CLASS 12 COMMERCE

SYLLABUS 2025
ACCOUNTS(858)
CLASSXII
Therewill betwopapersinthesubject:
Paperl- Theory:3hours......80marks Paperll-Project Work ... 20marks

PAPER-I(THEORY)-80 Marks

Therewillbeonepaperof3hoursdurationof80marksdividedintothreeSectionsA,BandC.

ItwillbecompulsoryforallcandidatestoattemptSectionA.Candidateswillhaveachoiceofattempting questions
either from Section B or Section C.

S.No. UNIT TOTALWEIGHTAGE

SECTIONA:60 Marks

1 PartnershipAccounts

A.Fundamentalsof Partnership 11 Marks

B.Goodwill

C.ReconstitutionofPartnership
15 Marks

I. Admission

I1.RetirementandDeathofa Partner

I11.DissolutionofaPartnershipFirm 8 Marks

2. JointStockCompanyAccounts

A.Issueof Shares 11 Marks

B.Issueof Debentures

C.RedemptionofDebentures 8 Marks

D.FinalAccountsofCompanies 7 Marks
SECTIONB(MANAGEMENTACCOUNTING):20Marks

3. FinancialStatementAnalysis 4 Marks

4. CashFlowStatement 8 Marks

5. RatioAnalysis 8 Marks

OR

SECTIONC(COMPUTERISEDACCOUNTING):20Marks

6. AccountingApplicationofElectronicSpread Sheet 10 Marks

(vi)




7. DatabaseManagementSystem(DBMS) 10 Marks
TOTAL 80 Marks
BUSINESSSTUDIES

CLASS12

Therewillbetwopapersinthesubject: Pape
rl:Theory(3hours)... ... 80marksPaper
11: Project Work ... 20 marks

PAPERI(THEORY)-80Marks

1. HumanResourceManagemen
t

() IntroductiontoHumanResourceManag
ement.
Meaning and definition of Human
ResourceManagement; Characteristics of
Human
ResourceManagement:peopleoriented,compre
hensivefunction,staff function, pervasive,
challenging, continuous,individual oriented,
development oriented, actionoriented, future
oriented, interdisciplinary, art as well
asscience,youngdiscipline;Importanceofhuman
resourcemanagement.

(i) Job and Manpowerplanning.

Meaning, relevanceanddifferencebetweenthefoll
owing:JobAnalysis,JobSpecification,JobDesc
ription,Job Enrichment and Job
Enlargement, ManpowerEstimation.

(iii) StaffRecruitment.

Meaning, definition and characteristics of
staffrecruitment; sources of recruitment:
internal sources(promotion, transfer, ex-
employees, recommendation
byemployees);externalsources(advertisement
s,campusrecruitment, casual callers, gate
hiring, employmentexchanges, placement
agencies, labour contractors).Differences
between internal and external sources
ofrecruitment,theirmeritsanddemerits;e-

(vii)

Meaninganddefinitionoftraining;distinctionbetwee

n
recruitment:concept,benefitsandlimitations;sourc
esofe-
recruitment:internetandintranet(theirbenefitsandli
mitations).

(iv) StaffSelection.

Meaning and definition of staff selection;
Selectionprocedures(preliminaryscreening,applic
ationblank,selectiontest,Groupdiscussion,finalinter
view,medicaltest, reference check, final approval,
placement; briefexplanation and importance of
each step of the selectionprocedure); distinction
between recruitment andselection.

(v) StaffTraining.




training, education and development;
types of training(induction, job, remedial,
safety, promotional, refresher-
briefexplanationofeach.);methodsoftrain
ing:onthejob and off the job (vestibule,
apprenticeship,
internship,classroom);Distinctionbetwee
nonthejobandoffthejobtraining.Hindranc
estotraining:briefexplanation.Benefitsoft
rainingtoemployerandemployees.

(vi) StaffMorale.

Meaning,definitionandcharacteristicsofst
affmorale;Morale Productivity Matrix
(brief explanation of thefour situations);
factors influencing morale
(moraledepressantsandstimulants:anund
erstandingofhowthesamefactormaylower
orboostmorale);methodsof raising
morale; indicators of low and high
morale;advantagesofhighmorale;disadvan
tagesoflowmorale.

(vi) StaffMotivation.

(viii)

Meaning, definition and characteristics
of
staffmotivation;differencebetweenmotivat
ionandmorale;importanceofstaffmotivatio
ntotheemployerandtheemployee;factorsinf
luencingmotivation:monetaryandnon-
monetary incentives; differences between
monetaryand non-monetary incentives;
Maslow’s theory of
theHierarchyofHumanNeeds(explanatio
nofthetheorywiththehelpofthepyramid,ass
umptionsandcriticismofthetheory);Herzber
g ’sTwo-factorTheory(Motivationand
Hygiene Factors).

StaffRemuneration.

