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	DIPLOMA IN HOTEL MANAGEMENT & CATERING TECHNOLOGY

FIRST SEMESTER 



	 
	Course Type
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	Part 1
	Language 1
	DHM18101
	GENERAL ENGLISH
	2
	0
	0
	2
	2

	
	Language 2
	DHM18108
	FRENCH VIVA
	0
	0
	4
	4
	2

	Part 2
	Core-1
	DHM18104
	BASIC FOOD PRODUCTION, BAKERY AND CONFECTIONERY - I
	2
	0
	0
	2
	2

	
	Core-2
	DHM18105
	BASIC FOOD AND BEVERAGE SERVICE – I
	2
	0
	0
	2
	2

	
	Core-3
	DHM18106
	BASIC FRONT OFFICE OPERATIONS - I
	2
	0
	0
	2
	2

	
	Core-4
	DHM18107
	BASIC HOUSE KEEPING OPERATIONS - I
	2
	0
	0
	2
	2

	
	Core-5
	DHM18109
	BASIC FOOD PRODUCTION, BAKERY AND CONFECTIONERY – I (LAB)
	0
	0
	8
	8
	4

	
	Core-6
	DHM18110
	BASIC FOOD AND BEVERAGE SERVICE – I (LAB)
	0
	0
	4
	4
	2

	
	Core-7
	DHM18111
	BASIC FRONT OFFICE OPERATIONS – I (LAB)
	0
	0
	2
	2
	1

	
	Core-8
	DHM18112
	BASIC HOUSE KEEPING OPERATIONS – I (LAB)
	0
	0
	2
	2
	1

	Part 3
	Non-Major Elective-1
	DHM18102
	FOOD SCIENCE
	2
	0
	0
	2
	2

	
	Non-Major Elective-2
	DHM18103
	PRINCIPLES OF ACCOUNTING
	2
	0
	0
	2
	2

	Total
	15
	0
	20
	35
	27


SECOND SEMESTER

	 
	Course Type
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	Part 1
	Language 1
	DHM18201
	ENGLISH AND COMMUNICATION
	2
	0
	0
	2
	2

	Part -2
	Core-1
	DHM18205
	FOOD PRODUCTION AND PATISSERIE – II
	2
	0
	0
	2
	2

	
	Core-2
	DHM18206
	FOOD ANDBEVERAGE SERVICE – II
	2
	0
	0
	2
	2

	
	Core-3
	DHM18207
	FRONT OFFICE OPERATIONS - II
	2
	0
	0
	2
	2

	
	Core-4
	DHM18208
	ACCOMMODATION OPERATIONS - II
	2
	0
	0
	2
	2

	
	Core-5
	DHM18209
	FOOD PRODUCTION AND PATISSERIE – II (LAB)
	0
	0
	8
	8
	4

	
	Core-6
	DHM18210
	FOOD AND BEVERAGE SERVICE– II (LAB)  
	0
	0
	4
	4
	2

	
	Core-7
	DHM18211
	FRONT OFFICE OPERATIONS –II (LAB)
	0
	0
	2
	2
	1

	
	Core-8
	DHM18212
	ACCOMMODATION OPERATIONS –I I (LAB)
	0
	0
	2
	2
	1

	
	Non-Major Elective-1
	DHM18213
	BASICS OF COMPUTER (LAB)
	0
	0
	2
	2
	1

	 

 

 Part - 3
	Non-Major Elective-2
	DHM18202
	NUTRITION
	2
	0
	0
	2
	2

	
	Non-Major Elective-3
	DHM18203
	BASICS OF COMPUTER
	2
	0
	0
	2
	2

	
	Non-Major Elective-4
	DHM18204
	HOTEL ENGINEERING  AND MAINTENANCE
	2
	0
	0
	2
	2

	
	Extension Activities
	UNS18201
	NSS
	0
	0
	0
	0
	0

	
	
	UYG18201
	YOGA
	0
	0
	0
	0
	0

	Total
	17
	0
	18
	35
	26


THIRD SEMESTER

	 
	Course Type
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	Part -1
	Language 1
	DHM18308
	ENGLISH VIVA VOCE  - I
	2
	0
	0
	2
	2

	
	Language 2
	DHM18309
	FRENCH VIVA VOCE  - II
	2
	0
	0
	2
	2

	Part - 2
	Core-1
	DHM18304
	FOOD PRODUCTION AND PATISSERIE – III
	2
	0
	0
	2
	2

	
	
	
	
	
	
	
	
	

	
	Core-2
	 
	FOOD AND BEVERAGE SERVICE III
	2
	0
	0
	2
	2

	
	
	DHM18305
	
	
	
	
	
	

	
	Core-3
	 
	FRONT OFFICE OPERATIONS  III
	2
	0
	0
	2
	2

	
	
	DHM18306
	
	
	
	
	
	

	
	Core-4
	 
	ACCOMMODATION OPERATIONS III
	2
	0
	0
	2
	2

	
	
	DHM18307
	
	
	
	
	
	

	
	Core-5
	 
	FOOD PRODUCTION AND PATISSERIE– III (LAB)
	0
	0
	8
	8
	4

	
	
	DHM18310
	
	
	
	
	
	

	
	Core-6
	 
	FOOD AND BEVERAGE SERVICE– III (LAB)
	0
	0
	4
	4
	2

	
	
	DHM18311
	
	
	
	
	
	

	
	Core-7
	 
	FRONT OFFICE OPERATIONS – III (LAB)
	0
	0
	2
	2
	1

	
	
	DHM18312
	
	
	
	
	
	

	
	Core-8
	 
	ACCOMMODATION OPERATIONS – III (LAB)
	0
	0
	2
	2
	1

	
	
	DHM18313
	
	
	
	
	
	

	Part -3
	Non-Major Elective-1
	 
	 
	2
	0
	0
	2
	2

	
	
	DHM18301
	ECONOMICS
	
	
	
	
	

	
	Non-Major Elective-2
	 
	 
	2
	0
	0
	2
	2

	
	
	DHM18302
	TOURISM
	
	
	
	
	

	
	Non-Major Elective-3
	 
	 
	2
	0
	0
	2
	2

	
	
	DHM18303
	FOOD AND BEVERAGE  MANAGEMENT
	
	
	
	
	

	Total
	18
	0
	16
	34
	26


FOURTH SEMESTER
	 
	Course Type
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	
	
	
	
	
	
	
	
	

	 

Part - 1 
	Language - 1
	DHM18408
	ENGLISH VIVA VOCE  - II
	2
	0
	0
	2
	2

	 

 

 

 

 

 

 

Part - 2 
	Core-1
	DHM18404
	FOOD PRODUCTION AND PATISSERIE - IV
	2
	0
	0
	2
	2

	
	Core-2
	DHM18405
	FOOD AND BEVERAGE SERVICE – IV
	2
	0
	0
	2
	2

	
	Core-3
	DHM18406
	FRONT OFFICE OPERATIONS - IV
	2
	0
	0
	2
	2

	
	Core-4
	DHM18407
	ACCOMMODATION OPERATIONS – IV
	2
	0
	0
	2
	2

	
	Core-5
	DHM18409
	FOOD PRODUCTION AND PATISSERIE – IV (LAB)
	0
	0
	8
	8
	4

	
	Core-6
	DHM18410
	FOOD AND BEVERAGE SERVICE – IV (LAB)
	0
	0
	4
	4
	2

	
	Core-7
	DHM18411
	FRONT OFFICE OPERATIONS– IV (LAB)
	0
	0
	2
	2
	1

	
	Core-8
	DHM18412
	ACCOMMODATION OPERATIONS – IV (LAB)
	0
	0
	2
	2
	1

	 Part - 3
	Non-Major Elective-1
	DHM18401
	HOTEL ACCOUNTANCY
	3
	0
	0
	3
	3

	
	Non-Major Elective-2
	DHM18402
	HOTEL LAW
	3
	0
	0
	3
	3

	
	Non Major Elective - 3
	DHM18403
	ENVIRONMENTAL STUDIES
	2
	0
	0
	2
	2

	Total 
	18
	0
	16
	34
	26


	FIFTH SEMESTER 



	 
	Course Type
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	Part - 1
	Core - 1
	DHM18501
	INDUSTRIAL TRAINING (16 Weeks)
	 0
	0
	0
	0
	8


SIXTH SEMESTER

	 
	Course Type
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	Part - 2
	Core-1
	DHM18604
	FOOD PRODUCTION ANDPATISSERIE - V
	2
	0
	0
	2
	2

	
	Core-2
	DHM18605
	FOOD AND BEVERAGE SERVICE - V
	2
	0
	0
	2
	2

	
	Core-3
	DHM18606
	FRONT OFFICE OPERATIONS - V
	2
	0
	0
	2
	2

	
	Core-4
	DHM18607
	ACCOMMODATION OPERATIONS - V 
	2
	0
	0
	2
	2

	
	Core-5
	DHM18608
	FOOD PRODUCTION AND PATISSERIE – V (LAB)
	0
	0
	8
	8
	4

	
	Core-6
	DHM18609
	FOOD AND BEVERAGE SERVICE– V (LAB)
	0
	0
	4
	4
	2

	
	Core-7
	DHM18610
	FRONT OFFICE OPERATIONS - V (LAB)
	0
	0
	2
	2
	1

	
	Core-8
	DHM18611
	ACCOMMODATION OPERATIONS – V (LAB)
	0
	0
	2
	2
	1

	
	Non-Major Elective-1
	DHM18612
	DATA BASE MANAGEMENT SYSTEMS (LAB)
	0
	0
	3
	3
	1

	Part -3
	Non-Major Elective-2
	DHM18601
	HUMAN RESOURCE MANAGEMENT
	2
	0
	0
	2
	2

	
	Non-Major Elective-3
	DHM18602
	TRAVEL AND TOURISM
	2
	0
	0
	2
	2

	
	Non-Major Elective-4
	DHM18603
	DATA BASE MANAGEMENT SYSTEM
	2
	0
	0
	2
	2

	
	Non-Major Elective-5
	DHM18613
	RESEARCH PROJECT
	0
	0
	2
	2
	2

	Total
	14
	0
	21
	35
	25


Total number of credits for all the semesters - 134
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18101
	GENERAL ENGLISH
	2
	0
	0
	2
	2


Objectives:-

· To make the students recollect their fundamentals in Grammar.

· To enable them to make correct sentences.

· To enable them to draft formal and informal letters.

· To make them understand the nuances of précis writing
· To make them understand about the importance of reading and different types of reading.
UNIT-I  

Grammar- Parts Of Speech-Tenses-Voice

(10  Hours)
 UNIT-II 

Sentence structure-Sentence corrections-Precis Writing
(10 Hours)
UNIT-III  

Cloze passage-Hints Development

(8 Hours)
UNIT-IV 

Letter writing-Formal & Informal letters

(9 Hours)
UNIT-V 

Comprehension Passages, Reading Skills and types of Reading 
(8 Hours)
REFERENCE BOOKS

            Wren and Martin 

              The Only Grammar Book You’ll Ever Need by Susan Thurman

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18102
	FOOD SCIENCE
	2
	0
	0
	2
	2


Objective 

· To describe the importance of Food science to a caterer

· To understand the relationship of food science to food chemistry

· To define the term food science and know the types of changes which takes place in food

· To understand the important of food science in cookery
UNIT-I 

Importance with relation to food handling preparation and service.                           

Micro Organisms-Classification. Bacteria-Size, Shape, reproduction, beneficial and harmful effects.

Yeasts-size, shape, reproduction, beneficial effects.

 (6 Hours)

UNIT-II 

Food Preservation

Methods and principles of food preservation.

 Food Poisoning –Staphylococci, botulism & clostridium perfringens,

Symptoms, Illness prevention

(6 Hours)

UNIT-III 

Colloids

Types and factors affecting colloidal solutions

Emulsions 

Types and theory of emulsion

Food emulsions

(6 Hours)
UNIT-IV 

Changes taking place during cooking, Carbohydrates

1. Gelatinization 2. Dextrinisation  3. Retrogradation

Proteins

1. Denaturation, Coagulation 2. Functional Properties 3. Commercial Uses

Fats and Oils

1. Rancidity

2. Flavour Reversion

3. Refining, hydrogenation, winterization

4. Commercial uses of fat        (10Hours)
REFERENCES

Food Science &Nutrition  -SunetraRoday

Food Science   - B.Srilakhmi

Microbiology – Pelchar&Chan

 (10 Hours)

	Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18103
	PRINCIPLES OF ACCOUNTING
	2
	0
	0
	2
	2


Objectives

· To introduce fundamental principles and practices of accounting;

· To develop skills and attitudes useful in a dynamic business environment;

· To provide a foundation for further studies in accounting.

On completion of the syllabus, students should

· Develop skills in applying accounting principles and procedures to business situation.

· Grasp the significance of accounting as a tool for effective control.

· Appreciated the use of accounting practice as a tool for effective business management.

· Have the ability to identify and interpret financial data that will facilitate proper decision users of accounting information

Unit – I  

Introduction

Meaning and definition – Book – Keeping – Accounting - Objectives & Process of Accounting - Accounting cycle -Users of accounting information - Branches of accounting - Basic accounting terms. Basic Accounting Procedures-Single entry & double entry system- Approaches (Accounting equation & traditional) of recording, Classification of accounts- Generally Accepted Accounting Principles (GAAP)

(6 Hours)
Unit – II 

Journal

Meaning & Definition – Format – Rules –Opening entry, Simple & Compound entries - Practical problems.

(6 Hours)
Unit – III 

Ledger

Meaning & definition – Format – Postings - Practical problems.

(6 Hours)
Unit – IV 

Purchase book-sales book-returns books-bill books - Cash book & types-petty cash book- practical problems

(6 Hours)
Unit – V 

Trial Balance

Trial balance – Meaning & definition – Methods – Advantages – Limitations - Practical problems.
(6 Hours)

REFERENCE BOOKS:

· Fundamentals of Advanced Accounting. Author : RSN Pillai, Bagavathi, & Uma. Publication: S.Chand & Company. Third Revised Edition 2012.

· Introduction of Financial accounting Horngren, Sundem, Elliott. Publisher : Prentice Hall 7th Edition. 

· Financial  Accounting by A.Mukherjee & M.Hanif. Publisher :MC Graw Hill Education. 

