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BHARATHIAR UNIVERSITY COIMBATORE - 641046

DIPLOMA IN ACCOUNTING AND TALLY
Programme Objectives
1. To provide basic and advanced accounting knowledge. 
2. To develop skills in Tally and computerized accounting systems. 
3. To improve communicative skills and office management skills. 
4. To provide practical knowledge in GST and taxation. 
5. To develop employability and professional skills. 
6. To prepare students for accounting and business careers. 
Programme Outcomes
1. Understand accounting principles and procedures effectively. 
2. Maintain accounts using Tally and computerized accounting systems. 
3. Prepare financial statements and accounting reports accurately. 
4. Preparing GST accounting and taxation procedures. 
5. Use communicative skills and office management skills professionally. 
6. Work efficiently in accounting system
Scope of the Programme
1. Opportunities in accounting and finance sectors. 
2. Useful for Tally, GST and billing related jobs. 
3. Provides practical knowledge in computerized accounting. 
4. Helps in office administration and financial management. 
5. Supports self-employment and accounting services. 
6. Foundation for higher studies and professional courses. 
Employment Opportunities
1. Accountant 
2. Tally Operator 
3. GST Assistant 
4. Billing Executive 
5. Accounts Assistant 
6. Office Assistant / Data Entry Operator
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Minimum qualification for admission to Diploma in Accounting and Tally is a pass in Standard X (SSLC)

SCHEME OF EXAMINATIONS

	
S.No.
	
Title of the Course
	
Credits
	Maximum Marks

	1
	Principle of Accountancy
	4
	100

	2
	Advanced Accountancy
	4
	100

	3
	Communicative Skills
	4
	100

	4
	Office Management
	4
	100

	5
	Practical I - Computer Application in Tally
	4
	100

	6
	Practical II - Advanced Tally Accounting
	4
	100

	7
	Practical III - GST Accounting and Taxation
	4
	100

	8
	Internship / Project
	4
	100

	
	Total
	32
	800
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Question paper Pattern: Theory

Section A:(10x2=20Marks) 
Answer ALL the questions

Section B:(5 x6 = 30 Marks)
Answer ALL the questions either (a)or(b)

Section C:(5x10=50)
Answer ALL the questions either (a)or(b)


Duration of examinations for all papers is three hours.
*MinimumPassMark:40 Marks
Medium: English





PAPER -I
PRINCIPLES OF ACCOUNTANCY
	Unit:1
	Introduction to Accounting

	Need and Importance of Book keeping– Accounting –Users of accounting information-Branches of accounting - Basic accounting terms. Conceptual Frame work of Accounting: assumptions–concepts– Modifying principles –Accounting Standards. Basic Accounting Procedures: Single Entry system and Double Entry System of Book –Keeping –Golden rules of accounting.

	

	Unit:2
	Journal and Ledger

	Journal - Source Documents - Accounting Equation - Rules for Debiting and Crediting - Books of Original Entry - Journal - Illustrations. Ledger - Meaning - Utility - Format - Posting - Balancing an Account - Distinction between Journal and Ledger.

	

	Unit:3
	Subsidiary Books

	Subsidiary Books I: Special Purpose Books - Need - Purchase Book - Sales Book - Returns Books. Subsidiary Books II: Cash Book - Features - Advantages, Disadvantages - Kinds of Cash Books. Subsidiary Books III: Petty Cash Book - Meaning - Imprest System - Analytical Petty Cash Book - Format - Balancing of Petty Cash Book - Posting of Petty Cash Book Entries - Advantages.

	

	Unit:4
	Bank Reconciliation Statement and Trial Balance

	Bank Reconciliation Statement - Pass Book - Difference between Cash Book and Pass Book - Causes of Disagreement between Balance Shown by Cash Book and Balance Shown by Pass Book - Procedure for Preparing Bank Reconciliation Statement - Format. Trial Balance and Rectification of Errors - Definition - Objectives - Advantages - Methods - Format - Sundry Debtors and Creditors - Limitations - Errors in Accounting - Steps to Locate the Errors - Suspense Account - Rectification of Errors.

	

	Unit:5
	Preparation of Final Account

	Final Accounts - Parts of Final Accounts - Trading Account - Profit and Loss Account - Balance Sheet. Final Accounts - Adjustments - Closing Stock - Outstanding Expenses - Prepaid Expenses - Accrued Incomes - Incomes Received in Advance - Interest on Capital - Interest on Drawings - Interest on Loan - Interest on Investments - Depreciation - Bad Debts - Provision for Bad and Doubtful Debts - Provision for Discount on Debtors - Provision for Discount on Creditors.

