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Bachelor of Business Administration (BBA- E&FBM)
ORDINANCE FOR BBA (E&FBM) PROGRAMME
: Programme of Study :

BBA programme of Center for Entrepreneurship and Small Business
Management, Maharshi Dayanand Saraswati University, Ajmer shall be a throe

. ¥ear programme designed to help 1* generation entreprenenrs raise new

cnterprises and 2™ generations ‘entrepreneurs contribute to their family
businesses or to join corporate world. These BBA graduates shall also be
eligible for graduating into higher degree oflearning. BBA (E &FBM) programme
is designed as a six semester programme over a three year period.
‘1. Eligibility ' _
a.  Candidate seeking admission to BBA programme shall have passed
standard XII (10 + 2) of Rajasthan Board of Secondary Education or
from any board of education in India or abroad recognized equivalent
there to in any discipline (Science, Arts or Commerce) with at least
50% matks (45% for SC/ST/OBC) marks in aggregate
b. Candidates who have appeared or are going to appear in class XII
examination may apply for admission to BBA programme for the
coming academic session. Admission of such candidates shall remain
provisional until August I of that year, and if she/ he fails to submit
her/ his marks sheet showing that she/he has passed class XII
examination with at least 50% marks, in aggregate, her/hisadmission
shall siand cancelled. o
¢: There shall be upto 10 super ordinate seats for business fami lics’
candidates. There shall bea 5% point relaxation in minimum admission
cligibility for business families’ candidates (45% for General candidates
and 40% for SC/ST/OBC candidates).

d  Admission Process: Admission to BBA programme shall be determined
on the basis of Merit. Admission to the programme shall be through
an admission process of 100 points. A weight of 75 points shall be for
the marks obtained in the qualifying exam. Another 25 points are for
Personal Interview. Merit for admission to the programme shall be
determined by the Center, '

2. Programme ‘

BBA(E&FBM)pfoglauuneisdesig_md as asix semester programme spread
over a three year period. Each year consists of two semesters, There shall
be six scmesters of taught programmes. Total credits for the programmes
areequivalent to 30 papers. Each paper will be of 30-40 hours instruction
and equal hours of self study. There shall be an examination at the end of
each semester as determined by the university.

3. Scheme of examination, evaluation and progression;

1 Every prescribed paper shall carry a total of 100 marks. There shall be
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50 marks for term end examination and 50 marks for internal examinations

until and unless indicated otherwise. _

A student has to appear in both external and internal examination
and shall have to secure 40% marks in external and internal
examination separately to pass. : _

Internal examination shall consist of continuous evaluation. Each
paper shall be evaluated on the basis of internal assessment by the
concerned teacher administering 3 feedback tests normally after 10-

11 hours of teaching. Feedback test may be a written exam, quiz, -

presentation and class participation, exercise, essay, personal
interview, simulation etc. Each feedback test shall be of 25 marks. Two
best scores shall be added to obtain the total of internal scores.
There shall be a semester-end external examination of 50 marks. A
student shall generally be required to answet any five questions out
of the scven questions asked. An examiner may choose to give acase
study worth 20 marks analysed. In that case the student shall answer
any three questions out of five questions asked in addition to the
casc study. '

4. Examination; | :

&

& o

Examination Result: To pass a semester a student has to score 40%
marks in each course and also 50% marks in aggregate.

Division: Division of marks shall be awarded on the basis of aggregate

marks obtained in all the papers prescribed for all the Six (06) semester
examinations as follows: ' -

First Division  60% and above

Second Division 350% and above & below 60% +

Due Papers: A student will be Allowed To Keep Term (ATKT) in two
(02) papers in one (01) semester and maximum four (04) papers during
one year (two semesters). Student should obtain 50% marks in
aggregate of the remaining papers (other than ATKT). A student can
hold at most 40% ATKTs at any point of time. A student has to clear
all ihe papers of Semester I and II to be eligible for appearing in V
semester / I year. Wherever a student appears at an ATKT examination
s/he will do so according to the syllabus at that time and fulfill the
requirements of the course in force at that time. _
Summet training and comprehensive viva-voce will carry 100 marks;
50 marks for training project- 25 {or report and 25 for presentations
awarded internally. Viva-voce shall be of 50 marks.

Attendance: As per prevalent university rules

Course structure -

Each semester shall have five courses. Each course is worth 30-4(
hours on instruction and equal hours of self study.

Bachelor of Business Administration - Ent
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reprencurship and Small

Business Management (BBA - E&FBM) Examination
Regulation 22E s

1

(Semester Examination Scheme)

There shall be 30 Papers (05 papers in Semester I and 05 papers in
Semester Il of Part L, 05 papers in Semester Il and 05 papers in Semester
IV of Part I, 05 papers in Semester V and 03 papers in Semester VI of
Part IIT). Every prescribed course shall carry a total of 100 marks. There
shall be 50 marks for term end examination and 50 marks for internal
examination until and unless indicated otherwise,

A student has to appear in both external and interual examination
and shall have to secure 40% marks in external and inteynal
examination separately to pass. 5