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18104
	BASIC FOOD PRODUCTION, BAKERY AND CONFECTIONERY - I
	2
	0
	0
	2
	2


Objective

· To Introduce professional cookery and food commodities used in catering Industry
· To develop the efficiency for preparing and cooking a wide variety of quality foods in food production department.
· To Facilitate the different techniques used in preparation of foods
· To ensure the different methods of cooking and basic knowledge in kitchen.
· To evoke in-depth knowledge about kitchen brigade.
UNIT – 1








           

INTRODUCTION TO COOKERY 

 History and origin of modern cookery – equipments – Personal hygiene- Hygiene in kitchen
6 Hours

UNIT –II

HIERARCHY OF DEPARTMENT AND AIMS OF COOKING 



Classical Brigade – Modern Staffing – Cooperation with other departments – Attitudes and behaviour – perishable & Non perishable - Storage temperatures

4 Hours

UNIT - III

ENERGY CONSERVATIONS, TEXTURES, CULINARY TERM




Types of Fuel – Advantages & Disadvantages – Energy Conservations – Various textures, CULINARY TERMS

List of culinary (common and basic) terms - Explanation with examples 

4 Hours

UNIT – IV 

A) CLASSIFICATION OF RAW MATERIALS : Egg cookery – Salt – herbs – Spices – Condiments
B) Shortenings: Role of shortenings - Varieties of shortenings – Advantages & Disadvantages – Fats & Oil – Types - Varieties
C) Thickening Agents: Classification of thickening agents – Role of thickening agent
D) Stocks: Definition – Types of Stock – Preparation of Stock – Recipes – Storage – Uses of Stocks – Care and precautions
E) Sauces: Classification of Sauces – Recipes of mother sauces – Storage and precautions
(10 Hours)         

UNIT – V

        METHODS OF COOKING



        Roasting – Grilling – Frying – Baking – Broiling – Poaching – Boiling – Principles of each of the   above – care and precautions to be taken – Selection of food for each type of cooking

(6 Hours)
REFERENCE BOOK

· Theory of Cookery, the Art of Culinary Preparations

· Food Production Operations by Parvinder S. Bali
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18105
	BASIC FOOD AND BEVERAGE SERVICE – I
	2
	0
	0
	2
	2




Objectives

· To introduce the students to the basic of hospitality and catering industry

· To teach them about the departmental staffing and organization 

· To make them aware of different food service areas

· To equip them with adequate knowledge of different service equipments

· To enhance their knowledge about the non alcoholic beverages

Unit – 1 
THE HOTEL & CATERING INDUSTRY

Introduction to the Hotel Industry and Growth of the hotel Industry in India - Role of Catering establishment in the travel/tourism industry- Types of F&B operations -Classification of Commercial, Residential/Non-residential- Welfare Catering-Industrial/Institutional/Transport such as air, road, rail, sea, etc.- Career opportunities











                   (4 Hours)
Unit – 2 

DEPARTMENTAL ORGANISATION & STAFFING
Staff hierarchy of f&b department of hotel with an elaborate chart- French terms related to F&B staff- Duties & responsibilities of F&B staff- Attributes of a waiter- Inter-departmental relationships (Within F&B and other departments).

(8 Hours)
Unit - 3         
FOOD SERVICE AREAS (F&B OUTLETS)
Specialty Restaurants - Coffee Shop – Cafeteria- Fast Food (Quick Service Restaurants)- Grill Restaurants- Banquets- Bar- Pub-Inroom Dining-Lounge- Food courts- Off premises catering- Buffet restaurants- Mice department
(12 Hours)
ANCILLIARY DEPARTMENTS
Dispense bar- Food pick-up area- Store- Linen room- Kitchen stewarding
Unit – 4  


F&B SERVICE EQUIPMENT
Familiarization & Selection factors of: Cutlery- Crockery- Glassware- Flatware- Hollowware- F&B Electrical equipment - Buffet ware - All other equipment used in F&B Service

(2 Hours)
Unit – 5 
NON-ALCOHOLIC BEVERAGES

Classification (Nourishing, Stimulating and Refreshing beverages)

Tea - Origin &Manufacture- Types & Brands

Coffee - Origin & Manufacture- Types & Brands

Juices and Soft Drinks- Cocoa & Malted Beverages- Origin &Manufacture
Mocktails 

(4 Hours)
REFERENCE BOOKS

1. FOOD AND BEVERAGE SERVICE – R SINGARAVELAVAN

2. PROFESSIONAL FOOD AND BEVERAGE SERVICE  MANAGEMENT- BRAIN VERGHESE

3. FOOD AND BEVERAGE TRAINING MANUAL- SUDHIR ANDREWS

4. FOOD AND BEVERAGE SERVICE – VIJAY DHAWAN

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18106
	BASIC FRONT OFFICE OPERATIONS - I
	2
	0
	0
	2
	2


Objectives 

· On the completion of this 1st  semester the students will get awareness of the following 
· To bring awareness to the students about the hospitality & tourism industry
· To understand the inevitability of front office functions
· To be familiar with the classifications & operations of the hotel 
· To give knowledge about the different positions & responsibilities 
· To understand the basic front office role in execution of the hotel.
Unit – 1 

Introduction to Hospitality & Hotel Industry

Importance of Tourism, Types of Travelers, Reasons for Travelling- Historical background of hospitality industry- Introduction and growth of hotel industry in India – brief introduction to hotel core areas with special reference to front office.                                                      (6 Hours)
Unit – 2 

Classification of Hotels

Size - Star- Types of hotels- Types of Meal Plans (GO plan) -Duration of Guest Stay, Front office functions 







                   (6 Hours)

Unit – 3 

Levels of service & Guest

World class service- Mid-range service- Economy/limited service - Needs of Disabled guests- Single lady travelers, Types of guests (Leisure, Business, Transit etc)- basic guest needs, revenue centre & Support centre



                                                      (6 Hours)
Unit – 4 

Ownership, chains, and Affiliation

 Timeshare, condominium, Ownership & affiliation - International & Domestic chain hotels – Franchise







                               (6 Hours)
Unit – 5 

Rooms  Types of Rooms – (single, double, twin, triple, cabana, lanai, studio, duplex, cottage, interconnecting, adjacent, adjoining, suites, penthouse)- special categories room types - Room Status Terminology.




                                                      (6Hours)
Reference Books

Hotel Front Office Operations & Management – Jata Shanker R Tewari

Front Office Procedures – Michael L. Kasavana
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18107
	BASIC HOUSE KEEPING OPERATIONS - I
	2
	0
	0
	2
	2


Objectives: 

· Identify levels of housekeeping staff and their place in the hierarchy 

· Enumerate areas of coordination between housekeeping and other departments 

· Demonstrate step by step action plan for the organizational functions of the HKD ensuring efficient, effective and economic operations

· Discuss various activities in housekeeping department such as cleaning of guest rooms. 

UNIT - 1

INTRODUCTION TO HOTEL HOUSEKEEPING





Meaning and Definition - Role & Responsibilities of House Keeping - Layout and Sub- sections of Housekeeping Department – Other Housekeeping Sectors career Opportunity - Co-Ordination of Housekeeping Department with Other Department

(8 hours)

UNIT – 2

ORGANISATION CHART OF THE HOUSEKEEPING DEPARTMENT


Hierarchy In Small, Medium, Large And Chain Hotels - Personality Traits of Housekeeping Management Personnel - Job Description, Specification and analyse of HK Staff

(6 hours)
UNIT -3

GUEST ROOMS 











Guest Rooms (Types and Layout of Guest Room) - Front-Of-The-House Areas - Heart-Of-The House Areas , Guest room status , Guest floor rules , Standard contents of guest room  , Furniture and fittings

(4 hours)
UNIT – 4

CLEANING GUEST ROOMS 

Standards of cleaning, cleaning procedure – Manual and Mechanised  

Frequency of cleaning, step by step cleaning procedures 
(6 hours)
UNIT -5

HOUSE KEEPING INVENTORIES 




Cleaning Agents – types – selection and storage 

Cleaning equipments – types – selection  and storage                                                       (6 hours)

REFERENCE BOOKS

· HOTEL MANAGEMENT AND OPERATIONS – OXFORD - SMRITEE RAGHUBALAN

· HOTEL HOUSE KEEPING - MALINI SINGH

· THE PROFESSIONAL HOUSEKEEPER – WILEY.

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18108
	FRENCH VIVA
	0
	0
	4
	4
	2


Objectives:

1. To Enhance students proficiency in French language

2.  To enable the students to think in French

3. To enable students to speak French in exact accent

4. To equip students with the awareness and strategies needed to enable the study of French as a lifelong process.

UNIT-I

Introduction to the language, alphabets and pronunciation of the word-more vocularies.
(8 Hours)

UNIT-II 

Accents used in French, Greetings-conversation with others.
(9 Hours)

UNIT-III 

Numbers 1 to 50-name of cheese and wines.
(8 Hours)

UNIT-IV 

Self introduction, presenting and introducing other person.-personal pronouns.
(18 Hours)
UNIT-V 

Name of vegetables, fruits and meats, Name of the sea foods.

Name of kitchen professionals, utensils, and Family members-possessive pronouns.
(17 Hours)
REFERENCE BOOKS

Bonsoir Lune  - by Margaret Wise Brown
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18109
	BASIC FOOD PRODUCTION, BAKERY AND CONFECTIONERY – I (LAB)
	0
	0
	8
	8
	4


Unit – 1







          

 i) Equipments -- Identification, Description, Uses & handling
ii) ) Hygiene - Kitchen etiquettes, Practices & knife handling
iii) Safety and security in kitchen

(4 Hours

UNIT – II

i) Vegetables – classification
ii) Cuts - julienne, jardinière, macedoines, brunoise, payssane, mignonnete, dices, cubes,      shred, mirepoix
(4 Hours)

UNIT – III

Methods of Cooking








Blanching of Tomatoes and Capsicum - Preparation of concasse -  Boiling (potatoes, Beans, Cauliflower, etc) - Frying - (deep frying, shallow frying, sautéing) Aubergines, Potatoes, etc. -  Braising - Onions, Leeks, Cabbage- Starch cooking (Rice, Pasta, Potatoes)

(10 Hours)

UNIT – IV 










Stocks : Types of stocks (White and Brown stock) - Fish stock - Emergency stock - Fungi stock Sauces : Basic mother sauces -  Béchamel – Espagnole – Veloute -   Hollandaise -  
 
    Mayonnaise -  Tomato
iii) Demonstration of Basic Soups






· Thin soups – Broth – Consomme

· Thick soups – Puree – Cream – Veloute – Bisque -Chowder

· International soups
(12 Hours)

UNIT – V










Egg cookery - Preparation of variety of egg dishes

Boiled ( Soft & Hard) -  Fried ( Sunny side up, Single fried, Bull’s Eye, Doublefried)  -  Poaches – Scrambled -  Omelette (Plain, Stuffed, Spanish) -  En cocotte (eggs Benedict)
Simple Salads







Cole slaw - Green salad -Fruit salad
Simple potato preparations







Baked potatoes - Mashed potatoes - French fries - Roasted potatoes - Boiled potatoes - Lyonnaise potatoes – Allumettes
Vegetable preparations








Boiled vegetables - Glazed vegetables – Fried vegetables - Stewed vegetables

(14 Hours)

Practical Menu 

Menu – I




Coleslaw

Cream of Carrot Soup

Fish Colbert

French Fries

Glazed Vegetables

(4 Hours)

Menu – II 




Waldrof Salad

Vegetable Broth

Beef Stragnoff

Mashed Potatoes

(4 Hours)

Menu – III 




Greek Salad

Puree of Broccoli

Poulet Saute Chasseur

Layonnaise Potato

(4 Hours)

Menu – IV





Fruit Salad

Cabbage Chowder

Roast Chicken with Roast Gravy

Roast Potato

(4 Hours)

Menu – V





Potato Salad

Prawn Bisque

Fish Meuniere

Ratatouille

(4 Hours)

REFERENCE BOOK

Theory of Cookery, the Art of Culinary Preparations

Food Production Operations by Parvinder S. Bali
PART ‘B’ - BAKERY & PATISSERIE

UNIT – I










EQUIPMENTS

Identification - Uses and handling – ingredients use in bakery and Patisserie
(2Hours)

UNIT – II










BREAD MAKING 

Demonstration & Preparation of Simple and enriched bread recipes  - Bread Loaf (White and Brown) -  Bread Rolls (Various shapes) -  French Bread -  Brioche
(6 Hours)
UNIT – III









SIMPLE CAKES
Demonstration & Preparation of Simple Cakes recipes - Sponge - Genoise & Fatless

(8 Hours)
UNIT  - IV










SIMPLE COOKIES

Demonstration and Preparation of simple cookies like

Nan Khatai - Golden Goodies - Melting moments - Swiss tart -Tri colour biscuits -Chocolate chip – Cookies -Chocolate Cream Fingers -Bachelor Buttons.
(8 Hours)

UNIT – V 










HOT / COLD DESSERTS 

Caramel Custard - Bread and Butter Pudding - Queen of Pudding - Soufflé – Lemon / Pineapple - Mousse (Chocolate Coffee) – Bavaroise - Diplomat Pudding - Apricot Pudding -Steamed Pudding

(12 Hours)

Practical Menu

Menu -1   
Bread roll /Sticks
Bread and Butter pudding
Caramel Custard
(4 Hours)
Menu – 2 

Puffs 

Doughnuts

Chocolate Éclair

(4 Hours)
Menu – 3 

Burger bun

Mousse 

Souffle

(4 Hours)
Menu – 4 

Brioche 

Biscuits

Cookies

(4 Hours)
Menu – 5 

Croissant

Muffins

Danish Pastry

(4 Hours)
REFERENCE BOOK

· Theory of Cookery, the Art of Culinary Preparations

· Food Production Operations by Parvinder S. Bali
· Professional baking by wayne gisslen
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18110
	BASIC FOOD AND BEVERAGE SERVICE – I (LAB)
	0
	0
	4
	4
	2


Unit – 1










Food Service areas– Induction &Profile of the areas

(6 Hours)
Unit – 2 

Ancillary F&B Service areas – Induction &Profile of the areas 

(4 Hours)

Unit – 3 

· Familiarization of F&B Service equipment

· Care &Maintenance of F&B Service equipment –

· Cleaning/ polishing of EPNS items by:- Plate Powder  method - Polivit method  - Silver Dip method - Burnishing Machine
(18 Hours)

Unit – 4 

Basic Technical Skills

Holding Service Spoon & Fork –Carrying a Tray /Salver – Laying a Table Cloth- Changing a Table Cloth during service - Placing meal plates & Clearings oiled plates Task-06:Stocking Sideboard-  Service of Water- Using Service Plate & Crumbing Down - Napkin Folds-  Changing dirty ashtray-  Cleaning & polishing glassware- dining and service etiquettes.

(20 Hours)

Unit – 5 

Tea –Preparation &Service - Coffee-Preparation &Service- Juices &Soft Drinks -Preparation& Service

Mock tails - Juices, Soft drinks, Mineral water, Tonic water-Cocoa & Malted Beverages – Preparation &Service

(12 Hours)

REFERENCE BOOKS

1. FOOD AND BEVERAGE SERVICE – R SINGARAVELAVAN

2. PROFESSIONAL FOOD AND BEVERAGE SERVICE  MANAGEMENT- BRAIN VERGHESE

3. FOOD AND BEVERAGE TRAINING MANUAL- SUDHIR ANDREWS

4. FOOD AND BEVERAGE SERVICE – VIJAY DHAWAN

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18111
	BASIC FRONT OFFICE OPERATIONS – I (LAB)
	0
	0
	2
	2
	1




Unit – 1 

Front office etiquettes 

Grooming standards

(6 Hours)
Unit – 2 

Hotel Visit ( Budget & Luxury hotel)

Understanding the different sub divisions of front office department.