	Reference Books

	1
	Mani P. L., Nagarajan K. L., Vinayagam M. (2011) - Principles of Accountancy 

	2
	Gupta R. L., Gupta V. K. (2015) - Principles and Practice of Accountancy – New Delhi - Sultan Chand & Sons

	3
	Reddy T. S. & Murthy A. (2016) - Financial Accounting - New Delhi - Margham Publications

	4
	Dr. Goyal V. K., Ruchi Goyal (2012) - Financial Accounting - 4th Edition - PHI Learning Pvt. Ltd.

	5
	Dr. S. N. Maheshwari, Dr. Suneel K. Maheshwari, CA Sharad K. Maheshwari 
Financial Accounting - Sixth Edition - S. Chand Publishers

	
	



PAPER-II
ADVANCED ACCOUNTANCY

	Unit:1
	Average due date Account

	Average Due Date - Ascertain the Average Due Date of Several Transactions - Calculation of Interest by Average Due Date Method - Discharge of Loan in Equal Installments.

	

	Unit:2
	Account Current / Capital Account

	Account Current: Heading of the Account - Calculation of Interest - Ways of Reckoning Interest - Backward or Époque Method - By Steps or Periodic Balance Method - Methods of Calculation of Interest - By Tables - By Product - By Interest Numbers - Red Ink Interest Method.

	

	Unit:3
	Depreciation Accounting

	Depreciation Accounting - Definition - Need for Providing Depreciation - Causes of Depreciation - Terms Used for Depreciation - Methods of Calculating Depreciation - Straight Line Method - Written Down Value Method - Insurance Policy Method - Revaluation Method - Recording Depreciation - Calculation of Profit or Loss on Sale of Asset.

	

	Unit:4
	Self-balancing accounting

	Self-Balancing and Sectional Balancing - Debtors Ledger or Sales Ledger - Creditors Ledger or Purchases Ledger - General Ledger or Nominal Ledger - Debtors Ledger Adjustment Account or Sales Ledger Adjustment Account or Sold Ledger Adjustment Account - Creditors Ledger Adjustment Account or Purchase Ledger Adjustment Account or Bought Ledger Adjustment Account.

	

	Unit:5
	Accounting for Non-trading

	Accounts of Non-Trading Concerns - Capital Transactions - Revenue Transactions - Deferred Revenue Transactions - Revenue Expenditure, Capital Expenditure and Deferred Revenue Expenditure - Distinction - Capital Profit and Revenue Profit - Capital Loss and Revenue Loss - Receipt and Payment Account - Income and Expenditure Account - Balance Sheet.

	

	Reference Books

	1
	Mani P. L., Nagarajan K. L., Vinayagam M. (2008) - Principles Of Accountancy - S. Chand Publishers

	2
	Gupta R. L., Gupta V. K. (2015) - Principles And Practice Of Accountancy - New Delhi - Sultan Chand & Sons.

	3
	Reddy T. S. & Murthy A. (2016) - Financial Accounting - New Delhi - Margham Publications

	4
	Dr. Goyal V. K., Ruchi Goyal (2012) - Financial Accounting - 4th Edition - PHI Learning Pvt. Ltd.

	5
	Dr. S. N. Maheshwari, Dr. Suneel K. Maheshwari, Ca Sharad K. Maheshwari (2018) - Financial Accounting - Sixth Edition - S. Chand Publishers.




PAPER - III COMMUNICATIVE SKILLS

	Unit:1
	Kinds of Sentences and Nouns

	The Sentence - Different Kinds of Sentences - Assertive Sentence, Imperative Sentence, Exclamatory Sentence and Interrogative Sentence - Subject and Predicate - Nouns - Kinds of Nouns - Proper Nouns, Common Nouns, Collective Nouns and Abstract Nouns - Nouns - Gender - Nouns - Number - Pronouns - Conversation Practice - Chat-Based Communication.

	

	Unit:2
	Adjectives and Adverb

	The Adjective - Comparison of Adjectives - Kinds of Adjectives - Adjectives of Quality, Adjectives of Quantity, Adjectives of Number, Demonstrative Adjective, Distributive Adjective and Interrogative Adjective - Adverb - Different Kinds of Adverbs - Adverb of Time, Adverb of Place, Adverb of Manner, Adverb of Degree, Adverb of Reason and Interrogative Adverb - Conjunction - Preposition - Interjection - Conversation Practice.

	

	Unit:3
	Active and Passive Voice

	Active and Passive Voice - Articles - The Definite and Indefinite Articles - Reading Practice - The Use of the Present and Past Tense - The Future Tense - Direct and Indirect Speech - Punctuation - Transformation of Sentences - Conversion of Simple Sentence to Compound Sentence - Conversation Practice.

	

	Unit:4
	Comprehension

	Comprehension, Paragraph Writing- Principles - Writing of Single Paragraphs, Precise Writing, Story Writing Conversation Practice, Reading Practice, Spelling Practice, Idioms, Essay Writing-Some Characteristics of the essay- Hintson Writing an Essay.


	

	Unit:5
	Letter Writing

	Letter Writing - The Form of Letters - Classification of Letters - Social Letters, Friendly Letters and Business Letters - Conversation Practice - Making Calls - Answering the Call.

	

	Reference Books

	1
	Krishna Murthy E., M. Nagasubramanian - Improve Your Secretarial Skills - S. Chand Publication.

	2
	Monippally, Matthukutty M. - Business Communication Strategies - Tata McGraw Hill Publishing Company Ltd. - New Delhi.

