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HOUSE KEEPING -1

CODE : HM- 101 L TP
2 3

RATIONALE

‘This course will acquaint the students for planning, implementation and system of
housekeeping department, the correct method of cleaning equipment and material and
enabling them to take up supervisory level assignment in house keeping operations &
management.

COURSE OUTCOME

After completing this course, the student will be able tound,qf%tari"d-‘the Importance of

- House Keeping and his role in Housekeeping Department. Pe Housekeeping duties as
per the standard of the Organization. .

Ve

CONTENT§

e%ﬁ

1. INTRODUCTION AND SCOPE

10
1.1 Brief History of lodgmgflndust
1.2 Role of house keeping
1.3 Hotel Divisions and D
1.4 Housekeeping and the
1.5 Hierarchy
1.6 Basic Termi
2. 10
3 10
3.1 Vacuum Cleanin g
32 Daily and weekly cleaning
33 Polishing Different equipment and Procedure
PREPARING GUESTROOMS 10

4.1 Preparing to Clean

4.2 Cleaning Guest Rooms

4.3 Inspection

44  Deep Cleaning

4.5  Turn down and special Request
4.6 Toilet cleaning and Procedure



2

5. BEDS LINEN AND UNIFORM & ISSUES

5.1 Beds — types of beds, Maintenance
5.2 Linen — types, size, linen core
53 Uniform — Identifying Uniform needs and selection

6. TRANSFERING GUESTS

6.1 Procedure
6.2 Co-ordination with Front office

7. DEALING WITH LOST AND FOUND PROERTY
7 Procedure for Lost and Found

7.2 Thefts — Bomb, Fire etc.
7.3 Employee theft.

PRACTICALS.

1. CLEANNING
a. Glass b. Floors c. Public areas d. Walls§
surfaces. i

- ---- 9 hrs.

2. POLISHING i
a. Metals b. Silver c. Brass d. Copper e. Rax
3. IDENTIFICATION OF EQUI ---- 6 hrs.
4. CHAMBER MAIDS CART ---- 6 hrs.
5. ---- 3 hrs.
6. ---- 3hrs.
1. ---- 6 hrs.
8. ---- 3 hrs.
9. ---- 3 hrs.
10. ---- 6 hrs.
11. ---- 6hrs.
12, ---- 6 hrs.
13. € ---- 6 hrs.
14. ---- 6 hrs.
15. ---- 6 hrs.
REFERENCES
L. Hotel, Hostel & pital House Keeping By Joan C Branson &
Margaret Lennox
2. Housekeeping Management By M O A Casado
3. Professional Management of Housekeeping Operation By Robert J Martin
4 Training Manual (Housekeeping) By Sudhir Andrew

* %k k ok ok
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FRONT OFFICE OPERATION -1

CODE:HM- 102 L TP
. 3

RATIONALE
This course will provide the students with an understanding of the role of front office
and reception in a Hotel. They will understand customer care policies, communication with
other department and role front office plays in selling the hotel and all its facilities.

COURSE OUTCOME

After completing this course, the student will be able to
1. Understand the Hotel Front office operation
2. Perform Front office related operation as per the required

CONTENTS 4|

1. INTRODUCTION 6
1.1 Introduction to Lodging Industz%k
1.2 Types of Hotels
1.3 Classification
14
2. CONCEPT OF FRONT OFFI 10
2.1
22
23 4 '
24 394 & Respon iliti
25 en@ﬁl:K wl ﬁkg%_

2.10
2.11  Guest Index

3. TELEPHONE HANDLING 10

3.1 Importance

3.2 Type Of Calls

3.3 Telephone Manners Do’s & Don’t

34 Phonetic Alphabets

3.5 Telephonic Message Distribution

3.6 Effective Telephone Usages And Etiquettes
3.7 Phonetics and Pronunciation



4,

3,

6.

