters where in there are several sections are written in a student 
friendly way. An attempt is made here to explain how to use them for a better learning experience.

The units are broad heading of the book which contains several 
Chapters in each of them so that you can understand the section 
specific knowledge in various parts of Commerce Education. 
This is the usual way of learning. There are three Chapters, for 
example, in Unit I, which gives you the basic and introductory 
aspects of Commerce Education. Similarly the remaining 
Units give you the specialized knowledge on the different Unit 
headings so required at the level of Eleventh Standard. Omission 
any unit may lead to loss of knowledge continuity.

All the 33 Chapters in the book are a real treasure for one who 
wants to learn the theory and practice of Commerce today. So 
you have to look into these chapters as useful, informative and 
capacity building capsules in any individual student who wants 
to learn the elements and fundamentals of Commerce. Omission 
of any Chapter would lead to loss of knowledge in real terms and 
other related benefits.

These headings are given for you to remember the major 
divisions of a chapter with conceptual clarity and information 
sequence in an orderly manner so as to arrange your learning 
method made easy. So you have to learn the subject content of a 
chapter, mainly based on the ‘sub-headings’ of a chapter. This is 
the simple way of learning.

This section of the Chapters in general would give you various 
tips on the present or past events or bits of useful information 
in the field of Commerce so relevant to the subject matter 
discussed in a specific Chapter, of course in almost all Chapters. 

This section is an attempt to explain you how some people or 
organisations have been able to grow from nothing to top today 
and those who set an example by their way of becoming the 
role models. You can understand the way of growing and also 
you can follow such role models for achieving your own future 
ambition.

This section is given to test your ‘applied knowledge’ on the 
subject matter of a Chapter or Chapters wherein you have to 
think and analyze about the case and give your best ability to 
understand the situation and explanation thereof / relevant 
answers so as to depict yourself as a student with practical 
knowledge or applied knowledge on the chosen case study.

UNITS

CHAPTERS

SUB-HEADINGS

SUCCESS STORY

III

Case study
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IV

This is an exercise given to you to do either class work or home 
work on the chosen theme or subject matter in each Chapter 
or chapters. Commerce Education is required to have practical 
exposure to various forms of business organizations around the 
world. Project work will ensure your ability to bring about a 
solution to present crisis in an organization or give plans for future 
development of the same.

There is an useful section in all chapters for ‘ your own thinking 
‘ either with some meaning of concepts or practical situation for 
your understanding. Repeated thinking of these aspects would 
ensure your ability to understand developments in Commerce and 
capacity to do your own business in future.

This section is attempted to make the students to learn about 
necessary concepts or section of Commercial knowledge by doing 
home work or by doing further study through browsing or learning 
from reference books.

Students are expected to be thorough about certain concepts which 
are chapter specific and related to the knowledge dealt in that 
chapter. This would enable the students to be clear about various 
concepts which is essential for clarity of thought and able learning 
about the subject matter.

As you are aware of, this section is essential to evaluate your ability 
to answer specific questions, may be long answer or short answer 
or fill in the blanks or choosing the correct one from among the 
multiple-choice of answers. Scoring high marks is an indicator 
of your knowledge level for higher studies and hence you need 
to prepare for these questions well in advance to the schedule of 
examination time-table. You can try to find answers before your 
teachers direct you to answer them. Prevention is better than cure.

This is an interesting section of many a chapter in the book 
wherein you can have the learning experience through the online 
support, using an Android phone with applied QR Code app. 
You can listen to short lectures or demonstrations by experts or 
experienced teachers. Of course this is mostly home work or leisure 
time exercises, unless or otherwise the class teachers wanted to 
display them in class-rooms during working hours.

PROJECT WORK

KEY TERMS

FOR OWN THINKING

QUESTIONS

FOR FUTURE LEARNING
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V

“Commerce” as a field of knowledge is all pervasive in nature. It offers 
enormous opportunities for higher education and employment both in India 
and abroad. The scope after higher secondary programme in Commerce is 
given below:  

EDUCATIONAL OPPORTUNITIES
Any of the following Degree 
Programmes can be pursued 
by the students both on 
Regular mode and Distance 
Education mode.

Any of the following 
professional courses/
programmes.

