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INTRODUCTION

1.1 About ICSP

Institute of Corporate Secrtaries of Pakistan (ICSP) was
incorporated on November 22, 1973 as a company limited by
guarantee, under the then Companies Act 1913 7 later substituted by
the Companies Ordinance, 1984. ICSP is the professional body of
corporate secretaries which is imparting professional education and
prudence in the aress of secretarial practices, corporate governance,
corporate  and business laws, accounting, administration,
management, human resource and business ethics. Corporate
secretaries have cdiber to chart a course of adion or take decisions
in accordance with regulations, legislations, precedents, traditions,
best practicesand to seethe operation moving effectively/efficiently.

1.2 Mission And Vision of ICSP

Mission of ICSP is to examine, groom and promote high quality
corporate seaetaries and professionals in the corporate sector who
areable to meetthe demands of present era and futuristic challenges
to the profession.

Vision of ICSP is promotion of corporate culture in P&istan for
good govemance, as envisaged in the civilized world, through
professonal excellence,in the field of corporate laws and secretarial
practices.

1.3 ObjectivesOf ICSP

Institute has the following main objedivesto fulfill the needs of the
corporate setor:

(@) To provide a professonal organizaion of qualified corporate
secretaries and administrators in Pakistan and generally to do
al such things as may, from time to time, be necessary to




elevate their status and procure advancement of the interests
of the professon.

(b) To provide knowledge in company secretaral practices,
administrations and issuance of certificates.

(c) To provide and foster in, commeraal circles, accounting and
industrial professions, academic institutions a higher sense of
importance of knowledge of systematic, correct secretarial
and administrative pradices and to encourage a greater degree
of efficiency in suchwork.

(d) To provide opportunities for interaction amongs membersto
encourage reading and maintenance of library for the
aquisition and disemination by other means of useful
information connected with the profession, encourage
improved methods of administrative practicesand,

(e) To monitor, promote and synchronize the mutual interests of
its members.

1.4 Council Of ICSP

Management of ICSP vests in its Council that discharges the
functions assigned to it under the provisions of Memorandum &
Articles of Association. It is composed of twelve members, eleded
every threeyearsby the membersof the Institute. There are various
committeesthat are providing assistance in the smooth functioning
of the Institute such as on administration, education, seminars,
publication & I.T etc.

1.5 Intern ational And National Standing

a) International Affiliation

ICSP is a Founder Member of Intemational Federation of
Company Secrearies (IFCS) with head quarter at New Delhi,
India. Its other prominent members are Bangladesh, Kenya and
India having a very large membership. The core objectives of
the Federation include are:




(i) To represent the profession of company secrdaries at
World Trade Organizdion, international and multi-latera
flora.

(i) To facilitate research, mutual exchange of information,
publication, evaluation of existing laws, regulations and
code of ethics applicable to company secetaries.

b) National Recognition

(i) ICSP is recognized throughout the country. Ingitute of
Cost and Management Accountants of Pakistan, having
affiliation with International Federation of Accountants,
has been recognizing the qualification of ICSP and is
granting exemption to the members of ICSP in different

papers.

(il) The Securities and Exchange Commisson of P&istan vide
SRONOoO. 264(1)/2003 dated March 17, 2003 has givendue
reagnition to the qualification of the membersof ICSP by
prescribing them as professionally competent for a
Company Secréary of listedor single member company.

(iii) ICSP is dso one of the Founder Members of P&kistan
Institute of Corporate Govemance (PICG) established by
the Govemment of Pakistan.

c) International Recognition

Qualification of the Institute has been rewmgnized by the
following International Professiona Bodies by granting
exemptions in different papers by them to the members of
ICSP-

(i) Institute of Financial Consultants (IFC) Canada

(ii) Association of International Accountants (AlA) London

(iii) Chartered Institute of Management Accountants (CIMA)
U.K.

(iv) CetifiedInstitute of Internal Auditors (CIIA) USA.
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1.6 Membership And LicentiatesOf ICSP

There are three classes of members T Licentiates, Associate &
Fdlows. All €eligible persans after their election as members are
entitled to usethe designatory initialsi L.C.I.S., A.C.1.S.or F.C.I.S.,
asmay be gpropriate.

a)

b)

Licertiate

This grade comprises of those who have just passed the
qualifying examinations but have not yet aauired prescribed
experience for Associate membership. Under clause 1 9 of the
Articles of Asscciation of the Institute no person shall be
eligible for admission as a Licentiate, unless he hasattained the
age of eighteen years and has passd the qualifying
examinations of the Institute or any other Institute as approved
by the Inditute for the purpose. A Licentiate will be eigible for
election as an Associate after he has acquired the required
practical experience.

Associate

Associate-ship is a middle grade of membershp. Under clause
7 of the Articles of Association of the Institute, no person shall

be eligible for admission asan Associate unless he hasattained
the age of twenty one yeass, and at the date of his application
for admisson as an Associate has had three yearso practicd

expernience as Company Secréary or in company administration
in a senior position and has satisfied the requirements of the
Council respecting the qualifying examination (s) as may be
decided by the Council. At the time of eledion asan Associate,
he has adually engaged, either in service or in profession as
Company Secréary, Company Administrator or in practice as
Consulting Secretary or holding any equivalent appointment as
acaeptable to the Council. Company Secretary or Asgstant
Secré¢ary of amagjor company or organizaion may be allowed a
reduction in the prescribed experiencein certain circumstances.




c)

Fellow

Fdlowship is the senior grade of membership. Under clause 5

of the Articlesof Association of the Institute, no person shall be

eligible for admission asa Fellow of the Institute unless he has
attained the age of twenty five yearsand at the date of his
application for admisson asa Fdlow hasbeen an Associate for

five yearsand for a continuous period of not less than five years
next before the date of his application, has held a podtion as
Company Secréeary or anequivaent appointment or hasbeenin

practice as Consulting Secrtary to any Company or

Corporation.

1.7 Facilities

a)

b)

Library

ICSPhas alibrary which is available to membersand students,
for reference and study purpose only, during normal office
hours. Copies of informative magaznes including official
journa of the Institute are mailablein thelibraty.

Publication

AThe Corporate Secreta r is the official journa of the Institute
and is sent to all members. It has a proactive role in updating
the readers on the professional subjects that are of value to
students aswell as members.




THE PROFES3S ON OF CORPORATE SECRETARY

2.1 Importan ce of Corpor ate Secretary

The Company Law requires specified categories of companies to
appoint company secraary with independent company secretaial
department. ICSP provides top quality professonal educaion
commensuate with the demands of the secretaryof the company.
Thus, a corporate secretary@s career appeals to many law graduates
as well, looking for an aternative careerin which to utilize ther
legal skills that provide them exposure to a wide range of complex
budness operations Business graduates are attracted by a vide
variety of opportunities. Busness and law graduates having useful
knowledge base to beaome corporate secretary and thus, have better
and more chances to work aaoss every sector of commerce and
industry.

Moreover, the qualification of corporate secretary can be acquired
while performing the job. The career is open to people from all
disciplines. This profession aso attrads such people who want to
enter aprofession but havenot pursued a business or legal degree.

2.2 Role of Corporate Secetary

A qualified corporate secretary hasarole in al type of organizations
and business sectors. Corporate secretaries qualified from ICSP are
working and capable to work as seaetaries of companies and of
other corporate bodies. They work in other senior positions of
compankes, trust, non-government organizations, loca governments,
educational and professional institutions, trade bodies and the like.
They can engage themselves in the independent professional
practice asconsutant corporate seqetaries.

Corporate secretary may aso be involved in registering and
communicaion with shareholders, making presentation before
regulatory authorities, scrutinizingand catifying statutory
documents for submission to the regulators, organizing meding of




board and shareholders. He may have responsibility or functions
such as pensonsemployees share scheme, insurance, property,
health and safety of personnel. All these roles are relevant to
ensuring theman organization complies with laws and regulations

2.3 Value Addition to Business

Corporate secretaries are competent to turn knowledge into profit
and they are succesdully competing in the employment market for
senior position. They arequalified professionals to work as company
secretaries, administrative directors and managers, share registrars,
local government administrators, in house lawyers ad rporate
counsels. All positions held by corporate secretaries are at a senior
level. The corporate secretary qudification adds vaue to the
corporate world and the profession.