Internal examination shall consist of continuous evaluation. Each
paper shall be evaluated on the basis of internal assessment by the
concerned teacher administering 3 feedback tests normally after 10-
11 hours of teaching. Féedback test may be a written exam, quiz,
prescntation and class participation, exercise, essay, personal
interview, simunlation etc. Each feedback test shall be of 25 marks. Two
best scores shall be added to obtain the total of internal scores.
There shall be a semester-end external examination of 50 marks. A
student shall generally be required to answer any five questions out
of the seven questions asked. An examiner may choose to give a case
study worth 20 marks analysed. In that case the student shall answer
any three questions out of five questions asked in addition to the
case study. '

“The medium of instruction will exclusively be in English and student

has to answer all the question papers in the ribed i
Englishoxﬂyinbothintemalaﬂdextcmalm%. oo
At the end of fourth semester, student is expected to learn on the job
by way of association with a business organization, The student will
undergo a part-time on the job training under the close supervision of
a supervisor in the business organization. This training should help
him develop a perspective of wholesome management of business
activities. This would enable him to appreciate the importance of
dlﬂ‘erembusti;&es's_acﬁvitins and see how different business activities
are interrelated. He will have to submit a report on the prganization he
hasundergotrainingandnnkeaprmntaﬁonbefomapnnﬂoffamlty
members, There are 25 marks for report, 25 marks for presentation and
50 marks for viva-voce. o

In Sixth semester, student is expected to opt from Business Plan

. Pevelopment (604A) or New Venture Creation (604B). Whosoever:

opts for New Venture Creation will have to appear for the internal and
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external exam. Those who opt for Business Plan Development will
have to submit a Business Plan based on survey and research. The
smdeht has to make a presentation, which will be evaluated by experts
including invitee from financial institution and an internal examiner.
There are 100 marks for the Business Plan (50 marks for report and 50
marks for the evaluation of the presentation).

. The number of courses and the maximum marks for each coursc

(internal and external separately) shall be shown in the syllabus for
the subject concerned. In order to pass a semester a student shall
have to score 40 % marks in each course in internal as well as external
examination and also 50% marks in aggregate in remaining papers
except ATKT (Allowed To Keep Terms) papers. )

A student will be Allowed To Keep Terms (ATKT) to next semester if
he/she obtains 50% marks in aggregate excluding ATKT papers and
fails in not more than two courses in a semester examination a student
can hold at most four ATKT at any point of time. A student can move
to fifth semester/ Part-III only if he/ she passes all Part-I paper

- (Semester-I & semester-I1 papers). Whenever a student appears at an

ATKT examination he/she will do so according to the syllabus at that
time and fulfills the requirements of the course enforced at that time.
A student shall be required to successfully complete the programme
within a continuous span of six year from the date.ef admission.
During this period if there is any ATKT inany¢ourse/s, the same has
to pass with a maximum of next threschances within a span of six year
from the date of admission~- - \

A student shall be eligible for the award of BBA degree only if he/ she
fulfills the foHowing conditions: '

(a) Passes allthe six semesters/ three year as 1aid down in the syllabus as

*" (b) Fulfills al! other requirements prescribed by the competent authbﬁty'"

©

well as all the viva-voce examination and also secures minimum
prescribed pass marks in the Summer Training Project. '

from time to time for satisfactory completion of each course of study
in each of the three year. : ' :
Division of marks shall be awarded on the basis of aggregate marks
obtained in all the papers prescribed for all the six semesters/ three
year examinations as follows: - B
Passed with I Division  Aggregate marks taken together of the
: Part-I, Part-Il & Part-III of BBA
examinations should be 60% and above.
Passed with I Division ~ Aggregate marks taken together of the
Part-1, Part-II & Part-1II of BBA
examinations should be more than 50%and
less than 60%.
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Course structure for BBA (E&FBM) programme

Course Internat External Total
Semester I '
bbal0l Principles of Business Management 50 50 100
bbal02 English for Business ' 50 50 100
bbal03 Business Mathematics 50 50 100
bbal(4 Basics of Accounting 50 50 100
bbal05 Micro Economics 50 50 100
Total 500
Semester II ’
bba201 Organisation Behaviour 50 50 100
bba202 . DBusincss Statistics [ 50 50 100
bba203 Computers for Management ' 50 50 100
bba204 Cost Accounting 50 50 100
bba205 Environmental Science and Management 50 50 100
Total . 300
Semester 111 : :
bba30l Maecro Economics 50 50 160
bba302 Management Accounting 50 50 100
bba303 Business Communication 50 50 100
bba304 Functional Management 50 50 1G0
bba305 Company Law : 50 50 100
Total : - 500
Semester IV .
bbad01 Office Management 50 - 50 100
bbad402 Business Statistics II 50 50 100
bbad403 Purchase Management 50 50 100
bbad04 Business Information System 50 50 100
bbad05 Repulatory Framework for Small Busin. 50 50 100
- Total ' ! : 500
Semester V
bba501- Computerized Financial Accounting 100 - 100
bba502 Quality Management 50 50 100
bba503 Business Environment 50 50 100
bbas04 Industrial Relations and Industriaf Law 50 50 100
bba505 Summer Training and Viva Voce 50 - 50 100
Total . 500
Semester VI
bba601 Entreprencurship 50 50 100
bba602 Small Business Management 50 50 100
bba603 Family Business Management - 50 50 100
bba604 bbat04 A Business Plan Development 100 - 100
. Or _
bbat04 B New Venture Creation - 50 50 100
bba605 Business Research 50 50 100
Total 500
~. Grand Total
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+ Courses of study
Semester I

bbal01 Pﬁncihlesof Business Management = .

