	
	
	
	
	
	
	
	
	
	
	
	

	ACADEMIC DURATION : 35 HOURS

	
	
	
	
	
	
	
	
	
	
	
	

	SECOND YEAR

	
	
	
	
	
	
	
	
	
	
	
	

	
	SUBJECT
	CURRICULUM             Hrs / Week
	SCHEME OF EXAIMINATIONS

	
	
	
	DURATION
	MAXIMUM MARKS
	MINIMUM MARKS FOR PASS

	
	
	Theory 
	Practical
	Total
	Theory
	Practical
	Theory
	Practical
	Theory
	Practical

	
	
	
	
	
	
	
	
	 Internal
	 External
	
	

	1
	Quantity Food Production
	3
	8
	11
	3
	4
	100
	25
	75
	40
	50

	2
	Beverage Service
	3
	2
	7
	3
	2
	100
	15
	35
	40
	25

	3
	Advanced Accommodation Operation
	2
	2
	4
	3
	2
	100
	15
	35
	40
	25

	4
	Front Office Operation
	2
	2
	2
	3
	2
	100
	15
	35
	40
	25

	5
	Basic Accounting
	3
	-
	3
	3
	-
	100
	-
	-
	40
	-

	6
	Principles of Management
	2
	-
	2
	3
	-
	100
	-
	-
	40
	-

	7
	Computer Applications
	2
	2
	4
	2
	2
	50
	15
	35
	20
	25

	8
	Language Practical                   
(English, Hindi and French)
	-
	2
	2
	-
	2
	-
	15
	35
	-
	25

	9
	Industrial Training
	-
	-
	-
	-
	.4
	-
	-
	100
	-
	50

	 
	Total
	17
	18
	35
	 
	 
	650
	100
	350
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	

	Note:
	Industrial Training for 22 weeks at a stretch is compulsory. They have to obtain the minimal prescribed percentage of attendance in the Theory classes conducted in the Institute.

	
	

	
	


Subject 1 
:
Quantity Food Production 

Objectives: 
To Acquire professional knowledge in large –scale food production for different types of catering establishment. To understand the principles of menu planning and compile various menus for different functions
1.  
Introduction to large scale (Volume Feeding) Food production.

2.  
Principles of planning a menu. Types of menu Buffet Menu – Breakfast, Lunch, High tea &    
Dinner Menu for different occasions: Marriage, Reception, Birthday, Sports Meet, Theme, 
Festivals like Christmas, Onam, Diwali, New Year
3.      Detail study of the following in regard to planning a menu, staffing equipment, transport and 
method of cooking.

Off- Premise Catering
· Transport Catering: Airlines, Railways (Base Kitchen, Pantry Car, Refreshment Rooms and Platform vending) Motorways and sea (Cargo, Passenger & Luxury Liner)

· Welfare Kitchen: Institutions, Hotels, Hospitals, Industries

· Parameters for Quantity Food Production

· Types of Indents, Cost, Ease of Preparation, Ease of Service 

· Incorporation of leftovers, cyclic menus, Conversion of recipes for quantity Food Production, Practical difficulties involved in increased counts

· Utilization of leftovers – Rechauffe Cooking

4. 
Function prospectus - Format and its purpose

5.  
Design and layout for kitchen-work flow allocation-workspace, storage pots and pan wash 
and ancillary areas. Environment hygiene – site location, structure, ventilation, lighting, 
Water supply, plumbing walls tiles and ceiling.

Subject 2

:
Beverage Service
Objectives: To understand the control cycle in the production department and the working of F&B Controls

1.
 Use of Indent as a control tool
· Establishment of Standard recipes and its advantages
· Control Cycle - purchase, receiving, stores, Pre preparation, preparation sale
· Food Costing and Cost management

2.
 Standard purchase specification

· Yield testing

· Inventory, inventory taking – par stock, buffer stock lead-time, bin card, store ledger, 
bin cards. FIFO

· Portion control

Subject 3

:
Advanced Accommodation Operation

Objectives:
To know in details the different types of kitchen, its layout design and selection of equipment. To gather knowledge about the functional organization in bulk food preparation