ADMISSION POLICY AND PROCEDURE

3.1 Admission

The minimum qualification required for admission is bachelorés
degree or equivaent as approved by the Higher Education
Commission. Admisdon to a higher group may be given if a
candidate qualifies or gets exemption from mog or all papers at a
lower group.

3.2 Registration Requir ements

All the candidates, who intend to have professiona quaification of
the Institute, mus comply with the following regulations:-

(@) Application for registration mus be made on prescribed
Admisson Form which may be obtained from the office of the
Institute.

(b) Every applicant for registration must if required, provide
evidence acoeptable to the Council that he/she:

(i) isnot lessthan eighteenyearsof age:

(i) has passd the degree (Bachelor) examination of any
recognized University of P&istan or has aqquired degree
of any other recognized university or has passed Senior
Cambridge AAO level with five passes at the ordinary and
advanced level provided that two of the passes have been
obtained at the advance level and passes be obtained in
Mathematics and English language at the ordinary and
advanced level or equivalent quaificaion as applicable to
CIMA London.

(ilf) Understands and accepts that success in the prescribed
examination will not entitle to membership unlessand until
prescribed qualifying experience is acquired.
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(©)

(d)

(€)

(f)

(9)

(h)

Every applicant for registration must be recommended by a
member of the Institute or by a person of professional standing
asa fit and proper person for admission to the examination of
the Institute.

Admisson Form must be accompanied by relevant supporting
documents and mud be received at the office of the Institute by
the appropriate closing date for subsequent entry to the
examination.

All fees due on registration mug be paid at the time of
submission of Admisson Fom.

The decision of the Council regarding acceptance or rejection
of an application shall befinal.

All students areregistered for one financia yearinitially and on
1% of Juy, eachyear, registration will normally be renewable
for one year on payment of the prescribed fee. Further
extendon of registration should be made in writing to the
Institute for consideration and approval.

A student will normally be expededo qudify al the
prescribed examinations within six yearsof initial registration,
though further limited renewals of registration will be
considered in specia circumstancesby the Gouncil.

Registration as a student confers no membership or voting
rights. However, successful appli cants may describe themselves
asregistered student of the Institute.
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EXEMPTION SCHEME

4.1 General Rules

a)

b)

Exemption Scheme of ICSPis continualy kept under review
and is detemmined by the Council of the Institute.

Exemption from certain subjeds of the examination may be
granted at the discretion of the Council to members of certain
professonal bodies, holder of university degrees and degreesof
the Council for National Academic Awards As such
candidates/students are to keepthemselves updated by referring
to the Students Guide and notification issued in this regard and
avail able on ICSPwebsite.

Candidates who have unsuccessfully attempted a subject of the
InstituteGs examination will not normally be allowed exemption
from the rdevant subjed.

Exemptions are not pemitted in respect of incomplete
gualification.

Detail s of exemptions allowed to holders of various academic
degrees and professional qudificaions may be obtained from
the Ingtitute.

4.2 Holders of Recaynized Degrees

Students who have passed bachelor or pos graduate examination
from reaognized reputable universities/ingtitute (s) in budness
administration, law, economics, aacounting, commerce, finance,
banking, marketing, public administration and other related subjeds
and have obtained at least 55% marks or equivaent thereof in the
specified subjects may be granted exemptions from the respedive
papersof the course. Detail s may be obtainedfrom the Inditute.

4.3 Professonal and Related Qualifications

Successful completion of the examinations for membership of the
following International and National Professiond Bodes will
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normally be acaepted for several exemptions on subject to subject
basis. Details may be obtainedfrom the office of the Institute:

The Institute of Chartered Accountants, England and Wales,
P&istan and India.

The Chartered Association of Certified Accountants, U.K.
The Institute of CharteredManagement Accountants, U.K.
The Institute of Cost and Management Accountants of
Pkistan.

The Ingtitute of Cost and Works Accountants of India.

The Institute of Chartered Secretaries and Administrators,
U.K.

The Institute of Company Secréearnesof India.

The Chartered Institute of Public Financesand Accountancy,
U.K.

The P&istan Institute of Public Finance Accountants.

The Institute of Bankersin U.K., P&istanand India.

The Ingtitute of Financial Consultants, Canada.

The Association of International Accountants, U.K.

m) The Caetified Institute of Internal Auditors, U.SA.

4.4 Exemption Procedure

(@)

(b)

(€)

(d)

All candidatesseeking exemption mus apply to the Institute on
the prescribed Exemption Form along with the requisite fee and
acaeptable supporting documents/cettificates, details of which
are mentioned on the Form avallable from office of the
Institute.

Exemptions should be obtained at the time of registration with
the Institute for gopearing at the examination.

Deasions in respeds of mogs qualification can often be given
within four weeks of applicaion. However, decisons on
qualificaions, which have not previously beenconsidered, may
take reasonable time on case to case lesis.

Students who have been granted exemption are advised to
undertake background reading in respect of exempted subject(s).
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EXAMINATION GUIDELINE

5.1 Eligibility

Only a registered student (who has cleaed all his dues) can appear
in examination held by the Institute biannually in January andJuy.

5.2 Examination Application

a) Application to enter an examination mus be made on
prescribed form which may be obtained from office of the
Institute.

b) Examination Form duly completed and accompanied by
appropriate fee must be recaved at office of the Inditute by
specified date. In case ofany deficiency, it may be rgeaed.

c) The closing date is the date by which anentry mug be received
atthe Institute and not the date it is posted by the andidate.

d) No change in a candidateés entry will be acaepted after the
clogng date for examination entries.

5.3 Examination Timetable

Examinations are usually held in third week of January and July,
each year. Dates of examinations are published regularly in the
Institute® magazne i The Corporate Secréary. Individual
notification of the date, time and placeof examination will be sent
so as to reach candidates enroll ed for the examination at least seven
days before commencement of the examination, except for force
majeure.

5.4 Examination Centers

Examinations are normally held at the following centers at the
discretion of the Council :-

Karachi,Lahore & Islamabad.
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5.5 Closing Datesfor Examination Entries

a) It is emphasized that properly completed Examination Forms
along with requisite feeand documents, if any, mus be received
by office of the Ingitute on or before the following closing dates
for examination entries:

Examination held in

January July

Examination Entry 10" Decenber 10" June
Entry with Late Fee 20" Decanber 20" June

b) Late or incomplete examination forms shall not be accpted
under any circumstances. Applicants/students are, therefore,
advised, in their own interest to adhere strictly to the above
schedule.

5.6 Examination Regulations

The following Regulations shall apply to all the students appearing
atthe examination of the Institute:

a) Prescribed Modules of the examination should be taken in
correct sequence. In any event whole of group I, Il atleast mus
have been completed before any subject of group Ill may be
attempted and whole of group | and Il as minimum mug have
been completed before any subject of group 1V is attempted.

b) Two groups comprising a module of the examination may be
attemptedtogether or separgely in either order.

c) If, in one module of the examination, a student has exemption
from one subject in eachgroup, the remaining subject from
eachgroup will be joined to comprise anew group.

d) A student, who has exemption from an odd number of subject
may, on one occasion only, offer the remaining subjectin the
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group as a single subject entry or he may attempt it with
another group.

e) A student who has an even number of exemptions from
different groups of the examination must link the remaining
subject into group.

f) A student is not permitted to attempt more than two groups
(four subjeds) atone attempit.

g) A student who passes both subjeds of a group will be credited
with those passes, irrespedive of his performance in any other
group or subject attempted on the sane accasion.

h) If a student fails to satisfy the examiners in ether subject of a
group (or does not attempt either subject) he will be required to
pass both subjects of the group at a subsequent examination.

1) While fundamental changes in the standard and format of
guestion papers will be notified in advance, Council of the
Institute reserves the right to vary the format of individual
examination papers without notice about the number of
guestion to be answered, the choice of questions. etc.

j) The Council of the Institute reserves the right to ater any part
of the examination scheme, including subjeds, syllabuses,
regulations and exemption, at any time. All fees, charges and
subscriptions are aso subject to change at the discretion of the
Council. Notice of such changes will be given in the officia
journal of the Inditute or by direct communicaion with
students.