(10 Hours)
Unit – 3 

Knowledge about local area & India 

(6 Hours)
Unit – 4 

International & Domestic Chain hotels in Chennai.

Greeting & welcoming a guest

(4 Hours)
Unit – 5 

Practicing conversation between a receptionist & a guest about the features of the hotels  ( based on hotel visit) 

Practicing conversation between a concierge & a guest about local information. 

Assignment :

Based on the visit following questions to be answered :

When did the company start operating?- Who is the owner of the Chain?- Which is the Chain’s first property?- What are the innovations & contribution of the Hotel Chain?- Find the different brands operated by the chain?- Observation about budget & luxury hotel? - How Tourism affects the hotel industry. 

(4 Hours)
Reference Books

Hotel Front Office Operations & Management – Jata Shanker R Tewari

Front Office Procedures – Michael L. Kasavana

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18112
	BASIC HOUSE KEEPING OPERATIONS – I (LAB)
	0
	0
	2
	2
	1


UNIT – 1

SAMPLE LAYOUT OF GUEST ROOMS






Familiarizing With Different Types Of Rooms, Facilities And Surfaces

(4 hours)

UNIT – 2











CLEANING EQUIPMENT-(MANUAL AND MECHANICAL)


Familiarization - Different Parts - Function - Care and Maintenance

(6 hours)

UNIT – 3

CLEANING AGENT









Familiarization According To Classification – Function                                                   (6 hours)

UNIT – 4

BED MAKING PROCEDURES

Traditional, Modern, Turn down service 

(8 hours)

UNIT – 5

MAID’S TROLLEY










Contents - Trolley Setup

(6 hours)

REFERENCE BOOKS

· HOTEL MANAGEMENT AND OPERATIONS – OXFORD - SMRITEE RAGHUBALAN 

· HOTEL HOUSE KEEPING - MALINI SINGH

· THE PROFESSIONAL HOUSEKEEPER – WILEY

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18201
	ENGLISH AND COMMUNICATION
	2
	0
	0
	2
	2


Objectives:-

· To make the students to understand about the types of communication.

· To enable them to understand about the concept of Interview.

· Making them to prepare their own Resume.

· To understand the different etiquettes while using Telephone.

· To make them understand about the various cultures and the way to show hospitality.

UNIT-I  

Business communication – Definition – types – Barriers – Business –Non verbal communication
(10  Hours)
 UNIT-II 

Etiquette and Manners – Table manners- Restaurant Manners, Telephone Etiquette
(10 Hours)
UNIT-III  

One Word Substitution
(8 Hours)
UNIT-IV 

Essay Writing (Topics can be given on current events, Social issues or anything related to the hotel industry)

(9 Hours)
UNIT-V 

Report Writing

(8 Hours)
REFERENCE BOOKS

           Business Communication by Debashish Das.
          Good Manners & Etiquettes For Everyday Use by Dr. Charles Agiyanasare
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18202
	NUTRITION
	2
	0
	0
	2
	2


Objective 

· To describe the concept and use of nutrients

· To understand the importance of food in our daily life

· To describe their chemical nature and functions in the human body

· To understand the importance of consuming  food
UNIT-I                                                                                     

Definition-Nutrients, Importance-Functions of food to man

Classification of food ,Balanced diet-Importance of balanced diet.

(3 Hours)
UNIT-II                                                                                                                                                          

Carbhohydrates – Classification, functions, sources, deficiency & excess

proteins, fats-classification, functions, sources, deficiency & excess

Water-importance, water balance, ORT

(7 Hours)
UNIT-III                                                         

Vitamins
 Fat soluble vitamins –A,D,E,K

Water soluble vitamins – B1,B2,B3,B6& B12

Functions, sources, deficiency

(5 Hours)
UNIT-IV                                                                                                            

MINERALS

Calcium, Iron, iodine, potassium, fluorine & sodium

Functions, sources, deficiency

(7 Hours)
UNIT-V                                

Digestion & Absorption

Menu planning –Factors affecting menu planning

(8Hours)

REFERENCE BOOKS

1. Food Science & Nutrition – SunetraRoday

2. Text book of Food ,Nutrition & Dietetics – M.Raheena Begum

3. Fundamentals of Food & Nutrition – Sumathi R Mudambi
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18203
	BASICS OF COMPUTER
	2
	0
	0
	2
	2


OBJECTIVES:

1. To know the fundamentals of computers as well as applications of computers related to hotel industry 

2. To Expertise in computing enables you to solve complex, challenging problems in data operation.

UNIT I 


INTRODUCTION TO COMPUTERS



Definition-Advantages & disadvantages-classification of computers; Hardware-Defining hardware-components of computer-Block diagram of computer-Input devices-Output devices; Software concepts-Application Software-System Software; Operating System-OS Classification-Language Classification - Language Processors

(6 Hours)  

UNIT II



Introduction - MS DOS



The Command Prompt-Loading of DOS into main memory (Booting)-Files and File Naming Conventions; Types of DOS Commands-Internal commands (dir, date, time copy, Del)-External commands (format, label, disk copy, disk comp, tree)-wild cards

(5 Hours)

UNIT III



INTRODUCTION MICROSOFT WORD



Starting Word 2013-Composing a simple document-Editing a document-Saving a document-Previewing and printing document-Closing document-Opening a document-Creating a new document-Closing the word application- Selecting text (Mouse, keyboard) - Deleting text-Finding and Replacing text- Copying and Moving Text-Changing Fonts and Point Size-Margins, Tab Stops, Line Spacing, and Alignment-Headers and Footers-Page Breaks and Section Breaks-Previewing a Document-Printing a Document

(7 Hours)
UNIT IV


Introduction Ms Excel 

Opening, entering text and data, formatting, navigating-Formulas -Entering, Handling and copying-Charts - Creating, formatting and printing-Sorting and filtering the data



       (7 Hours)

UNIT V



Introduction Ms PowerPoint

Working with PowerPoint-Parts of Power point window-Various tool bars-Making Simple Slide Manipulation Using; Design templates -Layout design -Insert picture- Animation

(5 Hours)
Reference Books: 

1. Management Information System, Effy Oz.

2. Foundations of Information Technology, D.S.Yadav                           

3. Fundamentals of Computers & Information Technology, A.Jaiswal
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18204
	HOTEL ENGINEERING  AND MAINTENANCE
	2
	0
	0
	2
	2


OBJECTIVE: To understand the function of the Engineering department and its integration in the overall operation and management of the hotel.

Unit – 1

Types of Maintenance—Preventive and Breakdown, Comparisons, duties and responsibilities of maintenance department.BMS System Contract maintenance, Advantages and disadvantages, Types of contract, Price rate, lumpsum contract, Rate contract, Service contract. Essential requirements of a contract
(6   Hours)

Unit – 2

Equipment Replacement Policies—Equipment failure pattern, suddenly failing & gradually Failing equipments, Examples. Circumstances under which equipment are generally replaced—Inadequacy, Obsolescence, Excessive maintenance, Declining efficiency,



     (6   Hours)

Unit – 3

Waste Disposal ---Disposal of waste various methods. Solid & Liquid waste, Garbage disposal methods, Sewage treatment plant.


(6   Hours)

Unit – 4

Pollution Control—Pollution, types of pollution, effects of pollution,Water Pollution, Sewage Pollution, Air Pollution and Noise pollution related to hotel industry
(6 Hours)

Unit – 5

Energy Conservation--Energy conservative methods in different departments of a hotel.

Development of energy conservation program.



(6 Hours)

REFERENCE BOOK

1. Practical maintenance and equipment for hoteliers, Licenses and Caterers by D.C. Gladweli – Barrie and rockliff London.

2. Maintenance and Engineering for lodging and food service Facilities by M R Frank D Borcnik –John Wiley and sons, New York.

3. The management of Maintenance and Engineering Systems in Hospitality industry by Frank D Borcnik –John wiley and sons, New York.

4. Management operations Research –M Satyanarayan&Lalitha Raman – Himalaya Publishing House, Bombay, 400004.

5. Managing Hospitality Engineering Systems by Michael H Redlin and David M Stipnuk – The Educational institute of the American Hotel &motel Association.

6.   Energy and Water Resources Management by Robert E Aullach –The Education Institute of the American Hotel & Motel Association.

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18205
	FOOD PRODUCTION AND PATISSERIE – II
	2
	0
	0
	2
	2


Objective

· To Introduce professional cookery and food commodities used in catering Industry
· To develop the efficiency for preparing and cooking a wide variety of quality foods in food production department.
· To Facilitate the different techniques used in preparation of foods
· To ensure the different methods of cooking and basic knowledge in kitchen.
· To evoke in-depth knowledge about kitchen brigade.
UNIT – I
VEGETABLE COOKERY

Cuts of Vegetables, Classification of vegetables and fruits, Salad & salad dressings

Marinations & Marinades 






6 Hours

UNIT – II

MEAT COOKERY

Classification of Meat,  Poultry,  Game,   Seafood and  Fish 


           

SEA FOOD, POULTRY, WHITE AND RED MEAT 

Cuts & Selections of Fish, Chicken, Lamb,  Pork,  Beef,  Veal 


          8Hours

UNIT – III

EGG COOKERY

Egg Cookery, diagram & use, Pulses & Cereals, Milk & Milk products, 

6 Hours

UNIT - IV

Garnishes & accompaniments, Bakery Culinary terms





           6 Hours
UNIT – V

DIFFERENT LAYOUTS

General layout of kitchens in various organizations,    Layout of receiving areas and wash-up areas.
 








          4 Hours
REFERENCE BOOK

· Theory of Cookery, the Art of Culinary Preparations

· Food Production Operations by Parvinder S. Bali
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18206
	FOOD ANDBEVERAGE SERVICE – II
	2
	0
	0
	2
	2


Objectives

· To introduce the students to the basic of Meals and Menu Planning.

· To teach the students about the extensive seventeen course French classical menu. 

· To make them aware of different types of food service

· To teach the students about the Sales and the controlling system – KOT.

· To equip the students about the basic knowledge about tobacco and its products.

Unit - 1

MEALS & MENU PLANNING

Origin of Menu- Objectives of Menu Planning- Types of Menu- Types of Meals- Early Morning tea, Breakfast(English, American, Buffet breakfast, Continental, Indian, Healthy or Organic Breakfast) – Brunch, Lunch, Afternoon/High tea, Dinner, Supper











                 (10 Hours)
Unit – 2 

FRENCH CLASSICAL MENU
Courses of French Classical Menu- Sequence, Examples from each course, Cover of each course, Accompaniments. – French name of dishes

(6 Hours)
Unit - 3         
PREPARATION FOR SERVICE
Organizing Mis-en-scene, Organizing Mis-en-place
(3 Hours)
TYPES OF FOOD SERVVICE

Silver Service, Pre-plated Service, Cafeteria Service, Room Service, Buffet Service, Gueridon Service, Bar Service, Pass around Service, Butler Service



     

  










       (3 Hours)

Unit – 4  

SALE CONTROL SYSTEM

KOT/ bill control system (manual)- Triplicate Checking system, Duplicate Checking System, Single Order Sheet, Quick Service menu and customer bill- Making bill – Cash handling equipments – Record keeping(restaurant cashier)- Loyalty  Programs – Credit Facilities – POS 

(POINT OF SALES)  – Introduction, usage in F & B Operations, 
 (5 Hours)

Unit – 5 
TOBACCO

History- Processing for cigarettes, pipe tobacco and cigars. Cigarettes – Types and Brand names. Pipe Tobacco– Types and brand names. Cigars – Shapes, Sizes, colour and brand names. Care and storage of cigarettes and cigars

 (3 Hours)
REFERENCE BOOKS

· FOOD AND BEVERAGE SERVICE – R SINGARAVELAVAN

· PROFESSIONAL FOOD AND BEVERAGE SERVICE  MANAGEMENT- BRAIN VERGHESE

· FOOD AND BEVERAGE TRAINING MANUAL- SUDHIR ANDREWS

· FOOD AND BEVERAGE SERVICE – VIJAY DHAWAN

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18207
	FRONT OFFICE OPERATIONS - II
	2
	0
	0
	2
	2


Objectives 

· On the completion of this 2nd semester the students will get awareness of the following 
· To bring awareness to the students about the Tariff structure 
· To understand the Guest Handling in front office
· To be proverbial with the arrivals & room selling techniques
· To give knowledge about the during the guest stay activities
· To realize the basic front office role in execution of the hotel.
Unit – 1

Guest Services

Information Service of hotel – Hospitality desk  - Key types - Local Information about Chennai - Guest Room Change - Wake up Calls 



(6 Hours)

Unit – 2

Uniformed Service

Bell desk –bell captain/bell boy - Errand card-– Concierge – Duties and responsibilities - Valet parking attendant / Door man - Left Luggage Handling

(6 Hours)

Unit – 3

Telephone Etiquette & Reservation

Telephone Procedures - Do`s & Don’ts in telephone handling,  Reservation –( importance, cancellation, amendments, overbooking, upselling , upgrading)                                      (6 Hours)
Unit – 4

Front Office Organization

Importance of front office - Layout of front office - Hierarchy of front office small, medium, large hotels - Equipments used in front office


                               (6 Hours)

Unit – 5

Front Office Operations

Duties and responsibilities of front office staff- FOM, Bell boy, Reception, Reservation,GM, Cashier -  Characteristics of front office staff - Cooperation of front office with other  departments - House Keeping - Food & Beverage Service - Engineering & Maintenance – Security – Finance


 (6 hours)

Reference Books

Hotel Front Office Operations & Management – Jata Shanker R Tewari

Front Office Procedures – Michael L. Kasavana
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18208
	ACCOMMODATION OPERATIONS - II
	2
	0
	0
	2
	2


Objectives: 

· Demonstrate step by step procedures involved in cleaning of public areas in a hotel.

· Understand and analyze housekeeping  control desk activities 

· Understands  key and key control procedures.

· To learn various cleaning procedures involved in cleaning of different surfaces.

UNIT – 1

DAILY ROUTINE SYSTEMS AND RECORDS MAINTAINED IN HOUSE KEEPING DEPARTMENT – Desk Control 

Reporting Staff Placement; Room Occupancy Report, Discrepancy report; Guest Room Inspection; Entering Checklists, Floor Register, Work Orders, Log Sheet; Lost And Found Register And Enquiry File; Maid’s Report And Housekeeper’s Report; Handover Records; Guest’s Special Requests Register; Record Of Special Cleaning; Call Register; VIP Lists.

                                                                                                                                                                         (8 hours)   UNIT – 2
CARE, COMPOSITON & CLEANING OF DIFFERENT SURFACES

Floor  & Floor Covering – Basic Classification - Wall & Wall Covering - Carpet – Types and constructions of Carpet                                                                                                      (4 hours)           

UNIT – 3

KEYS AND KEY CONTROL                                                                                        (4hours)

Types of Keys; Computerised Key Cards; Key Control

UNIT – 4

CLEANING PROCEDURES – PUBLIC AREAS 
(8 hours)

Entrance – Doors – Lobbies – front desk 

Elevators – Staircase – guest corridor 

Public Rest rooms – banquet  Halls 

Dining rooms – Leisure areas – health club , swimming pool 

UNIT – 5








                  (6 hours)

PEST CONTROL

Areas of Infestation; Preventive Measures And Control Measure

REFERENCE BOOKS

HOTEL MANAGEMENT AND OPERATIONS – OXFORD - SMRITEE RAGHUBALAN, HOTEL HOUSE KEEPING - MALINI SINGH, THE PROFESSIONAL HOUSEKEEPER – WILEY.

