
The field of management has undergone a sea change and has today assumed aform of a profession with a wer-deiined b;;; oi"tn"o*r"ag.. This knowredge iscontinuously evolvins and n.ew issues and finii,rgr'rrl'.onstantly emerging. Thisfietd is artracting many peopre *ri;;;", ,; ;;;;';; l'rlrn]r, rrarnins in this area.

Introduction:

Objective:

Total Hours : 40
Number of credits: 3
Lectures per week: 3 ofone hour each

Un it 14/eightage
Unit I 25o/o

Unit II
Unit lll
Unit IV
Total 100o/o

UNIT I: tntroduction to Management and planning

Th-is subject is designed to provide a basic understanding to the students withreference to workinq of business.organizations through the process or management.The first part of this course {offired in rhe f;;i ,;mester) wi, give a briefunderstanding of the nranaperiai functions oi'frrrri"g"iir.rrding d ecision-makingJand organizing The second 
"oarr 

(offered in th 
"'s".o 

nd'rJnr ester) wifl throw Iight onthe managerial funcions of siaffing, di.ecting ;;;;;;;ll;.g.

Management:
- Meaning and process of management.
Planning:
- Meaning; .planning process; planning premises; types of plans basedon bread th and use.

UNIT II: Forecasting, Decision making

(10 Hours)

(10 Hours)

a

Forecasting:
- Meaning; techniques of forecasting _ Historical analogy method,survey method, business barometers, time seriei- analysis,

regression analysis, significance and limitations of forecasting
Decision making:
- Meaning; decision makingprocess; techniques ofdecision making

Decision Tree, pERT and CpM.

SHRI GOVIND GURU UNIVERSITY
- SYLLABUS FOR F.Y. B.B.A
(IN EFFECT FROM IUNE 2017 TILLFURTi;R NOTIFICATION)

SEMESTER- I
CORE COURSE - 101 PRINCIPLES OF MANAGEMENT.I

25o/o

25o/o

25o/o



UNIT lll: Organizing _ part I
(10 Hours)

Introduction:
- Meaningoforganizing;principlesoforganizing.
Departmentation :- Meaning; bases of departmentation _ function wise, product
- 

wise, territory wise, process wise ,nd .rriornui rirlr".Delegation :
- Meaning; elements ofdelegation; principles of effective delegationCentralrzation and decentralization :- Meaning; factors affecting degiee of centralization and

d ecentra liza tion.

UNIT IV: Organizing - part 2: Types oforganizations (10 Hours)

Formal organizations:- Line; Functional; Line and .staff; Committee [only the meaning,advantages and timirarions 
"f 

,liil;f*;'i;il;j' ,"',
Informal organizations:
- Meaning; benefits; problems.

L' M. Prasad; Principles ofManagement; Surtan chand and Sons,6th edition.Karminder Ghuman and K. AswJthapa; Urnrg"rn"ni _ coicept,eractice and
Cases; Tata McGraw Hill; 1st edition (2010)

Text:
7.

Z.

L

Reference Book:
Gupta, Sharma and Bhalla; princi ples of Business Management; KalyaniPublications; 1st edition.

Topics for assignments:

L,

2.

3.

4.

5.

Levels ofmanagement and the combination ofskills required at each level.Management - an art, a science or a profession?
Methods of business forecasting _ opinion poll method, extrapolation methodinput-output analysis and econometric models.
Types of managerial decisions.
Span of management and factors affecting the same.

Suggested topics for seminars and presentations:
1. Inspiring business mentors.
2. Innovation and creativity in business.3. Current business environment.
4. Management by Objectives.



SHRI GOVIND GURU UNIVERSITY
SYLLABUS FOR F.Y. B.B.A(rN EFFECT FROM IUNE 2017 Tttt FURrHrn'ruorrelcATroNJ

SEMESTER - I
CORE COURSE - 102 FINANCIAI, ACCOUNTING

I*:lt Accounting as a discipline has evolved over rhe.changing requireme"nts oiir,"'inarrt.y. w,il"*;';;;.r;i::*;"rl:.:::,i"T:llX*also encompasses new rechniqys5 l"a 
""rv l*r.l,,irr."a by changes in theIegislations pertaining to the preparation and pubrication rt Financiar staternents.

Introduction:

Total Hours : 40
Number of credits: 3
Lectures per week: 3 ofone hour each

The present course incrudes introduction to the subject ot. Financiar Accounting, basicconcepts underrving the accounting p.u.ri..r rni i]i".t,"n,q r", with special referenceto sole-Proprietorsh io. rt arso touc-hLs ,pon ,r," ,r."i"ul 
"rp".t, or r..ounting relatedfi"i:l#.tlil;i:".,. rhe syilabus ;r;l liil,i"J."fiputerized accountins usins

Unit
Unit I
Unit II
Unit III
Unit IV
Total

Weighrage
25o/o

25o/o
25o/o

25o/o

7000/o

UNrr-I_(2solo) 
loHouRs

A) FUNDAMENTALS OFACCOUNTANCy: 
7% (5 Marksl

Meaning, scope and utiritv ofAccounts, Methods ofkeeping Books ofAccounts, Differencebetween Book Keeping and Accountancy, Users ofAccounts, I.'undamentar Accounting
Il:il,::rrrr* of Accounrs, Rures of Debit and Cr.;i; 

"" "

Iypes ot 'l ransactions, Types ofAssets and Liabilities

EXP_ENSES, RESERVES, PROVISIONS AND CONTINGENTLIABILITY: 
rru Lvrr r rrruErr I 70lo (5 Marks)

Meaning and difference tretween capitar and Revenue Incomes and Expenses, Identification ofCapital and Revenue Exnenses and Incomes, frl".ring of Deferred n"u"nr" 
"Aipunr",

Difference berween Reseryes r"a pr""iri""r, r.;r'i;;;;;:r;irg;nir_ir-iliri,r"'",,". "^,

B) ACCOUNTING CONCEPTS, CONVENTIONS & PR|NCIPLES: 11%o(TMarks)Accounting principles, policies, Concepts and Conu"ntionr. Generally AcceptedAccounting Principres, Identification orainu."nt a..ounang concept appried in varioustransactions, its accounting entries and its presentation in Annual Financial statement

Obiective:



uNrr _ rr _ (25%) 
10 HOURS

ACCOUNTING FOR NON TRADING CONCERNS i 25% (17 Marks)