5.7 Instructionsto Examinees

All examineesof the Institute are required to comply with the
foll owing instructions:

a) On receipt of their Admit Card, the examineesare advised in
their own interest to check the particulars entered theren.
Inaccuracy, if any, must be krought immediately to the notice of
the Institute.
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b) Examineesmug possess and be ready to produce on demand
their original computerized National Identity Cad, Student
Registration Cardand Roll Number Slip issued by the Institute,
failing which they may not be alowed to appear in the
examination. Deasion of the concerned invigilator shall be
final in this regard.

c) Examinees are required to comply with instructions isuued to
them before each examination sitting and in addition to
instructions mentioned on the front page of the examination
script.

d) Examinees may use portable, self-powered, silent and non-
programmable calculator in the examinations for any subject.
When a caculator is used, the intermediate steps mug be
shown. The use of dlide rules is adso permitted. They are not
pemitted to retain any statute, ordinance, text book or anyother
printed or manuscript papers or notes during the examination.
No examinee is alowed to communicate with, recsive
assistance from or attempt to copy from the script of any other
examinee, nor he may consult or attempt to use any book, paper
or note during the examination. A breach of any part of these
regulations will be regarded asvery serious matter and result in
disqualification in respect of the current examination and
possible suspension or temination of the student& registration
and excluson from future examination of Institute, on the basis
of report and findingsin this regard.

5.8 Examination Results.

a) The Ingtitute will notify each examinee of the result of the
examination as som as possible. In normal circumstances,
notifications are dispatched within nine weeks after the
conclusion of the examination.

b) The Institute does not release mark sheet to the examinees.
Resultsindicate a pass or fail with grades to indicate the extent of
failure. Unsuccessful examineesare given anindication of their
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failure in individua subjects. Eachmodule cariies the same pass
marks which the Institute does not release.

c) The decision of the Inditute, based on the examiners’
recommendations, is final and the Institute will not enter into
correspondencewith examinees about the examination results.

5.9 Pass Certificate

Students who have successfully completed all the stages of the
examination will recelve a pass certificate. A pass certificate does
not imply and mug not be used to imply that the holder is a member
or Licentiate of the Institute, nor just a completed examineedescribe
himself as a Corporate Secretary or ACIS or FCIS. Students are
strongly advised to become Licentiate or member as the case may
be, on passing of the examination and aaquiring prescribed
experience.

5.10 Post-Qualifying Education

The Council encourages membersto take courses and examination
in subjeds not previously studied and attempt as part of a
programme of post-qualifying education (PQE) which the Institute
expects to develop in near future. A certificate will be issued of
endorsed subjeds.
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FEES AND SUBSCRIPTION

6.1 FeesStru cture

a) The Institute collects feesfrom the stdents aslisted below:

(i) Student Registration Fee
(i1) Annua Subscription
(iii) ldentity Card Fee

(iv) Exemption Fee

(v) Examination Fee

b) The Council has sole authority to make any amendments, or
changesin the nature and quantum of fees structure whenever
deemed necessaly.

6.2 FeesPayable

a) Presently, the following feesare payable by the students at the
time of regstration:

Student Registration fee Rs. 600
Annua Subscription Rs. 400
Identity Cardfee Rs. 50

b) Annual Subscription beames due each year and mugs be paid
eachyear by the registered students for their registration and
eligibility for gopeaing in the examination.

c) The quaifying stuents are required to continue paying
subscription upto the time when they become eligible for
membership of the Institute.

6.3 Exemptions Fee
The following scale presently appies to exemptions:

a) Upto five subjects Rs. 1500
b) Exceeding five subjeds Rs. 2000
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6.4 Examination Fee

The following fees are payable whenever astudent wishes to appear
in the examination:

For two groups or 4 subjects (maximum)  Rs. 700

6.5 Refund of Fees

a) An applicant, who withdraws his application at any time after
notification of registration has been dispatched, will not be
entitled to arefund of anypartof the registration fee.

b) If, after the closing date for entries, an student withdraws his
application or; fails to present himself, for examination, no part
of the examination fee will be iefundedto him.

c) If a student is prevented by abnormal circumstances from
attending the examination and submits satisfactory cettificate, the
Council may at its discretion, allow him to appear in the next
examination once onlyon payment of postponement fee.
Applications and appropriate medical cettificates mug reach
office of the Inditute by 23 June, for July examination and 23"
Deceamber, for January examination. Posfponement may also be
alowed in cettain situations depending on the circumstances,
swch as bereavement or severe illness just prior to the
examination. Individual decision will be made in these cases on
merit of each case if application is recived before expiry of the
relevant examination.
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7.1

7.2

PROFES3ONAL STUDIES

Course of Studies

ICSRs program of professiona studies is completed by satisfying
the requirements of education, examination and experience. The
education requirement includes courses in accanting,
managements, corporate and busness laws and practicesand other
pertinent aress relating to the corporate bodies. The examination
assesses knowledge, skill and application of the subject matter. In
addition, all candidates, who wish to become corporate secretary,
mug possess relevant practical work expenence of minimum
required years and related assessment for membership of the
Institute.

Examinations Scheme

a) ICSR&s qualifying examination is recognized as a post graduate
award. Its course comprises three Modules divided into six
groups. Examinations of the Institute are conducted twice ayear
with thirteen subjeds.

b) Candidates will be expected to gain understanding of their
subjects as well as factual knowledge. In other more advanced
groups of the examination in patticular, there will be
considerable, emphasis on the application of knowledge in the
examination.

c) Candidates will be required to keep abreast of changes in the
law affeding the subjeds which they are studying generaly.
However, detailed knowledge of a new legislation will not be
expected in examination held within six months of passing the
relevant legidation.

d) Syllabus changes will be notified and published in officia
journal of the Institute for information of teaching
establishments and students.
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7.3 Examination Structure and Subjects
The structure and subjeds of the examination are st out below:

Module Group Code Subject

A 1 111 Economics Environment
112 Introduction to Accounting
113 Business Mathematics and Statistics

2 121 Commerdal and Industrial Laws
122 Information Tednology

B 3 231 HumanResourceManagement
232 Business Finance

4 241 Financia Accounting andReporting
242 Corporate Tax Management

C 5 351 Company Law and Allied Rules
352 Meeting Law and Procedure

6 361 Secreanal Pradiceand Audit
362 Corporate Laws and Pradice

7.4 Details of Syllabus Contents

Detailed syll abus for eachsubject of ICSP& examination is set out
on the rext pages.

22




SYLLABUS

MODULE A GROUP 1 CODE 111

(100 Marks)
ECONOMICS ENVIRONMENT

OBJECTIVE

To provide understanding of main economic concepts and principles
their uses, relevance in economic anaysis and application to economic
environment of trade, industry andbanking.

SYLL ABUS

SECTION-1 MICRO-ECONOMICS (30 Marks)

1.1. Basic Conceps. Nature, definition and scope of economics; micro
eqnomics, importance, limitations, macroeanomics, importance,
limitations, need for integrating micro and macro eanomics,
characteristics of economic wants and utility, scde of preferences,
indifference curves, marginal rate of substitution, principles of
diminishing marginal rateof substitution, propetties of indifference
curve, analysis of consumer behaviour, utility anaysis, application
of indifference curve in consumption. Various economic systems
and their gpproaches towards basic economic issues.

1.2. Demand and Supply Analysis: The law of demand and supply,
elasticity of demand and supply, elastic and inelastic demand and
supply, types of elasticity, measuement of elasticity of demand
and supply, scope of demand curve and price easticity, income
and subgitution effect, supply functions, equilibrium of demand
and supply.

1.3. Factors of Production: Scale of production, production possibility
curve, and production function, equal product curvesor isoquants,
cost and cost curves. Laws of Diminishing Returns fixed, variable,
total, average, marginal, opportunity, shadow, shat-run costs.
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1.4.

1.5.