Unit 1

Unit 2
Unit 3

Suggested
Readings

Introduction: Concept, nature, process, and significance of management;
Development of management thought, Planmung: Concept, process, and
types. Decision making — concept and process, Management by
Objectives.

Organizing: Concept, nature, process, and significance, Authority and
responsibility relationships; Centralization and decentralization.
Managerial Control; Concept and process; Effective control system;
Techniques of control-traditional and modern.

Text Book: .

Reddy nnd Tripathi, Principles of Management, Tata McGraw-Hill.

Refercnce Books:

bbat02
Unit 1

Unit 2

Unit 3

Suggested
Readings

bball3
Unit £

Unit 2

Bhushan Y.K, Business Organisation and Management. Sultan Chand
& Sons.

L M Prasad, Principles and Praclices of Management, Sultan Chand &
Sons, New Delhi

J S Chanden, Management Theory and Practice, Vikas Publishing
House Pvt Ltd, New Delhi - :
Toontz “O™ Donnell, Management, 8* Ed. International Student and
Weihrich Edition, Kogakusha, Tokyo

Newsman end Warren. The process of Management concept behaviour
and practice, Prentice Hall of India, New Delhi

Stoner, Mznagement, Prentice Hall of India, New Delhi, 1992

English for Business

Grammar and u ‘ge: Basic sentence patterns, simpic complex and
compound sente: .¢s, writing titles, slogans, notices, announcements,
circulars, report writing, summaries for business purposes; vocabulary
building, phrasal verbs; parts of sentences.

Situational writing; dialogue; making announcements; resume writing,
comprchension, composition; business letters

Modals; determiners; tenses and their sequence; passive voice;
punctuations.

Text Book: .

Sharma LK. and Singh V.D., A Practical Course in English, Jaipur
Publishing House, Jaipur. :

Reference Books:

Wren and Martin, High School English Grammar and Composition,
Sultan Chand & Sons, New Delhi ’
Hornby, A.S. Advanced Leamer’s Dictionary of Cutrent Usage, Oxford
University Press. :

Business Mathematics ‘ ot
Theory of Numbers, Permutation, Combination, Probability,
Progressions, Mensuration — Area, Volume & Surface Arcs, Data

Sufficiency, Data Interpretation.
Arithmetic — Percentage, Average, Profit & Loss, Time & Work, Time &

<o e

B

Unitd

Suggested

Readings

bhal04
Unit 1

Unit 2
Unit 3

Suggested
Readings

bbal03
Unit 1

Unit 2

Unit3

Suggested
Readings
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Distance, Simple Interest, Compound Interest, Logarithms, Ratio &
Proportion, Partnership, Stocks & Shares.

Vedic Mathemstics - Squaring & Cubing Numbers, Square Roots, Cube
Roots, Dates & Calendars, Arithmetical compulations, Base Method:
for Multiplication & Division, Divisibility Tests, General Equations,
Simultansous Linear Equations, Quadratic Equations, Factorization,
Pythagoras Theorem.

Text Book:

Agarwal R S, Quantitative Aptitude, S Chand & Company Lid., New
Delhi ) :

Reference Books: : :

Bathia Dhaval, Vedic Mathcmatics Made Easy, Jaico Books, New
Dethi -

Zameeruddin Q., Khanna V K, Bhambari § K, Business

. Mathomatics, Vikas Publishing House Pvt Ltd, New Delhi

Sri Bharti Krisna — Vedic Mathematics

Basics of Accounting _
Meaning and Scope of Accounting; Need, development, and definition
of accounting, Book-keeping and accounting, Objectives of accounting,
Accounting Transactions, Journal ; ledger; Trial balance; Capital and
Revenuce

Aceounting concepts & Convention, Final accounts; Trading account;
profits and loss account, Balance shect; Adjustment entrics
Depreciation accounting; Provisions and reserves, Sectional & Self
balancing, Accounts of Non- Trading Institutions

Text Book:

Maheshwani, S. N, An Introduction to Accountancy, Sultan Chand &
Sons, New Delhi. .

Reference Books: :

Grewal T. S., Double Entry Book Keeping System, Tata McGraw Hill
Publication, New Delhi.

Micro Economics

The meaning, scope and methods of micro-economics, Basic problems
of an economy, Demand and Supply, Marginal Analysis, Indifference
Curve Analysis.

Production function Analysis, Factors of production, laws of production,
Stages of production, Concepts of cost and revenue -

Pricing Decision: Pricing and output decision under perfect and imperfect
competition, oligopoly and monopoly

Text Book:

Jhingan M. L., Advanced Economic Theory, Vrinda Publications.
Reference Book:

Dhingra I C and Garg V K, Micro Economics and Indian Economic
Environment, Sultan Chand and Sons, New Delhi

Jain T R, Khanna O P, and Tiwari Ajay, Micro Economics, V K
Enterprises, New Delhi

~ Ahuja H. L. Micro Economics, Himalaya Publishing House, New Delhi




10 /M. D.S.U. Syllabus /BBA (E & FBM)
Semester I .

bba201
Unit 1

Unit 2
Unit 3

Suggested
Readings

bba202
Unit 1

Unit 2

Unit 3

Suggested -

Readings

bba203
Unit 1

Unit 2

Unit 3

Organizst_innal Behaviour :

Understanding and Managing [ dividual behaviour - Personality,

Perceptions, values, Attitudes. .