MeaninganddefinitionofStaffremuneratio
n,Methodsof wage payment — Time Rate
and Piece Rate System(An explanation
of the two systems along with
theirmerits, demerits and suitability,
differences betweenthe two); Pay Slip
and Payroll - Meaning,
Differences,Components,Specimensofbot
h.Variousstaffbenefits:Employee

(viii)

Provident Fund, National Pension
System,Grouplnsurance(medicalandlife),encas
hmentofleave,gratuity, (basic understanding
only). Types of
leaves(casual,medical/sick,earned/privilege,m
aternity/
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paternity, sabbatical/ study, leave without pay:
basicunderstanding only)

(ix) StaffLeadership.

Meaninganddefinitionofstaffleadership;Distinction
betweenLeadershipandManagement;Leadershipstyles:
Autocratic,Democratic,Laissez-
Faire(briefexplanation,advantages, disadvantages
and comparison
betweeneachstyle);Leadershipcontinuum(briefdesc
ription);Situational leadership (brief description);
Blake &Mouton Managerial Grid (brief
explanation).

(x) StaffAppraisal.

Meaning and definition of Performance
AppraisalandPotential Appraisal;Distinctionbetwee
nthetwo;Objectives and importance of
Performance Appraisal,Methods of Performance
Appraisal - merit grading,appraisal by results,
appraisal by superior staff: self-
appraisal;360°appraisal(briefexplanationofeachmethoda
ndtheirrespectiveadvantagesanddisadvantages).

(xi) StaffPromotionand Transfer.

Staff Promotion - Meaning, definition, benefits
andlimitationsofpromotion;OpenandClosedpolicyof
promotion (meaning and differences); a
briefunderstanding of the concept of Dry
promotion andupgrading and distinction between the
two; requirementsof a sound promotion policy; Basis
of promotion:seniority,merit,seniority-cum-
merit(briefexplanationofeachandtheadvantages,disa
dvantages,comparisonbetweensenioritybasisandme
ritbasis.)

StaffTransfer:Meaning,definitionandneedfortransfer;
Types of transfers: replacement, versatility,
remedial,production(meaningandrelevanceofeacht

ype).
(xii) StaffSeparation.
Meaningof Staffseparation;meansof

(ix)

staffseparation:Retirement (Compulsory and
Voluntary), Lay
off,Retrenchment,Resignation,Suspension(Meaningand
distinction only), Dismissal: grounds for
dismissal,procedure for staff dismissal.

ExitInterview-Meaningandimportance.
xii) EmergingtrendsinHumanResources.

FlexibleHours,Permanentparttime,Workfromhome, Retai
nership, Virtual teams, Self-managing teams(SMTS) -
only meaning of the above terms.

2. BusinessCommunicationandCorrespondence
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() BusinessCommunication

Meaninganddefinitionofcommunication;importa
nceof communication in business, elements of
theCommunication Process, Methods of
communication:Oral, Written, Gestural, Visual
(Meaning, advantagesand disadvantages of all
these methods), Differencebetween oral and
written communication, Types ofcommunication:
On the basis of area of operation (Internaland
External), on the basis of relationship
(Formaland Informal), on the basis of direction
(Horizontal, Vertical-
upwardsanddownwards,Diagonal),Meaning,Ad
vantages and Disadvantages of each;
distinctionbetween - Internal and External;
Formal and Informal;Horizontal and Vertical
Communication; Barriers toCommunication
(Semantic, Physical and
Mechanical,Organisational, Socio-
Psychological: meaning only,detailed
explanation not required); overcoming
thebarriers to communication.

(i) BusinessCorrespondence

Needandfunctionsofbusinesscorrespondence.

BusinessLetters
Elementsandcontentsofvariousbusinessletters;ty
pesofletters:solicitedandunsolicitedlettersofappli
cationforajob,alongwithdraftingofbiodata; Intervi
ewletter,Offer of Appointment, Letter of
resignation, Letter
ofenquiry,Quotationletter,Orderletter,Complain
tletter,Reply to Complaint letter).

NOTE:Candidatesshouldbeabletodraftallof
theabovetypesofletters,usingtheappropria
teformat.
Reports
Meaning and definition of Reports; types of
reports:statutory,non-
statutory,private,public,informational,interpretat
ive, routine/periodic, special; brief explanationof
each type of report; differences between

)

statutoryand non-statutory, private and public,
informationalandinterpretative, routine/periodicands
pecialreport.Formatofreport(reportwritingnotrequi
red).

(i) Current trends in
Communication: e-mail
conferencing.

Business
and video

Meaningandusesofe-mailandvideoconferencing.
3. BusinessSizeandFinance
(i) Variousbusinessentities.

Meaning, definition and distinction between
soleproprietorship, partnership, private limited
companyand public limited company.