Meaning of Non Trading Concern, Annual Financial Statements of Non Tradingconcerns (NTCI, How t'rtc iiffers r.on, r.rJi"g' concJrn, laentification of capitar andRevenue ltems for non trading organizations, Re."eipts rnd Rry..rt, Account, Income andExpenditure Account, Balance s[eet, concept 
"i'Jin*"", funds and ttreir accountingtreatment. (practical Examples of Clubs & Hosiitals.l

UNIT - III - (2solo) 
10 HOURS

FINAL ACCOUNTS OF SOLE PROPRIETARY CONCERN: ZSolo (18 Mart<s)Preparation ofFinal account ofsole Tradinj

uNrr _ rv _ (25%) 
10 HOURS

ACCOUNTING ENTRIES IN TALLY 7.2 USING VOUCHERS: 2Solo [18 Marks)Relevant vouchers in prin ted/physic3r jorl-to be provided to students as a documentaryevidence.and accounting entri;s-in. Tary 7.2 1...Jrrt. orry] to be passed and it wi, beevaluated on the basis of Day Book, r.lar srlance, p.orit una Loss Account and BalanceSheet. opening balances of certain Ledger Accounts'mry also be given in .rr"-oi'.or",inringfirm. (no theory and no transaction for; qr;;;ior'f-m?his untt;

NUMBER OF LECTURES pER DrvrstoN pER WEEK _ 3 (THREE)
(2 FOR THEORYAND 1 FOR TALLY PRACTICAiS' 

.
Each student should be given at least 10 hou rs of Tilly 7 .Z practical.

Reference Books:

1. Accounting for Managers - J. Made Gowda _ Himalaya publishing House2. lntroduction to Accountancy _ T. S. Grewal & S. C. Gupta _ S. Chand _ gth Edition3. Modern Accountancy - Hanif Mukerli _ TMH
4. Financial Accountins by Dr. Kaustubh Sontake - 1sr Edition _ HimalayaPublishing House

Topics for Assignments:
1. Accounting Standards in India - An Introduction2. AS - 2 (Valuation oftnventory) and AS _ 10 (Fixed Assetsl3. Accounting Cycle [practical Sums based on rlcording in fournal/ Subsidiary

Book to preparation of Trial Balance)

Topics for Seminars:
1. Relevance ofAuditing in Accountancy
2. Triple Accounting System
3. Contemporary Issues in Financial Accounting
4. New emerging Branches ofAccounts - (social Responsibility Accounting

Human Resource Accounting and Environmental Aaaorntingl
5. Introduction to Legislative Bodies Governing Financial Statement



SHRI GOVIND GURU UNIVERSITY
SYLLABUS FOR F.Y. B.B.A(IN EFFECT FROM JUNE 2077 TILLEUNTUAN NOTIFICATION)

SEMESTER - I
CORE COURSE - 103 FORMS OF BUSINESS ORGANIZATION

Introduction:
Business organizations which were initially small and Iocalized have assumed comolexand global dimensions. Businesses hr"" ;o";;' f;;;'iniiriaurt-o*ned to famiry-runand beyond. Hence it beco ms5 

,irn 
pg1,,ir" ,o f,ru"'.-ore Jnoerstanding of the comolex

il : i#ff ,'itXiJ:,":,T:*"Jfl il;; ;"; H ;!',',,i, r, ",. fi#il;' : ';:1ff :
Obiectives:
To provide basic understanding regarding the corporate lorm of organization _ itstormation, its manasement ,ni- iti .hi;i;ril;;,";ii..,r," ,rpr,.r,ions of such acorporate structure in the form ofbusiness ."r6irriirr..
Total Hours : 40
Number of credits: 3
Lectures per week: 3 of one hour each

Unit Wei hta e
25o/o

Unit II Z5o/o
Unit III
Unit IV
Total

UNIT I: Joint Stock Company
Meaning; definition under the Company,s. Act 1956; types; differenc" O"$:"X"J;],.Ltd. and pvt. Ltd. comnanies; formition pro."a,i,i- lpromotion, incorporation,subscription and commenc"ment;; de^taired study oI Memorandum of Association.Articles ofAssociation, prospectus and Statemeni ii tL'u-oi nrorp..trr.
UNIT II: Company Management (10 Hoursl
. Director :

- meaning; definition under.Company,s Act 1956; position; qualificationsand disqualifications of a di.ecto.; numblr of diiectors; ;"-;;;;, ;;j;;and liabilities of d irectors.
o Managing Director :- definition under Company,s Act 19S6; position; appointment anddisqualifications; remunerjtion to Maniling Ilirector.o Company Secretary:- definition under Company,s Act 1956; position, qualifications;appointment; powers and du[ies of a Comfany b".."triy.
UNIT III: Company Meetings, Resotutions and Minutes (10 Hours)

Company meetings - Meaning; types
o Shareholdersmeetings:

Unit I

25o/o

250/o

100o/o



- statutory meetins; 
19M .rid. .EcM; provrsions regarding quorum,agenda, time and ntace of. holding iflJ ,".ii"er, notice; purpose ofhotding these meetings; urrin"r, i.inr".,;;'r',';il::" meetings.Board Meetingsj

il?J'ftT;"::'i,:1ilf,r.].,,e' prace' notice' quorum' asenda; purpose or
Resolutions :

- meaning; types;
Minutes :

- meaning; signing

Text:

*,,!"ilrU,r, 
Business Organization and Management; S. Chand publication; 16th

Reference Book:
Fundamentals of Business Or&Sons ganisation & Management by y.K.Bhushan 

fsultan chand

Topics for assignments:

UNIT IV: Business Combinations
Business Combinations

Suggested topics for seminars and presentations:

,Y:::1"t, causes/reasons of com.binations; economies (benefitsJ anddrseconomies (evilsl of comhinatjons; types _ f,oriron tll,le.tical forward andbackward, tarerat conversent ana aiverg!ni,.i;;;i;;;'r";;, _ associations,federations, partial and r6tal consolidations,

Features ofa roint Stock Company.
Winding up of .Joint Stock Companies.
Class meeting of shareholders.
Debenture holders, meetings.
Creditors'meetings.
Fu nctions of Com ntodity Exchanges.
Services offered by Commodity Exchanges.

[10 Hours)

1.
2.
J.

4.

5.

6.

7.

7

2

3
4
5

Launching a new business enterprise.
Comparison of different forms oi busjness organizations.
Business combinations in practice.
Role of Public Sector Enterprises in India.
Regulation of Commodity Exchanges in In d ia.



