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11 PROGRAMME’'S MISSION AND OBJECTIVES: Gtata Open Hniversity

Guwahati

Maniram Dewan School of Management of KKHSOU corglates to mobilize experts in the
domain of management, strategically to maximizé txeademic and professional credentials for
development of its programmes to contribute towdhgsmission of the university to provide
accesses to quality education with latest educaltioputs and technology.

The Bachelor of Business Administration (BBA) pragmme of Maniram Dewan School of
Management of KKHSOU is designed to enable thenkrarto imbibe the relevant knowledge
and skills of management and entrepreneurship. @oigramme has been thoroughly revised in
accordance with the UGC Regulations on Open antaiis Learning, 2017. Syllabi of this
Programme have been finalized after a series abetakions and discussions with academic
experts in the respective field from Universitidsepute, viz., Gauhati University. The quality
of Curriculum and Syllabus of this programme hasrnbgo designed to accommodate the recent
developments in the field of Higher Education imgel and the subject in particular.

BBA Programme endeavours to provide higher educatmd training in the field of
management using the latest educational inputdestthology. To achieve the overall mission
statement KKHSOU, the following specific objectives/e been framed:

1. To educate the disadvantaged groups of peopleehauss and other adults and help in up-
gradation of knowledge and skills;

2. To Educate and train individuals from different ksalof life, who are desirous to study
Management.

3. To provide intensive theoretical and practical kiemige of management.

4. To develop the essential management skills requicedmeet and participate in an
increasingly domestic as well as global businessrenment

5. To help the learners understand the emerging ctmdepdifferent functional areas of
management like marketing, personnel, finance aadygtion.

6. To provide access to a broad base of knowledgerm managerial domains.

7. To provide an integrated perspective of managefioectioning along with a fair amount of
exposure to real life case studies

8. To facilitate the working people who wish to deyetbeir professional skills in management



9. To help the learners with development of relevamdvidedge and skills to start their own

enterprises

1.2

RELEVANCE OF THE PROGRAMME WITH KKHSOU'S MISSI ON AND
GOAL:

The BBA Programme offered by KKHSOU has been prghaonforming the mission and goals
of KKHSOU. KKHSOU with its BBA programme offered through ODLode would be in a

position to extend the benefits to learners actbssstate to enable them to earn the relevant

knowledge and skills of management. This prograrfotiews the following mission and goals
of KKHSOU:

1.

To maintain equitable, inclusive, quality educated life long learning opportunities
for higher education.

To ensure this quality education is accessibldugice and responsive to the needs of
diverse groups of learners with special focus annlers from disadvantaged population
groups, particularly youth with special needs arith warious forms of disabilities.

To ensure that social, regional and gender gapslengnated and gender equality and
girls’ and women’s empowerment are promoted througjthe education system;

To foster quality education with a strong focusreforms relating to curricula, learning
materials, andragogy process, learning assessteanher quality and performance and
institutional leadership and management with a Vievenabling the learners to attain
the specified learning outcomes (knowledge, skaltstude and values) that are required
to lead a productive life, participate in the cowist development process, and respond
to the emerging global challenges.

Ensuring integration of information and communigcattechnologies (ICTs) in the BBA
programme, especially for improving access to etilmeaenhancing the quality of
teaching-learning process, and strengthening eldaehiplanning and management.

To contribute to the economic growth of the country



1.3 NATURE OF PROSPECTIVE TARGET GROUP OF LEARNERS FOR BBA
PROGRAMME:

KKHSOU functions with a motto of “Education beyoBdrriers”. KKHSOU specially strives to

cater to the needs of the learners from far-flumgasa cutting across of age, sex and
backwardness so that they can have access to ygedlitcation. The BBA programme is
specially designed and developed for the learneioath East India to make them acquainted
with different management philosophies such as wstaleding of behavioural science,
marketing, human resource management and informatystems. To achieve the mission of
KKHSOU, the BBA Programme has emphasized on tHevihg prospective target groups of

learners:

» All the stakeholders of the society like-developinagents, government officials, policy
makers, industrialists, farmers, grass -roots watkeho are interested in ensuring a better
standard of living for the peoples of the society.

* Women learners who want to get empowered with mamagt education, acquire
professional skills, and start any entreprenewgature.

* Working people who wish to develop their professiorskills in management and
entrepreneurship.

» People engaged in different avenues and wish teldptheir professional skills.

» People hailing from far-flung remote areas andlivin other disadvantageous conditions.