1.
Types of Kitchen – Centralized production of food, Satellite kitchen (Reasons and 
Considerations)

2.
Selection factor of equipment for Quantity Food Production 

3.
Design to suit different needs, the installation, usage and safety of Walk in / reach in 
cooler.
· High Pressure Ranges
· Steam Boilers
· Brat Pan

· Rotary Oven

· Deep fat fryer

· Potato Peeler

· Multi purpose food processor

· Wet Grinder

· Griddle – Grill (Hot Plate)

· Care, Cleaning and source of supply for the above equipment

4.        List of some leading manufacturers (domestic and International) of Kitchen equipment 

5.        Functional Organization of Bulk kitchen based on the Menu and Working Methods

Subject 4
:
Front Office Operation
Objectives: 
To know about accompaniments and garnishes in Indian cuisine and also to have knowledge about storage of food hygiene and sanitation in catering establishments to acquire knowledge on the Indian culinary terms
1.
Definition for accompaniments and garnishes

2.
Garnishes in Indian cuisine and outline

3.
General garnishes used in Indian food Dhania leaves, Curry leaves, Mint, Ginger, Green 
Chillies, Kasoori Methi, Lime, Coconut, Dry fruits and nuts, saffron, silver wark, fried 
onions, 
khoya

4.
Storage of Foods

· Hygiene and sanitation in the kitchen

· Pest Control – toxic non-toxic or echo friendly

· Importance and implementation of food hygiene – Do's and Don’ts 

· Indian Culinary terms- Ref: Indian Masters by Prasad.

Subject 5
:
Basic Accounting
Objectives:
Detail study of Indian cuisine – with respect to Geographical and Historical influences. To Study traditional/ Festival foods of different regions of India
1. Introduction of regional cuisine (North, South, East and West) Heritage and characteristics & specialities of each region Geographical and Historical influence of Indian cuisine Traditional foods of the following states: Kashmir, Punjab, Rajasthan, Gujarat, Goa, Maharashtra, Andhra Pradesh, Karnataka, Kerala & Tamil Nadu, Bengal.

Specialty Indian Cuisines: - a. Moghalai, b. Hyderabadi, d. Dum-Pukth, e. Chettinad

Specialty Indian Community cuisine: - a parsi, b. Bohri, c. Jain, d. Brahmin

Quantity Food Production (Practical) Year 2
Objectives: 
The student must be able to understand and use the different ingredients used in the regional cuisine and must be able to plan and prepare food according to the region.

Hyderabad

1. Gosht Briyani

2. Mirchi-Ka-Salan / Bagara Baingan

3. Dum-Ka-Murgh

4. Boorani Raita

5. Double-Ka-Meetha
Kerala

1. Nei Choru, Samba Soru (Red Pounded Rice)

2. Avial

3. Erucherry

4. Meen Moilee

5. Ada Pradaman

Punjab

1. Lassi

2. Aloo Paratha Makkai-Ki-Roti

3. Paneer Makhni Dal Makhani

4. Machli Amritsari

5. Pudina Pulao

6. Gajar – Ka-Halwa

Kashmir

1. Kashmiri Pulao

2. Mutton Roganjosh

3. Rajma Gogji

4. Kahmiri Khameeri Roti

5. Adrakwala Murgh

Maharashtra

1. Dahi Shorba All Varieties of Chat Items

2. Vangi Bath

3. Mutton Kolapuri

4. Goan Fish Curry

5. Puran Poli

Bengal

1. Macher jhol, Doi jhol

2. Ghee Bath

3. Macher Matha Moonger Dal

4. Rasmalai

5. Gulab Jamun

Tamil Nadu
1. Kozhi Rasam

2. Yeravaruval

3. Chicken Chettinad

4. Uralai Roast

5. Beans Usili

6.  Sambar 

7. Samba Soru

8. Pusanikai Halwa


 

Goa

1. Sea food rice

2. Mutton Vindaloo

3. Veg. Xacutti

4. Goan Fish curry

5. Bibinca

Breakfast Menu

1. Idli / dosa / uthappam

2. Pongal / sambhar / chutney (3 varieties)

3. Poori bhaji

4. Aloo paratha

5. Medu vadai / sambar vadai / curd vadai / masala vadai

6. Kitchadi (rava)

7. Bread butter / jam / marmalade / toast

8. Egg (all varieties)

9. Muffins / brioche / croissant / Danish Pastry

10. Hot beverages

Beverage Service – Year II 
UNIT I

Objectives:
At the end of the study, students will understand the methods of processing and the categorization of wines.