Foundation of Group behaviour, Communicati d isi

makirfg, Leadershin ication and group decision

Conflict Management, Organisation Design, Organisational culture and

c . )

Text Book: |

Rabbins, 8. P, Otganizational Behaviour, 7% ed., New Delhi, Prenti

Hisll of s | » INEW b1, Prentice

Reference Books: ' .

Chanden Jit S., Organisational Behavior, Vikas Publication,

g;:plm S. S., Organizational Behaviour, § Chand and Company, New
i )

Luthans F., Organizational Behaviour, 7 ed.. N
Hill, 1995 - » New York, McGraw

Business Statistics I

¥ntroducnon to Statistics: Definition, Functions of statistics, scope and
importance of siatistics limitations and distrust of statistics types of
. statistical methods, Data Collection and Analysis, Types of data, primary
and sc.cqnt_iar}r. Methods of data collection, classification of data
characteristics of a graph, Types of graph and their merits and dcmerit:;

Measures of Central Tendency: Meaning aﬁd definition, Types of average,
Median, Mode, Arithmetic mean, Advantage and disadvam:gc ofMefn:

Mlcd'um,‘ Mode, Comparative Study of different Averages. Measures of
Dispersion.

- Measures of Correlation and Regression: Meaning and definition of

Correlation, Uses of Correlation, Types of correlation, problems of
coirelation. Mcanings, definitions of regression difference between
correlation and regression.

Text Book:

Gupta S.P, Statistical Methods, Sultan Chand & Sons.

Refcrence Books:

Bhagwati and Pillai, Statistics, S. Chand & Sons

Sharma J. K., Business Statistics, Pearson Education.

J 8 Chandan, Business Statislics, Vikas Publishing House Pvt Lid

New Delhi '

Levin and Rubin. Statistics for mana ement, Prentice Hall of Indi
Ltd., New Delii £ ' of India

Computers for Management

Computer System Concept: Characteristics, Evolution, Generations
Basic computer organization, Computer Memory- Primary anci
secondary memory, Input and output devices, Secondary storage devices.
Computer software: application and system software, operating systems.
computer languages, Basics of internet ' ,
Introduction to word processor: Toolbers and Menus, Editing Text-

Suggested
Readings

bbha2(4
Unit 1

Unit 2
Unit 3

Suggested

Readings

bba205
Unit 1
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Selecting, [nserting, Deleting, Moving Text, Previewing documents,
Printing documents, Formatting Documents: Paragraph formats, Aligning
Text and Paragraph, Borders and Shading, Headers and Footers, Advanced
Features of MS Word: Find and Replace, Checking the Grammar and
Spelling, Using the Thesaurus, Using Auta Correct, Word Count,
Hyphenating, Mail Merge, Mailing Labels Wizards and Templates,
Creating tables. . .

Introduction to Worksheet: Toolbars amd menus, clrcahng work:_;hect,
cntering data into worksheet: text, dates, alphanumeric, values, saving &
quitting worksheet, coping entries and moving between vgorkbnplks,
working with formulas, Auto sum, Working with ranges-creating, editing
and sclecting ranges. Formatting of worksheet- Auto format, changing —
alignment, character styles, column width, date format, borders and
colors, currency sign, Previcwing & printing worksheet, Graphs and
charts-using wizards, various charts type, formatting grid lines & legends,
previewing & printing charts, Functions- Date and Time, Maths,
Statistical, Text and logical functions, ) .

Rasics of Power point, Preparation of power point presentations.
Text Book: : o

Sanjay Saxena, MS Office 2000 for Everyone, Vikas Publishing House
Pvt Ltd,, New Delhi

Reference Books: o .
Sinha P.K., Computer Fundamentals, BPB Publications, New Delhi
Taxali R. K., PC Software for Windows, Tata McGraw Hill, New

Delhi

Goel R., Kakkar D. N., Computer Application in Manag; nt, New -

Age International Publishers : .
Cost Accounting

Cost Accounting: Naturc and scope, Concept of different costs,
Installation of costing system, Materials control: Concept and techniques,
Store Ledger. :

Labour cost control, Labour turnover; Methods of wage payment —time

and piece rates; Incentive schemes, overhead control: Classification and
departmentalization, Absorption of overheads. - )
Cost Ascertainment: Cost sheet, contract costing, Operating costing,
Process costing —excluding inter-pracess profits, Reconciliation of cost
and financial accounts

Text Book: '

Jain Khandelwal Pareek, Cost & Management Accounting
Reference Books: _ ' o
Arora M N, Cost Accounting-Principles and Practice, Vikas Publishing
House Pvt Ltd., New Delhi ‘
Jain § P and Narang K L, Cost Accounting; Kalyani, New Delhi
Agarwal N.P., Cost Accounting, Adinath Book International

Environmental Science and Management

The multidisciplinary nature of environmental studies definition, scope
and importance, Need for public awareness

Natural Resources :