Market Price Structure: Meaning of market, classification of
market, perfect and imperfect markets. Perfect competition,
Imperfectcompetition, monopoly, oligopdy, dugpoly. Equilibrium
approadies, equilibrium under perfect competition, monopolistic
competition.

Distribution: Significance of factor pricing, meaning of
distribution, functional vs persanal distribution, margina
productivity theory, detemmination of rent, wages, interest and
profit; role of price mechanism.

SECTION-2 MACR O-ECONOMICS (30 Marks)

2.1

2.2

2.3

National Income: Meaning and concept of national income,
distribution of national income and marginal productivity theory.
Concept of personal income, disposal personal income and their
mutual relationship. Concepts of gross domestic product (GDP),
gross national product (GNP), net national product (NNP). The
income approach and expenditure approach to GNP; rea versus
money income; GNP ddoaliators other sacial accounts link NNP.

Tools of Macro-economics. Consumption function; meaning,
factors influencing consumption, short-run and long-run
consumption function, average propensity to consume, margina
propensity to consume. Investment and saving function;
detemminate of investment, marginal efficiency of capital, interest
rate, investment and income, instabil ity of income; income, output
and employment determmination. Aggregate demand and aggregate
supply approach. Simple multiplier and accelerator analysis.

Public Finance: Distinction between public and private finance,
importance. General principles, forms and methods of taxation;
sources of revenue, public expenditure. Fiscal incentives for
promoting investments; managing aggregate demand through fiscal

policy.
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2.4

2.5

Money and Banking: The nature, forms and functions of money.
Quantitative theory of money. Theories of inflation, deflation and
stagflation and thelr impact on growth, price stability and
unemployment. Role and functions of central bank, commercia
banks, specidized financid ingtitutions, non-banking financia
institutions, capita and money markets including stock and bond
markets with regard to financial needs of business and government.

International Trade: Trade and balance of payments, medanism
of foreign exchange rates, principle of comparative advantage,
import control and protedive tariffs, GATT and W.T.O.
Agreaments and their impactoninternational trade.

SECTION-3 PAKISTAN ECONOMICS (20 Marks)

31

3.2

The Role of Agriculture and Industry: The importance, role and
growth of agriculture and industries; their main problems and
evaluation of measurestaken for solution. Role of small scde and
cottage industries, critical study of five yearsplans and need for
foreign assistance and investment..

Economic Development: Role of financial inditutions in capita
formation and economic development of Pakistan. Role and
functions of State Bank of Pakistan with regard to monetary and
fiscal policies, inflation, foreign investment. Rupee exchange rate
and its convertibility, balarce oftrade and balance of payments

SECTION-4 ISLAMIC ECONOMICS (20 Marks)

Nature and Scope: Islamic economic system, its natuse, scope and
importance. Interest and its elimination. Zakat and Ushr and the
principles of taxation. Income distribution and social responsibility
in Islamic economics. Distinction between Islamic ecnomic
systemandothereconomic systems.
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MODULE A GROUP 1 CODE 112

(100 Marks)

INTRODUCTION TO ACCOUNTING

OBJECTIVE
To provide fundamental understanding of the principles, role and
scope of accounting in relation to the preparaion of financia statements

for

incorporated and unincorporated businesses, analysis and

interpretation of financial information for decision making.

SYLL ABUS

SECTION-1  ACCOUNTING SYSTEMSAND REPORTING

1.1

1.2

(40 Marks)

Conceptual Framework: The scope and purpose of aacounting,
principles, concepts, conventions, and systems of accounting and
bases of accounting. Generally accepéd accaunting principles,
going concern, accruas, consistency, prudence, materdlity,
matching. The interpretation and recording of business transactions
and its codification in computer based accounting systemincluding
internal  control. Control aacounts. Income measurement.
Remgnition of revenue and expenses, matching of expenses and
revenue. Cagpital and revenue dassification.

Reporting Process. Accounting process relating to preparation of
trial balance, redificaion of emors. Reonciliation statement.
Adjustments to record transactions. Provisions for anticipated
revenue, expenses and losses. Stock valuation methods and
adjustments. Depreciation accounting. Treament of intangble
assets. Preparation of profit and loss account and balance shed.
Acoounting statements from incomplete records Accounts of sole
traders. Acoounts of simple consignment, department and joint
ventures. Branch acoounts excluding foreign branches. Formation
of partnership and preparation of accounts of firm and distribution
of partnershp profits. Conversion of partnership into limited
company.
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SECTION-2 COMPANY ACCOUNTING AND ANALYSIS

2.1

2.2

(60 Marks)

Company Accounting: Accounting treatment of ordinary and
preference shares, debentures and redeamable seaurities. Basic
assumptions and qualitative critena underying the aacounting
system and financial reporting of incorporated companies.
Preparation and presentation of financial statements and reports as
per requirements of the CompaniesOrdinance, 1984 and
Intemational Accounting Standards asadoptedin P&istan.

Analysis and Interpretation of Financial Reports. Elementary
ratio analysis in respect to profitability and efficiency of fund
employed. The form and contents of cash flow statement and an
elementary interpretation of its significance. Limitations of
historical reporting.
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MODULE A GROUP 1 CODE 113

(100 Marks)
BUSINESSMATHEMATICS AND STATISTICS

OBJECTIVE
To provide knowledge of basic techniques of mathematics and
statistics as appliedin the operation and decision making of a business

SYLL ABUS

SECTION-1 BUSINESSMATHEMATICS (50 Marks)

1.1 Basic Mathematics. Fundamentalsof = mathematics, number
system, integers, decimals and fradions, sets and notations. Basic
algebraic operations; involution, evolution, H.C.F. and L.C.M.
Tedniques of factorization; sequence and series, arithmetic and
geometrical progresson, linear and non-linear equations of one
and more than one variables. Laws of indices, exponential and
logarithmic  equations and expressions, perambulation,
combination, binomial theorem. Locus and its equation.
Geometrical meanof an equation. Straight line and its equations
and its application in business Application of curvesin business
and finance.

1.2 Financial Mathematics. Ratio, direct and indirect proportion,
pereentage, simple and compound interest, effecive rate of
Interest, annuities, present and future values. Discounting.

1.3 Calculus: limits and basic concept of differentiation: sum,
difference, product and quotient, rules of differentiation. Marginal
function. Applicaion of dervatives and anti-derivatives in
budness and finance.

1.4 Quantative Techiques:
a) Linear Programming: Introduction, graphica linear
programming, simplex techniques, transpatation technique
& assgnment technique.
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b) Network Analysis: Critical path analysis, gantt chart,
analysis of network, crashing program, evaluation,
probabilities network.

c) GamesTheory: Introduction, pure strategy games, mixed
strategy games.

SECTION-2 BUSINESS STATISTICS (50 Marks)

2.1

2.2

23

2.4

Colledion and Presentation of Numerical |nformation: Officia
sources of economics and business data. Survey methods. Design
of questionnaire. Sampling methods interview, podal
guestionnaire. Tabulation. Graphs, charts and diagrams. Frequency
distribution. Measures of location; mean, median and mode,
Measures of dispersion: Quatrtile deviation and Standard deviation.
Skewness coefficient of vanation.

Relationship and Forecaging: Correlationand  regression.
Product moment correlation coefficient. Rank correlation
coefficient. Linearregression usng the least square method. Time
series analysis. Comporent of a time series. trend, cynicd,
seasona and random. Moving average. Simple method forecsting.

Index Numbers. Price relative method. Aggregate method.
Problems involved in the rise ofindex numbers.

Probability and Statistical | nference: Introduction to probability
from pradical viewpoint. Equity likely outcomes. Combinations of
events. Union of events, conditional probability, mutually
exclugve events. Statistical inference. Confidence intervals and
hypothesis testing for a single meanand single proportion.
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MODULE A GROUP 2 CODE 121

(100 Marks)
COMM ERCIAL AND INDUSTRIAL L AWS

SECTION-1 COMM ERCIAL L AWS (50 Marks)

OBJECTIVE

To provide thorough knowledge of the law of contrad, sales of goods,
agency and the lega medanisms for removing commerdal disputes,
together with a general understanding of other commeraal laws which
areof importanceto busness.