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18209
	FOOD PRODUCTION AND PATISSERIE – II (LAB)
	0
	0
	8
	8
	4


UNIT - I

Preparation of Salads & Salad Dressings 

Parts of Salad  -  Base, Body, Garnish






Classification of Salads with Examples

Varieties of Salad

Types of Salad Dressings

Vinegar Based, Yogurt Based, Cream Based

                                                                       




                  (24 Hours)





UNIT – II

Demonstration & Preparation of Sandwiches

· Classification of Sandwiches

· Types of Bread

· Types of Spreads








· Types of filling

· Types of Garnishes

· Types of accompaniments

· Different varieties of sandwiches (6)








                                                      (12hours)


UNIT – III

Introduction to Fish Cookery

Selection of Fish, Cuts of Fish, Demonstration of Fish Dishes



Orly, Colbert, Fried, Fish Cakes, Fish Florentine





(24 Hours)

UNIT – IV

Introduction to Meat Cookery

Selection of Meats

Demonstration - Cuts of Meat








Chicken, Lamb, Veal

(12 Hours)

Unit - V

Demonstration of Meat Dishes

Stews, Ragout, Croquettes, Goulash, Cutlets, 

Casseroles, Shepherds pie, Hamburgers






(12 Hours)

BAKERY & PATISSERIE

Demonstration & Preparation of 

Bread loafs (4 Varieties)

Rich Cakes (4 Varieties)

Yeast Goods (4 Varieties)

Gateaux & Pastries (4 Varieties)

Small & Fruit Cakes (4 Varieties)

Introduction to Indian Sweets







     (36 Hours)
REFERENCE BOOK

· Theory of Cookery, the Art of Culinary Preparations

· Food Production Operations by Parvinder S. Bali
· Professional Baking by wayne gisslen
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18210
	FOOD AND BEVERAGE SERVICE– II (LAB)  
	0
	0
	4
	4
	2


Unit -1 
REVIEW OF SEMESTER- 1











                   (4 Hours)
Unit – 2 

TABLE LAY-UP & SERVICE
A La Carte Cover- Table d’ Hotel Cover- English Breakfast Cover- American Breakfast Cover- Continental Breakfast Cover – Indian Breakfast Cover – Afternoon Tea Cover – High Tea Cover

(14 Hours)

TRAY/ TROLLEY SET-UP & SERVICE

Room Service Tray Setup- Room Service Trolley Setup

Unit - 3         

BREAKFAST: - SIGNIFICANCE AND SEQUENCE OF SERVICES

PREPARATION FOR SERVICE (RESTAURANT)

Organizing Mis-en-scene, Organizing Mis-en-Place, Opening, Operating & Closing duties

 (8 Hours)

Unit – 4

PROCEDURE FOR SERVICE OF A MEAL

Taking Guest Reservations- Receiving & Seating of Guests- Order taking & Recording- Order processing (passing orders to the kitchen) – Sequence of Service – Presentation & Encasing the Bill – Presenting & collecting Guest Comment cards – Seeing off the Guests 
(7 Hours)

Unit – 5

SOCIAL SKILLS

Handling Guest Complaints – Telephone manners.
SPECIAL FOOD SERVICE- (Cover, Accompaniments & Service)

Classical Hors d’ oeuvre- Oysters, Caviar, Smoked Salmon, Pate de Foie Gras, Snails, Melon, Grapefruit, Asparagus

                                                                                 
SERVICE OF TOBACCO

Cigarettes & Cigars

(27 Hours)


REFERENCE BOOKS

1. FOOD AND BEVERAGE SERVICE – R SINGARAVELAVAN

2. PROFESSIONAL FOOD AND BEVERAGE SERVICE  MANAGEMENT- BRAIN  VERGHESE

3. FOOD AND BEVERAGE TRAINING MANUAL- SUDHIR ANDREWS

4. FOOD AND BEVERAGE SERVICE – VIJAY DHAWAN

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18211
	FRONT OFFICE OPERATIONS –II (LAB)
	0
	0
	2
	2
	1


Unit 1 

Prepare Different Reports (Log books , Arrival & Departure Report , Daily Hotel Figure , VIP report , Trace , Airport Pick up & Drop report, Guest in House, High Balance report , Group Rooming list), Making a reservation (FIT, Group).
(12  hours)

Unit 2

Cancelling a reservation - Up selling room-  Receiving a guest (FIT, VIP, VVIP, Group) 






(6 Hours)
Unit 3

Registering a guest - C Form -  Taking Wake up Calls - 

(6 Hours)

Unit 4

Room Change - Telephone Handling
- Guest history 


(4 Hours)

Unit 5

Different types of credit cards ( Visa , Master , Maestro , Amex , Diners club, Discover , JCB ) -Collect different names of International & Domestic Chain of hotels in India.         (2 Hours)
Reference Books







     

Hotel Front Office Operations & Management – Jata Shanker R Tewari

HOUSEKEEPER – Wiley
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18212
	ACCOMMODATION OPERATIONS –I I (LAB)
	0
	0
	2
	2
	1


UNIT – 1









(8 hours)

SERVICING GUEST ROOM (Checkout/ Occupied And Vacant)

UNIT – 2









(10 hours)

BED MAKING (DAY BED/ NIGHT BED)

UNIT – 3









(4 hours)

GUEST ROOM SUPPLIES AND PLACEMENT 

Standard Room, Suite, VIP Room Special Amenities

UNIT – 4









(4 hours)

RECORDS

Room Occupancy Report – Checklist - Floor Register - Work/ Maintenance Order] - Lost And Found - Maid’s Report - Housekeeper’s Report - Log Book - Guest Special Request Register - Record Of Special Cleaning - Call Register - VIPs List - Floor Linen Book/ Register 

UNIT – 5









(4 hours)

MINIBAR MANAGEMENT

Issue - Stock Taking - Checking Expiry Date
REFERENCE BOOKS

HOTEL MANAGEMENT AND OPERATIONS – OXFORD - SMRITEE RAGHUBALAN, HOTEL HOUSE KEEPING - MALINI SINGH, THE PROFESSIONAL HOUSEKEEPER – WILEY.

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18213
	BASICS OF COMPUTER  - LAB
	0
	0
	2
	2
	1


OBJECTIVES:

1. To know the fundamentals of computers as well as applications of computers related to hotel industry 

2. To Expertise in computing enables you to solve complex, challenging problems in data operation.
UNIT  I WINDOWS OPERATIONS
(3 Hours)

 Creating Folders - Creating Shortcuts - Copying Files/Folders - Renaming Files/Folders - Deleting Files - Exploring Windows - Quick Menus

UNIT II  INTRODUCTION MICROSOFT WORD
(9 Hours)


Starting Word 2013-Composing a simple document-Editing a document-Saving a document-Previewing and printing document-Closing document-Opening a document-Creating a new document-Closing the word application- Selecting text (Mouse, keyboard) - Deleting text-Finding and Replacing text- Copying and Moving Text-Changing Fonts and Point Size-Margins, Tab Stops, Line Spacing, and Alignment-Headers and Footers-Page Breaks and Section Breaks-Previewing a Document-Printing a Document
UNIT III Introduction Ms Excel 
(8 Hours)


Opening, entering text and data, formatting, navigating-Formulas -Entering, Handling and copying-Charts - Creating, formatting and printing-Sorting and filtering the data

UNIT iv Introduction Ms PowerPoint
(7 Hours)


Working with PowerPoint-Parts of Power point window-Various tool bars-Making Simple Slide Manipulation Using; Design templates -Layout design -Insert picture- Animation


UNIT – V
(3 Hours) 

Practical - Internet & E-Mail








Reference Books: 

1. Microsoft Office Word 2013 – Steve Schwartz
2. Microsoft Office Excel 2013 - Illustrated Complete - Elizabeth Reding, Lynn Wermers

3. Microsoft Office PowerPoint 2013 Step by Step - Joan Lambert , ‎Joyce Cox
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM 18301
	ECONOMICS
	2
	0
	0
	2
	2


Objective:

· Identify the necessary conditions for market economies to function well.

· Analyze economic problems.

· Critically assess economic arguments.

· Display an understanding of the determinants of macroeconomic equilibrium.

Unit - 1

Introduction‐ Wealth and welfare definition‐ Basic problems in economics.  Economic systems‐Capitalism‐socialism‐mixed economy   

(5 Hours)

Unit – 2

Micro and Macro Economics – Producer behaviour and Supply- Determination of Income and Employment- Government Budget and the Economy- Difference between micro and macro economics

(6 Hours)

Unit – 3

Factors of production‐Characteristics of land‐ Labour ‐Division of labour capital. Characteristics of capital‐ Organization ‐Functions of entrepreneur

(7 Hours)

Unit – 4

Meaning of demand‐Factors influencing demand‐Demand schedule‐Elasticity of  Demand‐Types of elasticity of demand   

(7 Hours)

Unit -5

Functions of central Bank and commercial Bank‐Current challenges facing Indian Economy- Economics Reforms since 1991.  
                                                                                                                               (5 Hours) 

Reference Book: 

· Jhingam. M.L. Micro Economic Theory, Vikas Publishing House, Delhi

· K.P.M. Sundharam, Money, Banking, Trade and Finance – Sultan Chand & Sons., New Delhi.

· D.M. Mithani, Macro Economics, Himalaya Publishing House, Mumbai

· D.M.Mithani, International Economics, Himalaya Publishing House, Mumbai

· D.M.Mithani, Modern Public Finance : Theory and practice – Himalaya Publishing House, Mumbai. 2. K.P.M. Sundharam, Public Finance, Sultan Chand & Sons, New Delhi
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18302
	TOURISM
	2
	0
	0
	2
	2


Objectives

· To understand the scope of the Tourism Industry

· To understand the sales and marketing policy

· To enable the students to promote the destinations as well as the travel market.

UNIT-I

Scope of Tourism development-Composition of Tourism industry- Growth of Tourism

(6 Hours)

UNIT-II

Element of tourism- Characterization of tourism - Basis of tourism- Tourism promotion, Concepts of tourism

(6 Hours)

UNIT-III

Types & forms of tourism

(6 Hours)

UNIT-IV

Tourism Marketing policy- Marketing & tourism policy- Advertising & sales promotion- The marketing policy- Tourism product- Factors obstructing travel trade- Demand for travel

Tourist transport travel trade- Hotel marketing

(6 Hours)

UNIT-V

Tourism promotion, Price of product- Tourist market- Characterisation of travel market- Classification of travelers

(6 Hours)

REFERENCE BOOK

· The Routledge Handbook of Tourism and the Environment

· Edited by Andrew Holden, David Fennell

· International Travel & Tourism By Jagmohannegi

· Tourism Management by Stephen S. Page

· Encyclopedia of Tourism by Jafer Jafari (Editor)

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18303
	FOOD AND BEVERAGE MANAGEMENT
	2
	0
	0
	2
	2


Objectives

· On completion of this semester the Student will get awareness of the following

· To be familiar with Basic Cost and Sales Control with respect to Hospitality Industry 


· Adequate knowledge on Inventory Management & Beverage Controlling measures

· Better understanding with respect to Budget, Budgetary Control 

· To be familiar with  Menu Merchandising 

· The importance of Marginal Costing 

Unit – 1

Cost Dynamics & Sales Control

Element of Cost – Classification of Cost, Different Type of Cost in Food and Beverage Business

Procedure of Sales Control – Machine System, ECR & NCR-  POS / MICROS and Other Machines – Reports – Cash Handling – Theft, Fraud and Controlling Measures











(5 Hours)

Unit -2

Inventory Control & Beverage Control

Inventory Control

Aim & Objectives of Inventory Control – Inventory Control Methods and its Importance, Level and Techniques – ABC Analysis & Perpetual Inventory – Monthly Inventory – Pricing of Commodities – Comparison Physical Stock with Book Stock.

Beverage Control

Purchasing – Receiving – Storing – Issuing – Beverage Controlling Measures – Standard Recipe – Different Types of Measuring Devise – BAR Frauds – Register & Stock Records – Beverage Control Cycle.











(10Hours)

Unit -3

Budgetary Control 

Definition – Aim & Objectives of Budget – Definition of Budgetary Control – Key Factors – Budget Frame Work – Types of Budget – Various Steps Involved in Budgetary Control and its advantages











(5 Hours)

Unit – 4

Menu Merchandising 

Menu Control – Menu Structure – Menu Planning – Pricing of Menus – Types of Menus – Menu as Marketing Tool – Layout – Constraints of Menu Planning











(5 Hours)
Unit – 5 

Marginal Costing & MIS

Breakeven Chart – P V Ratio – Contribution – Aim & Objectives of Marginal Cost – Graph.

Aim & Objectives of MIS – Reports – Calculation of Actual Cost – Daily Food Cost & Monthly Food Cost – Statistical Revenue Report – Cumulative and Non-Cumulative











(5 Hours)

Recommended Books for Reference

Cost & Management Accounting
           - SN Mahesh Wari

Food & Beverage Cost Control

- Lea R.Dopson, David K.Hayes,

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18304
	FOOD PRODUCTION AND PATISSERIE – III
	2
	0
	0
	2
	2


Objectives:

· To develop professional competence on quantity food production.

· To enable students develop their skill in Indian cuisines based on different regions/states of India.

· To provide in-depth knowledge on various sectors of volume feeding.

· To have thorough knowledge on various kitchen management skills.

· Have insight in selection of quantity food production equipments and its maintenance
Unit – I

Classical Indian National Cookery

Study of Main Regions Of Indian Cuisine
Kashmiri, Punjabi, Awadhi, Rajasthani, Gujarathi, Maharastrian, Goan, Bhojpuri, Mughlai, Hyderabadhi, Andhra, Karanataka, Kerala, TamilNadu, Parsi














(12 Hours)

Unit - II

 Staple foods of India and Indian Spices and Indian Masala











(6 Hours)

Unit - III

A. Main dishes used in Indian Breakfast cookery

(4 Hours)

Unit - IV

A. Main meals and snacks of different Indian Regions

(4 Hours)

Unit - V

A. Major Equipment used in Quantity food Production

B. Indenting – Factors & Difficulties involved

(4 Hours)

BOOKS RECOMMENDED:-

1. K.Arora&K.N.Gupta – Theory of cookery

2. Philip Thangam – Modern cookery for teaching &The Trade (Orient Longmans ltd)

3. Gisslenwayne – professional cookery (john wiley and sons)

4. Montage – Larousse gasrtronomique (Himalaya publishing group)

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18305
	FOOD AND BEVERAGE SERVICE - III 
	2
	0
	0
	2
	2


Objectives

· To introduce the students to the basic of Alcoholic beverages.

· To teach the students about Wine- its production, classification. 

· To make them aware of different types of wines around the world

· To teach the students about Beer – its classification. Its production.

