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1. Cooperation and other economic systems- Capitalism, socialism and communism-
cooperatives and other forms of business organizations- distinctive features of
cooperative organization vis-a-vis-, partnership and joint stack companies- a cooperative
as an institution and as an enterprise- cooperative common wealth. (4 marks)

2. Evolution and development of cooperative principles- principles of cooperation-
Rochdale pioneers (I stage)- reformulated principles by ICA (II stage)- Karve Committee
on Cooperative Principles(IIl stage)- Principles of ICA in 1995( IV stage)- distinction
between Cooperative values and cooperative principles. (4 marks)

3. Types of Cooperatives in India and in Kerala

(1) Short term and medium term cooperative credit structure- primary agricultural credit
societies- urban cooperative Banks and state cooperative Banks, (ii) Long term credit
structure-PCARDBs and SCRABDs (iii) General Purpose and special purpose
agricultural marketing societies- primary marketing societies and their federations
including NAFED, rubber marketing societies and their federations, dairy cooperative
societies and their federations, fishery cooperatives and their federations (iv) processing
cooperatives-need and importance (v)Housing cooperatives and their federations(vi)
Consumer cooperatives and their federations (vii) Industrial cooperatives and their
federations- handlooms and power looms, coir, handicrafts (viii) Workers cooperatives —
significance of workers cooperatives in Kerala. (5 marks)

4. Management and working of major cooperative organizations and institutions in
aid of cooperatives- NAFED,IFFCO,KRIBCO,NABARD,NDDB,NCDC, and National
Housing Bank and other national organizations providing assistance to housing
cooperatives. (4 marks)

5. Cooperative audit- Definition-objectives-scope-advantage-difference between audit
of cooperative societies and joint stock companies- special features of cooperative audit-
administrative set up for cooperative audit-types of audit-mechanical audit-preparations
for audit and framing of audit programme-staged of practical audit- mechanical audit,
administrative audit, preparation of final statement- reconciliation of bank accounts-
cooperative auditor- duties, powers and liabilities- audit report- audit certificate- audit
classification- assessment and levy of audit fees. (5 marks)

6. Issues in cooperative management- Managing the social process in a cooperative,
competition, conflict and cooperation. Associative character of a cooperative and



managing a cooperative association. Issues in organizing a cooperative - size of the
organization- small area vs large area, single purpose vs multipurpose cooperatives-
multipurpose vs multifunctional cooperatives- unitary vs federal cooperatives- designer vs
greenhouse cooperatives- issues in financing a cooperative- evaluating a cooperative
organization- member dimension, enterprise dimension and ethical dimension.

(5 marks)

7 Settlement of disputes- arbitration and awards- provisions and procedures- execution
and enforcement of awards- provisions and procedures, appeals, review and revision-
meaning and distinction- authority of appeals- cooperative tribunal- constitution and
powers- offences and penalties- provisions and procedures. (4 marks)

8. Sources of funds- State aid to cooperatives-share capital contribution- principal state
partnership fund- subsidiary state partnership fund- grants- subsidies- owned funds-
borrowed funds. (4 marks)

9. Cooperative Legislation in India and in Kerala- Evolution of cooperative legislation
in India- the 1904 Act, the Act of 1912, transfer of cooperation as provincial subject,
National development Council Resolution 1956, the Model Cooperative Societies Bill
1957, the Model Cooperative Societies Bill 1991 by Planning Commission- Trend towards
parallel Cooperative Laws- Andhra Pradesh Mutually Aided Cooperative Societies Act
1995, Multi State Cooperative Societies Act 1984 and its replacement in 2002.Evolutions
of Cooperative legislation in Kerala and enactment of Kerala Cooperative Societies Act
1969. (5 marks)

10. Commercial Banking: Origin of the word ‘Bank’. Commercial banking system: Unit
banking, branch banking, correspondent banking, group banking/ holding company
banking, chain banking, mixed banking. Functions of a commercial bank: Primary
functions - Accepting of deposits — different types of deposits — savings deposits, current
deposits, fixed deposits, recurring deposits, Basic Savings Bank Deposit Account
(BSBDA), Current Account Savings Account (CASA), certificate of deposits; Lending of
funds — different methods — direct loans, cash credit, overdraft, discounting of bills;
Ancillary Services / Subsidiary Functions: Agency services, general utility services.
Principles of commercial banking/ Principles of lending. Credit creation by commercial
banks: primary deposits and derived deposits, technique of credit creation, credit
contraction, limitations of credit creation. (4 marks)