RESERVATIONS

4.1

Reservations & Reservation & Sales

42 Tentative Reservation Forms
4.3 Cut-Off Date
4.4 Room Rates
4.5 Confirmed Reservations
4.6 Mode of Payment and Billing
4.7  Arrival & Departure Time
4.8 Number of Rooms
4.9 Updating Availability Status
4.10  Intimation to All Dept.
4.11  Types of Reservations
4,12  Reservation Enquiry
4.13  Reservation Availability
4.14  Reservation Record
4.15  Reservation Confirmation
4.16  Reservation Maintenance
4.17  Reservation Reports
4.18 Reservation Considerations !
4.19  VIP Intimation * Special Reque F@g
420  Tariff Plan
REGISTRATION
5.1  Registration Activity |
5.2 Method of Registration
53 Guest Registration card
54 Pie Regw%mtlon Actmty
5.5 Room &s% (,g A
5.6  Issuing Ro
5.7 P Registration Activi

How toéE B 1]3:1 Posu‘.we ﬁ&;tude‘?
lefegfﬁt Met
afced Attitu

, dy Language

Eye coniact

Gestures

Attitude — Body convey

Tone

Mood (face)

Smile

Body Signals

What is in a loop

The Key To Everyday Body Language
Taking With Your Hands

Likes And Dislikes

What Arms And Hand Tell You
What Is Holing Us Back

15

10
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10.
11.
12
13.
14.
13

MOTIVATION
7.1 Self Esteem
7.2 Steps To Building A Positive Personality
7.3 Subconscious Mind And Habits

GOAL SETTING

8.1 Values and Vision

GLOSSARY
PRACTICAL .

Types of Room ---- 9 Hrs.
Key Terms & 8 ---- 6 Hrs.
Phonetic Alphabetic Reservation Course ﬁ W ---- 6 Hrs,
Country/Capital/Currency And Language ) WY ‘ “é -- 6 Hrs.
Uniform Service . «Ei - 6 Hrs.
Message Slips g%& |
Reservation Form / Procedure ---=9 Hrs.
Walk In / Check In Check Out Procedure ) ---- 6 Hrs.
Registration ---- 6 Hrs.

Showing Guest Their Room. ---- 3 Hrs.

Using Telephone 4 ---- 6 Hrs.

Handling Messages p ---- 6 Hrs.

Guest History Card ---- 6 Hrs.

---- Sudhir Andrew
---- Baker,Bradely & Huyton
---- Peter Abboff & Sue Lenry
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FOOD PRODUCTION -1

CODE:HM- 103 L T P
2 3

RATIONALE

This course will acquaint the students to prepare varieties of food stuff which are
commonly found within the hotel industry to acceptable standards.

COURSE OUTCOME

After completing this course, the student will be able to

* Understand the Basic of Cooking and Baking.
* Prepare Indian and Continental Dishes independently as p

CONTENTS %
1. HISTORY & AIM OF COOKING i
1.1 Attitude and behaviour in the K.ltchen
1.2 Origin of cuisine and concept of’ Cookmg
13 History and Evolutlon I

1.4
1.5
2. 2
3. 4
38  Baking /'
39  Grilling
3.10  Broiling
3.11 Braising
3.12  Deep Frying
4. INTRODUCTION TO VESSEL 4

4.1 Different types of vessels used in Commercial Kitchen
42 Safety procedures ind handling equipments



5. PLAN OF WORK, INDENTING, MENU PLANNING 4

5.1 Importance of Plan of work

52 Indenting

53 Points to be taken care while planning a Menu

5.4 General layout of Kitchen in various organisations

6. CLASSIFICATION OF RAW MATERIALS 4
6.1 Introduction Processing and use of above raw materials
6.1.1 Spices

6.1.2 Vegetables

6.1.3 Cereals & Pulses

6.1.4 Milk and Dairy Products
6.1.5 Milk

6.1.6 Cheese

6.1.7 Butter

7. KITCHEN TERMINOLOGY
7.1 Culinary terms

7.1.1 Vegetarian / Fruit

7.1.2 Non Veg

T French Terms (Basic) ,é%g
3

8. FATS & OIL

8.1

8.2 Type &l
8.3 in
8.4 Us

85 St

8.6 .

9. V 4 4
. Jeﬁrﬁ%’ion
9.2
93
94
9.5
9581
9.5.2 Precautions
10. SAUCES AND DERIVATIVES 4
10.1  Six Mother Sauces
10.2  Procedure of preparation and storage
10.3  Derivatives of basic sauces
10.4  Procedure of preparation
11. SOUPS & CLASSIFICATION 4

1.1 Aim
11.2  Preparation (Basic recipie )



12.