» Learners who are deprived of higher education inveational system for varieties of
reasons.

* Working professionals in the lower or mid-level mgament, who are not able to complete
their masters, and maybe experiencing a stallezecatage, as a result.

* Denied and deprived sections of people who needatidun of Economics for uplifting their
economic conditions.

1.4 APPROPRIATENESS OF PROGRAMME TO BE CONDUCTED IN OPEN AND
DISTANCE LEARNING MODE TO ACQUIRE SPECIFIC SKILLS A ND
COMPETENCE

The BBA programme of KKHSOU has been designed abknthe learners imbibe the concepts
and practices of management through open and dest@arning mode. The learners of BBA
Programme are provided with the Instructional Matercommonly known as Self learning
Materials(SLM) which in itself is self sufficientof learning the various concepts of



Management(SLM). The Self Learning Materials (SLM&) developed with the supervision and
help of the experts in the field of management. BBA programme has been offered after
substantial revision in compliance with the regueats of UGC and Madhava Menon

Committee. The BBA programme does not need anydabiy facilities as the programme does
not offer any practical oriented subjects. The Opiversity system is more learner-oriented
and the learner is an active participant in theagedical (teaching and learning) process. Most
of the instructions are imparted through distarshecation methodology as per the requirement.
KKHSOU follows a multimedia approach for instruetjavhich comprises:

a. Sdf-Learning Material: The printed study material (written in self-ingttional style) for

b.

both theory and practical components of the programwill be supplied to the learners.
The syllabi of the BBA Programme have been upgraeger the recommendations of the
Report of theCommittee to Regulate the Standards of Education being Imparted through
Distance Mode constituted by the Ministry of Human Resource urtle chairmanship of N
R Madhava Menon, popularly known as the Madhavadviédommittee Report.

The SLMs have the following features:

i. Self-Explanatory and Self contained: The content is presented in such a style so that
the learners can go through the materials withowtchmexternal support, for
additional sources or even a teacher.

il. Sdf-Directed: The SLMs of BBA Programme are aimed at providireressary
guidance, hints and suggestions to its learnezact stage of learning. It is presented
in the form of easy explanation, sequential devalem, illustrations, learning
activities etc.

iii. Self-Motivating: In ODL system, the learners remain off the canfpusnost of their
study time. Therefore, the SLMs of BBA Programme dgesigned in such away that
it arouse curiosity, raise problems, relate knogéetb familiar situations and make
the entire learning meaningful for them.

V. The SLMs of BBA Programme includes ‘Let Us Know(Attwhal Knowledge)’,
‘lllustrations’, ‘Check your Progress’, ‘Model Qu&ms’ etc so that the learners
become self motivated and self evaluating.

Audio-Visual Material Aids: The learning package contains audio and video @ibs;h
have been produced by KKHSOU for better clarifmatand enhancement of understanding
of the course material given to the learners. Tkaldvya and community radio service are
broadcasting curriculum based audio programmes.

Counsdlling Sessions: Normally counselling sessions are held every Syratathe study
centers.



The assignments, counseling sessions at the stedyers, preparing project report and
submission of the project report, multimedia sesgiand various learner support services make

the BBA programme appropriate and compatible todr&ucted in Open and Distance Learning

1.5INSTRUCTIONAL DESIGN:

1.5.1 Curriculum Design: Curriculum of the BBA programme has been desigmgdaking
help of experts in the subject from other reputedversities in the region like Gauhati
University, Guwahati. The contents of the syllalbé aipdated. While preparing the
syllabi, UGC Model Syllabi and syllabi of other Warsities and recommendations of
Madhava Menon Committee have been consulted.

The following instructional instruments were proaad to the learners of management
programmes:

1. Self-learning Materials (SLM): SLMs of BBA programme are designed by the experts
from management areas in tune with the demand eofidarners. SLMs are specially
prepared for the target group of BBA learn@ifcture of the BBA Programme and
Detailed Coursewise Syllabus are presented in Annesure-1 and Annexure-11)

2. Counselling sessions at the study centre: The counseling sessions are held in all study
centers for the BBA Programme. The counseling sassare held on Sundays besides
other days of the week as mutually agreed upoméwgtudy centre and learners.

3. Multi media study material: In addition to SLMs in print form, KKHSOU has dgaped
audio-visual materials related to management csurBeese are usually distributed in
CDs and DVDs, and are meant for facilitating betitederstanding among the learners.