11. Central Banking: Definition of a central bank, origin of Reserve Bank of India,
nationalisation of RBI, functions of RBI — issue of currency, principles and systems of
note — issue, RBI as currency authority; RBI as banker, agent, advisor and debt manager to
Government, RBI’s financial assistance to Central and State Governments — ways and
means advances, overdraft; central bank as bankers’ bank -regulation and supervision of
banks by RBI; Reserve Bank as custodian of foreign exchange reserves of the country;
developmental role of RBI; Instruments of Monetary Policy : Quantitative techniques of
credit control — Bank Rate Policy, operation and limitations of Bank Rate Policy, Open



Market Operations (OMO) — objectives, method of operation by RBI, limitations of
OMO, Variable Reserve Requirement — Cash Reserve Ratio (CRR) and Statutory
Liquidity Ratio (SLR); Qualitative methods of credit control- regulation of consumer
credit, variation of margin requirements, moral suasion, rationing of credit. (4 marks)

12. Indian Commercial Banking- Pre- Liberalisation period: Formation of Imperial
Bank of India, Origin of State Bank of India and its associates, merging of associate banks
with SBI. Social Control over banks — circumstances leading to social control, aims and
objectives of National Credit Council. Nationalisation of commercial banks. Lead Bank
Scheme: Objectives, functions of Lead Bank, District Credit Plan. Concept of Service
Area Approach. Differential Rate of Interest Scheme — features of the scheme. Regional
Rural Banks — objectives, capital structure and management, problems and progress of
RRBs, merging of RRBs. (4 marks)

13. Indian Commercial Banking — Post Liberalisation: Post liberalisation banking in
India — major recommendations of the Narasimham Committee on Financial System,
Narasimham Committee on Banking Sector Reforms. Entry of new generation banks.
Mergers and acquisitions in banking sector. Local Area Banks: Features. Differentiated
banks: Payment Banks and Small Finance Banks — permitted business. Financial
Inclusion: Concept, RBI and NABARD initiatives for financial inclusion. (4 marks)

14. Banking Legislation in India: Banking Regulation Act, 1949 with latest amendments
— objectives, definition of banking, banking company, approved securities, Demand and
Time Liabilities (DTL), permitted and prohibited business of a banking company,
regulation of voting rights of shareholders, restriction as to payment of dividend, reserve
fund, licensing of banking companies, power of inspection, audit of bank accounts,
acquisition of banking companies, amalgamation of banking companies, winding up of a
banking company. (4 marks)

15. Practices of Banking: Banker and Customer — general and special relationship
between a banker and customer, obligations of banker — honouring of cheques,
maintaining secrecy of customers’ accounts, garnishee order, consequences of wrongful
dishonor of cheques, stop payment of cheques; rights of a banker- right of general lien,
right of set off, banker’s right of appropriation (Clayton’s rule). Banking Ombudsman —
objectives, nature of complaints dealt by Ombudsman. Types of customers — operation
and closing of different types of bank accounts, special types of bank customers, Accounts
of Non Resident Indians; Joint accounts, accounts of partnership firms, joint stock
companies, clubs and associations. (4 marks)

16. Law relating to Negotiable Instruments: Characteristics of negotiability, types and
features of negotiable instruments — bill of exchange, promissory notes and cheques.
Bank drafts, pay orders. Endorsement of negotiable instruments — legal significance, kinds
of endorsements. Crossing of cheques — significance of crossing, types of crossing,
marking of cheques. Collecting banker — legal status, statutory protection, duties. Paying
Banker — dishonour of cheques, statutory protection, payment in due course, holder and
holder in due course. Modes of charging securities — lien, pledge, hypothecation,



mortgage — kinds of mortgage; Guarantee and indemnity — rights and duties of guarantor.
(4 marks)

