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SYLLABUS furcamn
BBA First Year /&t v, TaH o

Group/ 33 |
Paper fest v I PRINCIPLES OF MANAGEMENT wdieraiiy Fo=aia

UNIT =1 Definition and Meaning of Management, Funections and Responsibilities of
Management, principles of Management. School & Thoughts of Management. _
Waue @ e vd anf, usemea aideE ud o, udue @ e, udes o

areamr vd o

UNIT - 1 Planning: Process, types and Significance, Planning vs Forecasting,
Objective, strategies and Policies, MBO. Decision making: Process & Significance.
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UNIT-I11  Organizing : Nature and Purpose of organizing. Importance and process
of Organising. Departmentation. Organisational structures: types and relevance. Line
and Staff relationship.
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UNIT-1V  Direction : Principles & Techniques, Motivation : Types & Significance,
Maslow's Need Hierchy, Theory X & Y of Motivation. Leadership: Styles and
Importance,
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UNIT-V  Controlling : The system and Pracess of controlling, Contro! techniques.
Co-ordination: Meaning, Principles and importance. External and Internal Co-
ordination.
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SUGGESTED READINGS/HZ3 er:

. Koontz D and Welhrich : Management, International Student Edition, "i‘okyo 1980.

» R.D. Agrawal; Organisation & Management MC Graw Hill, New Delhi 1982,

. Newman and Warran: The Process of'Management: Caoncepts, Behaviour and
Practices, PHI, :

* S. M. Shukla: Principles of Management, Sahitya Bhawan, Agra Up)




Group/a#g I
PaperMeews I COMMUNICATION SKILLS/Zwer sterer

UNIT-1 Definition And Process Of Communication. Essentials Of Effective
Communication. Barriers to Communication. Role Of Communication In
Organizational Effectiveness

wnrEgyl JAvem F Ao B e
UNIT- [I Public Speech — Com Position, Principles, Speech Delivering Skills.

Group Discussion Do’s and Don’ts of GD’s Communication in Committees, Seminars
And Coaference
aﬁaﬁmmw:mﬁ?@auﬁmwﬁ@mwuﬁaﬁ:maﬁ,maaﬁ:
UNIT-III Non Verbal Communication: Meaning, types and Importance. Listening:
Difference between Listening and Hearing.

Frenfeazs Huwor: 5 UBR U HEca,goen: gaal O Feet a etenr # siawy
UNIT-1V ~ Draftitg of Notices, Agendas, Minutes, Job Application Letters
Preparation of Curricular Vitae

A BT SMereel, SR, SrRfad i, smes o od R

UNIT-V Business  Correspondence  Essentials Of Effective  Business
Correspondence. Structure of Business Letter Types of Business Letter — Enquiry
Reply Orders Complaints Circular Letter

ARG AR, THEGYE @aenilis TR @ @, A W @ deE,
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SUGGESTED READINGS/JZ afer:

* Rao N.and Das R. P., Communication Skills, Himalaya Publishing House, Mumbai

* Mehta D. & Mehta N. K. , A Handbook of Communication Skills Practices, Radha
Pub., MNew Delhi

*  Sinha K.K., Business Communication, Galgotia Publishing House, New Delhi

® Tl':{ur hy A. & Peck Charles E. , Effective Eusiness Communicatlon, Tata McGraw Hill,
New Delhi




Groupsrieg 11
Paper/wequa I MICRO ECONOMICS/gs# srfem

UNIT-I Introduction to economics. Delinitions of economics, Nature and Seope of
Economics, Significance and Evolution of Micro Economics. Functions of Managerial
Economist.
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UNIT-II  Concept and Law of Demand, Law of Supply, Concept of Market
Equilibrium, Elasticity of Demand. Demand Determinants.
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UNIT-III  Utility Analysis, Marginagp Concept of Utility, Indifference curve
Analysis: Assumptions, Properties of Indifference curve, Theory of Consumer Surplus.

suzﬁﬁmﬁaﬁw,wﬁaiamzﬁﬁmaﬁaamm,mmﬁmﬁw, HARIATO,
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UNIT-1V  Elements of Cost. Factors of Production: Theory of Rent, Theory of
Interest, Thearies of Profit.
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UNIT -~V  National Income: Estimates and Analysis (GNP,NNP,GDP,HDI),
Methods of Measurement of National Income. Types of Market Structure, Perfect vs '
Imperfect Market. Trade Cycles.
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SUGGESTED READINGS/ITsf e

. Sinha V, C., Principles of Economics, Sahitya Bhawan Publication, Agra

L] Adhikary, M., Business Economics, Excel Books, New Delhi,

v Chopra, O P, Managerial Economics, New Delhi, TMH, [985. 30

. Koutsoyiannis, A., Modern Micre Economics, Mac Millian, New Yark
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Group/egg 11
Paper/deerasr IV BUSINESS STATISTICS / suramias wifeady

UNIT -1 Meaning and Definition of statistics, Statistical Investigations, Laws of
Statistics, Scope of statistics, Limitations of Statistics.

wilkadr 71 3 v qftsm, BIETHIT IrTHUT, WRTH & FrgA, wifkadr & o,
wirgaehr Hr Hae

UNIT- II  Collection of Data, Presentation of Data, Frequency distribution, Primary
and Secondary data.