4. Student Support services: KKHSOU facilitates its BBA learners with the follomg ICT
based Services: The student support services blaileclude the following:

» Self-Learning Materials covering the entire syllabi

» Counselling sessions at study centres,

» Access to library services at study centres and#rdral Library of the University as
well,

* Audio-Video materials on selected modules, ava@ablstudy centres,

» Community Radio programmes on selected topics.

» Eklawya, a radio programme broadcasted from All India R&fiation, Guwahati and
simultaneously broadcasted by All India Radio $ttDibrugarh.

* Live Phone-in-programme is broadcasted by All IndRadio, Guwahati each
Thursday (9.15 am — 10.15 am). In this programesaners get live support to their
queries, while the public in general can also extewith officials/faculty members of
the University on varied issues.
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1.5.3
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* Most of the Audio-Video programmes are made avkglalline through ‘YouTube’
videos.

* Learners can also write emails to any officialsffacmembers of the University. For
this a general email IDnfo@kkhsou.inhas been created. Queries raised through
email to this email id are redressed by concerrf@idial/faculty members of the
University.

» A Facebook Account is also available where thenkstar can communicate with their
issues. The System Analyst of the University haanbassigned as Administrator of
the account.

* An Android App "“KKHSOU” has also been designed. S'#indroid App can be
downloaded free of cost from Google Play Storeotigh this App, the learners can
get detail information of academic programmes aéd, district-wise and course-
wise list of study centres, contact informationtleé study centres, University etc.
This Android App of the University has also been&ly recognised and has received
an Excellence Award from IGNOU.

» Learners can register for a free SMS service. BNES services keeps the learner
updated on schedule of Examination, Declaratiorestilts, Admission schedule and
other important events.

Duration of the programme: The BBA programme has six semesters and is of
minimum 3 years. The programme has 4 courses in samester carrying 100 marks
(80+20) i.e for 6 semester the programme will ha8eourses with a Project Study (100
marks). However, the maximum duration of the progree is 8 years as stated below:

» Minimum Duration :6 semesters (3 years).

» Maximum Duration :8 years (maximum of 4 attemptd icourse/paper).

In case, a learner is not able to qualify a coumsis first attempt, he/she shall has to
qualify in the particular course within the nextufoattempts, subject to maximum
duration of the study.

Credit Distribution : The University follows the system of assigning I8urs of study
per credit of a course. Thus, following this nom@¥ credit course constitutes a total of
120 hours of study. Out of the total credit hoarspinimum of 10 percent, i.e., minimum
12 hours of counselling per course is offered ® ldarners at their respective study
centres. This programme has 96 credits in totadnéxure-1 of this Report)

Faculty and support staff requirement: The University currently has 3 full time faculty
members in the Department of Management, viz., Bnafessor and two Assistant
Professors.

Structure of the BBA Programme (Annexure-l of this Report)



1.5.6 Detailed Syllabus(Annexure-1l of this Report): All the courses are compulsory .The
specialization courses are offered in sixth semeawgté a project study. Learners have to
opt for two courses from any one specilization nignk@nance Specialization/Marketing
specialization/HRM specialization.

1.5.7 Project Study: The objective of the Project is to help the leesraequire ability to apply
multi-disciplinary concepts, tools and techniguesalve organizational problems and/or
to evolve new/innovative theoretical framework. Theation of the project work is two
months. At the beginning, the learners need to gubRroject Synopsis and at the end of

the term, the learners need to submit the fingleetaeport before Viva presentation.

The project carries 100 marks and it is mandatoigubmit the Project Report before the

completion of the programmeRroject Study detailsin Annexure Il of this Report)

1.6 PROCEDURE FOR ADMISSIONS, CURRICULAM TRANSACTION AND
EVALUATION FOR BBA PROGRAMME:

1.6.1 Admission Procedure in BBA programme:

A learner may take admission in BBA programme rat study centre spread throughout the
state of Assam provided that study centre offeegtiogramme as desired by the learner.

For admission to BBA programme, course fee is tgpéid through the Bank challan attached
with the Prospectus or through SBI e-collect at Brgnch of State Bank of India. Application
along with necessary enclosures and a copy ofttakan returned by the Bank after payment, is
required to be submitted at the recognized Studytr€avithin due date. Relevant documents are
required to be submitted along with the admissamf

Intending learners with incomplete application mag given conditional admission at the
University’s discretion with the condition that teced documents will have to be submitted on
or before the dates prescribed for the purposeir Bmeolment (registration) will be confirmed
only on fulfillment of the eligibility criteria. Taappear in the examinations, confirmation of
enrolment will be necessary. All the enrolled leasnwill be provided with registration cum
identity cards.