SYLL ABUS

1.1 Law of Contract: Nature and kinds of contracts;, essentias of
contract; agreement, offer or proposal, aceptance, consideration.
contractua temms; representation, conditions, warranties. Privity of
contracts, exempted clauses, mistakes, misrepresentation and
undue influence. Flaws in contrads, flaw in capacity; flaws in
consent. Unlawful, voidable and void agreements and contracts.
Restitution Quasi-contrads. performance and breach of contrad.
Doctrinesof Frustration; Remedies for breachof contract.

1.2 Indemnity: Contract of indemnity and guarantee.Rights of surety,
discharge of surety.

1.3 Agency: Definition, nature and general rules of agency,
appointment and formation of agency. Classes of agents; factors,
brokers, estate agents, del-credere agents, bankers, auctioneers.
Duties and rights of agent. Delegation of authority. Saope and
extent of agentGs authority. Responsibilities of principa to third
parties. Persona liability of agents to third parties. Liability for
unauthorized acts in case of undisclosed and non-existent
principal. Temination of agency. Credion of agency by estoppel.
Contracts relating to futures and derivatives.

30




1.4

1.5

1.6

1.7

1.8

Sale of Goods: Nature and definition of contract for sale and
agreament to sell future goods. Distinction between sale and
contracts of supply, for example, contracts for work and matenals,
of barter and of hire including the supply of goods. Contracts of
bailment and pledge. Formation of contract of sale. Performance of
the contract. Subject matter of contract; price and temms, express
and implied conditions and warranties. Passing of property in
goods; risk and frustration. Exempted clauses;, accptance and
rgedion of goods Trander of title by non-owners. Duties and
rights of parties. Remedies of buyer and seller. Suits for breach of
contract. Auction sales. Repudiation of contract before due date,
exclugon of implied termms andconditions

Partnership: Nature of partnership, relationship between partners
and relation to third parties. Rights, duties and liabilities of
existing, incoming, outgoing partners & minor parners,
Registration of firm and its dissolution procedure

Negatiable | nstruments:. An outline of law relating to promissory
notes, bills of exchange, bank drafts, chegues, inland and foreign
instruments, duties of bankers in relation thereto, negotiation,
acaeptance, presentment, dishonor, discharge and compensation.
Implications of dishonor of a cheque issued.

Resolving Commercial Disputes. The general nature of and
problems associated with commerdal litigation and arbitration,
payments into court and without prejudice offers. The Arbitration
Act: Nature, principles and procedure.

Gengal Principle of Consumer Credit: The general nature of
hire purchase, condtiona sade, obligations of the creditor in
relation to the quantity etc. of the goods: the creditorés liability, the
generd principles in relation to consumer credit. Licensing.
Outline of the ramediesof the debtor and the creditor.
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SECTION-2 INDUSTRIAL L AWS (50 Marks)

OBJECTIVE

To develop understanding of the various industrial laws affeding
Industry and business so asto enable the use of knowledge in formulating
plans for operational and long termdecisions

2.1

2.2

SYLL ABUS

Employment and Remuneration Laws. The legal test
detemining the distance of the employer and employee
relationship. The employment contract of varnous nature. The
collective agreement and its legal effect. Statutory rights under the
provisions of West Pakistan Industia and Commercidl
Employment (Standing Orders) Ordinance, 1968 and West
P&istan Shop and Establishment Ordinance and Rules 1969
regarding working temms, holidays, attendance, leave, group
insurance, bonus, stoppage of work, dismissal and temination of
employment, redundancy and retrenchment and re-employment of
retrenched workers. Provisions of Factories Act, 1934 regarding
working hours, holidays and overtime, rest intervals, employment
of women, and children etc, main provisons of Employment of
Children Act 1991 and Rules 1995. Statutory control of payment
of salaries and wages. Concept of equal pay and minimum wages
and Minimum Wages Ordinance 1961. Provisons of Payment of
Wages Act, 1936 regarding definitions of important terms, wage
period and termms of employment, respansibility for payment of
wages, wages council, deductions and fines, clams for unpad
wagesetc.

Safety, Health and Welfare: Obligations arising in torts, under
safety and allied legislation and sociad welfare. An out line of
unemployment and injury benefits: Provisions of Factories Act,
1934 regarding hedth and safety: Provisions of Workmenés
Compensation Act, 1923 regarding definitions of important terms,
genera and spedal defenses and remedies avail able together with
the legal effects of fatal accidents, report of fatal aacidents and
injuries and medical examination etc, employer& liability for
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2.3

compensation, amount of compensation, method of calculating
wages, review, commutations and distribution of compensation.
Provisions of Provincial Social Seaurity Ordinance, 1965 regarding
definitions of important temms, amount and payment of
contributions, record and returns, benefits including sickness and
matemity benefits, death grants, disablement pension etc.
Provisions of Employees Old-Age Benefits Act, 1976 regarding
payment of retiring benefits, rates of contributions, cdculation of
qualifying contribution period, records and returns relating thereto.
Provisions relating to welfare of the workers under Workersod
Welfare Fund Ordinancel971 and Rules 1976; and Companies
Profit (Workersd Paticipation) Act, 1968 and Rules 1971,
Workersd Children (Education) Ordinance 1972 and Bonded
Labour System(Abadlition) Act 1972.

Trade Unions and Industrial Relations: Trade unions their legal
aspect and status, legal effect of the Rules Book Membership and
expulsion, trade dispute and trade immunities picketing, strikes and
lock-outs. Provisions of IndustrialRdation Ordinance, 2002
regarding Collective Bargaining Agent, madinery for the
settlement of disputes, conciliation and arbitration, discipline and
grievance procedures.Workerés participation and dispute
resolution: labour courts, Labour Appellate Tribunas, National
Industrial Relations Commission, authorities, decisions, settlement
and awards, penalties andprocedures.
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MODULE A GROUP 2 CODE 122

(100 Marks)

INFORMATION TECHNOLOGY
OBJECTIVE
To provide understanding of Information Tednology and to enhance
skillsin the analysis, design and implementation of information systems.

SYLL ABUS

SECTION-1 MANAGEMENT OF SYSTEMS (50 Marks)

1.1 System Theay: Systems characteristics, systems cycle,
boundanes and environment, open and closed systems, feed-
back and feed-forward, adaptability and change. Cybemetic
principle: concepts of control and requisite  variety,
communicaion and information theory, information and decision
making, degree of aggregating; internal/external, quantitative
/qualitative, deterministic/probabilistic, programmable / non-
programmable.

1.2 Management Information Systems. Strategy for MIS design;
information for strategic, tacticd and operational systems,
distributed and centralized processon. MIS and the personal
distributed and centralized procession, MIS and the persond
computer. Computer based simulation models. Data base aspeds
of MIS. The management of information tedhnology project.

1.3 Systems Analysis and Design: Systems investigations, principle
and practice. Systems feasibility studies and the evauation of
information technology based projed. Design process for input.
Files and data, forms codes and user procedures. Standards and
documentation. Systems review staff. The creation, changeover
and implementation pos systems review. Staff training and
development.
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1.4 Management Aspects. Organizational structure and information

technology. The management of technological change. Financial
management controls of computer operation. Interna audit and
control, data protection and privacy, legal and socia aspeds of
information technology. Using consultants, saurces of advice and
assistance. Legal aspects of systems andsoftware acquisition.

SECTION-2 INFORMATION SYSTEMS (50 Marks)

2.1

2.2

2.3

2.4

Information Concepts: The nature of data and information.
Information attributes, relevance, timeliness and accuracy. Basic
processng methods for voice, data, text and image. Basic
processng organization: batch, on-line, interactve, distributed and
centralized. Concept of files; its types, structure and organization.
Elementary daa base concepts.

Hardware: Input equipment for batch and on-line processing data
cgpture methods including documentation. Output including
printed, displayed and COM Processors. Basic architecture, micro-
procesrs, operating systems, ROM, RAM. Comparsan of
micro, mini and mainframe systems. Performance evaluation.
Sewondary storage methods and devices.