- Renewable and non- renewablc resources
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Natural resources and associated problems
a) Forest resources: Use and over- exploitation, deforestation, Timber
_&xtraction mining, dams and their cffects on forests and tribat people.
b) Water resources: Use and over - utilization of surface and
groundwater, floods, drought, conflicts over water, dams- benefits
, and problems. .
¢) Mineral resources: Use and exploitation, environme: ffects
) s ntal
extracting and using minerals resources ’ ¢ of
d) Food resources: Worid food problems, changes causes by agriculture
and over grazing, effects of modern agriculture, fertilizer- pesticide
problems, water logging, salinity, case studies.
) Energ:.;} In-,scnur.-.:es: Growing energy needs, renewal and non-
renewable energy sources, use of alternati
et _ rhative energy souroes. Casu:
) Land resources: lands as a resource, land degradati : i
tandslides, Soit erosion and desertification. grdation man induce
Unit 2 Blodiversity and ity conservation
- Introduction- definition : Genetic, speci iversi
i ) : , Species and eco d
- Blo-geographl::al classification of India Pstem diversty
- W}m of bmdn_rersltgc consumptive use, productive use, social '
e??nc:al, ae_sthehc and option values, ’
- Bm_dwarmty at global , National and local levels
- India as a mega- university nation
- Hot- spots of biodiversity
Threats to biodiversity : habitat los zhi ildli
wildlife conflicts * posching of widife, man-
- Endangcr?d and m}demjc species of India
- Conservation of biodiversity: In situ and Ex- Situ conservation bio-

diversity,
Environmental Poliution: Definilion, C '
vironmen 1on, Cauges, Effects and control
:L. .;:;; golluti?:'l b. Water pollution . Soil pollution
rine pollution e. Noise pollution i
| S Nuvton hogon po f. Therrnal pollution
Unit 3 Social Issues and the environment :

- From unsustainable to sustainable development

- Rﬁrb&n problems related to energy -

- ter conservation, rain water harvesting, watershed managemen
- Rescttlement and rehabilitation of peuple;’its problemns ﬁum:

= Environmental cthics : Issues and possible solutions
"« Climate change, giobal warmi id rain, ozone
pnwale char ug:n gl | ing, acid rain, layer deep waste
= Consumerism and waste products
- Envirenmental protection Act.
- Prevention and control of pollution Act
- Pre life protection act
- Past conservation act
Sugggsted Text Book: :
Readings Bharucha Erach, Textbook of Environmental Studies, Universitics
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Press, Hyderabad

Reference Books: } }

Uberol, N.K., Environmental Management, Excel Books, New Delhi
Pandey, G.N., Environmental Management, Vikas Publishing, New
Delhi

Graham and Chandler, Environmental Herces, Macmillan.

Semester IIT

bba301 Macro Economics

Unit 1 Wature of Macro Economics, Basics of Macro economics concepts,
Macroeconomic policy objectives and their contradictory nature,
Development and types of Macreeconomics, Output and expenditure
flow in & simple economy, The Bastc concepts of National Income and
Product; GNP, NNP. GDP, NDP, NI etc. Calculation of National Income
and its problems

Unit 2 Classical model of determination of level of output, ernployment, ptice,

“rate of interest and wage rates and its eriticism, Keynes model of
determination of income, employment and rate of interest.

Unit3  Central Bank functions, Monetary and Fiscal Policy, Basic concepts of
Feonomie growth & development, Basic concepts of Trade Cycle, Basic
concepts of Balance of Payments, Inflation: Definition, measures and
effects, Demand and Supply Side inflation, Inflation and unemployment,,

: Philips Curve. : .

Suggested Text Book:

Readings  JainT. R, Khanna O. P., and Tiwari Ajay, Macro Economics, V K

_Enterprises, New Delhi -

Reference Books: .

Vaish M.C., Macroeconomic Theory, Vikas Publishing Housc.
Jhingan M.L, Macro Economics Theory, Vrinda Publications.

Abuja H.L., Macro Economics Thecry and Applications, S. Chand &

Sons
bba302 Management Accounting
Unit1 - Meaning, Scope and limitation of management accounting, distinction

between financial accounting, management accounting and cost
accounting; role of management accountant in decision-making, Cost
analysis: understanding about cost behaviour ic., fixed, variable and
semi-variable cost

Unit 2 Cost-volume profit analysis: Concept of break-cven point, profit-volume
relation, margin of safety, angle of incidence; Business budget: Concept
and use budget in planning and control, types of budget-fixed and flexible
and cash budget.

Unit 3 Variance analysis using standard costing system: Management reporting

' system: Reporting system in management lypes of reports.

Suggested Text Book:

" Readings Maheshwari, S.N., Principles of Management Accounting, Sultan Chand

and Sons, New Delhi. .
Reference Books:

Arora M N, A textbook of Cost and Management Apmunting, Vikas

Publishing Housc Pvt Ltd, New Delhi
Khan and Jain, Managerial Accounting, Tata McGraw Hill, New Delhi
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Agarwal M. R, Management Accounting, (Garima Publication House

bba303 Business Communication

Unit 1

Unit 2

Unit 3

Suggested
Readings

bba304
Unit 1

Unit 2

Unit 3

Suggested
Readings

Business Communication: Nature, scope, processing role of Business
Communication, listening, qualities of a good listener essentials’of good
communication. Barricrs of Business communication and management
of barriers,

Types of communication: Formal - informal, inter personal Intra personal,
Verbal;, non-verbal; individual and group Communication network. -
Communication Media: Individual onented: Letters memo, reports,
presentations, legal oriented,; proposals, agreements, directives;

.orgenisation oriented; manuals, forms, brochures, notices,

Telecommunication, Negoliations

Text Book: '

Adler and Rodman, Understanding Human Communication, Oxforc
Publication

Reference Books:

Mcenakshi Raman and Singh Prakash, Business Communication,
Oxford University Press, New Delhi ' .
Sharma R.C. and Mohan K. Businecss Report, Writing &
Correspondence, Tata McGraw Hill, New Dethi.