1.
Introduction to Wine

· History

· Grapes and its varieties ( at least six names)

· Basic Terminologies

· Yeast , fermentation, Bloom , Must , Sugar, Casks, Bins, Racks, Vineyard, Decanting, Blending

2.  
Step by step process of Wine Making

· Harvesting, Destalking, Crushing, Fermentation, Racking, Ageing, Bottling and Corking

· Categorization of Wines

· Strength – table or natural/fortified/sparkling

· Color – Red wine/White wine/Rose wine

· Taste – sweet wine/dry wine

UNIT II
Objectives:

At the end of this unit, the students will understand the different categories of Wine & Characteristics of the producing regions in France
1.
Principle Wine producing regions of France

2. 
Bordeaux:   Three Red Wines & three White Wines names & characteristics

3.
Burgundy:   Three Red Wines & three White Wines names & characteristics

4.  
Champagne:   Grape varieties used, method of production.  At least three internationally 
famous 
names 

5.  
Rhone:  Three Red Wines & three White Wines names & characteristics

6.
Alsace:   Three Red Wines & three White Wines names & characteristics

7.
Loire:
Three Red Wines & three White Wines names & characteristics

UNIT III


Objectives:

At the end of this unit the student will understand the types and character of wines from other countries and will have an in-depth knowledge of the service of wines.

1.
Wines from other countries and storage and service of wines

· Wines from Spain :  Chief regions producing wine (names) , important wine – Sherry different types and its characteristics

· Wines from Italy :  Chief regions producing wines, at least three important wines, names & characteristics

· Wines from Portugal:  Chief regions producing wines, at least three important wines (Port) , names & characteristics

· Wines from Germany:  Chief regions producing wines, at least two important wines (Hock & Moselle) names and characteristics

· Wines from Austria, Hungary  & Australia :  At least two important wines, names & characteristics 

· Indian wines

2.
Storage of White, Red & Sparkling Wines, Cellar, Dispense Bar

3.
Service of Wines, Wine glasses, its characteristics and other equipment for the service of 
wine, 
setting up of wine glasses. Special points to be remembered in the service of 
White wine, Red wine & champagne, Wine with food combinations. Some important 
points to be remembered by the wine waiter Reading a Wine Label

UNIT IV
Objectives:

At the end of this unit the student will understand the process and making of  Spirit and Beer.   They will have an in-depth knowledge about their service.

1.  Beer and Spirits

· History – a brief description of the ingredients used, process of making Beer

2.  Types of Beer 

· Lager, Ale, Pilsner, Porter and Stout Beer

· Glassware and service

3.  BEER – International & Domestic Branch names (well known) , at least five names

4.  WHISKY

· History, preparation and process in brief.   Distillation process : Pot still & Patent still

· Types of whiskies – Scotch,  Irish,  Bourbon,  Rye and Canadian

· Service of Whisky

· International and domestic Branch names (at least five names ) each

5.  BRANDY

· History, preparation and process in brief

· Types of brandy – Cognac, Armagnac

· Service of brandy

· International and domestic brand names (at least five names) each

6.  GIN

· History, preparation and process in brief
· Types of Gin -  London dry Gin, American dry Gin, Dutch Gin, Plymouth Gin

· Service of gin

· International and domestic brand names (at least five names) each

7.  RUM

· History, preparation and process in brief

· Types of rum – full bodied (Jamaican, Barbados, Trinidad, Demerara) , light bodied (Virgin Islands & Cuban)

· Service of Rum

· International and domestic branch names (at least five names) each

8.   VODKA

· History, preparation and process in brief

· Service of Vodka

· International and domestic brand names (at least five names) each
UNIT V 

Objectives:

At the end of the unit the student will have a comprehensive knowledge about liqueurs and cocktails.