AT BT HAGOL, FHH F TEAPT, aTRARAT Revr, Wi ve S g
UNIT -IIT Measures of Central Tendencies: Mean, Median, Mode, Geometric mean,
Harmonic Mean.

HAT HGRT F A= A FRT HR 5o, TONAT AL, FIeHF AT

UNIT - IV  Measure of Variation: Standard Deviation, Mean Deviation and
Skewness,

UNIT-V  Correlation analysis Karl Pearson’s co-efficient of
correlation,[Spearman's rank correlation. Index numbers.

mﬁw.mmwmw,mnmmmmw

SUGGESTED READINGS/ H&3] 3T

. D.N. Elhance: Fundamenial of Statistics, Kitab Mahal, Allahabad '
L] Gupte, 5.P.: Business Statistics, Sultan Chand and Sons, New Delhi. ')1



Group /&ag 111
Paper/9esial V. FINANCIAL ACCOUNTING/frefrr ey

UNIT-1 Accounting and its place in business and relationship with other financial
areas, Double entry system, Book Keeping- Meaning, Advantages, Concepts and
Conventions.

Wﬁmﬁa{ﬁmuﬁmaﬁ#mmﬂ@rmﬁmmm
UNIT- 11 Type of books of accounts and their Preparation. Journal, Ledger, Trial

balance, Depreciation.

o T & wE v Sy delt wrar a JeIT, T

UNIT-IIl  Preparation of Final Account: Trading Account, Profit & Loss Account,
Balance Sheet,

A @t & fFsfon sauR @, o @i wran, e

UNIT-1V Bank Reconciliation Statement, Royaity Accounts, Accounting record in
the book of lease & landlord ( when royalty is less than & more than minimum rent |3

&% A BT HABR e T Ugl okl U9 9IRS B gt F ufafdar
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UNIT-V Hire Purchase Accounts: Accounting record in the book of purchasee and
vendor.\

Bty i o R v S Y et 3 s

SUGGESTED READINGS/agsf e 2
. Grewal, T.S. , Double Entry Book Keeping Accountancy Principles, Suitanchand & Sons,
New Delhi

Gupta, R L. Advanced Accounting, Sultanchand & Sons, New Delhij
Anthony R N and Reece, J S, Accounting Principles, 6" ed., Homewood, 1llineis, Richard D

Irwin, .
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Group/Heg III
Paper/aeeras VI BUSINESS MATHEMATICS femaafas ot

UNIT- 1 Introduction to Sets. Forms and Types of set. Venn Diagram, Basic Operations
on Set. Union and Intersection of Set. Demorgan’s Law for two sets,
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UNIT- I Linear Equations in Two variable. Solution of Linear Equation. Linear
Equalities. Solution Set for equalities. Graphical Solution. Quadratic Equations, Root
and Coefficient of Quadratic Equations. Relation between Root and Coefficient,
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UNIT-III  Determinants And Matrices, Matrix- Definition. Types. Basic Operation

on Martices. Transpose of Matrix. Determinants. Minors and Co factor . Adjoint and
Inverse of Martix.
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anﬁmmﬁmw'm,mud@mwaﬂagm
UNIT IV Limits, Continuity And Logarithm, Differentia] Calculus: Differentiations

of Algebraic. Exponential and Logarithmic Function (Introductory ), Logavithm-Use of
logarithmic formulae.

UNIT- Vv Calculus Integral Calculus: Standard formulas on Algebraic. Exponential
and Logarithmic integral. Definite and indefinite integral (Introductory ). Maxima and
minima Functions.
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SUGGESTED READINGS/eaf e

. V. Sundaresan and §.B. Jeysoelan: An Introduction o Business Mathematics, . Chand & Co.
Pvl. Ltd, New Delhi.

. M. Raghavanchari: Muthematics for Management - An Introduction. Tata McGraw Hill
Publishing company Lid, New Delti;.

° 5.M. Shukla, Business Mathematics, Sahitya Bhawan, Apra A f,lmq}
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