Peance C.G. Principles of Business Communications.

Pareek and ‘Pandcy, Business Communication, RBD Professional
Publication

Turner Paul, Organizational Communication, Jaico Publishing Housc.

Functional Management

Marketing and sales management: marketing organisation and
administration, product, distribution. advertising and publicity, sales
management, pricing.

Production and operations management: types of production, factory
layout and Jocation, production organisation, materials hantlling,
automation. )

Human resource management: manpower planning, recruitment,
selection, induction and training, promotion and transfér, wage and salary
administration, job restructuring

Text Book:

Wakkiran and Ravichandaran , Junctional Management, Himalaya
Publishing House.

Reference Books:

Mathew M, Functional Management, RBSA Publishers, Jaipur
Robert C Appleby, Business Administration, Macmillan

bba305 Company Law

Unit 1

Unit 2

Unit 3

Company Act 1956 Nature and type of companies, Promoters and
Incorporation of companies, Memorandum of Association, Articles of
Associafion, Prospectus.

Members of the company, Share capital, transfer and transmission,
borrowing powers, Mortgages and charges, debentures, Directors and
Managing Director, whole time director, company sccretary.
Company meetings: kinds, quorum, voting, resolution, minutes, Majority
powers and minority rights, Prevention of oppression and

e — e i i,

e iR

P —— -

B P S S S

Suggested
Readings

Semester IV

bba401
Unit 1

Unit 2

Unit 3

Suggested
Readings

Unit 1

Unit 2

Unit 3

Suggested
Readings
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mismanagement, Winding up: kinds and conduet.

Text Book:

Bagrial A K, Company Law, Vikas Publishing Housé, New Delhi
Reference Books: ) .
Ramaiya A, Guide to thc Companics Act, Wadhwa & Co, Nagpur
Avtar Singh, Company Law, Eastern Book Co., Lucknow

Office Management

Office management: objectives, responsibility for office work, planning
and organising the office, centralisation and decentralisation, selection
of office site, layout. i .
Organisation and method, office machinery and equipment,
communication, other office services, data processing systems, the future
offices, SOHO, '

Human aspect of computer usage, security data protection and audit

‘Management services, Electronic data interchange

Text Book: '
Chopra R K and Chopra Ankita, Office Management, Himalaya
Publishing House, New Delhi | :

Reference Books:

Arora S.P, Office Organisation and Management, Vikas Publications.
Pillai and Bhagavathi, Office Management, S.Chand & Sons.

Business Statistics L1

Index Number; Meaning tvpes, and uses; Methods of construeting price
and guantity indices (simple and aggregate); Tests of adeguacy; Chain-
basc index numbers; Base shifling, splicing and deflating, Problems in
constructing index numbers ; Consumer price index, Analysis of Time
Series; Causes of varations in time series data; Components of a time
serics; Decomposition -Additive and multiplicative meodels;
Determination of trend — Moving averages method and method of icast
squares (including linear second degree, parabolic and exponential rend),
Computation of seasonal indices by simple averages, ratio-to-trend,
ratio-to-moving averages, and link relative methods

Forecasting and Methods; Forecasting-concept, types, and importance;
General approach to forecasting, Methods of forecasting, Forecasting
demand; Industry Vs Company sales forecasts; Factors affecting
company sales, Theory of Probability; Probability as a concept; The
three approaches to defining probability, Addition and multiplication
laws of probability, Conditional probability, Bayes™ Theory;
Probability Distribution; Probability distribution as a concept; Binomial,
Poisson, and Normal distributions —their propertics and parameters.
Empirical distribution- generating: Applications to business, Basic
concept of sampling distribution, sampling distribution ;of means and
proportion for large samples.

Text Book:

Gupta S.P, Statistical Methods, Sultan Chand & Sons.

Reference Books:

Sharma J K, Business Statistics, Pearson Education

Hooda R P, Statistics for Business and Economic, Macmillan, New
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bbad(03
Unit 1
Unit 2
Unit 3

Suggested
Readings

bbaio4
Unit 1

Unit 2
Unit 3

Suggested
Readings

Unit 1

Unit 2

Unit 3

Delhi
Levin and Rubin, Statistics for Management, Prentice-Hall of India,
New Delhi

Purchase Management

Role of purchasing and material management :Objectives and organization
of MRP, Determination and description of purchasing quality, Supply
Chain Managemenl.

Purchnsmg research; vendor rating development, price- Determtnatwn
and negotiation, pubhc purchasing,

Warehousing Management: Classification and codification;, material
handling, traffic and transportation management

Text Book:

Gopalkrihanan and Sundershan, Materials Management: An
integrated approach, Prentice Hall of India, New Delhi.

Reference Books: )

Sharma Anand Kumar, Purchasc Management, D. K.
Publishers Distributors (P) Ltd.