· To equip the students about the basic knowledge about Beer .

Unit – 1 

BEVERAGES

Introduction to the Alcoholic Beverages – Classification of Alcoholic Beverages - Fermentation Process










                    (4 Hours)

Unit – 2 

WINES

Introduction to Wines - Classification of Wines- table, fortified, aromatized & sparkling - 

Manufacture Process of Red Wine, white Wine and Rose Wine - Wine Terminology (English & French)

 (8 Hours)

Unit - 3         

WINE PRODUCTION

Wine Makers Calendar - Vinification , Harvesting , Destalking, Crushing , Pressing -  Fermentation – Racking , Fining , Ageing  & Bottling -  Cellar Management – wine faults

  









       
      (8 Hours)

Unit – 4


WORLD WINES

Old World Wines – France , Germany , Italy , Spain , Portugal - New World Wines – USA , Australia , India , Chile , South Africa - Grape Varieties , Wine laws & brand names -  Wine & Food harmony

  (4 Hours)

Unit – 5 

BEER

Beer – Ingredients used in manufacturing of Beer, Brewing process - Fermentation – Top & Bottom fermentation - Classification, Types of beers with examples & alcoholic percentage 

Cider- Perry
(6 Hours)

REFERENCE BOOKS

· Beers of the World  by Gilbert Delos

· Altimate Cocktail Book by Hamilyn

· World Atlas of Wine by Hugh Johnson

· Food and beverage service by singaravelan

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18306
	FRONT OFFICE OPERATIONS -  III
	2
	0
	0
	2
	2


Objectives :

· To distinguish the consequence of Reservation process & System 
· To categorize  the stages & function of Guest Cycle
· To determine the Registration process
· To identify the different rate fixations for the rooms.
Unit – 1

Reservation:-Importance of reservation - Sources of reservation (CRS, GDS, Web Portal & Online Reservations) - Modes of reservation (Written, Verbal) - Types of Reservations (Tentative, Waitlist, Confirmed)
(6 Hours)
Unit – 2

Reservation Systems:-Manual & Automated - Processing Reservation Request - Receiving reservation enquiries - Determining room availability - Accepting / denying request for reservation –amending reservation – cancelling reservation- Reservation Reports

(6 Hours)
Unit – 3

Guest Cycle:- Guest cycle process - Receiving the guest - Pre –Registration - Registration of guest (FITs, Group Crew, VIPs, VVIPs, Express Check in) - Front Office Reports ( Log books , Arrival & Departure Report , Daily Hotel Figure , VIP report , Trace , Airport Pick up & Drop report, Guest in House, High Balance report)


















 (6Hours)

Unit – 4

Registration:- Pre Registration - Registration Process - Check in Process – Salesmanship (Up selling & Upgrading) - Group Arrival - Guest History Card - C Form 














(6Hours)

Unit – 5


Tariff and its Types:- Basis of charging - Room tariff fixation - Cost based pricing - Market based pricing - Types of rates (standard rate, corporate rate, commercial rate, airline rate, children rate, crib Rate, group rate, discounted rate, extra bed rate, family rate, day use, hurdle rate)

(6 Hours)

Reference Books









Hotel Front Office Operations & Management – JataShanker R Tewari

Front Office Procedures – Michael L. Kasavana
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18307
	ACCOMMODATION OPERATIONS -III
	2
	0
	0
	2
	2


Objectives: 

· Discuss various activities in housekeeping department such as chemical usage, managing inventories, laundry management and controlling expense. 

· Understand and analyze activities involved in uniform and sewing room.

· Understand and learn about different types of contract services.

UNIT – 1

LAUNDRY 

Types of Laundry; Layout Of The Laundry; Laundry Equipment And Machines; Flow Process Of Industrial Laundering-OPL; Stages In The Wash Cycle; Laundry Agents; Dry Cleaning; Guest Laundry/Valet Service; Stain Removal.                                                                (10 Hours)
UNIT  - 2 

LINEN ROOM 

Classification and Characters Of Fabric; Activities Of The Linen Room; Layout And Equipment In The Linen Room; Selection Criteria For Various Linen Items & Fabrics Suitable For This Purpose; Purchase Of Linen; Calculation Of Linen Requirements; Linen Control, Linen Exchange - Procedures And Records; Recycling Of Discarded Linen; Linen Hire; PAR Stock Calculation.                                                                                                                      (10 hours)
UNIT – 3

UNIFORMS 

Advantages Of Providing Uniforms To Staff; Issuing And Exchange Of Uniforms; Type Of Uniforms; Selection And Designing Of Uniforms; Layout Of The Uniform Room
                                                                                                                                       (2 hours)
UNIT -4

SEWING ROOM 

Activities; Equipment Provided; Job specification of a Seamstress/tailor                       (2 hours)
UNIT – 5

CONTRACT SERVICES 

Types Of Contract Services; Guidelines For Hiring Contract Services; Advantages & Disadvantages Of Contract Services                                                                                 (6 hours)
Reference Books

Hotel Management and Operations – OXFORD - SmriteeRaghubalan, HOTEL HOUSE KEEPING - Malini Singh, THE PROFESSIONAL

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18308
	ENGLISH VIVA VOCE  - I
	2
	0
	0
	2
	2


Objectives

· To enhance the speaking skills of the students.

· To make them enriched in their debating skill.

· To improve their knowledge on current affairs.

· To make them know the ways to develop their convincing skill.

· To make them get rid of stage fear and nervousness.

UNIT-I

Phonetics-Pronunciation

(6 Hours)

UNIT-II

Self introduction-Introducing others

(6 Hours)

UNIT-III 

Reading skills-Rapid reading techniques

(6 Hours)

UNIT-IV

Conversation

(6 Hours0

UNIT-V

Extempore speech

(6 Hours)

REFERENCE BOOKS

Alexandra AtepaevaDebbie EversLoes van GijnBianca de Ruiter

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18309
	FRENCH VIVA VOCE  - II
	2
	0
	0
	2
	2


Objectives
1. To Enhance students proficiency in French language

2.  To enable the students to think in French

3. To enable students to speak French in exact accent

4. To equip students with the awareness and strategies needed to enable the study of French as a lifelong process.

UNIT-I

Presentation-conversation in hotel etiquette, reservation-reserve your a room by telephone
(9 Hours)

UNIT-II

Name of the kitchen utensils, French dishes, Hotel & Kitchen Professionals-17 french menu
(9 Hours)

UNIT-III 

List of Names Professions, Countries and their Nationalities. Numbers 50-100-name of colours, singular-plural
(9 Hours)

UNIT-IV

Name of vegetables, fruits and meats – Used in Hotel Industry.-what can we buy from a bakery
(9 Hours)

UNIT-V

Name of the sea foods – Used in Chain Restaurants. –different kinds of breads, name of deserts.
(9 Hours)

REFERENCE BOOKS
Bonsoir Lune  - by Margaret Wise Brown
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18310
	FOOD PRODUCTION AND PATISSERIE – III (LAB)
	0
	0
	8
	8
	4


Practical - I

Introduction to Indian cookery

Spices used in Indian cookery

Masalas 

· Concepts of masalas

· Classification of masalas

· Types of masalas








(12 Hours)

Practical - II

Demonstration of Basic Indian Gravy

· Makhni gravy

· Curry gravy

· Shahi gravy

· Hara gravy

· Kadai masala

· Chetinad masala








(12 Hours)

Practical - III

Formulate 12 set of menus from the following cuisines. (Misery Basket)
Awadhi, Bengal, Goa, Gujarat, Hyderabad, Kashmiri, Maharastra, Punjabi, Rajasthan, South India (Tamilnadu, Karnataka, Kerala)








(12 Hours)

Practical - IV

MAHARASTRIAN 


Masala Bhat, Kolhapuri Mutton, Batata Bhajee, Masala Poori, Koshimbir, Coconut Poli
(12 Hours)
Practical - V

AWADH


Yakhni Pulao, Mughlai Paratha, Gosht Do Piaza, Badin Jaan 
(12 Hours)
Practical - VI

BENGALI 
 
Lucchi, Channa Pulao, Doi Mach, Panch Phoron Chori, Bhaja Moong dal, Sandesh

(12 Hours)
Practical - VII

GOAN

Coconut Pulao, Mutton Vindaloo, Prawn Balchao, Chicken Xacuti, Vegetable Kaldeen, Kul Kuls

(12 Hours)

Practical – VIII

PUNJABI

Amritsari Macchi, Bhatura, Kadai Chole, Methi Murgh, Sarson Ka Saag, Gajar Ka Halwa

(12 Hours)
Practical – IX

KASHMIRI 

Laccha Paratha, Yakhni Pulao, Murugh Dhaniwal Kurma, Rajma Masala, Kesar Kheer

(12 Hours)
Practical – X

UTTAR PRADESH


Shajahani Pulao, Mughlai Paratha, Mutton Do Piaza, Kubani ka meetha

(12 Hours)

Books recommended:-

· Food Production Operations by Parvinder S. Bali

· Cooking with Indian Masters By Prashad

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18311
	FOOD AND BEVERAGE SERVICE – III (LAB)
	0
	0
	4
	4
	2


Unit - 1

TASK 

Planning a 4 course continental menu with wine pairing
(12 Hours)

Unit - 2

Task 

Wine pairing for INDIAN regional cuisines 

(12 Hours)

Unit – 3 

Task

Table set up for 4 course menu with appropriate wine glasses












                 

     (12 Hours)

Unit – 4

Task

How to prepare a wine list, Reading a wine bottle label

            
       (8 Hours)


Unit – 5

Task

Serving procedures of different wines – Presenting and opening a wine bottle
(16 Hours)

REFERENCE BOOKS

· Beers of the World  by Gilbert Delos

· Altimate Cocktail Book by Hamilyn

· World Atlas of Wine by Hugh Johnson
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18312
	FRONT OFFICE OPERATIONS – III (LAB)
	0
	0
	2
	2
	1


Unit 1

Assignments

Study about chain hotels - sub brands – logo - no of hotels - up coming hotels


(6hours)

Unit 2 

Specified Role Plays:-
How to take reservation - Rooming the guest - Luggage handling &tagging
(6hours)
Unit 3

Specified Role Plays:-
Handling registered & Guaranteed guest, Registering a Walk in guest - Receiving a guest 












(6hours)

Unit 4

Handling guest mails:- 

Before arrival of guests - During the stay of the guest - After the departure

(6hours)
Unit 5 

Specified Role Plays:-
Welcoming the guest, Escorting the guest to the room, Explaining the facilities of hotel










(6hours)

Reference Books









Hotel Front Office Operations & Management – JataShanker R Tewari

Front Office Procedures – Michael L. Kasavana

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18313
	ACCOMMODATION OPERATIONS – III (LAB)
	0
	0
	2
	2
	1


UNIT – 1

DAILY ROUTINES AND SYSTEMS FOLLOWED IN HOUSEKEEPING 

Opening the house – 

Morning /Afternoon/Evening / Night shifts 

Role of night supervisor / GRA 

 (4 hours)

UNIT – 2



Stain Removal

(8 hours)

UNIT – 3

Laundry machinery and equipment                                                                               (8 hours)
UNIT – 4

Layout of linen and uniform room/Laundry

 (6 hours)
UNIT – 5

SELECTION / DESIGNING/ HANDLING  OF UNIFORMS AND ROOM LINEN 










   

        (4 hours)

Reference Books

Hotel Management and Operations – OXFORD - SmriteeRaghubalan, HOTEL HOUSE KEEPING - Malini Singh, THE PROFESSIONAL HOUSEKEEPER – WILEY
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18401
	HOTEL ACCOUNTANCY
	3
	0
	0
	3
	3


Objectives

To give an introduction about Income Statement.

Teach the students about how to valuate Inventory in a hotel.

To make them aware of Control & Auditing procedures in hotel industry.


UNIT‐I 

Income Statement- Components of Income Statement- Sales- Cost of Sales/ Food Cost- Operating Expenses- Fixed Charges/ Non – Operating Expenses- Non- Operating Income.

 (10 hours)
UNIT‐II 

Introduction to Inventory valuation ‐Need‐Nature‐Purpose of inventory valuation‐Inventory costing methods‐FIFO‐LIFO 

(10 hours)
UNIT‐III 

Budget- Meaning & Definition – Characteristics- Preparation of cash budget- Receipts and Payments Method

(9 hours)
UNIT‐IV 

Definition and objectives of Internal Control - Characteristics of Internal Control- Objectives of Internal Control-Implementation and Review of Internal Control - Inter-Firm and Intra-Firm Comparison- Internal Check.

(8 hours)
UNIT V 

 Meaning of Audit- introduction and objectives of Internal and Statutory Audit - Role of Internal Auditor - Tools of Internal Audit -Implementation and Review of internal audit --Distinction between Internal Audit and Statutory Audit.

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18402
	HOTEL LAW
	3
	0
	0
	3
	3


Objective:

· Learn the law and legal principles in a variety of subject areas as well as understand legal.

· Analyze the relationship between ethics and the law.

· Gain an enhanced understanding of legal rules and ethical constraints.

Unit - 1

Law and society - Need for the knowledge of law - Sources of Indian law -
Classifications of law  List of licenses and permits required for operating a Hotel/Restaurant and other  catering Establishments under various local, state and union laws  - Procedure for Procurement, Renewal, Suspension and Termination of licenses.





(7 hours)

Unit II

Shops and Establishment Act, 1953 – Tamil Nadu Catering Establishment Act, 1958- Tamil Nadu Liquor (License and Permit) Rules, 1981.
                                                                          

                                   (9 Hours)


          

Unit III

Contract Labour (Regulation & Abolition) Act, 1970- The Apprentices Act, 1961- Payment of wages Act 1948 – Minimum wages Act ,1948 – Employment State Insurance Act, 1948 – Provident Fund Act 1952 – The Payment of Gratuity Act, 1972  




            

(14 Hours)

Unit IV

The Food Safety and Standards Act, 2006 - The Prevention of Food Adulteration Act, 1954 - Legal Metrology Act, 2009 - The Standard Weights and Measurement Act, 1976.


(8 hours)

Unit V

Food Inspector and their Powers and duties-   Guest Relationship - Duty to receive and rights to refuse guests or person –Guest law suits damages – Provisions for the safety of guests – Hotel responsibility for guests’ property –Statutory limits on hotel’s liability.



(7 hours)
Reference Books:

Hospitality Law – Jack P Jefferies

Hotel & Tourism Law – Dr.Jagmohan Negi

Commercial Law – N.D.Kapoor
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	BHM18403
	ENVIRONMENTAL STUDIES
	2
	0
	0
	2
	2


INSTRUCTIONAL OBJECTIVES

To enable the students 

· To gain knowledge on the importance of natural resources and energy.

· To understand the structure and function of an ecosystem.

· To imbibe an aesthetic value with respect to biodiversity, understand the threats and its conservation and appreciate the concept of interdependence

· To understand the causes of types of pollution and disaster management.

· To observe and discover the surrounding environment through field work.                 