SHRI GOVIND GURU UNIVERSITY
SYILABUS FOR F.Y, B,B.A

(rN EFFECT FRoM IUNE 2or7 TtLlpunrieR rrrorrFrcATroN)

coRE couRsE - ,rt-T[lt-l',f.* oF EcoNoMrcs (MrcRo)

Introduction:

Knowledge has manv branches and Economics is an Important and usefur branch of
X"lyJ;l5;li:#"Xfl" "r 

ei"*'i" i'';l;; ;;.;';:' iniriatins and accereraring

Obiective:

1. To expose students to basic micro economic conceDts.

1 I: ilt,l::"-""mic anatysis in the formutatio;;i;;;i;".. poricies.J. l o use economic reasoning to problems ofbusiness.

Total hours : 40
Number of credits: 3
Lectures per week: 3 of one hour each

Unit Weightage
Unit I

Unit Il 25o/o
Unit III 25o/o

Unit IV 2So/o

Total 100o/o

25o/o

UNIT 1 (10 lectures)

Introduction (10):
1. Definitions of Economics: Scarcity and Growth definitions2' Introduction to Micro Economici: Definition, s.op", i.po.trnce and Limitations ofMicro Economics
3. Important concepts Economic goods and Free Goods, price and value, want andDemand, Production possibility aurv e
4. Economic Systems planned Economy, Free Market Economy and Mixed Economy

UNIT 2 (10 lecrures)
Theory of Demand :

5. Meaning ofDemand and Determinants ofDemand _ Dentand Function6. Law of ?:frl4, Expansion and Contraction of O"-rnJ, in.."ase and Decrease inDemand, Usefulness of Law of Demand, Exceptions to the Law of Demand7 tl:ilitl-Analy^sis: Concepr of U.tility,. Law of Diminishing Marginal Utiliry, Derivation
or uemand Lurye on the basis of the Utility analysis, Consumer,s Surplus



UNIT 3 (10 lectures)

Theory ofSupply
8. Meaning of suppry, Determinants of Suppry, Expansion and contraction of
^ luppty, Increase and Decrease in Supply 

"

9. Demand and Supply as determinants oi price
10. Meaning of Market, Types of Mrrt"t rna tir.i. important features: perfect

Competition, Monopoly, Monopolistic c"rnp"tiiii"'""i oligopoly

UNIT 4 (10 lectures)

Theory of Distribution :

11. Marginal productivityTheoryofDistribution
12. Rent: Con-cepts ofDifferential Rent and Scarcity Rent, Economic andconrract Rent, Quasi Rent, prre R"nirr;-a;;;i n.niwrg.r, Concepts of

lli_Ilq":, Piece Wages, rtl o n.y *rg"r, [J wre"r,'rr.,"*
oerermtntng real Wages. Interest: Grois and Net literest. Components ofCross Interest profir:lheories orprorit _ iiit, Jr."iirj"tv, innovation

Text Book:
(1) Micro Economic Theorv bv R. Cauvery (S.Chand publication.l
(2) Micro Economics Uy fr,f .,|otin Kennedy [H imal"ya eubti.rtion;

(1) Modern Micro Economics by H.L Ahuja (S Chand publicationl
(21 Modern Economic Theory by K.K Deweti 1S. Cnrra euUf i.rtionl
(3) Elementary Theory by K.K. Deweet & l.D.Verma. I S.ChandPublicatio n.l
(4) Principles of Economics by D.M.Mithani ( Himalaya publication)

Topics for assignments:

1. Discuss Basic Economic problems.
2. Explain the nature of Economics.
3. Explain the Main Types-of Demand (price, Income, Cross).4. Distinguish between Giffen paradorand Veblen effect.5. Distinguish between Composite Supply and Joint Supply.6' Explain the speciar, features of Facior-pricing. How'd'oes Factorpricing

differ from Commodity pricing?
7. Explain the Constituents ofgross profit.

Suggested topics for seminars and presentations:

1. Features of Modern Economy
2. Relevance of floor and ceiling prices in modern economic system3. Regulated and unregulated markets and their consequences4. Public goods and private goods

Reference Books:



SHRI GOVIND GURU UNIVERSITY
SYTLABUS FOR F.Y. B.B.A

(lN EFFECT FROM fuNE 2Ot7 TTLLFURTHER NOTTFTCATION)
SEMESTER. I

CORE COURSE - 105 IT TOOLS AND APPLICATIONS

Introduction:

Computers are a part of life-personal, social and
computers has pervaded all forms of activifles and
sociery. It has become inevitable for students of
computers and its application.

Obiectives:

1. To introdu
familiarize
literates.

Total Hours : 40
Total Credit: 3
Practical Sessions per week: 3 of one hour each

Unit Weightage
Unit I

Unit II 25o/o

Unit lll 25o/o
Unit IV 25o/o

Total 100o/o

Unit-1 Introduction to Computers, Operating System,

Windows & its Utilities [10 hou rsJ

ce the students to the fundamentals of computers andthem with the jargon commonly used by ;".p;;;;

To introduce the students with some basic tools and applications
which will enable them in e-communicating effectively and analyse
data for decision making using data of different kinds.
To introduce the student to the internet and its applications andthereby. empowering him to utilize e_sources foi'Ifgraalng his
knowledge base.

professional. Use of
all aspects of human

management to learn

2

3

Computer system components, Input devices, Output devices, storage
devices, computer storage elements, types of computer, Applicationi
of computers, advantages oI us ing computer

Operating System:
Computer software categories
Introduction to operating system
Types of User Interfaces
Functions of Operating Systems
Types of Operating Systems
Examples of Operating system
Booting Process

250/o



Windows:
Introduction to Windows, features of Windows, various versionsComponents Of Windows
- Desktop, icon, l\4y computer, My documents, Network

N eigh borhood, Recycte bi n, ;ia;,;;;;; i;;"l;i;;,'"'
Windows Explorer

Control panel
- Date & time, display, mouse, user accounts, add &

remove programs
Files and Folders
- Creating Folder
- Folder Operations (copying, moving and deletins.)- Lreating files & file operations
- Creating Shortcuts

System Tools
- Disk Defrag

Internet and Outlook :
o What is Internet
o Most popular internet services
. Functions of Interne_t like email, WWW, FTp, Usenet,

messaging, Internet Telephony. How Internet works. Connecting to lnternet
o Managing emails Using address book. Working with task listo Schedulingappointments
o Reminders
. Events
o Journals. Notes

Unit-2 MS Word & Introduction to Excel [10 hours)

Creating, navigating and editing Word documents
Formatting text of a document
Formatting , viewing and printing a document
Inserting and removing page breaks
Insert Header and footers
Viewing a document
Page setup ofa document
Printing a document
Working with tables and graphics
Working with objects
Mail merge and labels
Spelling and grammar tools
Autocorrect
Auto text
Auto format
Inserting endnotes and footnotes
Working with columns

IRC, instant

D

o



. lnserting comments

. Creating index and tables from the content of document. Counting words
o Macros
o Saving document with passwords.