17. Agriculture and Micro Finance by banks: Types of agricultural credit — short term,
medium term, long term, crop loans; Kisan Credit Card (KCC) Scheme — Objectives/
purpose, eligibility, features. Lending to priority sectors — categories, targets and sub
targets. National Bank for Agriculture and Rural Development (NABARD) — financial,
developmental and supervisory role. Micro finance — concept and significance, Linking of
Self Help Groups (SHG) and banks. (4 marks)

18. Technological Advances in Banking : Payment and Settlement System of RBI -
Concepts of electronic banking, Electronic Clearing Services (ECS), Real Time Gross
Settlement (RTGS), National Electronic Funds Transfer (NEFT), Immediate Payment
Service (IMPS), Indian Financial System Code (IFSC), Automated Teller Machine (ATM)
card, debit card, credit card, RuPay card, internet banking, mobile banking, digital
banking, digital signature, digital certificate, digital wallet, Cash Deposit Machine
(CDM), Cheque Truncation System (CTS), cashless payment system, cashless economy;
International Payment System - Society for Worldwide Interbank Financial
Telecommunication (SWIFT). (4 marks)

19. Recent Trends in Indian Banking: Credit Rating of banks: CAMELS Rating.
Capital Adequacy Ratio — Tier I & Tier II capital, Risk Weighted Assets, Capital to Risk
Weighted Assets Ratio (CRAR). Non-Performing Assets (NPA) of banks — Classification
of Standard, Substandard, doubtful and loss assets, provisioning for NPAs. Concepts of
Securitisation, Reconstruction and Security Interest Enforcement under SARFAESI Act,
2002. Pradhan Mantri Social Security Schemes implemented through banks - Rules for
Pradhan Mantri Suraksha Bima Yojana (PMSBY), Pradhan Mantri Jeevan Jyoti Bima
Yojana (PMJJBY)’ Atal Pension Yojana (APY). (4 marks)

MODULE 20- COMPUTER FUNDAMENTALS & INFORMATICS
1.1 Components of a Computer system

1.1.1 Hardware components - Hardware-Definition,
Components - Control unit, ALU,1/O devices,
Memory,Motherboard-functions of each. Types of PCs - Desktop,
Laptop, Note book, PDA, Special Purpose computers, Super
computers - Characteristics and area of use. Memory
Comparison- Primary vs Secondary memory. RAM and ROM
variations, Various Magnetic and Optical Storage Devices -
examples. Input Devices - Keyboard, Mouse, trackball, joystick,
scanners, Digital camera, OCR, OMR, MICR, Light pen, bar code
readers, QR code, Voice recognition and touch screen-
Characteristics. Output Devices - Monitors, Printers, Plotter, Sound
cards and speakers- Characteristics. (3 marks)



1.1.2 Software Concepts - Types of software-system software
and application software. System software-definition and
examples. Functions of OS, Application software - definition and
examples. Number systems - decimal, octal, hexadecimal and
binary -Representation concepts only. Computer coding systems-
EBCDIC, ASCII and Unicode definitions. (2 marks)

MODULE 21 - OFFICE AUTOMATION

2.1 Introduction to MS-Office

2.1.1 Introduction to MS -WORD

Introduction to Word Processing, Introduction to MS Word: features,
Creating, Saving and Opening documents in Word, Interface, Toolbars,
Ruler, Different Menus, Keyboard Shortcut. Editing a Document.
Opening Multi document windows, Editing Text - Selecting, Inserting,
deleting, moving text, Previewing documents, Printing documents.
Formatting Documents: Paragraph formats, Aligning Text and
Paragraph, Borders and Shading, Headers and Footers, Multiple
Columns. (2 marks)

2.1.2 Introduction to MS-Excel Worksheet basics- Creating
worksheet, Definition of cell, columns and rows.Saving & protecting
worksheet. Opening and moving around in an existing worksheet.
Toolbars and Menus-Functions, keyboard shortcuts. Cell formatting,
changing alignment, character styles, column width, date format,
borders & colors. Working with formulas & cell referencing.
Functions.Previewing & Printing worksheet - Page setting, Print titles,
Adjusting margins, Page break, headers and footers.