UNIT  - I INTRODUCTION TO NATURAL RESOURCES/ENERGY

Environmental Studies: Definition, scope, objectives and awareness- Introduction to natural resources: food, forest, water and energy – Renewable and non renewable resources-coal, 

(9 Hours)

UNIT  -II  ECOSYSTEMS

Concept of an ecosystem-structure and function of an ecosystem-producers, consumers and decomposers- ecological succession- food chains(any 2 eg)- food webs(any 2 eg)-ecological pyramids.

(9 Hours)

UNIT  - III BIODIVERSITY AND ITS CONSERVATION

Introduction, definition: genetic, species and ecosystem diversity- Threats to biodiversity: habitat loss, poaching of wildlife - endangered species and endemic species of India -conservation of biodiversity: in –situ and ex-situ conservation of biodiversity.

(9 Hours)

UNIT  -IV  ENVIRONMENTAL POLLUTION /DISASTER MANAGEMENT 
Definition-causes, effects and control measures of : Air, Water and Soil pollution- e-waste management- Disaster management: Natural and  man made- food/earthquake/cyclone, tsunami and landslides.

(9 Hours)

UNIT V - SOCIAL ISSUES AND THE ENVIRONMENT
Sustainable development- Climate change: global warming, acid rain, ozone layer depletion and nuclear radiation- Environment Protection Act (any imp 2) air, water, wildlife and forest.

(9 Hours)

FIELD WORK:

Students will visit any one of the following place of interest and submit a written report by the end of the semester:

1. Visit to a hospital/industry/canteen for solid waste management

2. Visit to a chemical industry to study about the practices followed there for waste disposal

3. Visit to Vandalur zoo for study of animal conservation/plants- flora and fauna

4. Study of simple ecosystems-lake/hill slopes 

5. Naming the trees in the campus at SRM

6. Study of common plants, insects, birds in the neighbourhood

7. Study of common diseases and their prevention

8. Optional: Street plays and rally for awareness of obesity/diabetes/ vitamin D deficiency/health issues/ waste management/ solid waste management/ no plastics/ energy consumption/wild life protection.

(5 Hours)

TEXT BOOKS

1. Sharma B.K., 2001. Environmental Chemistry. Goel Publ. House, Meerut

2. Dr.R.Jeyalakshmi.2014.,Text book of Environmental Studies, Devi publications, Chennai.

REFERENCES

1. Agarwal, K.C. 2001 Environmental Biology, Nidi Publ. Ltd. Bikaner.

2. De A.K., Environmental Chemistry, Wiley Eastern Ltd.

E-BOOK

1. BharuchaErach, The Biodiversity of India, Mapin Publishing Pvt. Ltd., Ahmedabad –    380013, India, Email:mapin@icenet.net (R)

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18404
	FOOD PRODUCTION AND PATISSERIE - IV
	2
	0
	0
	2
	2


Objectives:

· To train & teach student about knowledge of culinary gastronomy

· To develop culinary skills in the subjects through experiment and practices

· To enable student to have an overview about hospitality industry so as to face different avenues

Unit – I

A. Quantity Food Production

B. Introduction to Industrial, Institutional & Mobile Catering 

C. Introduction to Railway, Flight & Cruise liner Catering





(6 Hours)

Unit - II

A. Staff Organization In Central Production Unit (CPU)

B. Kitchen Layout of CPU

C. Preparation in CPU

D. Cooking Techniques of CPU

(6 Hours)

Unit - III

A. Introduction to Regional Indian Cuisine 

B. Heritage of Indian Cuisine 

C. Factors that affect eating habits in different parts of the country




(6 Hours)

Unit - IV
A. Introduction to menu planning

B. Principles & factors affecting  Menu Planning

C. Study & Types of Menu for various types of quantity food outlets

D. Breads, Indian Sweets, Indian Snacks




(6 Hours)

Unit - V

A. Global fast-food outlets

B. Menus in fast-food outlets

C. Staff organization










(6 Hours)

BOOKS RECOMMENDED:-

1. K.Arora&K.N.Gupta – Theory of cookery

2. Philip Thangam – Modern cookery for teaching &The Trade (Orient Longmans ltd)

3. Gisslenwayne – professional cookery (john wiley and sons)

4. Montage – Larousse gasrtronomique (Himalaya publishing group)

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18405
	FOOD AND BEVERAGE SERVICE – IV
	2
	0
	0
	2
	2


Objectives

· To introduce the students to the basic of Distillation Process.

· To teach the students about Spirits. 

· To make them aware of different types of liquor

· To teach the students about Liqueurs & Aperitifs.

· To equip the students about the basic knowledge about cocktails.

Unit – 1 
DISTILLATION PROCESS

Distillation process – Pot still & Patent Still method Types of spirits – Whisky, Brandy, Rum, Gin, Vodka & Tequila











                 (4 Hours)

Unit – 2 

SPIRITS - 1

Whisky – History & Types, Manufacturing process. Brandy – how the name Brandy is derived, An up-selling digestif,  Manufacturing process Cognac & Armagnac –  Uniqueness, Grapes used for producing the same, other popular brandies – Metaxa, Pisco .
 (8 Hours)

Unit - 3         
SPIRITS - 2

Rum – History of Rum , Manufacturing Process, Slow & Quick fermentation Gin – Manufacturing Process , Ingredients used Vodka – Manufacturing process , Ingredients used Tequila – History , production & types, other spirits – absinthe, aquavit .

   





  (6Hours)

Unit – 4
LIQUERS & APERITIFS

Liqueurs – Production, Country of origin, Types with flavour & colour   Aperitifs – Vermouth      (Definition, types & brand names), Bitters (Definition, types & brand names)  

(6 Hours)
Unit – 5 
COCKTAILS 

Cocktails – History, Definition, Cocktail aperitifs Cocktails with different spirit base, Methods of making cocktail

 (6 Hours)

REFERENCE BOOKS

· Beers of the World  by Gilbert Delos

· Altimate Cocktail Book by Hamilyn

· World Atlas of Wine by Hugh Johnson
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18406
	FRONT OFFICE OPERATIONS - IV
	2
	0
	0
	2
	2


Objectives:

· To be familiar with the Departure Procedure practices 
· To comprehend the Computer Operations in Front Office 
· To discover  the Forecasting  types
· To understand the Front Office Accounting system followed in the hotel
· To become skilled at the techniques of  Guest Complaints
Unit – 1

Departure Procedure:-Departure Procedure - Foreign encashment certificate - Methods of settling accounts (Cash, Card, travelers cheque, foreign currency, BTC) - Express Checkout - Late check out - Early check in - Early check out




(6 Hours)
Unit – 2

Guest Accounts:- Guest Accounting Cycle - Creation of accounts - Maintenance of accounts - Settlement of accounts - Operating Modes - Types of accounts (Guest account & non guest account) - Tracking Transactions (Account Correction, Transfer, Allowance, Charge Purchase) .


(6 Hours)

Unit – 3

Computer Applications in Front Office:- Role of information technology in hospitality - PMS Application in front office - Reservation Module - Front Desk Module - Cashier Module - Rooms Module - Different PMS Systems (Fidelio, Opera, Shawman)

  (6 Hours)

Unit – 4

Forecasting:-Importance of Forecasting - Types of Forecasting (Three day, seven day and 10 day forecast) - Data required for forecasting
- useful forecasting data

(6 Hours)
Unit – 5

Guest Complaints:-Types of Guest Complaints - Handling of Guest Complaints - Potential Check in & Check out problems - Long Queues - Improper (or) Wrong charges/information
(6 Hours)

Reference Books









Hotel Front Office Operations & Management – JataShanker R Tewari

Front Office Procedures – Michael L. Kasavana

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18407
	ACCOMMODATION OPERATIONS – IV
	2
	0
	0
	2
	2


Objectives: 

· Demonstrate step by step planning and organizing process for ensuring efficient, effective and economic operations of hk department.

· Understand and analyze housekeeping standards together with safety and security aspects. 

· To understand different concepts in budgeting.

· To understand different types and styles of flower arrangements.

UNIT – 1

PLANNING AND ORGANISING THE HOUSE KEEPING DEPARTMENT

Area Inventory List; Frequency Schedules; Performance And Productivity Standards; Standard Operating Manuals – Job Procedures; Job Allocation And Work Schedules; Calculating Staff Strengths & Planning Duty Rosters, Team Work And Leadership In House Keeping; Training In HKD, Devising Training Programmers’ For HK Staff                                                     (7 hours)
UNIT – 2

BUDGETING FOR HOUSEKEEPING

Inventory control and stock taking; Types of budgets (operational and capital); Cost Control In Specific Areas (Guest Room, Public Areas, Linen Room, Stores, Cleaning   Material And Supplies, Flowers); Purchasing
                                                                                                                                           (6hours)
UNIT – 3

ENERGY AND WATER CONSERVATION IN HOUSEKEEPING OPERATIONS 

                                                                                                                                          (3hours)
UNIT -4

SAFETY AND SECURITY 

Safety Awareness And Accident Prevention; Fire Safety And Fire Fighting; Crime Prevention And Dealing With Emergency Situation; First Aid
 (7hours)

UNIT – 5

FLOWER ARRANGEMENT

(7hours)

Reference Books

Hotel Management and Operations – OXFORD - SmriteeRaghubalan, HOTEL HOUSE KEEPING - Malini Singh, THE PROFESSIONAL HOUSEKEEPER – WILEY.

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18408
	ENGLISH VIVA VOCE  - II
	2
	0
	0
	2
	2


Objectives:-

· To make the students to understand about the various correspondences.

· To enable them to understand about the concept of Interview.

· Making them to prepare their own Resume.

· To understand the different etiquettes while using Telephone.

· To make them understand about the various cultures and the way to show hospitality.

Unit - 1

Public speaking

9 Hours)

Unit - 2

Debate

(9 Hours)

Unit - 3

Group discussion

(9 Hours)

Unit – 4

Interview skills

(9 Hours)

Unit - 5

Paper presentation

(9 Hours)

REFERENCE BOOKS

Alexandra AtepaevaDebbie EversLoes van GijnBianca de Ruiter

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18409
	FOOD PRODUCTION AND PATISSERIE – IV (LAB)
	0
	0
	8
	8
	4


Practical - I

Demonstration of North Indian & South Indian breakfast

 (12 Hours)

Practical – II

Demonstration of Indian regional snacks

Samosa, Bajji, Vada, Pakora, Kuli Panayaram, Chat Items






(12 Hours)

Practical – III

Demonstration of variety rice

Coconut, Tamarind, Lemon, Tomato









(12 Hours)

Practical – IV

TAMILNADU

Steamed Rice, Drumstick Sambar, Chicken Nilgiri Kurma, Carrot & Beans Poriyal, Pepper Rasam, Semiya Payasam










(12 Hours)

Practical – V

CHETTINADU

Nadu Rasam, Karruveppilai Podi Sadam, Chicken Chettinadu, Keerai Masiyal, Sennai Varuval

Sarkarai Pongal











(12 Hours)

Practical – VI

KERALA

Malabar Parotta, Nei Choru, Nadan Chicken Curry, Vegetable Stew, Paalada Pradhaman  

(12 Hours)

Practical – VII

ANDHRA PRADESH

Steamed rice, Vendakkai Pulusu, Tomato Pappu, Kodi Vapudu, Gongora Pachadi, Gummadikkai Halwa


(12 Hours)

Practical – VIII

HYDERABADI 

Shikumpuri Kabab, Sofyani Biryani, Tawa Paratha, Mirchi Ka Salan, Gosht Dalcha, Shahi Tukra












(12 Hours)

Practical – IX

RAJASTHANI

Lal Maas, Missi Roti, Mutter Pulao, Gavarafli Ki Subzi, Moogdal Halwa

(12 Hours)

Practical – X

South Indian

Ven Pongal, Medhu Vada, Dosa, Sambar, Coconut Chutney


(12 Hours)

Books recommended:-

· Food Production Operations by Parvinder S. Bali
· Cooking with Indian Masters By Prashad
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18410
	FOOD AND BEVERAGE SERVICE – IV (LAB)
	0
	0
	4
	4
	2


Unit – 1

Task

Order taking of sprit and service of Whisky, Brandy, Neat, on the rocks, Tall drinks

(14 Hours)

Unit – 2

Task

Order taking of Rum, Gin and Vodka- Neat, on the rocks, Tall drinks

(14 Hours)

Unit – 3

Task

Order taking and service of liqueurs 

(10 Hours)

Unit – 4

Task

Oder taking and service of Aperitif

(10 Hours)

Unit – 5

Task

Different methods of making cocktail, Cocktail garnishing, Serving of Cocktail

(12 Hours)

REFERENCE BOOKS

· Beers of the World  by Gilbert Delos

· Ultimate Cocktail Book by Hamlyn

· World Atlas of Wine by Hugh Johnson

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18411
	FRONT OFFICE OPERATIONS– IV (LAB)
	0
	0
	2
	2
	1


Unit 1

Specified Role Plays:-Registering a Walk in guest - Check in - Check out - Express Check in - Express Check Out - Role of Bell desk staff - Role of Concierge - Room change request - Role of business centre










(6 hours)

Unit 2

Hands on practice of computer applications related to Front Office:- Reservations ( Making new reservation , creating profiles , sending confirmation , printing confirmations , filing reservation documents, group block) - Registration ( Check in , making C form ) 

(6 hours)
Unit 3 

Hands on practice of computer applications related to Front Office:- Guest History (Checking preferences , updating complaints, action taken) - Cashiering (Check out , Currency exchange, paid outs , modes of settlement , deposit) - Guest profile Updation, Merging guest profile - Putting trace, message, and locater.- Creating sharer.




(6 hours)
Unit 4 

Find out the name of different debit / credit cards used in the industry - Prepare a tariff card of a luxury hotel - Prepare sample Guest Registration cards/ guest bill folios / paid out voucher / reservation form / valet tickets 








(6 hours)
Unit 5 

Conversation between bell desk assistant & a guest regarding storage of luggage for a month, Lost his/her baggage during flight journey - Conversation between a travel desk associate & a guest regarding a local tour arrangement







(6 hours)
Reference Books









Hotel Front Office Operations & Management – JataShanker R Tewari

Front Office Procedures – Michael L. Kasavana

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18412
	ACCOMMODATION OPERATIONS – IV (LAB)
	0
	0
	2
	2
	1


UNIT – 1 

TEAM CLEANING 

Planning; Organizing; Executing; Evaluating                                                                    (8 hours)
UNIT – 2

STANDARD OPERATING PROCEDURE 

Skill Oriented Task (E.G. Cleaning And Polishing Glass, Brass Etc)                                            (6 hours)
UNIT – 3

SAFETY PROCEDURES AND FIRST AID

First Aid Kit; Dealing With Emergency Situation; Maintaining safety Records               (8 hours)
UNIT – 4

Flower Arrangement                                                                                                        (4 hours)

UNIT – 5

Par stock calculation / Inventory                                                                                    (4 hours)

Reference Books

Hotel Management and Operations – OXFORD - SmriteeRaghubalan, HOTEL HOUSE KEEPING - Malini Singh, THE PROFESSIONAL HOUSEKEEPER – WILEY
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18501
	INDUSTRIAL TRAINING (16 Weeks)
	0
	0
	0
	0
	8


1. Exposure to Industrial Training is an integral part of the 3rd  year curriculum. The class would be divided into two groups or as the case may be. The 17 weeks industrial training would be divided into four/five weeks each in the four key areas of Food Production, Food & Beverage Service, Accommodation Operations & Front Office Operations.