Introduction To Excel :

o Concept ofworkbook, worksheet, workspaceo Types of data
. Formatting workbook. Conditionalformattins
. Sorting Data

Unit 3 MS Powerpoint
. Cr.ea.ting. browsing & saving presentation
. Ldtttng & tormatting slides.
r Linkingmultiple srides using hyperrinks and advance buttonsUsing slide layouts.
o Adding notes to the slideso Editing and formatting slideso Working with slide masterso lnserting objects on the slide. Animating objects
. Slide transition
. Choosing present animation. Triggeringanimations
r Applying sound effects to animation effectso Playing videos
. Rehearsing timingso SIide show
o Slide show oprions (using pen pointer, highlighter)o Pack & go
o Custom Show

Unit 4: Advanced Excel (10 hours)

. Data validation

. Data filter (Auto &Advance)o Charts
o What if analysis

- Goal seek
- Scenario

o Protecting Worksheet
o Types of error
. Functions and formula

1. Mathematical :

Round, ceil floor, fact, subtotal, sum , sunt if
Z. Logical :

AND, OR, NOT, if
3. Statistical :

Min, max, avg, count if
4. Text :

(10 hours)



Concatenate, Exact, find, left, right, len, Iower, upper, trim5. Lookup :

Hlookup, Vlookup
6. Date and Time :

Date, day, days360, hours, minute, now, second, time,
today, year, datediff

7. Financial Functions :

FV, IPMT, NPER, NPV, PMT, PV, RAtC

Pivot table

Data analysis [standard deviation, Variance correlation, z_test,
Chi-square)

Text Book:
Wo.rking with personal Computer Softw are (Znd Ed.) _ R.p.Soni, HarshalArolkar, Sonal Jain, Wiley -tndia publicationi

Reference Books:
Office 2003 in simple steps- Dreamtech press.



SHRI GOVIND GURU UNIVERSITY
SYLLABUS FOR F.Y. B.B.A

(IN EFFECT FROM IUNE 2Ot7 TTLLFURTHER NOrrFrcATrON)
SEMESTER - I

CORE COURSE - 106 GENERAL ENGLISH

Introduction:

It is impossible for a human b:tl".," experience every good or bad thing existingon this earth, but he can definitely learn from the exp-eriences of others. Thisprocess of learning can be initiated if he acquaints himsir wrth the literary worksof the great masters. Such experiences sensltize the human being on issuespertaining to the struggie for human existence.

Obiectives:

To familiarize students.with the best samples of writings in English so thatthey can learn the structure of the langua!'e ,. i, ir'rr"a creatively.
To orient students to social and cultural issues.
To acquaint students with different writing styles of English.

Total Hours : 40
Number of credits: 3
Lectures per week: 3 of one hour each

Unit
Unit I 25o/o

Unit II Z5o/o

Unit III 25o/o

Unit IV 25o/o

Total 7000/o

UNIT I:

o Selected Stories from Malgudi Days by R K Narayan (List of stories will beattached later)

UNIT II:
o Arms and the Man by Bernard Shaw

UNIT III: Grammar:
o Tenses Subject-verb agreement
. Preposition
o Articles
o Modals

Unit IV: Speaking Skills:

. Pronunciation [identification ofsounds, vowels & consonantsJ. Syllable division [from the list attachedJ
o Rhyming words

Weightage



o Vocabulary from the texts.
Reference Books:

1. Enrich your English _ by CIEFL [Academic Skills book)
2. Contemporary English Grammar _ Raymond Murphy
3. Essential English Grammar _ Raymond Murphy

Topics for AssignmenB :

1. Literary background of Malgudi Days
2. Literary background ofArms and the Man
3. Paragraph writing using words given in the vocabulary.
4. Identifying grammatical errors.
5. Correcting grammatical errors

Suggested Topics for Seminar:
1. Life and works of R K Narayan
2. Life and works of Bernard Shaw
3. Comparison of the stories of Malgudy Days with the .t-V 

serial Malgudi Days
4. The picture of India as presented in R K Narayan,s short stories (other thanthe ten stories given in ihe syllabus
5. lmportance ofReading in Language Learning



SHRI GOVIND GURU UNIVERSITY
SYLTABUS FOR F.Y. B.B.A

(rN EFFECT FROM fUNE 2017 TtLL FURTHER NOTTFtCATTON)
SEMESTER - I

CORE COURSE - 107 BASIC MATHEMATICS

Introduction:

The student will understand the mathematical concepts and terminology involved in
Linear Algebra, Function, permutation and combinatlon. The course f#uses on howto interpret and solve business-related word problems and to develop simple
mathematical models from a business perspective.

Obiective :

To create a better understanding of Mathematical concepts in solving business
related problems. The course.serves as a good foundation for furthe"r rtrdy in
management, accounting,marketing and finance.

Total Sessions: 40 sessions
Total Credits: 3 credits

Module I: 10 Sessions
Set theory

Module II: 10 Sessions
a, Function

b

Module III: 10 Sessions
Permutations and Combinations

o lntroduction
. Important notations, meaning
o Applications

Definition
Types offunctions
Some functions in Commerce and Economics Applications

Limit

o Introduction
o Definition and working rules of Limit
o Some Standa rd Limits

. Introduction

. Types of Sets
o Venn Diagrams
. Operations on Sets
o Cartesian Product of two Sets
o Applications



Module IV: 10 Sessions
a. Co-ordinate Geometry

. Introduction
o Cartesian Co-ordinate system
o Distance formula
o Line and slope ofa line
o Different forms ofequations ofa line
o Applications

Seminar Topics:

Text Books:

References

b. ArithmeUc and Geometric progression
Assignment:

Assignment on set theory
Assignment on function and limit
Assignment on permutation and combination

f11lq19nt o" co-ordinate geometry and arithmetic & geometricprogression

1. Prepa-re a project on the application of function used in real life.z. use or permutation and combination in TRANSpORT SySTEM.