13.

14.

15.

16.

© NS L W

11.3  Classification with example
11.4  Garnishes and accompainents

EGG COOKERY

12.1  Types of egg

12.2  Various Egg Preparations

12.3  Quality of Eggs

12.4  Structure of egg

12.5  Methods of cooking eggs and vegetables

INTRODUCTION TO- MEAT, FISH, POULTRY

13.1  Purchasing
13.2  Cuts
13.3  Uses of different cuts

CARE OF KITCHEN EQUIPMENT

14.1 Handling
142 Using
14.3  Storing
144 Cleaning

INTRODUCTION TO BAKE

15.1
15.2
153
154
155

Familiarization to-Various Spices
Pealing & Cutting of Vegetables and basic cuts
Cuts of meat, chicken and fish

Use of food cooking methods

Different types of stocks, soups, sauces & gravies
Indent and plan of work

Egg cookery

Bakery Products

8.1 Dough and methods of making dough

8.2 Preparation of different types of dough
8.3 Bread and types of bread

8.4  Pastry and types of pastries

8.5 Short crust pastry




8.6 Puff, flaky and choux

8.7 Fatless and egg less sponge

8.8 Cakes — fruit cake, plum cake, pineapple upside down,
Genoese, sponge cake, fatless sponge cake and egg less
sponge cake, chocolate walnut brownie, Swiss roll, orange
brownie, coconut brownie, nan khatai, khasta biscuit

8.9  Icing —royal icing, marzipan

8.10 Glazed Vegetables

8.11 Steamed Vegetables

9. SUGGESTED DISHES
9.1 Continental Menu

9.1.1 Glazed Vegetables
9.1.2 Mashed Vegetabls
9.1.3 Pommes Lyonnaisc
9.1.4 Steamed Vegetables
9.1.5 Blenching Vegetables
9.1.6 Baped Vegetables
9.1.7 French Fries
9.1.8 Cutlet of Vegetables
9.1.9 Cheese Balls
9.1.10 Sauces

&

1. Modern cookery Vol. I & 11 -- Thangam Phillip
2. Theory of cookery -- Krishna Arora (S Chand & Sons)
3. Professional Cheff -- Arvind Saraswat

% %k k %k Xk
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FOOD AND BEVERAGE SERVICE-I
CODE:HM- 104 L T P
2 - 3

RATIONALE
This course will acquaint the students with the importance of food and beverage
service, covering basic technical skills, technical knowledge and social skills, that the Food
and Beverage personal needs to achieve. This course will provide the student a proficient
standard to work within the profession.

COURSE OUTCOME

After completing this course, the student will be able to

® Understand and work in hotel and restaurant as per the r =uire‘czl‘ms’;fandard in Food &
Beverages Services Department.

CONTENTS

1 INTRODUCTION TOF & B SERVICES _
Y 4
1.1 Evaluation of hotel with brief history

1.2 Different type of Food and Bev E9&%(3 Outlets

3

2. ORGANIZATION CHART OF E & B, RE

TAURANT STAFF 4

2.1 Duties and responsibilities
22 Co-operation & co-ordination witk

3. TYPES OF EQUIP] 10
3.1 Ci ification nﬁ:isi'ze
3.2 Di nt crockery, glassware, hollowware.
33 » Restauran quipment & cleaning process
Service Qtr}ﬁ still room, plate room, linen room
4.
4
5. 10
5.1 Types of menu
52 French Classical menu
53 Garnishes
5.4 Accompaniments
6. TYPES OF MEAL & TIMING 6

6.1 Breakfast, Lunch, Dinner, Buffet, Hi-Tea Afternoon Tea, Supper, Brunch



11
7. TABLE LAYING

7.1 Height and size of chair and table
7.2 Laying of table cloth and its sizes
7.3 Setting of sideboard
7.4 Table reservation, Registration, Table placing, Allocation
7.5 Rules to be observed while waiting a table
7.6 Taking order — meal, beverage, Non-alcoholic beverages
1.7 Simple control and check system
1.1 KOT,BOT.