2. Attendance in the 3rd  year would be calculated separately for the two components of in-institute training and industrial training as per rules. Industrial Training will require an input of 102 working days i.e. (16 weeks x 06 days = 96 days). A student can avail leave to a maximum of 15% (15 days) only with prior permission of the hotel authorities. Similarly, the institute Principal can condone an additional 10% (10 days) on production of a medical certificate.

3. For award of marks, 20% marks of IT would be on the basis of feed-back from the industry in a prescribed Performance Appraisal Form (PAF). It will be the students’ responsibility to get this feed-back/assessment form completed from all the four departments of the hotel for submission to the institute at the end of Industrial Training. For the remaining 80% marks, students would be assessed on the basis of seminar/presentation before a select panel. The presentation would be limited to only one key area of the student’s interest. A hard copy of the report will also have to be submitted to the panel.

4. Responsibilities of institute, hotel and the student/trainee with aims & objectives have been prescribed for adherence.

5. Once the student has been selected / deputed for Industrial Training by the institute, he/she shall not be permitted to undergo IT elsewhere. In case students make direct arrangements with the hotel for Industrial Training, these will necessarily have to be approved by the institute. Students selected through campus interviews will not seek Industrial Training on their own.

INDUSTRIAL TRAINING (16 WEEKS)

Objective of industrial training is to provide to students the feel of the actual working environment and to gain practical knowledge and skills, which in turn will motivate, develop and build their confidence. Industrial training is also expected to provide the students the basis to identify their key operational area of interest.

1. RESPONSIBILITIES OF THE TRAINEE

1 should be punctual. 

2 should maintain the training logbook up-to-date. 

3 should be attentive and careful while doing work. 

4 should be keen to learn and maintain high standards and quality of work. 

5 should interact positively with the hotel staff. 

6 should be honest and loyal to the hotel and towards their training. 

7 should get their appraisals signed regularly from the HOD’s or training manager. 

8 gain maximum from the exposure given, to get maximum practical knowledge and skills. 

9 should attend the training review sessions / classes regularly. 

10 should be prepared for the arduous working condition and should face them positively. 

11 should adhere to the prescribed training schedule. 

12 should take the initiative to do the work as training is the only time where you can get maximum exposure. 

13 should, on completion of Industrial Training, handover all the reports, appraisals, logbook and completion certificate to the institute.

 2. RESPONSIBILITIES OF THE INSTITUTE 

1 should give proper briefing to students prior to the industrial training 

2 should make the students aware of the industry environment and expectations. 

3 should notify the details of training schedule to all the students. 

4 should coordinate regularly with the hotel especially with the training manager. 

5 should visit the hotel, wherever possible, to check on the trainees . 

6 should sort out any problem between the trainees and the hotel. 

7 should take proper feedback from the students after the training. 

8 should brief the students about the appraisals , attendance, marks, logbook and training report. 

9 should ensure that change of I.T. hotel is not permitted once the student has been interviewed, selected and has accepted the offer. 

10 should ensure that change of I.T. batch is not permitted. 

11 should ensure trainees procure training completion certificate from the hotel before joining institute.

3. RESPONSIBILITIES OF THE HOTEL 

First exposure: A young trainee’s first industry exposure is likely to be the most influential in that person’s career. If the managers / supervisors are unable or unwilling to develop the skills young trainees need to perform effectively, the latter will set lower standards than they are capable of achieving, their self-images will be impaired, and they will develop negative attitudes towards training, industry, and – in all probability – their own careers in the industry. Since the chances of building successful careers in the industry will decline, the trainees will leave in hope of finding other opportunities. If on the other hand, first managers/supervisors help trainees achieve maximum potential, they will build the foundations for a successful career.

 Hotels: 

1. should give proper briefing session/orientation/induction prior to commencement of training. 

2. should make a standardized training module for all trainees. 

3. should strictly follow the structured training schedule. 

4. should ensure cordial working conditions for the trainee. 

5. should co-ordinate with the institute regarding training programme. 

6. should be strict with the trainees regarding attendance during training. 

7. should check with trainees regarding appraisals, training report, log book etc. 

8. should inform the institute about truant trainees. 

9. should allow the students to interact with the guest. 

10. should specify industrial training’s “Dos and Don’ts” for the trainee. 

11. should ensure issue of completion certificate to trainees on the last day of training.

Industrial Training

PERFORMANCE APPRAISAL FORM(PAF)

Institutes of Hotel Management &catering Technology

	Name of student:-------------------------            

Institute :IHM--------------------------------        Duration:4weeks(24 working days)

Name of the Hotel:---------------------------------           From-------------- To-------------

Department : F&BS / FP / HK /FO




	Sr. No.
	Details
	Exceeds standards
	Meets Standards
	Needs Improvement

	1
	Appearance and Grooming 
	
	
	

	2
	Attendance
	
	
	

	3
	Punctuality
	
	
	

	4
	Communication Skills
	
	
	

	5
	Drive & Initiative
	
	
	

	6
	Quality of Work
	
	
	

	7
	Interpersonal Relationships
	
	
	

	8
	Dependability
	
	
	

	9
	Follows Instructions 
	
	
	

	10
	Would you like this Trainee as part of your team
	Reasons


Stipend Paid: Rs. ___________ per month.

Name of Appraiser: ______________________________ Signature: _______________

Designation of Appraiser: __________________________ Date : ___________________

Signature of Student: ___________________________ Date : ___________________

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18601
	HUMAN RESOURCE MANAGEMENT
	2
	0
	0
	2
	2


Objectives

· To understand various facets of HRM

·  To create an understanding of the various policies and practices of HRM. 

· To comprehend the emerging trends in HRM.

Unit I

Introduction Human Resource Management: Concept and Functions, Role, Status and competencies of HR Manager, HR Policies, Evolution of HRM, HRM vs HRD. Emerging Challenges of Human Resource Management- Definition and role of HRD- Organisational Structure- Hierarchies- types- Vertical/ Horizontal





  (5 Hours)

Unit II

Importance of Human Resource Planning in Hotel Industry– Forecasting human resource requirement –matching supply and demand - Recruitment - Selection – Sources of recruitment - Selection- Application, interviews- types, Test- Types, Group selection procedures, Manpower planning, Right sizing, Manpower Ratio, General methods– Socialization benefits- Job Design- Job analysis, job description, Job enlargement, job rotation, Job enrichment.- Job Specification- Definition and formats - Job Evaluation- Meaning, type and uses.

                                                                                                                                           (8 Hours)


Unit III

Inductions and training- Meaning and advantages - Purpose of training - Types and methods of training - Aids used while training - Performance appraisal - Definition and importance - 
Types of performance appraisals- (methods) Performance Rewards- Types - Wage and Salary Administration - Statutory Compliance.  

      (6 Hours)


Unit IV

Trade Unionism- Definition- Role of trade union in the Indian Scenario- - Grievance handling- procedure and Redressal - Industrial Disputes: causes and settlement machinery - Labour Welfare measures- Statutory/ Non Statutory- Disciplinary procedures- Brief on Model standing Order, Standing order, House Rules.

(6 Hours)                       

Unit V

Personnel Management- Definitions- Systems- Personal record- HRIS (Human Resource Info Syst.) Brief- Employee productivity- Manpower audit- Other forms like ESI, Medical, Leave, gratuity, PF etc.- Flexible Manpower- HR Budget- Human resource accounting in hotel industry.

                                                                                                                                           (5 Hours)


REFERENCE BOOKS:





 
· Human Resource Management- C.B Gupta

· Personnel Management- P.C Tripathi
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18602
	TRAVEL AND TOURISM
	2
	0
	0
	2
	2


Objectives
· To understand the various Tourist accommodation and their services

· To study in detail about agency, agents and their role in Tourism

· To enable the students to comprehend on market research promotional events.

UNIT-I

Modes of transport- Tourist Accommodations- Informal services in tourism- Subsidiary services categories & rules- Shops emporiums & meals

(6 Hours)
UNIT-II

Tourism services & operations-II -Travel agency- organization travel agent &its function

Tour operation-kinds, classification, categories- Guides & escorts- Tourism information

(6 Hours)
UNIT-III

Tourism Marketing-I- Relevance- Product design- Market Research
(6 Hours)

UNIT-IV

Promotional events- Advertising, Publicity, Selling
(6 Hours)

UNIT-V

Role of media in tourism marketing
(6 Hours)

REFERENCE BOOKS

1. Essentials of Tourism - Chris Cooper
2. Tourism Planning, Policies, Processes and Relationships - C. Michael Hall
3. Tourism Change, Impacts and Opportunities - Geoffrey Wall, Alister Mathieson
4. The Business of Tourism - Chris Holloway, Claire Humphreys
5. Buy Introduction to Hospitality

HYPERLINK "http://www.pearsoned.co.uk/bookshop/detail.asp?item=100000000504886"Introduction to Hospitality - International Edition - John Walker
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18603
	DATA BASE MANAGEMENT SYSTEM
	2
	0
	0
	2
	2


Objectives
To know the fundamentals of computers as well as applications of computers related to hotel industry 

To Expertise in computing enables you to solve complex, challenging problems in data operation.

Unit - 1

DBMS Introduction 

Purpose of database - Application of database system - History of database system- Traditional file system and database approach- Database software

(5 Hours)

Unit – 2

Components of Database Management Systems

The Schema- Types of Data - Building a Database- The Data Dictionary- The Data Definition Language - The Data Manipulation Language- ER data model- Data Manipulation- Structured Query Language

(6 Hours)

Unit – 3

MS Access Introduction 

How a Database Works:- 

Storing the Data in Tables- Records, and Fields- Relational Database - Getting Information from Forms, Queries, and Reports-Inbuilt and Scalar data types
 Establishing Field Properties for Easier Data Entry: 

Allow Zero Length- Caption Decimal Places- Default Value - Fields Size - Format - Indexed - Input Mask - New Values – Required- Validation Rule- Validation Text- Primary Key

(7 Hours)

Unit – 4

MS Access

Creating a Database- How to Database Works- Designing your Database- Two Ways to Create a Database- Creating and refining database tables- Building your Database Tables- Opening a Database Table- Ways of viewing Tables- Designing and refining a database table- Creating a Field, Moving and Copying Fields, Forging the relationships between tables- changing a Table’s Appearance- Entering data in a table- Forms for entering and viewing data

(6 Hours)

Unit – 5

MS Access

Sorting, filtering and querying a database- Finding data in database table- Filtering to find data- Sorting or Arranging, records in a database table- Constructing a select Query- The Different kinds of Queries

(6 Hours)

Reference Books: 

Management Information Systems - Effyoz
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18604
	FOOD PRODUCTION ANDPATISSERIE - V
	2
	0
	0
	2
	2


Objectives

· To hone the skills and innovate and create new dishes and in new cuisines.

· To impart and empower the students with starving theoretical knowledge.

· To train the students in research & development and do new cuisines.

Unit - I

Standard Recipe Card

Objective and purpose, Compilation, Standardization process, Recipe Bank


(2 Hours)
Unit - II

Butchery (Lamb, Beef, Pork, Chicken, Ham, Gammon)

Cuts,  Order of dissection,  Uses and quality check: Preparing and cooking of Lamb,  Chicken, Fish, Pork, Veal, Beef,  Yield & Calculation,  Yield control,  Butchery control sheet.


(6 Hours)

Unit - III

Bakery

A. Lay out &Equipments of a 5 star kitchen Bakery

B. Yeast dough Products: - Different methods

Rich dough,  Straight Dough,  Modified Straight Dough,  Sponge Methods


C. Different types of dough and batters



(6 Hours)

Unit – IV

Patisserie

A. Rolled in yeast dough products

a) Different kind yeast products –

Crisp crusted Bread; Hard roll, Soft roll, Vienna Bread, Italian Bread, French Bread, Soft Crusted Bread;  White Bread, English Muffins; Brioche; Sour Dough; Sweet & Rich Dough; Savarin Dough, Pumpernickel; Baba, Kugelphof, 

b) Rolled in Dough Products : Danish Pastry, Croissants, 

c) Faults in Bread Making  -  Poor Volume, Too Much Volume, Poor Shape, Burst Crust, Too Dense, Streaked Crumbs,Crumbly, Too Dark Crust, Too Pale Crust, Too Thick Crust, Blisters on Crust, Flat taste, Poor Flavor – Rectification and Prevention.

(4 Hours)

Unit – V

Desserts

A. Cakes – Different Methods:

Creaming Method, Flour Batter Method, Sponge Method, Chiffon Method, 

B. Icing  -  Fondant, Butter Cream, Foam – Type, Flat type or Water icing,  Royal, Fudge, 
C. Frozen Desserts – Ice Creams, Sorbets, Parfaits, 

D. Chocolate  -  Cut outs, Curls, Shavings; 
E. Marzipan - Sheets, Cutouts, Models;
F. Pastillage

G. Nougat

H. Sugar - Spun Sugar; Pulled Sugar; Caster Sugar, Poured Sugar, Blown Sugar
(12 Hours)
BOOKS RECOMMENDED:-

1. Gisslenwayne – professional cookery (john wiley and sons)

2. Montage – Larousse gasrtronomique (Himalaya publishing group)

3. The Art of Culinary Preparation.
4. Cooking with Indian Masters – Prashad
5. Modern Cookery – Vol 1 Thangam Philips
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18605
	FOOD AND BEVERAGE SERVICE - V
	2
	0
	0
	2
	2


Objectives

· To introduce the students to the basic of Planning & Operating various F&B outlet.

· To teach the students about Banquets. 

· To make them aware of different types of Buffet operations.

· To teach the students about Bar Operations.

· To equip the students about the basic knowledge about Gueridon Service
Unit – 1 
PLANNING & OPERATING VARIOUS F&B OUTLET

Physical layout of functional and ancillary areas - Various setups for seating -  Planning staff requirement - Menu planning - Requirement of quantities of equipment required like crockery, Glassware, Cutlery –steel or silver etc. 