(i) Sourcesofbusinessfinance
Abasicunderstandingofthefollowing:Equityand
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preferenceshares,debenturesandbonds, retainedprofits, PAPERII-PROJECTWORK:20Marks
publicdeposits,loans, tradecredit,discountingofbills Car?d"t’atfes will ?e .eXpeCtedd to Thhave completed two
of exchange, global depository receipt, Angel Projedts from anytopic covered in Theary.
investors,venture capitalists, crowd funding, peer to

peer funding,factoring.

4. GlobalisationandrecenttrendsinBusiness

(i) Globalisation.
Meaning, nature, opportunities and threats
ofglobalizationforbusiness;briefunderstandingofho

wglobalization has been instrumental in transforming
themanner in which Business is conducted.

(i) e-Business.
Meaning, nature and importance of e- business to
thebuyer and to the seller.

(i) Outsourcing.
Conceptofoutsourcing;Partiesinvolved—
theoutsourcer,theoutsourcedandtheserviceprovider—

therespectiveadvantagesanddisadvantagesofeachoft
heabove.

(iv) TypesofOutsourcing.

Business Process Outsourcing (BPO),
KnowledgeProcessOutsourcing(KPO),andBusiness
LegalProcessOutsourcing (LPO).
Basicunderstandingoftheabove.

(v Online means ofconducting business.
Business to Consumer (B2C), Consumer to
Consumer(C2C),BusinesstoBusiness(B2B), IntraBusi
ness(IntraB)and,BusinesstoGovernment(B2G),Gov
ernmenttoBusiness (G2B).
Basicunderstandingoftheabovewithafewexamples.

5. BusinessRegulators and Intermediaries

() Regulatorsandintermediaries.

MeaningofthetermsRegulatorsandintermediaries.

(i) RoleofRegulatorsandintermediaries.
(a) ReserveBankofIndia(RBI):Indianbanks,foreignba
nks,Non-BankingFinancialCompanies(NBFC).

(b) Securities and Exchange Board of India
(SEBI):stockexchanges,stockbrokers,merchantban
kers,depositories, mutual funds and credit
ratingagencies.

(c) Insurance  Regulatory  and  Development
Authorityof India (IRDA): insurance companies,
insuranceagents and insurance brokers.

(d) Food Safety and Standards Authority of
India(FSSAl): food processors, food packers.

(e) BureauofindianStandards(BIS):1SImarkgivento
industrial goods, consumer electrical goods,
steelmanufacturers.

Only a basic understanding of the roles of
the aboveregulators and intermediaries.

(xi)
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Theprojectworkwillbeassessedbythete
acherand a Visiting Examiner
appointed locally andapproved by
CISCE.

MarkallocationforeachProject[10marks]:

Overallformat Imark
Content 4marks
Findings 2marks
Viva-vocebasedontheProject 3marks

AlistofsuggestedProjectsisgivenbelow:

1. Analyse the recruitment process in any two
companies of your choice. List the loopholes if
any
andgivesuggestionsforimprovingtheprocess.(Yo
u may also make a comparative study of the
recruitmentprocess).

2. Evaluate the selection process of any two firms
fromthe corporate world and discuss their
benefits anddrawbacks vis-a-vis each other.

3. Study any two business organizations (one
Multi National Company and one Indian
Company) with regards to their Policies of
Compensation (Increment policy, Incentive
policy, Bonus and reward policy, retirement
benefits).

PAPERII-PROJECTWORK-20Marks

Candidateswillbeexpectedtohavecompletedtwo
projectsfromanytopiccoveredin Theory.

The project work will be assessed by the teacher and a Visiting Examiner appointed locally and

approved by CISCE.
MarkallocationforeachProject[10 marks]:

10.

Overallformat 1 mark

Content 4 marks
Findings 2 marks
Viva-vocebasedontheProjectonly 3 marks

I

(xii)

Study the various types of leaves made available to
employees. Leaves can be considered as financial cost
to the organization. What other tangible and non-
tangiblebenefitsdoestheorganizationstandtogain
from incurring this cost? Do the benefits justify the
cost?

Consideranytwosuccessfulbusinessleaders.Givea brief
account of their leadership styles. Explain
theimpactoftheirleadershipstylesintheachievementof
the organizational goals of their
respectiveorganisations.

Analyse the emerging trends in human resource
management and discuss their implementation in
India (Comparative study of five organisations).

Make a comparative study of any two E-Businesses
in terms of their Nature, Size, Products and Services
offered, Functioning and Policies.

Select any two companies and study their sourcesof
finance with respect to the amount procured and
advantages and disadvantages of each source of
finance

Select any BPO or KPO and explain the outsourced
functions that it performs. Discuss the impact of
outsourcing in general and specifically onthe
profitability of the outsourcing organization.

Studyanyoneregulatorandtheintermediariesunderit.Gi
veanaccountoftheirfunctionsandhowit  helps  the
common man.
NOTE:NoquestionpaperforProjectworkwillbeset by
CISCE.

aa
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