8.  TYPES OF SERVICES

8.1 Pre Plated Service, Room Service, Buffet Service, %ﬁn&%‘é& Service

9. MISE-EN-PLACE

9.1 Restaurant, coffee shop, banquet, buffetm.
9.2 Mise - en - Seeme

10. GLOSSARY

1. Identification of Outlet, Crockery, | - 16 Hrs.
2. Table Laying - 16 Hrs.
3. Napkin Folding - 16 Hrs.
4. Visa MIS-EN-PLACE of Restaurant - 16 Hrs.
5. Holding & Carrying i - 40 Hrs.
6. Receiving the G st e e the Menu,
Taking the C der . i - 8 Hrs.

7 Placmg thes N esenting the Bill - 8 Hrs.

1. F&BM N By Sudhir Andrews

2.  F &B Servi 4 By Dennis Lillicrap

3. The Bar & Beverage Book By Costas Katsigris & Thomas

4.  Food & Beverageigervice operation By Vijay Dhavan

* ok ok k%
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ENGLISH AND BUSINESS COMMUNICATION -I

CODE:HM/FD - 105 L TP
2 2

RATIONALE
This course will provide students some uniform essential skills such as general
management skills, communication skills, presentation skills, group discussion skills and
“interpersonal skills. This course will also make them confident and capable of using the
knowledge gained while at work.

COURSE OUTCOME
After completing this course, the student will be able to U derstand the importance of
English & Business Communication in Hotel Industries

CONTENTS
15
1.1, Tenses
1.2.  Subject, Predicate
1.3.  Active And Passive Voice
1.4, Homophones / Comma
1.5.  Comprehension
1.6.  Précis
Memos And Circulars
2 8
52‘!‘ri
3 BUSINESS COMMUNICATION 8
31. Memos And Circulars
3.1.2 Polite conversation and sentences
3.2, Letter Writing — Formal, Informal
4 APPROACH TO COMMUNICATION 10

4.1.  Direct Indirect

4.2.  Verbal Non Verbal
43. Clarity

44.  Techniques



4.5.
4.6.
4.7.
4.8.
4.9.

13

Sensitivity And Observation
Empathy / Courtesy
Pronunciation

Voice Accent

Telephonic etiquettes

5 LISTENING

31,
3.2,
5.3.
5.4.
3.3

6 PERSONAL GROOMING

6.1.
6.2
6.3.
6.4.
6.5.

1. Punctuation, common errors, co
2. Assignments — role play A
3.  Write internal memos / circulars
4. Format, letters
5. Techniques, clarity, se
6. G.D :
- 7. Mannerism &
English

Types Of Listening
How To Listen

Poor Listening Habits
Skill Building To Improve Listening Habits
Tips For Effective Listening

Posture

Etiquettes And Mannerism
Body Language

Gestures

Personal Hygiene

saue ) Hirs
---- 6 Hrs
wewe ) Hirs
---- 6 Hrs
---- 10 Hrs
--== 15 Hi1s
----15 Hrs

10
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ENVIRONMENTAL STUDIES

CODE : HM/FD - 106 L T P
2

RATIONALE
Environmental study is a subject as per directions of Supreme Court / Govt. of India.
Under Act. 51 A (g) of our constitution it is our fundamental duty to protect our
environment. A diploma holder must have knowledge of different types of pollution so that
he/she may help in balancing the eco system and controlling pollution by suitable pollution
control measures. He/She should also be aware of environmental laws related to the control
of pollution.

COURSE OUTCOME .
Students are expected to enhance knowledge, skills and attitude'to environment and
gaining effective learning for environmental concerns by field e

CONTENTS

1.  GENERAL:

1.1 Biotic and Abiotic environment.l;kéi
1.2 Adverse effects of Environmental Pollution
12 Control strategies

1.4 Various Acts and Regggﬁ.'
2.  WATER POLLUTION :

2.1
22

10

3 ) F
urces of air contaminants
dverse effects o'fi“ﬁﬁﬁman health
33 Air quality standards and their permissible limits
: : E%,gheck air pollution
3.5 Greenhouse effect
3.6 Global warming
3.7 Acid rain