                   (6 Hours)
Unit – 2 

BANQUETS

History, Types Organization of Banquet department - Staff Duties & responsibilities Booking procedure - Banquet menus Banquet protocol : Mis -en-place, tables plans , toast & toast procedures - Informal Banquets : reception, cocktail parties , conventions & seminars , exhibitions & fashion shows, trade fair , weddings, outdoor catering, award functions  
 (8 Hours)

Unit - 3         
BUFFET OPERATIONS

Introduction - factors to plan - buffet Area requirement, planning & organizing Sequence of food - Menu planning - Types of buffet: Sit down, Fork, Finger, Cold Buffet, and Breakfast Buffet -Equipments Checklist 
 (6 Hours)

Unit – 4

BAR OPERATIONS

Types of bar: cocktail, dispense, mini-bar - Parts of bar: front bar, back bar, under bar - Bar stock & bar control - Bar staffing 


     

 
(6 Hours)

Unit – 5  

GUERIDON SERVICE

History of Gueridon – Definition - General consideration of operations - Advantages& Dis-Advantages - Types of trolleys - Factor to create impulse, Buying– Trolley, open kitchen - 

Gueridon equipment and ingredients

                    (4 Hours)

REFERENCE BOOKS

· Profitable  food and beverage  management by Richard Kostas

· Advanced food service by John fuller

· Food and Beverage Manager by Paul Cullen

· Food and beverage Cost control by David Hayes

· Catering Menu Management by Nancy Lowman

· Menu Planning by Jacks’ kiwela

BOOKS RECOMMENDED:-

6. Gisslenwayne – professional cookery (john wiley and sons)

7. Montage – Larousse gasrtronomique (Himalaya publishing group)

8. The Art of Culinary Preparation.
9. Cooking with Indian Masters – Prashad
10. Modern Cookery – Vol 1 Thangam Philips
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18606
	FRONT OFFICE OPERATIONS - V
	2
	0
	0
	2
	2


Objectives:

· To study about  the Budgeting process, merits & functions
· To associate the Yield Management concept 

· To establish the Night Auditing process & Guest Safety measure practices in the hotel.
Unit – 1

Night Audit:-Duties & Responsibilities of Night Auditor - Night Auditing Process - Establishing end of day - Completing Outstanding Postings & Verifying transactions - Verifying No Shows - - Updating the system
(6 Hours)

Unit – 2

Budgeting:-Types of Budget and Budget Cycle - Making Front Office Budget - Factors Effecting Budget Planning - Budgetary Control - Advantages & Disadvantages of Budgeting
(6 Hours)

Unit – 3

Yield Management:-Objectives of Yield Management – Benefits of Yield Management - Measurement of Yield – Potential High and Low demand tactics












      (6Hours)
Unit – 4

Yield Management Team (Room Division Manager, Reservation Manager, Sales Manager, General Manager) - Challenges in Yield Management – Yield Management Software












       (6 Hours)
Unit – 5

Hotel Safety & Data Security:-Safety & Security in hotels - Handling Threats (bomb, fire, emergency situation) - Accidents in hotels - Accident reports - Safety deposit boxes - Key control, purpose of cyber security and data privacy ,data protection do’s and don’ts. GDPR GENERAL DATA PROTECTION REGULATIONS. 

 (6 Hours)

Reference Books









Hotel Front Office Operations & Management – JataShanker R Tewari

Front Office Procedures – Michael L. Kasavana
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18607
	ACCOMMODATION OPERATIONS - V 
	2
	0
	0
	2
	2


Objectives: 

· Demonstrate step by step procedures involved in new property count down

· Discuss various services offered by facility managements. 

· Understand and analyze housekeeping standards together with interior designing, special decoration, refurbishing and redecoration.

· To understand and analyze various trends in Housekeeping. 

UNIT – 1

FACILITY PLANNING AND FACILITY MANGEMENT 

 Role of facility manger, factors considered in planning and designing of hospitality facilities, common services provided by facility management, components of facility management.

                                                                                                                                          (7hours)

UNIT – 2

INTERIOR DECORATION  

Elements Of Design; Principles Of Design; Colour And Its Role In Décor –Types Of Colour Schemes; Lighting And Lighting Fixtures; Floor Finishes; Wall Covering; Carpets; Furniture And Fittings                                                                                                                      (7hours)

SPECIAL DECORATION

Occasion For Special Decoration; Materials Used; Theme Decoration                          (4 hours)                                         

UNIT – 3

NEW PROPERTY COUNTDOWN

Starting up Housekeeping; Responsibility of Housekeeper                                              (4 hours)
UNIT – 4

REFURBISHING AND REDECORATION

Reasons to Renovate; Types of Renovation; Subsidiary Process in Renovation, snag list

                                                                                                                                            (4hours)
UNIT – 5

CHANGING TRENDS IN HOUSEKEEPING

Eco-friendly Amenities, Products & Process; Training and Motivation                           (4 hours)
Reference Books
Hotel Management and Operations – OXFORD - SmriteeRaghubalan, HOTEL HOUSE KEEPING - Malini Singh,  THE PROFESSIONAL HOUSEKEEPER – WILEY
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18608
	FOOD PRODUCTION AND PATISSERIE – V (LAB)
	0
	0
	8
	8
	4


CHINESE
MENU 01 

· Prawn Ball Soup 

· Fried Wantons 

· Sweet & Sour Pork 

· Hakka Noddles 

(5 Hours)

MENU 02 

· Hot & Sour soup 

· Beans Sichwan 

· Stir Fried Chicken & Peppers 

· Chinese Fried Rice

(5 Hours) 

MENU 03 

· Sweet Corn Soup 

· Shao Mai 

· Tung-Po Mutton 

· Yangchow Fried Rice 

(5 Hours)

MENU 04 

· Wanton Soup 

· Spring Rolls 

· Stir Fried Beef & Celery 

· Chow Mein 

(5 Hours)

MENU 05

· Prawns in Garlic Sauce 

· Fish Szechwan 

· Hot & Sour Cabbage 

· Steamed Noddles 


(5 Hours)

ITALY 

MENU 06

· Minestrone 

· Ravioli Arabeata 

· Fettocine Carbonara 

· Pollo Alla Cacciatore 

· Medanzane Parmigiane 

      (5 Hours)


ARABIC – I

MENU 07

· Hummus

· Fattush

· Falafel

· Kushari with dakoos

· Dejaj Meshwi

· Um ali

ARABIC – II

MENU 08

· Mutabal

· Arabic salad

· Machboos  Dejaj

· Bamia Bil Laham

· Muhalabia

(10 Hours)

MEXICAN – I

MENU 09

· Chicken Enchilada

· Vegetable Quesadillas

· Chicken chimichangas

· Potato Nachos

MEXICAN – II

MENU 10

· Lamb Burritos

· Beef Tacos

· Chicken Fajitas

· Chicken Empamadas

(10 Hours)

KOREAN

MENU 11

· Spinach Pan cakes

· Kimchi Salad

· Chicken & Rice Poridge

· Bibimbab 

(5 Hours)

THAI

MENU 12

· Chicken Satay With Peanut Sauce

· Tom Yum Soup

· Chicken Massaman curry with steamed rice

· Mussaman vegetable curry

(5 Hours)

MEXICAN

MENU 13

Demonstration of 

· Guacamola

· Tortilla

· Salsa

LEBANAN

MENU 14

Demonstration of 

· Baba Ghanoush

· Hummus

· Tebbouleh

SPAIN 

MENU 15

Demonstration & Preparation of 

· Gazpacho 

· Paella 

GERMANY 

MENU 16

Demonstration & Preparation of 

· Sauerbaaten 

· German Potato Salad 


GREECE 

MENU 17

· Moussaka A La Greque 

· Tzaziki 


DEMONSTRATION OF 

· Charcuterie Galantines 

· Pate 

· Terrines 

· Mousselines 

· New Plating Techniques

(18 Hours) 


REFERENCE BOOK

· Theory of Cookery, the Art of Culinary Preparations

· Food Production Operations by Parvinder S. Bali

· Professional Cookery by wayne gisslen

BAKERY PRACTICAL

Menu - 1

· Grissini 

· Tiramisu

(4 Hours)

Menu - 2

· Bread Sticks 

· Apple Strudel 


(4 Hours)

Menu – 3

· Crossiants 

· Black Forest Cake 

  (4 Hours)


Menu - 4

· Pizza base 

· Honey Praline Parfait 


(4 Hours)

Menu - 5

· Danish Pastry 

· Cold Cheese Cake

(4 Hours) 


Menu - 6

· Soup Rolls 

· Chocolate Truffle cake 


(4 Hours)

Menu - 7

· Ginger Bread

· Blancmange 

(3 Hours)


Menu - 8

· Cinnamon & Raisin Rolls 

· Souffle Chaud Vanille 


(2 Hours)

Menu - 9

· Fruit Bread

· Plum Pudding 

(3 Hours)


Menu - 10

Demonstration of  

Meringues 

Icings & Topings

(4 Hours)


Menu - 11

Demonstration of Wedding Cake -  Ornamental cakes 

(6 Hours)


Books recommended:-

K.Arora& K.N.Gupta – Theory of cookery

Philip Thangam – Modern cookery for teaching & The Trade (Orient Longmans ltd)

Gisslen wayne – professional cookery (john wiley and sons)

Montage – Larousse gasrtronomique (Himalaya publishing group) 

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18609
	FOOD AND BEVERAGE SERVICE– V (LAB)
	0
	0
	4
	4
	2


Unit - 1

TASK 

Developing organization structure of various F&B outlets - Making Duty roasters

                                                                                                                                      (12 Hours)

Unit - 2

TASK 

Planning & organizing Formal & Informal banquets - Planning & organizing outdoor caterings











              (12 Hours)

Unit - 3

TASK 

Planning & organizing various types of Buffet

 










  (12 Hours)

Unit - 4

TASK 

Setting the Bar 

Unit - 5                                                                                                                          (12 Hours)

TASK  

Organizing Misc-en-place for Gueridon service - Preparing dishes in Gueridon – Crepe Suzette, Banana Au Rum, Peach   Flambé, Rum Omelette, Steak Diane, Pepper Steak     

(12 Hours)  

REFERENCE BOOKS

· Profitable  food and beverage  management by Richard Kotas

· Advanced food service by John fuller

· Food and Beverage Manager by Paul Cullen

· Food and beverage Cost control by David Hayes

· Catering Menu Management by Nancy Loman

· Menu Planning by Jaksa kiwela
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18610
	FRONT OFFICE OPERATIONS - V (LAB)
	0
	0
	2
	2
	1


Unit 1

Situation Handlings:- Handling dissatisfied guest - Wrong Postings reflected in final bill - Room change complaint - Noise complaint 






(6 hours)

Unit 2 

Situation Handlings:-Drunken guest - AC not working in room - Dirty water in guest room - Hair found in guest food - Delayed food order 





(6 hours)
Unit 3

Situation Handlings:- Guest compliant handling -  Guest slipped in the floor - Airport pick up miss – Missed wake-up call











(6 hours)
Unit 4

Hands on practice of computer applications related to Front Office:-Check in - Room move - Creating sharer - Showing check out - Doing group check out 

(6 hours)
Unit 5 

Hands on practice of computer applications related to Front Office:-Routing a bill - Creating PM accounts - Cancelling a check in.







(6 hours)
Reference Books









Hotel Front Office Operations & Management – JataShanker R Tewari

Front Office Procedures – Michael L. Kasavana

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18611
	ACCOMMODATION OPERATIONS – V (LAB)
	0
	0
	2
	2
	1


UNIT – 1

DESINGING OF GUEST ROOM

To the scale; Specification of Colours, Furniture, Fixture, Fitting, Soft Furnishing and Accessories Etc Used
(4 hours)

UNIT – 2


INSPECTION CHECKLIST 

(8 hours)

UNIT – 3

SPECIAL DECORATION (THEME RELATED TO HOSPITALITY INDUSTRY)

Indenting; Costing; Planning With Time Split; Executing
 (8 hours)

UNIT – 4

DEVISING/ DESIGNING TRAINING MODULE

Refresher Training (2 Days); Induction Training (2 Days); Remedial Training (2 Days) 

 (6 hours)

UNIT – 5

Time and motion study

Steps of bed making, Steps in servicing a guest room etc


(4hours)

Reference Books

Hotel Management and Operations – OXFORD - SmriteeRaghubalan, HOTEL HOUSE KEEPING - Malini Singh, THE PROFESSIONAL HOUSEKEEPER – WILEY
	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18612
	DATA BASE MANAGEMENT SYSTEMS LAB
	0
	0
	3
	3
	1


Unit - 1

MS Access Introduction 

How a Database Works:

Storing the Data in Tables - Records, and Fields- Relational Database- Getting Information from Forms, Queries, and Reports- The Data Types and description
(7 Hours)
Unit - 2

Establishing Field Properties for Easier Data Entry: 

Allow Zero Length- Caption Decimal Places- Default Value - Fields Size - Format - Indexed - Input Mask - New Values – Required- Validation Rule- Validation Text- Primary Key
(7 Hours)
Unit – 3

MS Access

Creating a Database- How to Database Works- Designing your Database- Two Ways to Create a Database
(7 Hours)
Unit - 4

 Creating and refining database tables- Building your Database Tables- Opening a Database Table- Ways of viewing Tables- Designing and refining a database table- Creating a Field, Moving and Copying Fields, Forging the relationships between tables- changing a Table’s Appearance- Entering data in a table- Forms for entering and viewing data
(12 Hours)
Unit – 5

MS Access

Sorting, filtering and querying a database- Finding data in database table- Filtering to find data- Sorting or Arranging, records in a database table- Constructing a select Query- The Different kinds of Queries
(12 Hours)

Reference Books:  Management Information Systems, Effy Oz.

The Complete Reference 2000.

	Subject Code
	Subject Title
	L
	T
	P
	LTP
	Credit

	DHM18613
	RESEARCH PROJECT
	0
	0
	2
	2
	2


Once you have finalised the first draft or synopsis in consultation with your supervisor during SEM-V, plan to writing the final research paper during SEM-VI. Keep in mind the following:

1. Statement of purpose: tell the reader what you’re going to say. 

2. Main body of the paper: say it 

3. Summary and conclusion: tell the reader what you’ve said. 

4. Stick to the point, avoid digression. State each major idea quickly and then develop it through examples and explanations. 

5. Include concrete examples, illustrations, and factual details to back up your generalizations.

 6. Criticize, evaluate, illustrate, attack, or defend where appropriate to your topic. Show you’ve been thinking. 

7. As you write, indicate your information source (by # of card or author’s name) in the margin beside ideas. You can return later to complete the documenting of your references. 

8. Unless your professor has specified otherwise, be sure to introduce quotations and show how they fit in with your position. Don’t use them as filler. 

9. Read it out loud to check for flow and awkward language. Read for clarity and logical progression and smooth transitions. 

10. Find alternate words for ones you are using too often (check a Thesaurus). 

11. Check for mechanical errors such as misspelled words, inaccurate punctuation, incorrect grammar, etc. 12. Watch carefully to prevent plagiarism. Be absolutely certain that your documentation gives full credit for all materials used not only in quotations but in paraphrased form. 

13. Revise and polish your tentative draft for final project 

14. Type the final version of your report. Double space and allow for proper margins. 

15. Follow the exact format prescribed by your instructor for the title page, bibliography and documentation. This may vary from topic to topic, so be sure to check if you’re in doubt. 

16. Double check your documentation against your alphabetized bibliography. Make certain that all of your documentation is accurately tied to the references listed in your bibliography. 

17. After typing, be sure to proofread for typos and other errors. 

18. Hand your paper in!!

 Remember all research is expected to show originality as it provides significant contribution to enhancing knowledge. Do give reference of ideas, quotes etc. in your paper from wherever it has been borrowed. The research paper must be accompanied by a certificate to the affect that it is an original piece of work. If at any stage it is found that the research paper has been copied, in part or full, it is likely to be cancelled and the student failed in the subject.

1