Ammer D. 8 Material Management and purchasing, Richard D. Irwin
Dobler, Lee & Burt. Purchasing and Materials Management, TMH,
New Delhi

Business Information System
Business information Systems; basic concept, role, 1mpact and

characteristics of BIS, Information quality, classification, value,’

importance of BIS in managing various functions in organisation and in
managerial decision making, types of information system, personal and
shared information systems,

Systems concept, types of system, sysicm control, system
development, Database management systems

Technelogy of information systems, hardware and software resourccs,
networks, security aspects

Text Book:

Munnesh Kumar, Business Information System, Vikas Publishing
House Pyt Ltd, New Delhi

Reference Books:

Dekar W. Jawa. Mnnagcnwnt information System, Tata McGraw Hill,
New Delhi

Goyal D. P., Management Information System, Macmillan Publishers.
Bruch and Grudnitski, Information Systems - Theory & Practice
Jerme Kanter, Management Information Systems.

Regulatary Framework for Smali Businesses

Law of Contact(1872);, Nature of contract, classification, Oﬁ'cr and
acceptance; Capacity of parties to contract, Free consent, Consideration,
Legality of object; Agreement declared void; performance of contract;
Discharge of centract, Remedies for breach of contract

Special Contracts; Indemnity, Guarantee; Bailment and pledge; agency,
Sale of Goods At 1930; Formation of contracts of sale, Goods and their
clagsification, price; Conditions and warranties

Transfer of property in goods; Performance of the contract of sales;
Unpaid seller and his rights, sale by auction; hire purchase agreement,

__ Readings

Suggested }
Readings

Semester V

bba501
Unit 1

Ulllit 2

Unit 3

Suggested

bbas02
Unit 1

Unit 2

Unit 3
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Negotiable Instrument Act 1986: Satient features; Definition of consumer;
Gricvance redressal machinery; Foreign Exchange Management Act 2000:
Definitions and main provisions

Text Book:

Kuclihal M.C, Business Legislation for Management, Vikas Publications.

Computerized Financial Accounting

Computerised Financial Accounting: Meaning, Need, Importance
Objective, Basic Concepts of Accounting, Journalising the transactions,
Trial Balance & fina! Accourts (Trading, Profit & Loss and Balance
Sheet), Adjustment entries, Display and rcporlmg of accounting
statements

" Inventory Management ;Need and Importanee of Inventory Management,

Vouchers for Inventory transactions, maintairing store ledger, Display
and reporting of Inventory statements

Accounting with Inventory:Nee1 and importance of updating inventory
with accounting entrics, Vouet s for combined entrics, creation of stock
and ledger |tc:ns, precautions _f inventory reports in different styles.

To be suggested by the instructor. '

Quality Management

Quality management: Meaning, concept 2nd | \mportance, Evolutmn of
Quality Management, Cast of quality,

Kaizen continuous improvement, Quality circles, Statistical Process
Control, Just in Time (JIT}

Benchamarking, Overview of Business Process Reenineering, Quality
System Standards- ISOQ 9000 20{)0 Environmen il Management

" Standards: ISO 14000

Suggested
Readings

bbas03
Unit 1

Unit 2.

Unit3

Suggested
Readings

Text Book:

Sharma D. D.; Total Quality Management- Pnnuplcs pmctlcc and
cases, Sultan Lhand & Sons, New Delhi. e

Reference Book:

Sharma A. K., Total Quahly Ma.nagement, Adma‘lh Book International.

Busmess Envi rnnmelit

Business Environment: Coneept, Components and importance, Factors
affecting business environment: Internal and External,

Business and government policies: Fiscal policy, Monetary policy,
industrial policy, policy for small sca!c sector, NRI investment, industrial
sickness

Planning: current five year plan, FEMA, MRTP, role and function of
SEBI, Competition Act.

Text Book:

Francis Cherunilam, Business Enwrcnment Textand Cases, F°  alaya

" Publishing Housc

Reference Books:
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bbas04
Unit 1

Unit 2

Unit 3

Suggested
Readings

Mishra and Puri, Economic Environment of Business, Himalaya
Publication House.’ '

Vaishney Swami Gupta, Business Environment, Swami Book Depot.
Chidambaram, and Alagappan, Business Environment, Vikas
Publishing House.

Industrial Relations and Industrial Law

Industrial Relations Perspectives; Industrial Relations and the Emerging
Socio-economic Scenario; [ndustrial Relations and the State;, Legal

Framework of Industrial Relations, Role and Future of Trade Unjons

Discipline and Grievance Management; Negotiation and Colleciive
Sefilements, Participative Meanagement and Go-ownership; Productive
Bargaining and Gain Sharing” Employee Empowerment and Quality
Management; Industrial Relations and Technological Change, Industrial
Relations Laws - Laws Relating to Industrial Disputes, Laws Relating
to Discharge, Misconduct, Domestic Enquiry, Disciplinary Action
Social Security Laws - Laws Relating to Workmen’s Compensation,
Employees’ State Insurance, Provident Fund, Gratuity and Maternity
Relief, Wages and Bonus Laws - The Law Of Minimum Wages, Payment
of Wages, Payment Of Bonus, Laws Relating to Working Conditions -
The Laws Relating to Factories, Establishment, and Contract Labour;
Interpretations of Labour Laws, their Working, and Implications for
Management, Union, Workmen; The Economy and the Industry

Text Book:

Srivastava S C. Industrial Relations and Labour Law. New Delhi,
Vikas Publishing Fouse Pvt Ltd, New Delhi

Reference Books:

Viymani, B R., Participative Management vs. Collective Bargaining.
New Dehii; Vision Books, 1988. _ .