Communication: Wide Area Networks. Data transmission
methods; digital/analog, methods, multiplexors and telecoms
hardware, satellite. Local Area Networks. Topography; star, ring,
bus and method of operation, implications for office organization,
the electronic office. Introduction to e-commerce; definition,
payments by cards, ATMs, other methods of collection of cash.

Software Languages. Types (machine, low/high level, 4™ GL),
computer interpreter. Compiler and assembler. Operating systems,
utilities, housekeeping and sub-routines. Padages, uses of and
application aress, legal aspects. Programming, flowcharts, decision
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2.5

tables, structure of and principlesof good pradice. Programming
using the BASIC Language and Oracle.

Organization: DP saff analysis; designers, programmers,
operaors, data control, librarian. DP controls; vet and validation,
internal controls, standards and documentation. Systems design
cycle (in outline only): the user; role in IT, liaison, self-design,
training and staff development.

36




MODULE B GROUP 3 CODE 231

(100 Marks)
HUMAN RESOURCE MANAGEMENT

OBJECTIVE

To equip students with the anaytical skill for understanding,
explaining, predicting and influencing human behavior as it occurs within
organization and to provide necessary badkground to the subjeds of
personnel administration and management; principles and policy.

SYLL ABUS
1. Behavioural Saenceln Or ganization:

a)  Anoverviewof the behavioura sciencein organizations.

b)  Needto make wse of behavioural sciencein organizations.

c) Experimentation in behavioural science: description,
explanation and prediction.

d) Problems of applicaion for behavioural science research.

e) Raiona model of decision making and its limitations.

f) Organizational politics.

2. The Heart of Organization Behavior: Motivation, Learning , and
Leader ship.

a) Motivation Theory 1 needs and processes

b) Motivation Appliedi job design and goal setting

c) Leamning Theory T reinforcement and punishment

d) Leaning Applied i organizational behavior modification
e) Leaership Theory 1 background and processes

f) Leadership Applied 1 stylesand performance
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3. The Individual in the Organization.

a)  Group dynamics

b) Interactive behavior and conflict

c) Jobstress

d)  Powerand politics

e) Interpersanal communication
f) Individual goal and team work

4. Human Resource Planning: Forecasting the Supply of Personnd
and Developing Planning Strategies.

a)  Forecasting intemal supply of persannel

b)  Forecasting intemal supply demand of personnel

c)  Formation of humanresourceplans

d)  The recuitment and selection of humanresurce.

e) Theobjedivesof recruitment and selection.

f) Basic dharecteristicsof recuitment and seledion system.
g)  The roleof personnel in recruitment and selection.

h)  Recuitment of personnel.

1) Sdection of personne and placement

5. Developing Human Resaurces:

a)  Job description and analysis
b) Training and peformance appraisal
C) Promotions, transfers andseparation
d)  Constructive discipline
e) Managing changesin jobs and work schedules
f) L abour turnover and internal mobility

6. Organization and Methods

a)  Objedive of organization and methods.
b)  Conducting of an organization and methods survey
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7. Work Measurement and Control

a)  Quantity control
b)  Method of measurements
c)  Time and motion study

8. Communications

a)  Nature and typesof communicaion: Internal, extemal, oral,
written, visual, medianism andeledronic.

b)  Reports classification into routine, spedal technica and
published.

c)  Report writing, its forms, design, production and control.

d) Communicaion System: Faceto face, upward horizontal
and downward.

e) Communicaion distortion and varnous theories.

9. Providing Pay and Services

a) Wagesand saary policiesand administration.
b) Payincentive system: Shaing productivity gains
C) Programs for employeehealth and sdety.

10.Employeei Management Relations

a)  The Pesenceof Union

b)  The sope and power of Union

c) The lega framework of Unionization

d) Reamsfor Joining Union

€) Deasion strategieswith respect to Union
f) Contingencies

11 The Road Ahead

a)  Tomorrowd work force
b)  Womenin the work force
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MODULE B GROUP 3 CODE 232

(100 Marks)
BUSINESSFINANCE

OBJECTIVE

To provide understanding of how corporate finance actions and

announcements are perceived by the popular and professional press and,
mog important, by investors asmeasured by the marketés reaction.

. Pracdice in keeping up with developments in corporate finance,

domestic and global.

. Pracdice in preparing reports and making presentation and making

presentations of a type that are likely to be encountered in
corporate job situations.
Pradice in summarizing (Scientific and somewhat technicd)
empirical studies axd communicaing their central finding(s) in
understandable language.

. Pracdicein relating storiesin the popular and professional press on

corporate finance issuesto the relevant body of knowledge so that
their lessons, if any, canbe properly evauated.

SYLL ABUS

2.1 Financial goals and Planning: nature, scope and importance of

2.2

Business Finance. Financia objectives and responshbilities of
budgness organizations companies, multi-national and state-
enterprises and their attainment. Meaning and main aspect of
financia planning. Fedures of saund financia plan. Factors
affecting financial plan. Limitation of business finance planning.

Raising Capital: Determination of financial requirements. Role of
new isste market, stock exchange and unlisted securities market.
Searing Quaation; stock exchange and issuing house pradice.
Theory of efficient markets. Sources of capital and their individual
Ccosts; equity, retained eaning, trade credit, factoring, leasing, hire
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2.3

2.4

2.5

2.6

2.7

purchase, musharika, modaraba, murabaha, etc. Role of venture
cgoital financing and its future prospects. Impact of listing rules
and regulations of stock exchange on business finance.

Coga of Capital: Meaning and concept of cog of capital.
Importance of cog of capital in decison making. Modes of
measuing cost of capital. Measurement of specific cods of
different sources. Weighted average cost of capital, its meaning,
application and limitations.

Capital structure isaues. Meaning of Capita structure and fadors
affecting it. Capital structure decision. Concept of optimal capital
structure. Capital geaing, its meaning and significance of high and
low geaing. Effects of capital gearing during various phases of
trade cycle. Concept of debt-equity ratio, its importance and
requirement while availing financial assistance from banks and
non-banking financial institutions.

Capital Expendtures Strategic Alliances : Nature, meaning,
significance and procedure of capital budgeting and investment.
Methods of capita expenditure and investment; Pay Back,
Discounting Cash Flow, Net Present Vaue and Internal Rate of
Return and their comparison. Capital rationing; implication of
taxation, inflation and depreciation. Capital budgeting under risk
and uncetanty. Measuring Risk; sengtivity analysis dedsion
trees, simulation approach. The portfolio approach and Capital
Asst Pricing Model. The cost of capital and capita Asset Pricing
model. Lease or buy decision approad.

Financing Current Assts. Meaning, concept, principles and
importance of working cepital management. Planning and
managing cash flows and cash balance, planning and control on
investment in marketable securities, accounts recevables and
factoring, inventory and accounts payables.

Stocks and their Valuation: Price in pradice. Dividend Policy
and factors affecting dividend policy, effectsof capital structure
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2.8

and dividend policy upon shares prices. Principles of investments
and port folio analysis. Interpretation of accaunting reports and
their impact upon share prices. Impact of capital asset pricing
models and efficient market hypothesis.

Mergers and Acquisition: Cause and prediction of business
failure. Remedial strategy. Methods of re-organization of business
Nature, motives and benefits of merger, acquisition and de-merger.
Analysis of merger and acquisition Merger negotiations
Significance of price eamning ratio and earning per share analysis,
leveraged buy-outs, tender offer, bids. Regulation of merger and
takeovers.
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MODULE B GROUP 4 CODE 241

(100 Marks)
FINANCIAL ACCOUNTING AND REPORTING

OBJECTIVE

To provide comprehensive knowledge of principles, concepts and
practicesof financial accounting in order to select and apply accouring
techniques and procedures to spedfic circumstances, prepare financia
statements of companies and group companies in aacordance with the
Intemational Accounting Standards and statutory requirements; anayze
and interpret financid statements and comment on their compliance with
statutory andprofessional requirements.