3.8 Ozone depletion
4. SOLID WASTE MANAGEMENT 5
4.1 Introduction to solid waste
42 Collection,segrgation and disposal of solid waste of hotels
43 Recovery of resources
4.4 Sanitary land-filling
4.5 Vermi-composting

4.6 Hazardous waste management
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5.  LAND POLLUTION :
5.1 Soil conservation
52 Land erosion
33 Afforestation
6. ECOLOGY: 5
6.1 Basics of species
6.2 Biodiversity
6.3 Population dynamics
6.4 Energy flow
6.5 Ecosystems
7. SOCIAL ISSUES AND ENVIRONMENT : 5
7.1 Sustainable development and Life style
12 Urban problems related to energy .
7.3 Resettlement and rehabilitation of peﬁ;ﬁa
7.4 Environmental ethics |
7.5 Consumerism and waste produéts
%3?&
8. WATER HARVESTING: 10
8.1 Water harvesting tec
8.2 Septic Tank |
8.3 Collection and disposal
8.4 Bio-gas
9. 5
on-( ) (Reri% b ,)sources of energy
, ergy, Wll‘?&wﬁnergy, Bio-mass energy, Hydrogen energy
10. S
REFERE
1 Dr. ANN. Mathur, Dr. N.S. Rathore &
o Dr. V.K. Vijay
2. Patyavaran Adhyayan Dr. Ram Kumar Gujar Dr. B.C. Jat
3. Patyavaran Avabodh Dr. D.D. Ojha
4. Environmental chemistry and pollution control S.S. Dora
5. Ecology concepts and Manuel C. Muller application :
6.  Environmental protection Emil T. Chanlett
7. Environmental science Cumingham. Saigo
8. Solid waste management : C.I.. Mantell
9. Introduction to Environmental Gilbert M Masters Engineering &
Science Prentice Hall of India, 1995
10.  Concept of Ecology, 1991 Edward J Kormondy
11.  Ecology 1975 Odum
12.  Environmental Engineering Peavy, Rowe, Tehobaniglum

¥k k % ok



16

FOOD SCIENCES AND FOOD COMMODITIES

HM-107
L T P
. [

RATIONALE

This course is designed for providing students basic knowledge of Food Science
and commodities.

COURSE OUTCOME
After completing this course, the student will be able to understand the basics of
food Science and commodities.. §§§§ ,

CONTENTS
1. BASIC ASPECT:
1.1 Importance with relation to food handling,
1.2 Micro Organisms :
1.2.1  Classification.
1.3 Bacteria
1.3.1 Size
1.3.2  Shape

133  Reproductiond”
1.3.4 Beneficial and |
1.4 Yeasts
1.4.1 Size
1.4.2 Shape

2. 8
,lococciaiﬂmgﬁﬁ

3 5

Types'and factors affecting colloidal solutions
3.2 Emulsions

3.2.1 Types of emulsion
3.2.2 Theory of emulsion
3.23 Food emulsions

4. BROWNING 2

4.1 Types of Browning
42 Prevention of browning
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5. CEREALS: TYPES, STORAGE & USES OF

5.1 Wheat

5.2 Rice

53 Oats & rye

54 Barley

55 Maize

5.6 Arrowroot

5.7 Sago

58 Tapioca

59 Sorghum

5.10 Ready to eat cereals

5.11 Uncooked Breakfast cereal
6. PULSES

6.1 Types

6.2 Products & storage

6.3 Uses of pulses

7. VEGETABLE FRUITS & NUTS gﬁﬁﬁggﬁﬂ% 6'

7.1
12
7.3

8. HERBS, SPICES AND

8.1

Classification
Selection
storage & uses

Curdnic yoghurt

Khoa

Cheese

Manufacturing, classification and uses

12. MEAT & MEAT PRODUCTS

12.1

Sources, storage & uses

12.1.1 Beef & Veal

12.1.2 Lamb & Mutton
12.1.3  Pork & pork products




12.2  Sources, storage & uses
12.2.1. Fish & Shell fish
12.2.2  Poultry & Game

13. EGGS

13.1  Structure
13.2  Composition
13.3  Types, Storage and uses.

14. NON ALCOHOLIC BEVERAGES

14.1 Tea
142  Coffee

14.3  Cocoa (processing & uses)

14.2  Fruit beverages
14.2.1 Fruit juice
14.2.2 Fruit drink
14.2.3 Fruit squash
14.2.4 Fruit cordial
14.2.5 Fruit punches
14.2.6 Sherbets