	3
	Kaul, Asha - Business Communication - Prentice-Hall of India - Delhi.

	4
	Rajendra Pal and J. S. Korlahalli - Essentials of Business Communication - Sultan Chand & Sons - New Delhi.

	5
	hirley Taylor - Communication for Business - Pearson Education - New Delhi.







PAPER- IV 
OFFICE MANAGEMENT
	Unit:1
	Introduction to office Management

	Meaning and Importance of Office Management - Functions of a Modern Office - Office Organization and Administration - Meaning and Principles of Office Management - Relationship of Office with Other Departments - Digital Transformation in Office Administration - Modern Office Concepts - Digital Office Administration - AI in Office Management.

	

	Unit:2
	Location and work Environment

	Office Accommodation - Layout - Location and Environment - Office Systems, Procedures, Routines and Methods - Physical Work Environment - Office Furniture - Types of Furniture.

	

	Unit:3
	Work study and Records Management

	Work Study and Work Measurement - Work Simplification - Records Management - Filing and Indexing - Filing Systems and Methods - Filing Equipment - Job Definition and Description - Job Evaluation and Merit Rating - Digital Records Management.

	

	Unit:4
	Office Communication System

	Communication System in an Office - Handling Inward and Outward Mails - Communication Media - Office Machines - Selection and Usage - Cyclostyling Machine - Duplicating Machines - Franking Machines - Photostat Machine.

	

	Unit:5
	Office Forms and supervision 

	Office Forms - Design and Control - Continuous Stationery - Office Cost Control - Office Supervision - Principles of Supervision - Role of Supervision - Methods of Obtaining Data and Recording Procedures - Digital Forms - Data-Based Supervision.

	

	Reference Books

	1
	Ghosh P. K. (1992) - Business Correspondence and Office Management - New Delhi - Sultan Chand & Sons

	2
	Chopra R. K. (1990) - Office Management - New Delhi - Himalaya Publishing House

	3
	Jain J. N. (2007) - Modern Office Management - New Delhi - Regal Publishing

	4
	Bhatia R. C. (2005) - Principles of Office Management - Lotus Press - New Delhi

	5
	Leffingwell and Robinson (1975) - Textbook of Office Management - Tata McGraw-Hill












PAPER - V
PRACTICAL -I
COMPUTER APPLICATION IN TALLY

	Ex.No.
	Exercise

	1.
	Introduction to Accounts - Debit/Credit

	2.
	Company Creation and Groups

	3.
	Complete Bookkeeping - Ledgers - Credit Control

	4.
	Accounts Receivable and Payable

	5.
	Voucher Numbering

	6.
	Classification of Accounting Heads/Chart of Accounts

	7.
	Voucher/Cheque Printing

	8.
	Bank Reconciliation

	9.
	Profit and Loss Account and Balance Sheet

	10.
	Memo Vouchers/Post-Dated Vouchers/User-Defined Vouchers/Sales/Purchase Extracts.




PAPER – VI
PRACTICAL - II
ADVANCED TALLY ACCOUNTING

	Ex.No.
	Exercise

	1.
	Stock Category/Query/Multiple Stock Groups

	2.
	Creation of New Voucher Type

	3.
	Non-Profit Organization

	4.
	Creation of Stock Category and View in Stock Query Report

	5.
	Stock Item - Classification of Raw Material - Work in Progress

	6.
	Job Working Concepts - Additional Cost of Manufacturing

	7.
	Reorder Levels - Stock Aging Analysis - Tally Technology

	8.
	Advantages of Tally Audit

	9.
	Multilingual Features

	10.
	Online Taxation Returns.



PAPER - VII
PRACTICAL –III
GST ACCOUNTING AND TAXATION

	Ex.No.
	Exercise

	1.
	Creating GST Ledgers

	2.
	Setting Up GST Rates

	3.
	Updating a Service Ledger for GST Compliance

	4.
	Recording Sales and Printing Invoices

	5.
	Recording Purchases and Tax Payment

	6.
	Transferring Tax Credits of VAT, Excise and Service Tax to GST

	7.
	Recording Sales Returns

	8.
	Recording Purchase Returns

	9.
	Recording Export Sales

	10.
	Reverse Charge under GST





PAPER - VIII
INTERNSHIP / PROJECT
Project Guidelines
As part of the curriculum, every student shall undertake a Project Work related to Accounting and Tally. Students are encouraged to visit accounting firms, business organizations, offices, banks, tax consultancy centres, computer centres or other organizations related to their field of study.
The students shall identify a suitable real-time project/topic in consultation with the college and faculty members and carry out the work accordingly. The project may involve accounting procedures, Tally accounting, GST and taxation, office management, billing systems, business communication, data entry, preparation of financial statements or computerized accounting systems.
At the completion of the project, the students shall prepare and submit a Project Report containing the following details:
1. Title of the Project 
2. Objectives 
3. College / Organization Details 
4. Methodology / Work Carried Out 
5. Findings
6. Conclusion 
7. Photographs / Supporting Documents
The students shall present their project work during the Viva-Voce examination conducted by the College.
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