Any of the following 
programmes in India or 
abroad after a Formal Degree 
Programme.  Anywhere 
in colleges. Universities 
or Indian Institute of 
Management (IIM)

Any of the following 
professional courses/
programmes after 
a Formal Degree 
Programme

Any of the Research 
Programme after a 
Formal Post Graduation 
in Commerce/

•  B.Com., Bachelor of 
Commerce (General)

• B.Com., (Hons.)
•  B.Com., (Accounting & 

Finance)
•  B.Com., (Corporate 

Secretaryship)
•  B.Com., (Computer 

Application)
•  B.Com., (International 

Business)
•  B.Com., (Bank Management)
•  B.B.A., (Bachelor of Business 

Administration)
•  B.B.M., (Bachelor of Bank 

Management)
• B.A., (Co-operation)
•  M.Com., (Master of 

Commerce – Five year 
Integrated programmed)

•  Any Diploma Programme 
offered by a Standard Institute

•  C.A., Chartered 
Accountant as 
an Integrated 
Programme.

• CMA(ICWA)
• ACS
•  B.L., Bachelor of Law 

– Five year Integrated 
Programme.

•  B.Com., (LLB) 
Bachelor of Law – 
Five year Integrated 
Programme in India 
or Abroad

•  CIMA (Chartered 
Institute of 
Management 
Accountants (UK))

•  ACCA (Association 
of Chartered Certified 
Accountants (UK))

•  CPA (Certified Public 
Accountant (USA))

•  M.Com.,  
Master of Commerce.

•  M.Com.,  
(Accounting and Finance)

•  M.Com., (International 
Business and Banking)

•  M.Com., (Computer 
Applications)

•  M.Com., (Co operative 
Management)

•  M.B.A., Master of Business 
Administration

• M.B.A., (Finance)
• M.B.A., (Marketing)
•  M.B.A., (Human Resource 

Management)
•  M.B.A., (Advertisement and 

Salesmanship)
•  M.B.A., (Hospital 

Management)
•  MHRM (Master of Human 

Resource Management)
•  MLM (Master Labour 

Management)

•  Chartered 
Accountancy

•  Cost and 
Management 
Accounting (ICWA)

•  Associate Company 
Secretary

•  Bachelor of Loss  
(LLB)

•  Union Public Sercice 
Commission (UPSC)

•  Indian Administrative 
Service (IAS)

•  Indian Police Service 
(IPS)

•  Indian Foreign 
Service (IFS) 

•  Indian Revenue 
Service (IRS)

•  Indian Audit and 
Account Service 
(IA&AS) etc.

•  M.Phil., (Commerce) 
Master of Philosophy

•  Ph.D., (Commerce) 
Doctor of Philosophy

•  D.Litt., (Commerce) 
Doctor of Letters

•  UGC – National 
Eligibility Test (NET)

•  SET – State Eligibility 
Test

•  B.Ed., (Bachelor of 
Education) and followed 
  by

•  M.Ed., (Master of 
Education) Programmes

•  Any PG Diploma 
programme offered by a 
standard Institute

a)  For self employment there are a number of Enterpreneurial Development and Training Programmes sponsored by District Industries 
Centres (DIC) throughout Tamil Nadu. Any Higher Secondary student can approach DIC in their own District Headquarters to train 
up themselves to start their own Agri-business, small trade, Self Help Group, Departmental stores or any General Mercantile Shop.

b)  After gaining a Formal Degree Programme, the commerce graduate can gain access to Bank Finance or Institutional lending for 
business start-up

c)  After Higher Secondary Course, the students can appear for Group IV and after formal degree programme, they can appear for 
Group I and Group II for Govt Postings through TNPSC/UPSC, including services in police to postal departments, besides bank 
employees in public sector.

d) Commerce graduates can become Income Tax practitioners and GST consultants with due qualifications.

EMPLOYMENT OPPORTUNITIES

SCOPE OF “COMMERCE” EDUCATION
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VI

• Marketing
• Management
• Finance
• Human Resource Management
• Entrepreneurship
• Retailing
• Supply Chain Mangement
• Logistic Mangement
• Financial Services
• Financial Markets
• Services Industries
• International Business 
• Organisational Behaviour
• Digital Marketing
• Taxation

The commerce students have a wide range of scope abroad as listed below.

1.  The Bachelor Degree holders in commerce can join MBA in any university in developed countries like England. The USA, Australia 
and so on.

2.  The commerce graduates with ‘Tally’ Accounting package can get employed in any part of world as Accountants in business 
enterprises.