1. Business Mathematicsi Sancheti and Kapoor2. Business Mathematics: Kashyap Trivediand Chlrag trivedi

1

2

3

Business Mathematics. (second EditionJ _ Qazi Zameeruddin, Vijay K Khanna, SKBhambri. (Vikas Pu blication)
Business Mathematics -ll - I. K. Singh , Deepti Rani. IHimalaya pubklishing House]
Mathematics for Management An Introduction _ M Raghavachari (Tat; Mc Gr;w Hill)



SHRI GOVIND GURU UNIVERSITY
SYLLABUS FOR F.Y. B.B.A

(rN EFFECT FROM JUNE 2Or7 T|LL FURTHER NOTrFtcATroN)
SEMESTER-II

CORE COURSE - 1OB PRINCIPLES OF MANAGEMENT-2

The field ofmanagement has undergone a sea change and has today assumed the formof a profession with a well-defined b=ody of knowr"a?". ir,,ir t"o',r,ia!" ii .o,ti;;;;i;evolving and new issues and findings ire constantl| em".ging. Thisiield i, ,tt.*lirimany people who want to undergo iformal traininjin this area.

Obiective:

Th-is subject is designed to provide a basic understanding to the students with
i_f:.",T:,:^y-" l\l 1C. 9 

f b u s i n ess. or-ga n izati o n s th ro u gh th 
" ;.".".; oa;;;;;;*;;.rne rlrsr part ot this course foffered in the first semeiter) wilr give ", u.i"iunderstanding of the manageriai fu-nctions or ptrnnini [including decis'ion .rmrli

ll:jlc_ii,:l.l+{he.second part (offered in the'second-sJmester);ilt throw lig}rt o'itne managerial tunctions ofstaffing, directing and controlling.

Introduction:

Number of credits: 3
Lectures per week: 3
Total Sessions: 40

Un it Weightage
Unit I 25o/o

Unit II 25o/o

Unit III Z5o/o

Unit lV 25o/o

Total 700o/o

UNIT l: Staffing:

Meaning;

Human Resource Planning
- Meaning; importance.

f ob Analysis
- Meaning; importance.

Recruitment
- Meaning; only sources ofrecruitment.

Selection
- Meaning; only the selection process.

Training
- Meaning; methods of training - job rotation, lectures/conferences,

vestibule (a short note on these).



UNIT II: Directing
Meaning; Principles of directing

. Motivation
- Meaning; Theories.of motivation _ Herzberg,s Two-Factor theory,

McGregor's Theory X and Theory y, Theory Zf
Leadership

- Meaning; Theories of. leadership _ Blake and Mouton,s Managerial
grid, Leadership Continuum.

Communication
- Meaning; importance.

UNIT III: Control

Meaning:

:1:1i:.:l:"-:il9t .r11orian9e or control; the.control process; essentials/principles oferlecuve control system; techniques of control _ Break_Even Analvsis.

UNIT IV: Emerging issues in Management

Knowledge Management
- Meaning; objectives.

Technology Management
- Meaning;functions,limitations.

Corporate Social Responsibility
- Meaning; arguments for and against CSR.

xt:Te
7.

2.

L. M. Prasad; Principles of Management; Sultan Chand and Sons, 6th edition.
Karminder Ghuman and K. Aswathapa; Management - Concept, practice and
Cases; Tata McGraw Hill; 1st edition (2010)

Reference Book:
1. Cupta, Sharma and Bhalla; principles

Publications; 1st edition.

Suggested topics for seminars and presentations:
1. Total Quality Management.
2. Management Information System.
3. Use of symbols in communication.
4. Management practices across cultures.

Topics for assignments:
1. McClelland's Needs theory of motivation.
2. Autocratic style of leadership.
3. Democratic style of leadership.
4. Free-Rein style of leadership.
5. Budgetary Control.
6. Constituents of Knowledge Management.
7. Challenges facing Technology Management.
8. Approaches to Corporate Social Responsibility

of Business Management; Kalyani



SHRI GOVIND GURU UNIVERSITY
SYLLABUS FOR F.Y. B.B.A

(IN EFFECT FROM fuNE 2Ot7 TTLLFURTHER NOTTFTCATTON)
SEMESTER-II

CORE COURSE - 109 COST ACCOUNTING

lntroduction: .

.wing to the growing need oJ inculcating cost consciousness and encourage cost-reduction efforts, the area of,cost ,..ou'nting rrlr".,iu.g"a as a vitar branch ofaccounting. The modern _day..businesses in tI" ,rnrir.turing as well as servicesectors are faced with the chalienges of intense .orno"ii,ion ,"il""rffv-rnj g[Urifv.Hence, these business units are forled go ;;;;;;il;5;;pacr or cost conrrot and costreduction on profits. At the root is the neei to ttro.orgi,fy understand the types,nature, behaviour and effect of the various 
"r",,""tr'LJ.*t on the pricing, production

]-f ! nr9rys For the ma nagers, knowledge 
"i ."r, l.*rr,ing is a prerequisite tosuccessful management accounting.

Oblectives -:

1. To introduce the basics of cost accounting and enabling the student tocorrelate the two branches namely finaniirf"na loli...orrung.2, To build a base for learning management accounting.

Number of credits: 3
Lectures per week: 3
Total Sessions: 40

Unit
Unit I

Unit II
Unit III
Unit IV
Total

Weightage
250/o

25o/o

25o/o

25o/o

l00o/o

uNrr (ToPrc)

UNIT-I-(25olo)

BASIC CONCEPTS OF COSTING:

UNIT-II-(25o/o)
UNIT COSTING:

Meaning of costing, objectives of cost Accounting, Functions ofcost Accountant,
Advantages of Cost Accounting, Objections to Cost lccounting, Elements of Cost,
Types of costing, cost classification, Methods of costing, Termi used in costing
(cost concepts for decision makingl

WEIGHTAGE
(MARKS OUT OF 70J

25o/o (77 MARKSI

Preparation of Simple cost Sheet (Only single product costing), Tender Cost Sheet(Estimated Cost Sheet)

25o/o(18 MARKSJ



UNIT-trr -(25o/o)

RECONCILIATION OF COST AND FINANCTALACCOUNTTNG Z5o/o(17 MARKSI

Preparation of Reconciriation statement based on cost sheet and profit & ross Account(Preparation ofCostSheet and/or profit A Loss account and preparation ofReconciliation Statement]

uNrT-rv-(25olo)

NoN-INTEGRAL ACC,UNTTNG (cosr coNTRor ACCOUNTS) 25olo[18 MarksJ

Cost ledger Control Accounts, Journal entries and preparation ofCostcontrol
Accounts.