1)  Liqueurs and cocktails

2)  Other spirits:  
· A brief note on tequila, grappa, marc, cider, Aquavits, Calvados, Perry, Mea, Arrack, Sake, Fenny
· Infusion method and distillation method

3)  A knowledge of at least ten international names with respect to their country of origin 

    (Adocat, Aurum, Benedictine, Cointreau, Cre de menthe, Drambuie, Forbidden Fruit, Baileys   
Irish cream, Tia Maria)

4)  Bitters:  Campari and Angostura Bitters

5)  Aperitif: 
· Hot and Cold Aperitif
· Hot buttered Rum, Collins, Egg nog, Fizz, Irish Coffee, Hi-Ball

6)  Cocktails: 

· A brief history

· Definition 

· Methods of mixing, instruments and equipment used in cocktail

· Recipes of at least 3  cocktails : (16 families) of each base

· Methods of mixing cocktails

1. Brandy based – Side car, Between the sheets, Mikado

2. Gin Based – Hi-Ball, Manhattan, Whisky Sour, Rob Roy

3. Rum Based – Planters punch, Pina colada, Daiquiri, Cuba Libra

4. Vodka Based – Screwdriver, Blood Mary, Black Russian

7)
Beer Based – Shandy, Red Eye

8)
Glossary of wine terms and spirits terms


a)  Autolysis   b) barrel     c) beeswing     d) binning   e) black rot   f) blending 

             g)  bota          h)  brut        i) charpente      j) bloom      k) must         l) fermentation

             m) decanting  n) corky      o) car die           p) disgorging   q) fining   r)  galtisation

              s) hog head    t) lees        u) Noble rot      v)  sol era

Beverage Service (Practical) -  Year  II 

	
	1)  Writing a Menu in French With Wine Accompanying

2)  Taking Orders 

· Presentation of posture

· Wine list

· Writing orders

· 3)  Service of Wine -  White,  Red, Champagne & Rose

· 4)  Presentation in basket

· 5)  Wine Label reading

· 6)  Opening of bottle using Corkscrew
· 7)  Decanting

· 8)  Serving

· 9)  Taking order fro other Alcoholic Beverages

· 10) Service of spirits 

· Serving neat

· On the rocks

· Long drinks

11)  Taking orders for cocktails, preparation and service of cocktails

12)  Service of aperitif , liqueurs and beer


	

	
	
	


Advanced Accommodation Operation – II Year DHMCT 

UNIT I
Objectives:
At the end of this unit , the student will understand the different types of fabrics and fibers used for hospitality industry,  its manufacturing and quality judging

1)  Fabrics and fibers

· Definition of fiber

· Classification of fiber

· The origin, characteristics and use of each item in the hotel to be explained

· Spinning

· Yarns

1. Degree of twists (hard, medium and soft)

2. Types (simple, single ply, double ply, novelty and text)

2)  Methods of construction – knitting, weaving and bonding

3)  Fabrics commonly used 
· flannelette, calico, corduroy, damask, drill, seer sucker, brocade, denim, glass fiber,  rayon, satin, sheet tapestry, poplin, terry –toweling cloth , tweeds, velvet, gabardines)

· identification of these fabrics and their uses  in the industry

UNIT II
Objectives:
The students will be able to identify/classify the hotel linen.  They will also have a clear knowledge about the linen room and the sewing room in the hotel.

1)  Hotel linen

2)  Classification of linen

· items classified as bed linen and bath linen; their sizes

· items classified as table linen, their sizes

· selection criteria for the linen items (bed sheets, pillow slips, towels and bathmats, table cloths, serviettes)

· selection criteria and calculating material required for soft furnishings (curtains, bed spreads, upholstery and cushions)

3)  Linen room

· Activities of  a linen room

· Location, equipment and layout of a linen room (basic rules)