SYLL ABUS

1. Accounting Regulations and Policiess Need for accounting
regulations and standards Accounting assumptions, bases of
reagnition and measuement and accounting policies as required
under Framework for the Preparation and Presentation of Financial
Statements and International Accounting Standard-Presentation of
Financid Statements (IAS-1) issued by International Accounting
Standards Board (IASB). Need for disclosure and its requirements
underthe CampaniesOrdinance,1934.

2. Acocounts of Limited Companies. Preparaion and presentation of
financia statements (balance $eet, profit and loss accounts, cash flow
statement and statement of changes inequity) of limited companies
and preparation of specific notes, extracts, schedules, reports of
diredors and auditors in line with statutory provision and intemational
accaunting standards

3. Consolidated Financial Statements: Definition of holding,
subsidiary and associatec undertaking and companies. Comparison
and usefulness of acquisition and merger method of consolidation.
Tedniques of consolidation requiring accaunting and disclosure
requirements of 1AS-22 and IAS-27 and the Companies Ordinance,
1984 relating to consdidated financial statements including
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cdculation of premium or discount on acquisition, minority interest,
elimination of intra group transactions and balances, inter-company
profits and dividends. Accounting for investments in subsidiaries and
associated under takings.

4. Specalized Acoounting Treatments:

(@)

(b)

Accounting for Property , Plant and Equipment (IAS-16)
I Recognition and initial measurement of property, plant and
equipment, measurement subsequent to initial recognition of
asset, property, plant and equipment including exchange of
assets, subsequent expenditure, revauations, depreciation,
review of useful life, review of depredation methods
impairment of assets, retirement and disposals. Treament of
suplus on revauation of property, plant and equipment under
section 235 of the Companies Ordinance, 1984 and under
IAS-16. Disclosure requirements for property, plant and
equipment under IAS-16 and the CompaniesOrdinance, 1984.

Acoounting Treatment of Intangible Assets (IAS-38) 1
Tredment of intangible assts including reseach and
development costs including their recognition, amortization
and impairment of development costs.

(c) Accounting for Inventories i Cod and measuement of

(d)

inventories, cost formulae, net realizable value, recognition of
inventory asan expense. Compliance with the requirements of
IAS-2 and the Companies Ordinance, 1934.

Acoounting for Leases (IAS-17) T Definition of lease,
installment sales and hire purchases, thelr importance and
difference between them. Accounting for operation and
finance leases. Complications in lease accounting, recognition
of income in ingalment sales and hire purchases. Disclosure
requirements under IAS-17 and the Companies Ordinance,
1984.
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(e) Accounting for Contracts (IAS-11) i Accounting for work-

in-progress, work-certificate and payments, work-in-progress
uncettified, profit on incomplete contract, preparation of
contract account, profit and loss account and balance shed.

() Accounting Treatment of Net Profit and L oss for the period

including profit or loss from ordinary adivities, changes in
accainting estimates, fundamental errors, change in
accaunting policies, events occurring after balance sheet date.
Acoounting treatment of contingent losses and gains (IAS-8
and 10).

(g) Taxation © Treatment of current and defered taxation in

accaints (IAS-12).

(h) Accounting for Capital Structure 1T Accounting of isaue of

shares and securities . Buy back of shares. Re@nstruction of
capital, merger and de-merger of companies.

(i) Reaognition of Borrowing Costs (IAS-23).

()) Acoounting Treatment of Foreign Currency Transactions

(IAS-21)

5. Spedfic Reporting:

a)

b)

Interim Financial Reporting (I1AS-34) i Preparation,
presentation and disclosure requirements with regard to
interim financia statements of companies.

Reporting on Related Party Disclosures’i Transfer pricing.
Disclosure requirements under |1AS-24 and the Companies
Ordinance,1934.

Reporting on Discontinuing Operations i Recognition,
measurement, presentation, disclosure of discontinuing
operdions as required under IAST 35.
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d) Reporting on Earning Per Share i meauement,
presentation and disclosure requirements of eaning per share
inlinewith IAS-33.

6. Analysis and Interpretation of Financial Statements. Needs for
various users of financial statements and importance thereof.
Tedniques for anadysis horizontal, vertica and ratio analysis and
common-size statements their uses and limitations. Detailed
examination and analysis of aaccounts and other financia information
regarding capital structure, asset-base, liquidity, cash flow and
operding capabilities, eaning per share, working capita level and
controls. Reporting in good style, the analysis evolution and
recommendation arising for the examination to the management,
investors and creditors.

7. Measurement of Profit: Traditional approach using legal transaction
as basic income and expenditure. Economisté approach to income
and measuement of profit as an increase in the value of business
Considerdion of aternative approach to the measurement of profit in
a changing price i level environment. Use of replacement, net
redizable value and economic value for the valuation of property,
plant and inventories.

8. Performance Reporting, Planning and Control: Anaysis and
classification of costs for performance reporting. Product costing and
elements of costs. Profit planning and break-even analysis.
Introduction of different cos anaysis Introduction to budgets for
planning and control including cash budgeting.
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MODULE B GROUP 4 CODE 242

(100 Marks)

CORPORATE TAX MANAGEMENT

OBJECTIVE

To provide knowledge and understanding of the core areas of direct
and indirect tax laws and develop understanding of their implicaions in
different business situations and apply these in financial planning and
decision making.

SYLL ABUS

SECTION-1 DIRECT TAX (60 Marks)

1.1

1.2

1.3

Basic Framework of Direct Tax Law: Different direct tax laws
and their inter-relationship in the scheme of taxation in Pakistan.
Importance of Income Tax Ordinance, 2001 and amendments there
in through Finance Act/Ordinance annually and concepts of prior
taxruling.

Detailed Study of Income Tax Law: The Income Tax Ordinance,
2001 and the Income Tax Rules 2002 as amended up-to-date
covering: definition, charge of tax, tax on income from salary,
property, business, capital gains other sources (including income
from dividend, royalty, profit on debt, etc), exemptions, deductions
allowed and not allowed, tax credits, set off and carry forward of
losses relating thereto and tax depreciation. Common Rules:
genera, tax year and assets. Provisons governing persons
associates, individuas, association of persons and Companies.
Taxation of foreign source of income of residents. Tax accounting.
Trander pricing. Records and books of accounts. Filing of various
statements with income taxauthorities.

Employee Remuneration: Tax implications of employee
compensation scheme: salaries, wages, perquisites, gratuity, bonus,
commission, etc. Managerial remuneration its tax implicaions and
planning consonant with Income Tax law requirements.
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1.4

1.5

1.6

1.7

Tax Management: Nature and areas of tax management,
deduction of tax at source, advance payment of tax, minimum tax.
Importance of tax management while claming allowances,
exemption, deductions and tax credits. Filing of returns of income,
defaults and pendties. The organization problems of tax
management review. Assessment procedure, appeals, collection
and recovery of tax, payments and deductions, refunds, records and
audit, penalty, additional tax, offence and prosecution. Review of
assessment order in order to decide availability of further apped,
revision review or redification, drafting ground of apped,
argument on apped, memoranda to the Central Board of Revenue
and other similar goplications

Corporate Taxation: The income tax liabilities of companies and
tax incidence under the Income Tax law. Capital structure of a
company and tax incidence, tax as a variable in computing cog of
capital, tax congderations in dividend policy and issue of bonus
shares. Taxation of inter-corporate dividends and transfers.

Tax Planning: Planning and scope of tax planning. Difference
betweentax planning, tax evasion and tax avoidance. Tax planning
its need and methodology. Tax planning with reference to type of
adivity, scde of adivity, ownership pattern, locaion aspeds, etc.

Limitations on the tax planning exercise, flexible planning

premises. Tax planning in the context of court rulings and
legislative amendments. Planning for tax holiday benefits. Setting
up of new industrial undertaking for availing exemption. Merger
with sick units. Amalgamation, merger and de-merger and tax
planning.

Tax Consideration with regard to Specfic Management
Dedsion: Consideration of tax benefit while management dedsion
to make or buy, own or lease, return or replace, prepare or
renovate, now or later, slow or fast, close or continue operation.
Tax condderation relating to variation of portfolio of assets,
change oftax year ad method of accounting.
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1.8

1.9

Taxation of Non-Residents. Basic principles for taxation of non-
residents, special deduction. Foreign collaboration agreements and
tax implication; joint venture abroad and tax consideration,
procedure forjoint venture and foreign collaboration.