Those learners who are unable to complete the anage within the specified maximum period
will be required to register themselves afresh hyimg the requisite fee as per the University

regulations.
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Refusal/Cancellation of Admission:Notwithstanding anything contained in this prospscthe

university reserves the right to refuse/cancel adion of any individual on valid ground.

1.6.2 Continuous AdmissionAfter completion of a particular semester, a leaiseequired

to apply for next semester simply by paying theessary fees within one month of the last
examination day of the previous semester.

Admission in subsequent semester does not depemidearesults of the earlier semester. One
may take admission in the next semester even witlagpearing in previous semester
examination. Admission should be taken continuousBBA programmes without any break. A
learner will be allowed to appear in all the examtions including back papers within the
stipulated time of a programme.

Learners are required to pay a fine of Rs. 300eifoh she applies for admission to the next
semester after expiry of one month but within twonths from the last day of examination of
the previous semester. On special consideratidearaer may be allowed to take admission in
the next semester even beyond the two months Horebé¢he issue of notification of the
examination of that semester by the University aldvgrounds and on payment of a fine of Rs.
500.

A learner however, may be allowed to take admissi@n after that period without any fine, but
he or she will be allowed to appear in examinatibthat semester in the next year only.

1.6.3 Eligibility Criteria: 10+2 or equivalent examination passed (in anyastjefrom a
council/university recognized by UGC

1.6.4 Fee Structure:

The following is the fee structure of BBA Programme

PROGRAMME

ENROLLMENT| COURSE | EXAM |PRACTICAL| EXAM | MARKSHEET| DISSERTATION | TOTALFEES
SEMESTER | ™ e FEE | FEE reE |cevReFEE|  FEE | PROVECTREE | TomERND | LR SURECT
First 3000 | 250000 600.00 | 20000 5000 365000

. N - - s 20000 per paper +
Seond | . 2500.00 | 600.00 | 20000 5000 335000 | poere
Third | 250000 | €00.00 . | 2000 5000 | 33000 | [alae
Fourth .| 25m00| @0000 | 20000 5000 3350.00 | WashestFez R +Consaeed
A | L 250000 | 600.00 | 20000 5000 335000 | NfeRsill

Sixth | .. 2,300.00 | 600.00 200.00 130.00 1,000.00 4,430.00
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1.6.5 Fees for Project:
A Challan of Rs 1000/- as Project fees should bxosed with the copy of the project report

(which will be sent to the university), if not paite fee during the admission time.

1.6.6 Financial assistance:

The University offers free education to jail inmatend differently abled learners. At present, the
University offers free of cost education to jailmates in 13 district jails of the state. The
University is in the process of adding more of cafdistrict jails in the Academic Session 2018-
19.

The University also offers subsidised educatiothtlearners living below the poverty line. On
production of BPL certificate from competent authgrthe University offers 50% discount on
course fee.

1.6.7 Curriculum Transaction and Activity Planner:

An activity planner, that guides the overall acameattivities in the BBA programme shall be
made available prior to the admission scheduléhefUniversity. The newly constituted CIQA
office as per UGC guidelines and the office of &mdemic Dean would upload the Academic
Plan and month wise Academic Calendar to enabl&etraers to plan their studies and activities
accordingly.

1.6.8 The evaluation system of the programme:
The system of evaluation of KKHSOU has a multisgstem of evaluation.

a) The University adopts both ongoing and term enduat@mn. Ongoing evaluation is
conducted in two modes: internal and external. Timernal evaluation is to be
undertaken by the learner himself. For this, thevehsity has designed some Check
Your Progress questions, which would help the le@mo self-check his progress of
study. However, this is undertaken at the learnergl themselves and is non-credit
based.

b) Self-assessment exercises within each unit of study

C) Continuous evaluation mainly through assignmentschviare tutor-marked, practical
assignments and seminar/ workshops/extended cqrtagiammes

d) For overall evaluation of a course, the Univergifjows the two types of evaluation:

(a) Continuous Evaluation (Assignments) : Weightagggned 20%.
(b) Term End Evaluation (Semester-end Examinations) eigiWage assigned 80%.