Malik, P L., Handbook of Industrial Law. Lucknow, Eastern Book,
1955, '

Saini, Debi S. Labour Judiciary, Adjudication and Industrial Justice.
New Delhi, Oxford, 1995.

Ramaswamy, E A., The Rayon Spinners,” The Strategic Management
of Industrial Relations”, Oxford University Press.

varshney GK, Elements of Business Law, S.Chand

bbas05 Summer Training and Viva-Voce .

Student is expected to learn on-the-job by way of association with 2
business organization. The student will undergo & part-fime on-the job
tenining under the close supervision of a supervisor in the business
organisation. This training should help her/ him develop a perspeclive
of wholesome management of business activities. This would cnable
her/ him to appreciate the importance of different business activities
and see how different business activities are interrelated. She~he will
have to submit a report on the organisation she/ he has under gone
training and make a presctation before a panel of experts. There arc 25
points for report, 25 points for presentation and 50 points for Vive-

. ‘Semester VI
bhabl1

Unit L

Unit 2

Unit 3
Suggested
Readings
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_ Entreprencurship

Nature and development of enircpreneurship; role, importance and
characteristics of an enireprencur, creativity and business opportunity;
Types of entrepreneurs . )
Business plan-resource requirements and legal aspects, enterptise startup,
govemment schemes and support for starting new businesses;

Buying a franchising, buying out an existing business; intraprencurship
Text Book: .

Kaulgud, A. (2003). Entrepreneurship Management, Thomson-Vikas
Publishing House, New Delhi. : .

Reference Books: .

Sudha, G.S. (2005). Fundamentals of E’ptreprencurship, Ramesh Bock
Depaot, Jaipur.

Sharma Sudhir, Entreprencurship, Wisdom Publications

bba602  Small Bus iness Management

Unit ¥

Unit 2

Unit 3

Supgested
Readings

Role and importance of small business; definitions, and definitions of
small business i different countries. Supyport for small businesses.

Marketing for small businesses. Product, price, promotion. place and
protection; Marketing support for small businesses.

Finance Management for Small Business: Sources for small business
finance, Fixed Capital Management, Sources of fixed capital, financing
for small business enterprises, Inventory Management Operations
management issues for srnall businesses, Value creation and quality,
PPC; Human resource management for small businesses,

Text Book:

Khanka and Jain, Small Business Management

Reference Books:

Gupta C.B., Small Business Management, g Chand & Sons.
Ramachandaran, K. (1993)- Managing a New Business Successfully,
Glabal Business Press, New Delhi. .

Shukla, M.B. (2003). Emrepreneurship and Small Business
Management, Kitab Mzhal, New Delhi.

bba603 Family Business Management

Unit 1
Unit2
Unit 3

Suggested
Readings

Family business- concept and nature; advantages of family business,
chalienges before family business; players in family business; Managing
family and non-family members;

Organizing a family business; three circle model; Estate and succession
planning- managing continuity, planning for continuity, development of
the next generation; . :

Family govemanee in family business; Family council; retreaty protocol
or family constitution; family office. s

Text Book: ' -
Leach Peter, Family Business - The Easentials, Profile Books
Reference Book: '
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Jain Ra]esh Chains That Liberate, Macmillan India Ltd

bbat04 A Business Plan Dwelup ment

Suggested
Readings

This course expects leamer to develop a busmcss plan around 'a chosen
business idea. Business plan is a must for entrepreneurs and learriers
must submit a hard and soft copy of their business plan and make a
presentation.

There are 50 points b}'the panel evaluntmg the presentations and anothcr
50 for report.

Reference Books:-

Business Plan Development, Ulut 6, Emrepreneurshlp Develcpment
Institute Publication,

Timmons Jeffery A,, New Venture Creation, Tata MeGraw-Hill
Sahay A., Entrepreneurship and New Venture Creation, Excel Books.

bba604 B New Venture Creation

Unit 1

Unit 2
Unit 3

Suggested
Readings

Entrepreneurial revolution and entrepreneurial process, Analyzing and
Evaluating Business. Opportunities, Struetural analysis of industries,
Criteria for New Venture Sereening

Resources one needs to start a new business, Forms of Business Ventupes:
Retail, Franchising, Manufacturing, Service Enterprise

Financial issues & resources in New Venture Development, New Vcnmre
Team: The role of teams in entrepreneurial process '
Text Book:

Sahay A., Entreprencurship and New Vemure Creation, Excel Books,
Reference Books:

Timmons Jeffery A., New Venture Creation, Tata McGraw-Hill

bba605 Business Research

Unit 1
Unit 2
Unit 3

Suggested
Readings

Definition, types of business rescarch: Descriptive and Exploratory,
nature and scope of research methudology, research process

Methods of Data Collection — Primary and Secondary Data Collection,
Survey Method & Questionnaire Design, Sampling type & Sample Size
determination

Use of Computers in rc:scarch Report’ wnung and prcscntauon

“Text Book:

Kothari C. R, Research Mcthodology, New Age Tntemnational.
Reference Book:

Sharma K, R., Business Research Methods, National Pubhshmg chse,
New Dethi

aoa