Text Book:
Cost Accounting Text and problems by M. C. Shukla, T. S .Crewal and M. p. Gupta
- S Chand - 1oth Edition

Ref. Books :

Management Accounting by paresh Shah - Oxford University press
Cost Accounting by 

.f 
. Made Goda - Himalaya publishing House _ 1st Edition Cost

$:gqulling by fawahar Lal & Seema Srivaitava - Tata McGraw Hill publication -
2008 Edition

Topics for Assignment:

Application of different costing techniques in various industries
Direct & Indirect Expenses classification
Cost Accounting Records for movement of material and details of Iabour

Tooics for Seminar and euiz:

1

2
3

1 Contemporary issues in Cost Accounting
2 Developing costing technique for a,pecific indrrt.y
3 Cost Accounting Software used in various industries
4 Practical application ofuniform costing in various industries
5 Use ofCosting in Service Industry
6 Cost Reduction and cost control techniques



SHRI GOVIND GURU UNIVERSITY
SYLTABUS FOR F.Y. B.B.A

(rN EFFECT FROM IUNE 2Ot7 TTLLFURTHER NOTTFTCATTON)
SEMESTER-II

CORE COURSE - 110 GROWTH AND STRUCTURE OF INDUSTRIES

India. is developing economy. Industrialization has a major role to play in the economic
development of a country. The government of lndia launched the process ofindustrialization as conscious and deliberate policy of economic growth in earry fifties.

Introduction:

Obiectives -:

1. To expose students to a new approach to the study ofthe lndian Industries.
2' To help the students in anaryzing the present phise of the Indian Industries &Services
3' To acquaint students with the emerging issues in Industrial & Service sector inthe light ofpolicies of liberalizatton inj gfoUaiizition. 

"

Number of credits: 3
Lectures per week: 3
Total Sessions: 40

Unit Weightage
Unit I 25o/o

Unit II 25o/o

Unit III 25o/o

Unit lV z50h
Total 700o/o

UNIT.I :

1. Introduction (4J

r Meaning of industry and industrialization, Significance of industrialization in
India, Factors hampering India

2. Location of Industries

o Meaning and importance oflocation, Weber,s theory oflocation and factors
affecting location, Agglomeration and Deglomeration, Dynamics of industrial
location

UNIT-2:

3. Public Sector in Indian Economy

. Role of PSUs in India, Performance of pSUs and problems of pSUs,



4. Private Sector in Indian Economy :

o Role of Private sector in India, Perfo|ntance of Private sector in the post Liberalisation
phase in India, problems of private Sector,

5. Growth and Contribution Of Service Sector in India :

UNIT-3

6. Small Scale and Cottage lndustries :

o Meaning, characteristics and classification (cottage, modern SSI and tiny units),
Importance of SSI in Indian economy, problems faced by SSIs, policy measures
for SSIs (Government Assistance to SSIs, Industriar Estates, DrCs, policy of
reservation for SSrs], the industrial poricy 1gg1 and SSIs, Financial Institutions
for SSI INSIC, SIDBI, SFCs, SrDC]

UNIT.4
7. Industrial policy :

o An outline ofthe industrial policies in the pre_reform (1991) period.
e Provisions ofthe industrial policy after 1991

8. Policies for Industrial Sickness

o Meaning of industrial sickness, causes ofindustrial sickness in rndia,
Government's measures for sick industrial units

9. Indian Industries and the Energy problem :

o Sources of Energy, Energy Crisis and Measures to solve Energy Crisis
,*,i *:l,i

Text Book:

1. Indian Economy (2gth Revised Edition) by Mishra & puri
(Himalaya Publication)

2. Industrial Economy of India by S.S.M Desai & N. Bhalerao

Reference Book :

Suggested Topics for Seminar

1.

2.

J.

4.

Industrial Development during planning
Need for Macro Finance in India
Role of Industries in the development of Indian Economy
Role of Human Recourses in the development of Indian economy

1. Indian Economy by Datt & Sundharam (S.Chand publicationl Topics for
Assignment

2. Classification of lnd ustries
3. Measures to improve efficiency of pSUs

4. Five Year Plan & Small Scale Industries
5. Occupational Structure in India
6. Importance of infrastructure in economic development



SHRI GOVIND GURU UNIVERSITY
SYLLABUS FOR F.Y. B.B.A

(rN EFFECT FROM JUNE 2017 TLLL FURTHER NOTTFICATION)

coRE couRsE - ,rt ,f,t^jlffI.lt,i ECoNoMrcs (MAcRo)

lntroduction:
Macro Economics is a broad fierd of study. It is a branch of Economics dearing with theperformance, structure, behavior & deciiion making of the en re Economy.

Obiectives:
1. To study the behaviour and working of the economy as a whole.2 To study relationships among broad aggregates.
3 To apply economic reasoning to probtems if business and public policy.

Number of credits: 3
Lectures per week: 3
Total Sessions: 40

Unit Weightage
Unit I Z5o/o

Unit II 25o/o

Unit III 25o/o

Unit IV Z5o/o

Total 700o/o

UNIT -I
Introduction to Macro Economics:

. Definition, Scope, Importance and Limitations of Macro Economics [2J

. National Income (NI) Accounting: ( Z+1+3+3+1=B)

. Mdntr\9,99_Meartdt{I xrflar$.glry[gUrrE! S,"t {trroranffirimy) Srock- varrous concepts ol Nl (CNp, GDp, NNp, NDpJ,- Personal Income, Disposable
- Income M ethods for measurement of N I Difficulties in measurement of N I

UNIT - II
Theory of Income and Employment

. Keynes' consumption function

. Investment function

. Keynesian theory of Income and employment

. Investmentnlultiplier
a

Interest rate theory - Liquidity preference Theory



UNIT - III (5+3+2=10)

Money
- Definition and Fu nctions
- Stocks of Money (Ml,MZ, M3 and M4)

Inflation
- Meaning of Inflation, 

-Deflation, 
stagflation and causes of inflation,Measures to Co ntrol lnflation

Business cycle
- Meaning, characteristics and phases

UNIT - IV (3+3+4 = 10)

Monetary poticy
- Meaning, Objectives and Tools

Fiscal policy
- Meaning, Objectives and Tools
Balance of Payments
- Meaning, Structure, Causes of Disequilibrium and Methods ofCorrecting Disequ ilibrium

Text Book :

1. Macro Economics by D.M.Mithani [Himalaya publication]
Z. Macro Economics by R. Cauvery [S.Chand Fublication.)

Topics for Assignment :

1.

2.

3.

4.

5.