3.  The Master Degree holders in commerce can join Ph.D. Programmes in any foreign University with fellowships abroad.
4.  B.Ed/M.Ed/M.Phil/Ph.D holders in commerce can gain teaching jobs abroad both in schools and colleges (This is not only for younger 

but also those who are retired from service in India)
5.  Commerce graduates are permitted by foreign governments to start-up export business ventures in their respective Nations, If their 

projects are valid.
6.  Commerce graduates can become foreign exchange dealers through proper and authorised certification by the respective National 

Governments in various countries.
7.  Commerce graduates can become bank employees abroad after a formal selection by them. Based on required qualification.
8.  Commerce graduates have great scope for Management consultancy/Export and Import consultancy/ Clearing and Forwarding 

agencies/Economic Advisories/ Project consultancies/planning divisions/ share market speculators/security brokers/portfolio advisors/
Insurance advisors/ Advertisement agencies/ Secretariats of Business Tycoons/ Board personnel /Financial Advisors/Associates of Tax 
consultancies/Treasury Management/Scrap Dealers/ Bullion Trader/ Advisors to various purchase committees.

SCOPE ABROAD

SCOPE OF AREA OF 
RESEARCH

Institute of Chartered  
Accountants Of India
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Unit Chapter Contents
Page 
No.

Month

Unit - I
MANAGEMENT 

PROCESS

1

PRINCIPLES OF MANAGEMENT
1.01 Concept of Management 
1.02 Definitions of Management 
1.03 Management Vs. Administration 
1.04 Management Process 
1.05 Principles of Scientific Management 
1.06 Principles of Modern Management
1.07 Span of management

1 June

2
FUNCTIONS OF MANAGEMENT
2.01 Main Functions 
2.02 Subsidiary Functions

11 June

3

MANAGEMENT BY OBJECTIVES (MBO) and
MANAGEMENT BY EXCEPTION (MBE)
3.01 Meaning and Definition of MBO 
3.02 Objectives of MBO 
3.03 Features of MBO 
3.04 Process of MBO 
3.05 Advantages of MBO 
3.06 Disadvantages of MBO 
3.07 Meaning of MBE 
3.08 Process of MBE 
3.09 Advantages of MBE 
3.10 Disadvantages of MBE

16 June

Unit - II
FINANCIAL  

MARKETS – I

4

INTRODUCTION TO FINANCIAL MARKETS
4.01 Meaning and Definition of Financial Market 
4.02 Scope of Indian Financial Market 
4.03 Types of Financial Markets 
4.04 Role of Financial Market 
4.05 Functions of Financial Market 
4.06  New Issue Market (NIM) Vs. Secondary Market

22 June

5

CAPITAL MARKET
5.01 Meaning and Definition 
5.02 Characteristics of Capital Market 
5.03 Kinds of Capital Market 
5.04 Functions and Importance of Capital Market 
5.05  Indian Capital Market – Evolution and Growth
5.06 New Financial Institutions

28 July

6

MONEY MARKET
6.01 Meaning and Definition 
6.02 Characteristics 
6.03  Difference between Capital Market and Money Market 
6.04 Participants in Money Market 
6.05 Money Market Instruments 
6.05.01 Treasury Bills 
6.05.02 Certificate of Deposit 
6.05.03 Commercial Bills 
6.05.04  Government or Gilt-Edged Securities Market.

35 July

VII
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VIII

Unit - III
FINANCIAL  

MARKETS – II

7

STOCK EXCHANGE
7.01  Stock Exchange – Origin, Meaning and Definition 
7.02 Functions of Stock Exchange 
7.03 Features of Stock Exchange 
7.04 Benefits and Limitations of Stock Exchange 
7.05 Stock Exchanges in India 
7.06 Types of Speculators 
7.07 Stock Exchange Vs. Commodity Exchange 
7.08 Recent Development in Stock Exchange

44 July

8

SECURITIES EXCHANGE BOARD OF INDIA (SEBI)
8.01 Introduction of SEBI 
8.02 Objectives of SEBI 
8.03 Functions of SEBI 
8.04 Powers of SEBI 
8.05 Dematerialization 
8.06 Benefits of Dematerialization

59 July

Unit - IV
HUMAN 

RESOURCE 
MANAGEMENT

9

FUNDAMENTALS OF HRM
9.01 Meaning and Definition of Human Resource 
9.02 Characteristics of Human Resource 
9.03 Significance of Human Resource 
9.04  Meaning and Definition of Human Resource 

Management 
9.05  Nature and Features of Human Resource 

Management 
9.06 Significance of Human Resource Management 
9.07 Functions of Human Resource Management

