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D.Com Office Secretarial Practice
& Short Hand Group
Components 1st Year 2nd Year
Subject Marks| Subject Maks
A :|English 100|English 100
Compulsory|Urdu Urdu
Subjects [Islamic Studies 100|Pakistan Studies | 100
50 50
ToTal 250|Total 250
B :|Business 1.T(I)/ Business I.T' (II)
Supporting|English/Urdu or
Subjects | Typing 100(Business I.T (I) 100
Financial Principles of
Accounting-I 100(Economics 50
Principles of Communication
Commerece 50|Skills 50
Total 250|Total 200
C: English/Urdu English/Urdul
Specializatior] Short Hand: Short
Theory 40|Hand-II: Speed 100
Speed 60|Computer Based
Correspondence/Office
Practice &
Procedures 50
Total 100|Total 150
Grand Total 600 600
Total Marks: 1st Year: 600 2nd Year : 600 = 1200
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Scheme of Studies For
I. Com- Group

Components 1st Year 2nd Year
é;mpul- Subject Marks| Subject Marks
sory

Subjects
English 100 |English 100
Urdu 100 |Urdu 100
Islamic Studies (50 Pakistan Studies |50
Economics 75 Commercial
Accounting 100 |Geography 75
Mathematics 50 Accounting 100
Principles of 75 Banking 75
commerce

Statistics 50

Total 550 |[Total 550

Total Marks: 1st Year: 550 2nd Year : 550 = 1100
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Syllabi and Courses of Reading of ADC Examinations.
The details of the scheme are given as under:

Associate Degree In Commerce. Part-1

Code.No.|Title of Subject Marks
BC-301: |Business Statistics & Mathematics 100
BC-302: [Computer Applications in Business 100
BC-303: [Economics 100
BC-304: [Financial Accounting 100
BC-305: |Functional English 100
BC-306: |Introduction to Business 100
BC-307: [Money, Banking and Finance 100
BC-308: [Islamic Studies (Ethical Behaviour in liew of Islamic 60
Studies for Non-Muslim Students)

Total| 760
Code.No. |Title of Subject Marks
BC-401: |Advanced Financial Accounting 100
BC-402: |Auditing 100
BC-403: |Business Communication & Report Writing 100
BC-404: |Business Law 100
BC-405: |Business Taxation 100
BC-406: |Cost Accounting 100
BC-407: |Economics of Pakistan 100
BC-408: |Pakistan Studies 40

Total| 740

Total |ADC. Part-I | 760
Marks: (ADC. Part-II | 740 1500

Practical Training.
Two months practical training with a reputed Business, Information Technology

and commercial organization will be an integral part of ADC. Programme. The
Students would be required to complete this training after appearing in the ADC.
Part Il Examination.
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Quaid-e-Azam's advice to students

1. Without education it is complete darkness and with
education itis light. Education is a matter of life and death to
our nation. The world is moving so fast that if you do not
educate yourselves you will be not only completely left
behind, but will be finished up also. The Holy Prophet
(PBUH) had urged his followers to go even to China in the
pursuit of knowledge. If that was the commandment in
those days when communications were difficult, then, truly,
Muslims as the true followers of the glorious heritage of
Islam, should surely utilize all available opportunities. No
sacrifice of time or personal comfort should be regarded too
great for the advancement of the cause of education.

2. Pakistan is proud of her youth, particularly the
students, who are nation builders of tomorrow. They must
fully equip themselves by discipline, education, and training
forthe arduous task lying ahead of them.

3. | insist you to strive. Work, Work and only work for
Satisfaction with patience, humbleness and serve the nation.

Courtesy

Muhammad Azam
Principal
Govt. Associate College
Satiana Road Jaranwala
Ph. 041-4312977
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