Functions of Commercial Banks
Functions of Central Banks
Factors affecting B usiness Cycle
Use of National Income Data
Difference between BOT and BOp

Topics for Seminar :

1. Inflation in India
2. Economic Growth and Economic Development
3. Role of Economic policies in Economic Giowth
4. Relationship between Inflation and unemployment



SHRI GOVIND GURU UNIVERSITY
SYTLABUS FOR F.Y. B.B.A

(rN EFFECT FROM fuNE 2Or7 TTLLFURTHER NOTTFTCATION)
SEMESTER.II

CORE COURSE - 112 BUSINESS MATHEMATICS

Introduction of Business Mathematics:

The student wilr understand the mathematical concepts and terminology invorved inDerivatives, basic arithmetic operations on vectors and ;atrices, incruding inversionand determinants.

Obiective :

The obiective of the course is to introduce the student to the basics in mathematicsutilized for pricing of financiar. derivatives. r" p.""iJ" tr," ,tudent basic understandingof the mathematical ideas and technical t""f r'r*i-i, ."aefing. p.*r;;,il;;;;;i
subsequent work in their business ,,,.1or. una io. trr.i, ir,r." careers in the businesscommunity.

Total Sessions: 40 sessions
Total Credits: 3 credits

Module l: 11 Sessions
Derivative and its applications

o Introduction, Definition, Derivative ofa lunction ofone variableo Derivative ofstandard functions_( e.g. xn, ax, ex, log xJ (without proo|o Rules of derivative (Addition, Subiraltion, Muliipl:catiln,-Division, Chainlo Examples
. Logarithmicdifferentiation
o Marginal Revenue function, Marginal Cost function, profit functiono Price elasticity ofdemand and supply

Module II: 9 Sessions
Second order derivative

Introduction, definition and examples ofsecond order derivatives
Maxima and Minima of a function
Applications: Profit, Revenue Maximization and Cost Minimization
Partial derivative and its applications to functions of two variables

Module III: 10 Sessions
Matrix Algebra

. Introduction Types of matrices

. Addition and subtraction ofMatrices

. Multiplication by scalar, Multiplication of two matriceso Inverse of matrix ( up to 3x3 matrix using adjoint matrix)

. Applications to business problems and solving simultaneous equations up to 3
variables



Module IV: 10 Sessions
Mathematics of Finance

. Introduction, simple interest, compound interest

. Effective rate of interest
o Present value
o Annuity
o Simple applications

Assignment Topics:

1. Assignment on derivative and its applications
2. Assignment on matrices
3. Assignment on mathematical finance

Seminar Topics:

1. Matrix application in the salary system ofan office.

2. Financial proiect as a part ofsavings and investment.

3. Use offinancial mathematics on personal savings.

Text Books:

1. Business Mathematics: Sancheti and Kapoor

2. Business Mathematics: Kashyap Trivedi and Chirag Trivedi

References:

1. Business Mathematics. fsecond Edition) _ eazi Zameeruddin, Vijay K Khanna, SK
Bhambri. (Vikas PublicationJ

2. Business Mathemarics - -1. K. Singh, Deepti Rani. (Himalaya pubklishing House)

3. Mathematics for Management An Introduction - M Raghavachari (Tata Mc Graw Hill)



SHRI GOVIND GURU UNIVERSITY
SYTLABUS FOR F.Y. B.B.A

(rN EFFECT FROM IUNE 2017 T|LL FURTHER NOTTFICATTON)
SEMESTER.II

CORE COURSE - 113 COMMUNICATION SKItts

Introduction

On a daily basis we work with people who have different opinions, values, beliefs, and
needs than our own. our ability to exchange ideas with others, understand others,
perspectives, solve problems and successfully utilize the steps and processes
presented in this training wilr depend significantly on how effectively we are able to
communicate with others. Hence it becomes imperative to have some understanding
of the complex and dynamic structure of modern communication and develop
communication skills.

Objectives:

[1J To provide basic understanding regarding the Fundamentals and Forms of communication
(2) To develop language skills.

Number of credits: 3
Lectures per week: 3
Total Sessions: 40

Unit Weightage
Unit I 25o/o

Unit II 25o/o

Unit III 25o/o

Unit IV 25o/o

Total 100o/o

UNIT I: Fundamentals of Communication: Hours:10

. Importance of Communication

. Definition and process of communication and feedback in Communication

. Barriers to effective Communication

. Features of effective Communication

UNIT II: Forms of Communication: Hours: 10
. Types of Communication (Verbal and Non-verbal with sub-types)
o Dimensions of Communication fFormal and Informal, Horizontal, upward,

downward)
o Listening and its Types
. Computer as a medium of modern communication and ethics related to it.



UNIT III: Text
Men of Steel:

Hours:12

- lndia's Business Leaders in Candid Conversation with Veer Sanghvi.Author:
- Veer Sanghvi

Pub:
- Roli books,2007.

Short Question-answers should be asked from the text.

UNIT IV: Language Skills Hours:8

o Business Idioms fas per list attached _ marks allotted 3/14],
o Business Phrases (As per list attached _ marks allotted 3/14),
r Paragraph Writing (Marks allotted 8/14)

Reference Books:

1. Business Communication Today - By Bovee, Thill, Schazman

2. Business Communication - by pal and Korlahalli

3 Business Communication - by S M Rai and U S Rai

4 Business Communication - Meenakshi Raman and Sangeeta Sharma

5 Business Communication - byAsha Kaul

6 Contemporary Business Communication _ Scott Ober

7 Business Communication - By Sangeeta Magan

8 Business Communication - by Meenakshi Raman and prakash Singh
(Case Method Approachl

9 Business Communication - by N S pradhan and Homai pradhan

10 Business Communication - by p D Chaturvedi and Mukesh Chaturvedi

77 Modern Commercial Correspondence - by R S N pillai and Bagavathi

12 Enrich your English - by CIEFL (Academic Skills book)

13 Contemporary English Grammar - Raymond Murphy

74 Essential English Grammar - Raymond Murphy

15 Business Maharajas - Gita Parimal
Suggested Topics for Seminars:
1. Different Media of Communication (the students can write seminar papers on

various media, i.e., social networking etc.)
2. Cross Cultural Communication
3. Methods to Initiate and Facilitate Feedback in the Modern World
4. Problems faced by learners of English as a second language and their possible

Solutions
5. Comparative study of communication styles ofvarious successful leaders.