· Purchase of linen/linen hire/quality and quantity

· Storage and inspection

· Issuing of linen to floors and departments – procedure and records

· Dispatch and delivery from laundry – procedure and records

· Stocktaking – procedures and records

· Condemned linen and cut down – procedures and records

· Marking and monogramming

· Sewing room

· Activities  and area provided

· Equipment required

Unit III

Objectives
At the end of this unit the students will be able to have a comprehensive knowledge about the operations and management of the uniform room, laundry and handling of uniform and guests laundry.  They will acquire the knowledge of the duties and responsibilities of the corresponding staff.
1)  Duties and responsibilities of linen room staff

· Linen keeper – routine duties and records maintained

· Linen room attendant – routing records maintained

· Tailors and seamstress – task performed

2)  Uniforms and uniform room

· Purpose of uniforms

· Number of sets, issuing procedure and exchange of uniforms

· Designing a uniform – functional and aesthetic considerations

· Lay out and planning of uniform room (basic consideration) 

3)  Laundry

· Duties and responsibilities of laundry staff (laundry manager, shift-in-leaser, dry cleaning supervisor, spotter, spotter cum presser, laundry clerk , valet runner, laundry attendants)

· Importance and principles

· Flow process of industrial laundering (collection, transportation, arrival , sorting, weighing, loading washing, rinsing, starching, hydro-extraction, unloading, tumbling, finishing, calendar/steam press, folding, airing and storing, transfer and use)
· Stages in wash cycle (flush-suds-bleach, rinse and sour & soft extract, break and soaking

· Role of laundry agents

· Classification of laundry agents  (synthetic detergent, built soap detergents, enzyme action detergent – explained briefly)

· Pitt scale and its relevance in laundering

· Other laundering agents (alkali, bleaches, sour, conditioners, starch)

· Dry cleaning

· Guest laundry

· Services offered (dry-cleaning, washing , ironing, : express and normal

· Collection and delivering laundry

· Care and laundering guest articles

· Advantages and disadvantages of –off premises and don premises laundry

UNIT IV
Objectives 

At the end of this unit, the students will be able to understand different methods of stain removal and pest control methods

1)   Stain removal

· Definition

· Importance of immediate action

· Classification of stains

· General stain removal

· Classification of stain removal methods (physical absorption, friction, heat, chemical detergents, solvents, chemicals and bleaches)

· General rules on specific agents used for removal of above stains

2)   Pest control

· Definition of pests and control

· Areas of infection

· Prevention and control of pests

· Responsibility of housekeeping in pest control

Unit V

Objectives: 
The students will acquire a comprehensive knowledge about stock taking procedures followed in housekeeping department and its importance.  They will have a brief descriptive idea about the various flower arrangements
1)  Stock taking
· Item stocked in house keeping department (assets) Assets – fixed and Inventory (department wise) in the hotel.

· Control measures

· Formats used
2)  Flower arrangement

· Purpose of flower arrangement, placement and level of placement with relevant examples

· Equipment and materials used

· Conditioning of plant material

· Styles of flower arrangement (western, Japanese, freestyle)

· Principles of flower arrangement, design, scale, balance, focal point, rhythm, texture, repetition, unity and harmony)
· Decorations during various occasions

· Horticulture – indoor plants

ADVANCED ACCOMODTION OPERATION ( YEAR II – PRACTICAL)

1) FLOWER ARRANGEMENT

2) LAUNDRY

3) IDENTIFICATION OF FABRICS

4) STAIN REMOVAL

5) THEME DECORATION – BIRTHDAY/CONFERENCE/FESTIVAL/REGIONAL

Front office Operation – II Year DHMCT

Unit I

Objectives:  
After the completion of this unit the students will be able to effectively communicate with the other department to provide an effective service. He/She will also be able to handle Guest complaints effectively and also will gain a thorough knowledge about he front office security function.