1. Food Science & Nutrition
2.  Manay Shakuntala, Shadaksha
3.  Food Science

18

1 Food, facts & principles
Potter and Hotchkin



5 NUTRITION

19

HYGIENE AND NUTRITION
CODE:HM- 108 L T P
2

RATIONALE
This course is designed for providing students basic knowledge of Food Science Hygiene

- and nutrition.

COURSE OUTCOME
After completing this course, the student will be able to.
« Understand the basics of food Science, Hygiene and Nutrition Utilize scientific
principles in Food Preparation
CONTENTS Q
1 BASIC BACTERIOLOGY af%@ig;g%: 10
1.1 Factors effecting Microbiological Growth &
1.2 Economic Importance of microbes
1.3  Bacterial food poisoning
1.4  Food Preservation

2 FOOD ADULTERATION
2.1 Most harmful adulterants
2.2 other common adulterants
2.3 Test to detect adulterants
2.4 Food Standards V4

10

3 HYGIENE AND SANITATIO
3.1 Personal Hygiene T
3.2 Food Hygiene
3.3 Kitchen Hygien
3.4 Pest control”

20

isinfection g%%;

10

« 10
5.1 Basic Knowledge about nutrition

5.2 Planning Balanced diets

5.3 New concepts about Nutrition

REFERENCES BOOKS:

1. Handbook of Food & Nutrition M. Swaminathan Bappco publications,
Bangalore

2. Food Science, Nutrition & Health Fax & Cameron, Edward Arnold: A
member of holder headline group, London,
Sydney, Auckland.

3. Nutrition & Dietetics Joshi Tata Mcgraw hill, N.D.

¥ % %k % ¥
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HOTEL ENGG. AND MAINTENANCE

CODE:HM- 109 L T P
RATIONALE

This course is designed To understand the function of the Engineering department and its
integration in the overall operation and management of the hotel

.COURSE OUTCOME

After completing this course, the student will be able to understand the basics of hotel
Engineering and maintenance .He will be able to understand the function of the Engineering
department and its integration in the overall operation and management of the hotel

1. MAINTENANCE 5
Definition of maintenance
12 Scope of maintenance
1.3 Objectives of maintenange
Types of maintenance-pr
1.5 Role and importance of t
Organizational chart
1 Duties and responsibilitie
2. FUELS AND HEAT TRA 10
21 D j?%g_on of fudk
22 Types- soild, liquid"
2.3 Y i v
2.6
2.7 _.
2.8 ions of heat and temperature
2.9 Vethods of heat transfer
2.10 Principle and construction of bunsen and gas burner
2.11 Precaution to be taken while handling and using gaseous fuel
3. ELECTRICITY AND LIGHTING SYSTEMS 15
3.1 Fundamentals of electricity
32 Insulators
33 Conductors
34 Current and Potential difference
35 Resistance
3.6 Power and Energy -concepts, definitions, units and their relationships
3.7 AC and DC supply- basic concepts
3.8 Single phase and three phase and its importance on equipment specifications

3.9 Electric circuits- Open circuits and short circuits



3.10
3.11
312
313
3.14
315
3.16
3.17
3.18
3.19

3.20

3.21

WATER AND WASTE WATER SYSTE

S
53
5.4
3.5
5.6
20
5.8
5.9

21

Symbols of circuit elements
Series and parallel connections
Basic idea -Fuse, MCB, ELCB and isolator

Earthing

Reason for placing switches on live wire side

Electric wires and types of wiring

Calculation of electric energy consumption of equipment

Safety precaution to be observed while using electric appliances
Basic definitions- natural light, Artificial light

Types of lighting

3.19.1 indoor lighting

3.19.2 external lighting

Different lighting devices-(specifications)

3.20.1 Incandescent lamps

3.20.2 Fluorescent lamps

3.20.3 Other gas discharged lamps
3.20.4 CFL lamps

3.20.5 LED lamps

Illumination , and units of illumination?™"