68 August

10

RECRUITMENT METHODS
10.01 Meaning and Definition of Recruitment 
10.02 Recruitment Process 
10.03 Sources of Recruitment 
10.04 Recent Trends in Recruitment

74 August

11

EMPLOYEE SELECTION PROCESS
11.01 Steps in Employee Selection Process 
11.02 Factors influencing Selection Process 
11.03 Importance of Selection 
11.04 Selection differs from Recruitment 
11.05 Placement 
11.06 Significance of Placement 
11.07 Principles of Placement
11.08 Principles of Placement

79 August

12

EMPLOYEE TRAINING METHOD
12.01 Purpose of Training or Need for Training 
12.02 Steps in Designing a Training Programme 
12.03 Training Method 
12.03 (i) On the Job Training 
12.03 (ii) Off the Job Training 
12.04  Differences Between on the Job Training and off 

the Job Training 
12.05 Benefits of Training 

89 August
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IX

Unit - V
ELEMENTS OF 
MARKETING

13

CONCEPT OF MARKET AND MARKETER
13.01. Meaning and Definition of Market 
13.02. Need for Market 
13.03. Classification of Markets 
13.04. Meaning and Definition of Marketer 
13.05. What can be Marketed? 
13.06. Role of a Marketer 
13.07. Functions of Marketer

100 September

14

MARKETING AND MARKETING MIX
14.01. Introduction 
14.02 Evolution of Marketing 
14.03. Marketing Concepts 
14.04. Definition of Marketing 
14.05. Objectives of Marketing 
14.06. Importance of Marketing 
14.07. Functions of Marketing 
14.08. Meaning and Definition of Marketing Mix 
14.9. Elements of Marketing Mix 
14.10. Marketing Mix Matrix

108 September

15

RECENT TRENDS IN MARKETING
15.01 Recent Trends in Marketing 
15.02 E-Marketing 
15.03 E-Tailing 
15.04 Green Marketing 
15.05 Social Marketing 
15.06 Rural Marketing 
15.07 Services Marketing 
15.08 Commodity Exchanges 
15.09 Niche Marketing 
15.10 Viral Marketing 
15.11 Ambush Marketing 
15.12 Guerrilla Marketing 
15.13 Multi Level Marketing 
15.14 Referral Marketing 
15.15 Content Marketing

116 September

Unit - VI
CONSUMER 

PROTECTION
16

CONSUMERISM
16.01 Consumer 
16.02 Consumer Exploitation 
16.03 Consumerism and Need for Consumerism 
16.04 Importance of Consumerism 
16.05  Origin, Evolution and Growth of Consumerism
16.06 Consumer Protection
16.07 Need for Consumer Protection 
16.08 Consume Legislation 
16.09 The Consumer Protection Act, 1986 
16.10 Caveat Emptor 
16.11 Caveat Venditor

125 September
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X

17

RIGHTS, DUTIES & RESPONSIBILITIES OF 
CONSUMERS
17.01 Duties of Consumers 
17.02 Consumer Responsibilities 
17.03 Consumer Rights

138
September

18

GRIEVANCE REDRESSAL MECHANISM
18.01  Grievance and Need for Redressal Mechanism 
18.02 Consumer Councils 
18.03 Three Tier Courts or Quasi Judiciary 
18.04 District Forum 
18.05  State Consumer Disputes Redressal  

Commission or State Commission 
18.06  National Consumer Disputes Redressal 

Commission (NCDRC) or National  
Commission 

18.07  Voluntary Organizations for Consumer 
Awareness

145
October

Unit - VII
BUSINESS 

ENVIRONMENT

19

ENVIRONMENTAL FACTORS
19.01  Meaning and Definition of Business Environment 
19.02 Types of Business Environment 

19.02.01 Internal Environment 
19.02.02 External environment: 
19.02.03 Micro Environment; 
19.02.04 Macro Environment: 

19.03 Future Environment of Business-VUCA 
19.04 Corporate Governance 
19.05 Goods and Services Tax – GST

153 October

20

LIBERALIZATION, PRIVATIZATION AND 
GLOBALIZATION
20.01 Dimensions of New Economic Policy
20.02 Meaning and forms of Liberalisation
20.03  Advantages and disadvantages of Liberalisation
20.04 Impact of Liberalisation
20.05 Meaning and Forms of Privatisation
20.06  Advantages and disadvantages of Privatisation
20.07 Impact of Privatisation
20.08 Meaning and Forms of Globalisation
20.09  Advantages and disadvantages of Globalisation
20.10 Impact of Globalisation
20.11 Highlights of LPG policy