On- Going Responsibilities 

1)  Communication within the Front office
· Log Book
· Information Directory

· Handling Mail

· Handling Message

· Telephone service

· Facsimiles

· Wake calls
· E-mail

· Internet

2)   Inter Departmental Communications

· Housekeeping

· Engineering & Maintenance
· Revenue centers

· Marketing & Public relations

3)   Guest Service

·  Equipment & Supplies
4)  Guest Relations
· Complaints
· Identifying complaints

· Handling complaints

· Follow-up procedures
5) Front Office security functions
· Key Controls,  Room Key Security system

· Surveillance and Access control

· Protection of Funds

· Safe deposit boxes

· Lost & Found

· Emergency Procedures (Medical, Robbery, Fire, Suicide, Death, Bomb Threat Riot)

Unit II

Objectives
The student will be able to gain a through knowledge about the various information to be provided to the guest  He / She will also know the various procedures involved regarding baggage handling .
Concierge and Bell Desk

1
Job Description of concierge 

2
Job Description of Bell captain and Bellboy 

3
Providing information to groups 

4
Errand Cards 

5
Miscellaneous services

· Flight confirmation 

· Airline, Theater & Restaurant reservation 

· Arranging Transportation 

6
 Baggage Handling

· F.I.T's

· G.L.T's

· V.L.P's

7
Escorting guests to their rooms

8
Delivering messages within the city

9
paging the guest

Unit III

Objectives:  At the end of this unit the student will have an in-depth knowledge of the Front Office accounting systems & Procedures.

Front Office Accounting 
1)  Job description of a front office cashier

2)  Accounts

· Guest Accounts

· Folios

· Vouchers

· Ledgers

3)  Creation & Maintenance of Accounts

· Record keeping system: Manual, Semi - Automated, dully automated

· Credit monitoring - Floor limit, House limit, part settlement of in house guests

· Account maintenance: Charge purchase, Account Correction, Accounts allowance, Account transfer, Cash advance, Encashment of Foreign Exchanges.

4)  Internal Control

· Front Office Cash sheet

· Cash / Banks

Unit IV

Objectives: 
After the completion of this unit, the students will be able to audit the day’s   transactions
NIGHT AUDIT 

1)  Functions of the night auditor
· The role of the night auditor
· The role of the night auditor 

· Cross - referencing 

· Guest credit monitoring 

· Daily & supplementary transcripts
2)  The night audit process

· Complete outstanding posting

· Reconcile room status discrepancies

· Balance all departments

· Verify room rates

· Verify No. Shows

· Post room rates & Taxes

· Prepare Reports

Unit V

Objectives:  At the end of the unit the students would have required a thorough knowledge about check out statement.

CHECK OUT AND SETTLEMENT 

1)  Functions of check out settlement
2)  Departure procedures

· Systematic way of checkout & settlement

· Methods of settlement

· Late check out

3)  Check - out options

· Express check out
· self check out
4)  Unpaid Account balance

5)  Collection of Accounts

6)  Potential Checkout problems

Front Office Operation (Practical) – Year II
1. Taking down messages in the message slip for the guest

2. Handling of telephone and telephone mannerism

3. Paging

4. Guest Accounts, Folios, Vouchers and ledgers practice in creation and maintenance (Manual and automated)

5. Preparation of night audit reports.

Reference Books:

1.       Hotel Front Office Management - 
James   A. Bardi

2.       Front Office Proceedings 
   -  
Michael L. Kasavana 







Richard M. Brooks







Ahla

Accountancy – Year II
	
	

	
	Unit I



	
	Departmental Accounting in Hotels

Uniform System of Accounts

Preparation and Presentation of Income Statement

Schedules

Rooms

Food & Beverage

Other Revenue Departments


	

	
	Unit II



	
	Elements of Cost:

Food Cost, Labour Cost and Overhead Cost, Material Purchasing, Purchasing Control, Procedure, Seasonal Purchasing, Scheduled Purchasing, Tender Purchasing and ABC Analysis, Ration regarding Hotel Industry (Occupancy Ratio, Average Check, Food cost percentage)


	

	
	Unit III



	
	Material:

Minimum level, Maximum level, Reorder level, Danger level with Advantages and Disadvantages, Stores Management, Material Control, Material Receiving Procedure, Bin, Bin Card, Stores Ledger.

Inventory Control:

Objectives of Inventory Control, Perpetual Inventory, Physical Inventory, Inventory Valuation, FIFO, LIFO, Average Analysis their impact on report profits.