Water distribution system in a ho
Cold and hot water syst ms in In% i
Hard and soft water !
Types of hardness

i
B
;si,‘i?‘

12

5.1.5 Bollin pomt

Defrostmg

Refrigerants — basic ideas and types

Unit of refrigeration

Working of refrigeration system- basic idea and its preventive maintenance
Conditions for comfort

Relative humidity

Air conditioning- meaning and unit

Types of AC systems

59.1 Central AC

59.2 Window AC

5.9.3 Split AC

Working of AC and its components, preventive maintenance
Ventilation: need and types

, Ion exchange process, zeolite



6.

kol

22

COMMUNICATION SYSTEMS AND TRANSPORTATION 5
6.1 Various audio-visual equipment used in hotel
6.2 Care and cleaning of overhead projector
6.3 Slide projector
6.4 LCD and power point presentation units
6.5 Maintenance of computers
6.6 Care and cleaning of PC, CPU, Modem, UPS, Printer, Laptops
6.7 Sensors
6.7.1 Various sensors used in different locations of a hotel
6.7.2 Type, uses and cost effectiveness
6.8 Maintenance and care of
6.8.1 EPBAX
6.8.2 Mobile
6.9 Vertical transportation

FIRE PREVENTION AND FIRE FIGHTING SYSTEM
(SAFETY IN HOTEL INDUSTRY) |

7.1
12
7.3
7.4
7.5
7.6
Tl

6.9.1 Elevators
6.9.2 Escalators W,

Classification of fire
Causes of fire

Methods and types of fi
Fire detector (Smoke a
Fire prevention
Fire notification
Automatic

!
stationary)

nghishing devices
i
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BASICS OF COMPUTER

CODE:HM/FD- 110 L T P
- B
Computers are now-a-days necessary in human routine life. At each and every stage, we
find its importance.
An attempt is made to generate different skills like report writing through M.S. word and
to generate worksheets, data manipulation, graphs, for decision support system through EXCEL,
to prepare presentation through Power Point and to gather information through Internet practice.

COURSE OUTCOME

After completing this course, the student will be able to.

«  Understand computer applications and its softw

«  Know operating system and its use.

«  Use operating system commands. -

e Identify the main Manu and other Man ‘option
point

+  Print report, letter.

«  Operate computer system.

+ Relate different data y

«  Select the software accordiigito use

«  Print the table/report/drawing

«  Transfer the document to other

+  Identify the menu/toolbar/dialog b

. f the co

ord. Excel, Power

%

1, ie computer System,parts,:Devices Input/Output and computer software

2 erating system, file identification, extension, directory.

3. oncepts, coﬁtrgl:--panel Demonstration and use file manager,
pboard, icons, dialog boxes

a. -

S5:

6.  Basic settings such as left & Right margin

7. TFootnotes, headers, justification, tabulation

8. Editing text using detailing character, word, line, search and
replace, dictionary

9.  Cut, paste, move, copy, sott, file read, file write

10. Mail merge, print, index, book mark, tables of content using paragraph

11. Introduction to worksheet, workbook, cell, row

12. Editing data, clean, insert, delete cell, row, column

13. Formula and function for data entry ‘

14.  Worksheet settings, width of column, , colour , heading, hide & display, align data, bold,
align data, bold, italics, orientation

15. Freeze rows, columns, spilt, sort, filter, sub total

16. Chart sheet, save, Colour types, legend

17. Multiple worksheets, Copy, move, linking data between worksheets
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18. Prepare a worksheet to print, page break

19. Print a worksheet, work book

20. Power point sample template selection

21. Power point sample presentation Demonstration

22. Power point slide layout selection Demonstration and Use
23. Prepare a slide, insert new slide

24.  Use of animation styles, sound effect for presentation

25. Internet awareness

26. Different types of internet browsers,Searching of Internet
27. Connecting different WWW sites

28.  Creating and sending emails

29. e-Payment method,Card and e- wallets

30. E-commerce sites and payment Catalogue
REFERENCES BOOKS:

1. MS Office Instant Reference

2. Windows Inside Peter Norton

3.  Teach Yourself WINDOWS Al Stevens