163
October
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XI

Unit - VIII
THE SALE OF 
GOODS ACT, 

1930
AND THE 

NEGOTIABLE 
INSTRUMENTS 

ACT, 1881

21

THE SALE OF GOODS ACT, 1930
21.01 Formation of Contract of Sale 
21.02  Difference between Sale and Agreement to Sell 
21.03 Types of Goods 
21.04 Transfer of Ownership 
21.05 Conditions and Warranties 
21.06 Rights of an Unpaid Seller

171 October

22

THE NEGOTIABLE INSTRUMENTS ACT, 1881
22.01  Negotiable Instruments – Meaning, 

Characteristics, Assumptions 
22.02 Negotiability and Assignability 
22.03  Bills of Exchange, Cheque, Promissory Note – A 

Comparison 
22.04 Crossing of Cheque 
22.05 Endorsements

185 October

Unit - IX
ENTREPRENEURSHIP 

DEVELOPMENT

23

ELEMENTS OF ENTREPRENEURSHIP
23.01  Entrepreneurship – Concept, Meaning and 

Definition 
23.02 Characteristics of Entrepreneur 
23.03 Importance of Entrepreneurship 
23.04  Entrepreneur, Intrapreneur and Manager – A 

Comparison
23.05  Women Entrepreneurs – Opportunities and 

Challenges 
23.06 Entrepreneurial Functions

199 November

24

TYPES OF ENTREPRENEURS
24.01 Types of Entrepreneurs 
24.02 Classification According to Function 
24.03 Classification According to Type Of Business 
24.04 Classification Based on Technology Adopted 
24.05 Classification in terms of Motivation 
24.06 Classification Based on Development Stage 
24.07 Classification According to Area 
24.08 Classification According to Owner- ship

215 November

25

GOVERNMENT SCHEMES FOR ENTREPRENEURIAL 
DEVELOPMENT
25.01  India’s Efforts at Promoting Entrepreneurship 

and Innovations 
25.02 Specific Entrepreneurship Schemes 
25.03  Steps in Promoting an Entrepreneurial Venture 
25.04  Entrepreneurial Schemes of Government of 

Tamilnadu

223 November

Unit - X
COMPANY 
LAW AND 

SECRETARIAL 
PRACTICE

26

COMPANIES ACT,  2013
26.01  Evolution and History of Company Law in India 
26.02 The Companies Act 2013 
26.03  Meaning and Definition of Body Corporate 

(Company) 
26.04 Formation / Incorporation of Company 
26.05 Promoter 
26.06 Procedural Aspects of Company Formation
26.07 Share and Share Capital 
26.08  Issue of Shares, Bonus Shares and Rights Shares

232 November
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26.09 Share Certificate and Share Warrant 
26.10 Share and Stock 
26.11 Debentures

27

COMPANY  MANAGEMENT
27.01  Introduction, Meaning and Definition of 

Director 
27.02 Key – Managerial Personnel of a Company 
27.03 Board of Directors 
27.04  Types of Directors as per Companies Act 2013
27.05 Number of Directors 
27.06 Legal position of Director 
27.07 Appointment of Director 
27.08 Qualification of Director 
27.09 Disqualification of Director 
27.10 Removal of Director 
27.11 Remuneration of Director 
27.12 Power of Director 
27.13 Rights of Director 
27.14 Duties of Director 
27.15 Liabilities of Director 
27.16 Directorial Register 
27.17 Manager Vs. Director 
27.18  Managing Director Vs. Whole time Director

244 December

28

COMPANY SECRETARY
28.01 Company Secretary 
28.02 Qualifications of Company Secretary 

28.02.01 Statutory Qualifications 
28.02.02 Other Qualifications

28.03 Appointment of Company Secretary 
28.04 Functions/ Duties of Company Secretary 

28.04.01 Statutory Functions 
28.04.02 Non-Statutory Functions 

28.05 Powers and Rights of Company Secretary 
28.06 Removal / Dismissal of Company Secretary 
28.07 Company Meetings 
28.08 Kinds of Company Meetings 

28.08.01 Shareholders Meetings 
28.08.02 Meeting of the Board of Directors 
28.08.03 Special Meeting 

28.09 Resolution 
28.09.01 Kinds of Resolution 

28.10 Voting 
28.11 Procedures of Voting 

260 December

E-Book E-Assessment
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