	

	
	Unit IV


	
	Auditing

Meaning Uses and Advantages

Types (Internal & External)

Mechanized Accounting

Budgetary Control

Meaning and need of budget

Meaning of Estimate, Forecast and Budget

Difference between Budget and Forecast


	

	
	Unit V



	
	Objectives of Budgetary Control

Budgetary Control and Accounting

Preliminaries for the adoption of the system of a budgetary control

Annual vs. Continuous budgeting

Different types of budgets

Advantages and Disadvantages
	


Principles of Management – Year II 

Objectives:
Student should be able to understand and apply basic management concepts to enable him to perform his tasks and fulfill his responsibilities effectively.

UNIT I

· Introduction.

· Definition of the term Management.

· Nature of Management.

· Management vs. Administration.

· Levels of Management - Top, Middle and Supervisory.

· Areas of Management.

· Production Management.

· Inventory Management.

· FIFO, LIFO, Average Analysis, their report on reported profits. Meaning of Stores and Supplies.

· Financial Management.

· Marketing Management.

· Personnel Management

· Skill of Manager (Definition Only).

· Human Skills.

· Technical Skills.

· Conceptual Skills.

· Roll of a Manager - Distinguish between Manager and Executives.

UNIT II

· Evolution Of Management Thought

· Pioneers of Management - Frederick, Winslow, Taylor. Henry, Fayol

· Process of Management - Planning, Organizing, Staffing, Directing, Controlling

UNIT III

PLANNING

· Meaning

· Importance of Planning

· Steps in Planning

· Management of Objective - Process & Benefits

ORGANIZING

· Definition

· Process

· Principles of Organization

· Scalar Principle

· Departmentation

· Unity of Command                               

· Span of Control

UNIT IV

MOTIVATION

· Definition

· Theory of Motivation - Maslow's needs Theory

LEADERSHIP

· Definition

· Styles of Leadership and Leadership qualities.

· Formal and Informal Leaders

· Theories of Leadership

CONTROLLING

· Definition

· Process of Control

· Management by exception

UNIT V

COMMUNICATION

· Definition

· Process of Communication

· Types of Communication - Formal/Informal, Verbal/Non verbal

· Barriers of Communication

· Making Communication

DECISION MAKING

· Definition

· Phases - Past, Present, Future Development

· Test and Review

Computer Application – II Year DHMCT

Unit I            (Duration - 6 Hrs)               

Microsoft Office 97/2000/Professional                               

Creating New Document

Selection of Fonts, Size, Colour

Mouse Techniques, Keyboard Techniques, Function Key Techniques

Editing Test, Cut, Paste, Undo, Redo

Spell Check

Unit II                (Duration - 6 Hrs)

File, Edit, View, Insert, Format, Tools, Table Commands - Revisited In Detail

Page Setup, Print Options, Setting Page Margins, Mail Merge, Clip Arts, Inserting Pictures/Charts/Files, Correcting Text, Cut, Paste, Undo, Redo, Deleting Blank Lines, Inserting A Page, Typing Over Test, Replacing Text, Moving And Copying Text

Menu Method, Key Board Method, Tool Bar Method, Drag & Drop Method, Checking Text, 

The Spell Checker, Auto Correct Check Up, The Sanrus, The Grammar Checker, Formatting A Text, Changing Type Style, Character Highlighting, Alignment Of Text, Left, Right, Center, Justifying Text-Types & Tab Setting, Setting Tab Using Ruler, Indenting Paragraphs, Increasing And Decreasing Indents, Using Ruler To Set Indents, Spacing Paragraph Line Spacing, Spacing Between Paragraphs, Page Views, Normal Views, Page Layout View, Outline View, Print Preview, Full Screen View, Master Document View, Magnification, 200 M Control In Any View, Page Formatting, Setting Margins, Paper Size, Printing In Landscape Or Portrait Orientation, Page Numbering, Adjoining Page Numbering, Deleting Page Numbering, Header & Footer, Creating And Editing, Inserting And Deleting Pages In A Document, Saving The Text, Saving The File To Disk, Closing A File, Opening A Non-Work Document, Printing The Text.

Unit III                    (Duration - 3 Hrs)

Ms Excel the Spread Sheet

Spread Sheet An Introduction.

