Course Code EDEC 229
SEMESTER-II
ELEMENTS OF BOOK — KEEPING CONTENT & METHOD
Objectives:
Content

Unit -1
i.  Asper prescribed syllabus by Gujarat State Higher Secondary Board for std. X1 in part |1 only.

ii.  Asper prescribed syllabus by Gujarat State Higher Secondary Board for std. X1l in part |1 only.

M ethod

Unit -I1 Methods, Approaches & Tools of Elements of Book-K egping

(A) Method of Elements of Book-Keeping :-

- Lecture Method - Group discussion Method

- Assignment Method - Dialogue Method

- Anaysis Method - Programmed learning Method
- Project Method

(B) Approaches of Elements of Book-Keeping
e Leader Approach
e Balance Approach
e Journal Approach
e Equation Approach

(C)  Educational Tools:
e Meaning ,uses of Educational Tools.

e Audio,Video ,Audio-Video Bulletin board ,Charts ,Graph, News Paper , Magazine
Reference books, Film strip, Projecter, D.V.D., V.C.D., Tape-recorder, Radio, Computer,
L.CD.

Unit -I11 Text Book & Unit Plan of Elements of Book-K eeping

(A) Text Book, Curriculum & Evaluation :
e Characteristics of Text books.
e Evauation of Text books
e Review of Text books.

(B) Unit planning

(C) Blue-Print and Question Paper
Unit-1V  Practicum

e Project work
e Account club and its activities.



Reference Books:
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Lawis D. Method of teaching book keeping south western publishing, Cincinnati, 1955
Macdonald and evan. Teaching business subject, Macdohall and evans Itd., London, 1970
M.S. Khan, The teaching of commerce steering publishing, Delhi.

Forkner, the teaching of book keeping
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