Double Taxation Avoidance Agreements. Meaning of avoidance
of double taxation and prevention of fiscal evasion. Tax
implications of double taxation avoidance agreaments and standard
practicewith regard to tax law for company secetaries.

SECTION-2 INDIRECT TAXES (40 Marks)

2.1

2.2

2.3

Framework of Indirect Tax Laws. Specia features of indirect
tax levies. Role of indirect tax laws and contribution to
government revenues and fiscal performance as instrument of
planning and development.

Sales Tax Act 1990: Paticulary Chapters | to V and VII of the
Act and Turnover Tax Rules 1999. Apportionment of Input Tax
Rules 1996. Filing of Monthly Return Rules 1996, Registration,
Voluntary Registration and De-registration Rules 1996 and Retail
Tax Rules1998 and Sdes Tax Ordinance 2000 promulgated by the
provinces as amended up-to-date covering: definitions, scope and
payment of Sdes Tax, registrations, book-keeping and invoicing
requirements Sales in the course of import and export, taxability
of inter-depot and inter-branch transfer of goods Methods of
executing sales through branches, head office and factory. Export
contracts and implicaions on penultimate sale, canalized exports-
implications, planning vis-a-vis judicial pronouncement. Levy and
collection of Sales Tax procedure, offencesand penalties. Filing of
returns and revision therein. Appeds, revision and rectificaion of
assessment procedure. Sdes Tax levies and cash management,
promissory estoppels-extent of application to saestax matters, a
case law review.

Customs Act 1969: Paticularly chapters V,VI, X, XI, XVII and
XIX of Cugoms Act 1969 asamended up-to-date covering: details
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2.4

of procedurein relation to levy, collection and exemption from and
repayment of cugom duties, drawback and documents to be
prepared and presented to custom authorities; valuation of goods ,
classification of goods its principles and redificaions vauation
of goods for the purpose of levy and its principles, abatement of
duties and availing of exemptions procedure for cleaance of
goods for home consumption and cleaance of imported and
exported goods warehousng; offences, pendlties, appeas and
revision. Custom leviesand cash management.

Federal Excise Act 2005:

Chapter |
Chapter I
Chapter Il
Chapter V

Definitions

Levy, collection and payment of duty
Offences and Pendlties

Power, Adjudication and Appeals. Federal
Excise Rules 2005.
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MODULE C GROUP 5 CODE 351

(100 Marks)
COMPANY LAW AND ALL IED RULES

OBJECTIVE

To provide in depth knowledge of Companies Ordinance 1984,
procedural and case laws, rules and guidelines issued to regulate
incorporated companies.

SYLL ABUS

1. Development of Company Law: Chrondogical development of
company law in Pakistan and United Kingdom, development of
various concepts including jurisprudence, contemporary and emerging
I SSues.

2. Nature and Classification of a Company: Clasdficaions and
definition of incorporated companies. Procedure and effect of
registration. Principles of corporate personality and of limited
liability. Distinction between companies and partnership. Different
classifications of an incorporated company; holding, subsidiary, and
associated company, private and public company, statutory and
government company, limited and unlimited liability company,
company limited by guarantee and shares etc. Association not for
profit. Illegal association. Conversion of private company into public
company andviceversa.

3. Formation of a Company: Promoters and pre-incorporation
contracts. Mode of forming a company. Memorandum and articles of
association, their clauses and contents, and formalities for ther
registration. Alteration of memorandum and restrictions thereon.
Alteration in articles. Cettificate of incorporation. Sewices of notices;
and authentication of documents.

4. Floatation: Prescribed procedures of floatation. Meaning, purpose
and contents of prospectus Statements in lieu of prospectus
Prospectus by implication. Offer for sale of shares and debentures.
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Issue of seauritiesoutside P&kistan T approval, issue and registration
of prospectus, underwriting and commission and other statutory
requirements related thereto. Civil and crimina liabilities for
missiatements in prospectus. Statutory provisions regarding allotment
of shares. Effect of irregular allotment of share. Cettificate of
commencement of business

. Share Capital and shares. The principle of cgpital. Reconstruction
of capital structure. Rasing of share cegpital. Issue of shares at
premium, at par and at discount. Increase and deaease of share
capital. Buy back of company& own shares. Further issue of shares i
rights and bonus shares. Conversion of loans and debentures into
shares. Meaning, nature and kinds of shares and share capital.
Varnation of shareholderso rights, Definition, types, rights, liability,
eligibility and temination of membership. Register of members and
debenture holders. Disclosure of substantial, beneficial and nominee
shareholders. Share cettificaes. Lien, surrender and forfeiture of
shares.

. Borrowings and creation of charges. Nature and extent of
borrowing powersof company. Varous typesand methods of raising
of funds meding short, medium and long-term reguirements including
public deposits and assistance from banks and non-banking financial
institutions. Management of public issie of redeanable cepita
(including debentures, bonds, terms finance certificates), their loan
documentation; preparation of prospectus, under writing and
brokerage agreaments; alotment letters, share cetificates, debenture
trug-deed etc. as required under various regulation and guidelines
made by Seairities and Exchange Commission of P&istan. Methods
of securing borrowed money. Nature and meanings of mortgage,
hypathecation, fixed and floating charges. Registration, modification
and satisfaction of mortgage, hypothecaion and charges. Remedies of
debenture holders, appointment and functions of receivers and
managers.

. Directors and Chief Executive: The concept of directors and its
evolution. Statutory provisions relating to qualification, appointment,
tenure, remuneration, rights, powers, duties, responsibilities, civil and
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criminal liabilities of directors and chief executive and their
retirement, resignation, removal and vacation of office. Disclosure of
interest of diredors and chief executive.

8. Functions of the Board, Committees of Directors and
Management: Basic functions of the Board of Directors and
philosophy behind constitution of audit and other committeesunder
the provisions of the Companies Ordinance, 1984 and the Code of
Corporate Govemance rdating to;

a)  Membership, trander andtranamission of shares

b)  Giving guarantees, seaurities making of loans and advances
to other bodies corporate and inter-corporate investments,

c) Maintenance of statutory books and registers, and filing of
returns.

d) Divisble profits and declaration of dividend.

e) Acoounts and audit, notes to the aacounts, auditorso report,
subsequent amendments to audited accounts, disclosures,
responses by the board relating to observations and
qualificaion in auditorsoreport.

9. Auditors: Legd requirements relating to appointment, resignation,
removal, qudlifications, disquadifications powers, duties and
remunerdion of auditors.

10.Shareholders Democracy: Principles of majority rule, majority
control through resolution. Protection to investors and other stake
holders. Minority protedion and minority rights in relation to
medings. Hostile take over under Listed Companies (Substantial
Acquisition of Voting Sharesand Take Over) Ordinance,2002.

1l.Insider Trading: Definition and concept of indder trading;
imposgtion of restrictions, pendties and finesto curb insider trading
under the provisions of Searities and Exchange Ordinance, 19609,
Searities and Exchange Rules, 1971 and Listed Companies
(Prohibition of Insider Trading) Guidelines.
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12.Compulsory and Voluntary Winding-up: Modes of winding-up,
grounds upon which a company may be wound up and by whom;
order of application of assets of insolvent companies, including
concept of fraudulent trading and fraudulent preference. The powers
and duties of aliquidator and the consequences of winding-up.

13. Various RulesUnder The Companies Ordinance 1984.

1)  Companies (Issue of cgpital) Rules1996 and Stock Exchange
Rulesfor issue of capital by companies.

i) Companiesoshare Capita (Varation in Rights and Privileges)
Rules2000.

1) Companies (Buy-back of shares) Rules 1999

Iv) Companies (Genera Provisions and Forms) Rules, 1985

v) Companies (Invitations and Acceptance of Deposits) Rules
1987

vi) Companies (Appointment of Legal Advisors) Act 1974 and
Rules1975.

vii) Companies (Management by Administrators) Rules1975.

viii) NBFC Rules, 2003 issued by Securites & Exchange
Commission of P&kistan.
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