Processing With Ms Excel, Starting Excel, Starting New Work Book, Entering And Editing Data, Formatting Work Sheet, Sorting The Data, The Worksheet Selecting Cells And Ranges, Selecting With Mouse, Data Entry, Entering Numbers, Text, Date 4 Time Entries, Entering Series, Filling A Text Series With Auto Fill, Filling A Number Series, Editing Data, Clearance And Replacing Contents Of A Cell, Deleting The Contents Of A Range Of Cell, Rearranging Work Sheet Data, Copying, Auto Correct, Spell Checking, File Close, Formatting Data, Font Selection, Aligning Data, Format Style, Formatting Work Book, Arranging, Hiding, Un hiding, Inserting Columns And Rows, 

Unit IV                     (Duration – 3 Hrs)

Working with Ms-Excel 
Adjusting Width, Copying And Moving, Inserting And Deleting Sheets From Work Book, Mathematical Operator, Exponentiation And Percentage Operators, Logical Or Comparison Operators, Using Mouse To Create A Formula.

Charting And Mapping The Data, Charting The Data, Inserting A Chart, Chart Types, Modifying Chart, Mapping The Data, Adding Drawing To The Chart, Linking Workbook To Workbook, Printing In Excel, Print Parameters, Default And Changing Default Settings, Techniques In Printing Excel, Data Handling, Lists In Excel, Creating The List, Entering, Generating, Editing, Sorting, Printing Etc., Creating Subtotals, Combining Subtotals And Removing Subtotals, Creating A Database In Word, Sorting A Work Database, Copying With Tables To Excel.

Insert The Excel Selected Block Into Word Document. Linking The Chart Of Selected Block Of Excel In Word Dynamically.

Unit V                     (Duration - 6 Hrs)

Introduction To Power point.

Why Pictorial Presentation

Power Point Terminology-Getting Into Power Point-Creating, Opening And Saving Presentations- Types Of Views-Outline View, Slide View, Slide Sorter, View Notes, Pate View, Master Views- Quitting Power Point-Creating Presentation The Easy Way-Using Auto Content Wizard-Working With Blank Presentation-Using The Templates-Using The Slide Master-Working With Color Schemes-Working With Slides-Making A New Slide -Move, Copy Or Duplicate Slides-Delete A Slide-Copy A Slide From One Presentation To Another-Go To Specific Slide-Change The Lay Out Of A Slide-Zoom In Or Out Of Slide-Working With Text In Power Point-Cutting, Copying and Pasting-Formatting Text, Change Font & Size, Shadowing, Embossing-Alignment The Text-Left, Center, Right And Justify-Power Of Graphics In Power Point-Working With Clipart Picture-Using Microsoft Excel-Chart-Using Organization Charts-Power Point Drawings-Ways To Draw-Adding Lines-Connecting Lines-Borders And Adding Curves-Creating Word Tables-Making Great Looking Presentations(Putting On A Show)-Arranging, Previewing & Rehearsing-Creating Animated Slides- Manually Advancing Slides-Adding And Removing Transitions-Running A Presentation Continuously-Printing The Presentation Elements

Language Practical Hotel French - II Year DHMCT

Objective of communication and Lexical content
Lessons 7 to 12 (Reference book) A Votre service

Know - how 

a. Speech Act

· How to rectify a problem
· How to choose and order something
· How to ask and suggest
· How to tell that the product is not available
· How to excuse oneself
b. Grammar

· Partitive article ( Du-de-dela ) and their negation .

· The perfect tense (Le passe' - compose)

· First group verb and irregular verbs and the future and near future
· The verbs - choisir => to choose                         

To take = > prendre.

Commander => to order

· Suggerer, recommander conseiller => to suggest to advice.

· pouvoir => can

· payer => to pay

· Vouloir => to want




c. Vocabulary

· Terms of crockery. 

· Beverages

· Quality of wines

· Method of cooking

· Adjectives and their opposite 

· Means of payment (credit card, ready cash numerical 50 – 100)

Write some recipes

une salade de fruits => a fruit salade

une salade de legumes => a green salade

un creme caramel , quiches - lorraine

la Bouillabaisse

le Cassoulet

Le pot au feu
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