(2 marks)

2.1.3 Introduction to MS-PowerPoint

Purpose of PowerPoint. Working with different views and menus of

power point. Working with slides - Make new slide, move, copy, delete,

duplicate, designing and lay outing of slide. Editing and formatting text,

Printing presentation - Print slides, notes, handouts and outlines.

Inserting Objects - Drawing and inserting objects using Clip Art's

pictures and charts. Adding graphics, multimedia and special effects.

Custom Animation - slide transition effects and other animation effects.
(1 mark)

MODULE 22 - PROGRAMMING LANGUAGES

3.100P Concepts

3.1.1 Principles of Object-oriented Programming:

Object-Oriented Programming Paradigm, Basic Concepts of Object

Oriented Programming, Benefits of OOPs, Object Oriented Languages,

Essentials of OOP(Objects, Class, Encapsulation, Data Abstraction,

Inheritance, Reusability,Polymorphism, Delegation, Message



Communication), Structure of C++ Program, Creating the Source File,
Compiling and Linking. (1 mark)

3.1.2 C++ Basics - Preprocessors, comments, Data types,
Operators,Expressions, Identifiers, Key words, Symbolic constants,
Variable declaration and dynamic initialization, C++ statements,
Control structures, Arrays and string handling, Specifying a Class,
Defining Member Functions, its scope (1 mark)

3.2 Visual Basic.Net
3.2.1 Introduction to .NET- NET Framework features & architecture,
CLR, Common Type System, MSIL, Assemblies and class libraries.
Introduction to Visual studio, Project basics, types of project in . Net,
IDE of VB.NET-Menu bar, Toolbar, Solution Explorer, Toolbox, Properties
Window, Form Designer, Output Window, Object Browser. Visual
development & event driven Programming -Methods and events.
(1mark)

3.2.2 The VB.NET Language - Variables -Declaring variables, Data
Type of variables, Forcing variables declarations, Scope & lifetime of a
variable, Constants, Arrays, types of array, control array, Collections,
Subroutines, Functions, Passing variable, Number of Argument, Optional
Argument, Returning value from function. Control flow statements:
conditional statement, loop statement. GUI programming with Windows
Forms, Msgbox & Inputbox, TextBox, Label, Button, Listbox, Combobox,
Checkbox,Radio-button-etc . (1mark)

MODULE 23 - DATABASE MANAGEMENT SYSTEMS
4.1introduction to Database concepts

Need of database, Flat database, Database Management Systems,
Characteristics of DBMS, Relational Database, Entity and Referential
Integrity, Primary key, Foreign key, Database elements-Tables, records,
Query, Form, Report, Client-server paradigm (1 mark)

4.2 Database Query commands

Different DDL, DML, DCL commands, Creating, deleting, updating and
manipulating tables using SQL commands, Applying constraints on
tables, filtering using WHERE, LIKE etc. Joining tables, grouping data
using Group By. Data aggregation functions (2 marks)

MODULE 24 - WEB DESIGNING

5.1 Word Wide Web (www) - History, Working, Web Browsers-
functions, Concept of Search Engines, Searching the Web, HTTP, URLs,
Web Servers, Web Protocols. HTML, Design tools, HTML editors , Image
editors. (1 mark)



5.2 HTML - Concepts Of Hypertext, Versions of HTML, Elements of
HTML, Syntax, Head & Body Sections, Building HTML Documents.
Inserting Texts, Images, Hyperlinks, Backgrounds And Color Controls,
Different HTML Tags, Table Layout and Presentation, Use of Font Size &
Attributes, List Types and Its Tags, Use of Frames and Forms in Web
Pages. (1 mark)

5.3 JavaScript - Overview, syntax & conventions. Variables,
Expressions, Branching & Looping statements, Functions, Arrays
Objects, Events & Document Object Model - onClick, onMouseOver, on
Submit, on Focus, on Change, onBlur. onLoad, onUnload. Alerts,
Prompts & Confirms. (1 mark)

NOTE: - It may be noted that apart from the topics detailed
above, questions from other topics prescribed for the
educational qualification of the post may also appear in the
question paper. There is no undertaking that all the topics
above may be covered in the question paper