Assessment to be done on the basis of quizzes, assignments and tests/exam.
Quizzes and tests to be set from the sylabus itseri Suggested areas/topics for
assignments

S .ggested Topics for Assignments/euiz:

1. ListeningComprehension
2. Case analysis to test the effectiveness of Communication fUnit 1 & 2)3. Vocabulary from the text book. (Unit 3J
4. Contextual usage of idioms, phrases. (Unit 4)5. Success Stories of Entrepreneurs (other than the text book]

List of Business Idioms :

1. Across the board = including everyone or everything

2. Banker's hours= short work hours

3. Big gun/cheese/wheel/wig= an important person, a leader
4. Calculated risk= an action that may fail but has a good chance to succeed

5. Company man= a person who always works hard and agrees with his employees
6. Cut corners= economize

7. Gain ground= go forward, make progress

8. Get a break= get an opportunity or good deal

9. In short-supply= not enough, in less than the amount or number needed
10. In the black= successful or making money

11. In the red= losing money, unprofitable

12. Sell like hotcakes= sell very quickly

13. Take a nosedive= collapse, fail, decrease in value

14. Tight spot= a difficult situation

15. Bitter pill to swallow= bad news; something unpleasant to accept

16. On top of trends= modern; aware and responding to the latest tastes

17. (To] pass the buck= to shift the blame; to blame somebody else

18, Mix business with pleasure= to combine work and social activities.

19. Go about your business = to do what you usually do

20. (ToJ keep one's eye on the prize= to stay focused on the end result
21. (To) keep something under wraps= to keep something secret

22. To dot your i's and cross your t's= to be very careful; to pay attention to details

23. (to) drum up business= to create business; to find new customers

24. [toJ compare apples to oranges= to compare two unlike things; to make an
invalid comparison

25. throw money at something= try to solve a problem by spending money on it



List of Business phrasal Verbs :

1. bail out= help or rescue a person/company
2. break even= have expenses equai to piofits
3. buy off= use a gift or money to diverf someone from their duty or purpose4. back out of = desert; fail tokeepapromise
!. buy out= buythe ownership oia decisive share of something6. close down= close permanently
6. cross out= eliminate
7. cut off = interrupt; sever; amputate
8. cut down = reduce in quantity
9. close out = sell the whole of something, sell all the goods
10. Call in= Ask to come to an official plac-e for a speciai reason
11. Check into = Investigate
12. draw up =write; compose (a document)
13. figure out = find an answer by thinking about something
14. fall back on = use for emergency purpose

15. hold off = delay; restrain

16. kick back = money paid illegally for favorable treatment
17. run for = campaign for

18. spell out = enumerate; state in detail

19' take over= take control or possession of something, take charge or responsibility
20. work out = plan, develop

21.Write off= remove from a business record, cancel a debt

22'Shell out = To pay for something, usualy something you would rather not have to payfor

23. Put aside = To save money for a specific purpose

24. Turn down = Decrease volume



The B'B'A programme aims at providing a practical insight to the student in the
various functions of business enterprises. It is this aspect which gives a learner an
edge over other programmes in same area. Lack of industry- exposure would prove
fatal and hence a student of management needs to undergo iractical training to
sharpen his theoretical skills and knowledge.

Obiectives:
This course aims at bridging the gap between theory and practice by providing an
opportunity to the student to acquire basic understanding of the functioning of a
business organisation. It attempts to introduce a student to the various functional
areas of management through industrial exposure followed by report writing and
viva-voce. It also aims to sharpen the communicative skills of the students through
practical training in some of the important skills required to be mastered by middle
and higher level managers.

Number of credits: 3

Lectures per weekt 41/z

Unit Weightage

Unit I 250/o

Unit II 25o/o

Unit III 25o/o

Unit IV 2So/o

Total 7000/o

SHRI GOVIND GURU UNIVERSITY
SYLLABUS FOR F.Y. B.B.A

(rN EFFECT FROM fUNE 2017 rtLL FURTHER NOTTFTCATION)
SEMESTER.II

CORE COURSE - 114 PRACTICAL STUDIES
Introduction:

GENERAL INSTRUCTIONS:.

The practical studies paper be incorporated in the second semester of B.B.A.
course with 3 credits and 4 lz hours per week in the following manner:-

Component Hours per week

3%

Project work 1

Total

Communication practicals

4y2



Each batch for practicar studies should not have more than 40 students. For everybatch 31h hours per week have to be a ocated for communication practicals and 1hour per week for the project work.

The evaluation of communication skills practicals will consist of role prays and speechmaking whereas the project work wi, be evaluated on the basis of prolect .ufoi, *Jindividual viva-voce.

The marks allocation will be as follows:-

Evaluation

Communication
Practicals
Details

Project work

Details

Total Marks

Minimum
Passing Marks

Internal External

15 Marks 35 Marks

Role play Speech making Role play Speech making9 6 z0 15
15 Marks 35 Marks

Viva voce 9 Projectreport6 Vivavoce20 projectworkl5

30 70

12 (out of 30) 28 (out of 70)

o The marks for practical studies sha be considered for deciding crass and
percentage of the student.

o Minimum passing marks shall be at par with other subiects i.e. 40010.

GUIDELINES FOR PROfECT WORK:-

. The visit should be to a manufacturing unit, which can be of any size and
any form of organisation.

o A batch of35 to 40 students should be taken for the visit.

' students are required to prepare an individual report based on information- gathered during the visit and/or sessions with industry representatives
in consultation with the concerned teacher.

o The report can be of 30 to 40 pages, more descriptive in nature, Use ofgraphics
and pictures should be minimized. Also, mere reproduction of secondary data
should be avoided. It should cover the following areas:-

COMPANY PROFILE:-

Name, Registered address, Brief History, Mission, Vision, products,
Form of organisation, Organisation Structure, Locational issues, Awards
and Achievements.

PRODUCTION:-
Product classification, Production process, production capacity, plant
layout, Raw material and its procurement, Ways to handle industrial
waste.



o MARKETING:.

- Basic data about product, price distribution and promotion as 4 p,s of
marketing, Competitors.

. HUMAN RESOURCES:-
- Number of employees at each level, shifts , Recruitment, Selection,

Training initiatives, Compensation, policies regarding promotion and
transfer.

o FINANCE:-

- Investment in the organization, Sources of funds, Last 3 vears sales
turnover, Profit and Loss account and Balance Sheet. (if availableJ

O SOCIAL RESPONSIBILITY AND FUTURE PLANS OF THE ORGANISATION :

{. Guidelines for FYB.B.A Communication Skills practical

. Speech Making: The students would be asked to make extempore
speeches on current topics (could be related to social evils, economic
developments, political conditions, etc.) for the duration of 3 minutes.o Role Play: Role play can be related to any ofthe following topics.o Conversing with an insurance agent

. At a bank

. At a shop

. At a travel agency
o At a ticket counter
r MedicalRepresentatives
. Clients/patients to a counselor
o Taking interviews (like a media personnelJ of celebrities
. Reactions/evasive replies/ negative responses to unwanted telephone

calls
o Conversationbetween teacher-student/boss-employee