e) The learners have to submit the assignments witikenschedule of a semester at the
respective study centres. The counsellors at thdystentres evaluate the assignments
and return them to the learners with feedback.
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f) Term end examinations are conducted on scheduléss det selected examinations
centres. Evaluations are done by the external examiiat zonal centres. After
evaluation, further scrutiny is done, followed byderation. Results are declared within
scheduled dates as laid down in the Activity Planne

0) Learners would be able to get their scripts retetad if they are not satisfied with
evaluation.

h) Questions for the Semester End paper would bessperathe Evaluation policy of the
University to have coverage of all the moduleshef tespective courses.

i) The University is in the process of using high s#ggwand eco-friendly synthetic (water
proof and termite proof) papers for marksheets aadificates. Moreover, use of
interactive kiosk at study centres for issue of td@rds and modification of the existing
EDPS system for quick publication of results of rekations are also being planned.
Similarly, introduction of biometric identity of éeners is also being planned

)] Project work (100 marks with 4 credit)

The evaluation of learners depends upon variousucttonal activities undertaken by them. A
learner has to write assignment responses comfulbefore taking term-end examination from
time to time to complete an academic programme.

1.7 REQUIREMENTS OF THE LABORATORY SUPPORT AND LIBR ARY
RESOURCES:

The University is already equipped with computds far the learners of BBA programme.
Library services are offered to the learners thhopyysical library facilities set up by the
University at the respective study centres. Refardiooks are suggested by the faculty members
of the University, and are supplied to the studyties library.

The Central Library at KKHSOU has a sizeable retpogiof relevant reference books and
textbooks relating to management and entreprenipursiihe books available at the Central
Library are quite helpful for the faculty membersdahe SLM writers as well as the content
editors. It may be mentioned here that copieslet/emt reference books and textbooks have also
been sent to the libraries of the respective staayres, which can be accessed by the learners.

Significantly, the digital version of the Univergi€Central Library, KKHSOU is also available on

the website: http://www.kkhsou.in/library/ which is an online platform for collecting,

preserving and disseminating the teaching, learaimg) intellectual output of the University to

the global community. On this website, the entiagalogue (title/ author/ publisher wise) of
library resources including books and other literatrelating to this particular course and the
Open Access Search Engine (OAJSE), which is a gatdéw over 4,500 e-journals including

those in management, can be accessed among others.
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1.8 COST ESTIMATES OF THE PROGRAMMES AND THE PROVIS IONS:

The office of the Finance Officer of KKHSOU keegkthe records of finances regarding print
of SLMs, honorarium paid to the members of the Ex@@mmittee, honorarium to be paid to
Content Writers, Content Editors, Language Editorsanslators, Proof Readers and the
expenditure related with organizing counsellorstkehops, meeting of the co-ordinators of the
study centres etc. Moreover, the finance office ahgintains records of purchase of computers,
online space, books, journals etc. The accountmaretained as per the laid down procedures of
government.

As regards, the cost of programme development, ranogne delivery, and programme
maintenance, the finance office conducted an es@rbased on historical costing method to
arrive at indicative figures of cost. The findingee presented below in respect of the BBA

programme.

1.8.1. Programme Development Cost: Rs. 2,158,950.00

The office of the Finance Officer of KKHSOU has wed out the following also.

a. SLM Development Cost for Master Degree Programme
English medium per Unit Rs. 7,300/-
Assamese medium per Unit Rs. 7,430/-

b. SLM Development Cost for Under Graduate programme
English medium per Unit Rs. 5,500/-
Assamese medium per Unit Rs. 5,680/-

3. Printing Cost per SLM Rs. 56/-

4. Cost of CD per unit Rs. 23/-

1.8.2 Programme Delivery Cost:
The SLMs prepared have to be delivered to varitwsyscentres located at the far-flung
remote areas. On an average, the University dsliakout 15 kgs of study materials per
student. The cost of delivery of 1 kg of such miatés Rs.10. Accordingly, depending

upon the number of candidates; the cost for the BBFgramme will be provisioned by
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the University. The office of the Finance Officeashcalculated the delivery cost of SLM
per student at Rs. 150/-

1.8.3 Programme Maintenance Cost:
The University will keep financial provision for ganizing stakeholders’ meetings,
counselling workshops etc. as per the Academic BlahAcademic Calendar approved
by the Academic Council of the University. The waltkps conducted by the University
will not only benefit the learners of the programrhat will also benefit the learners of
other programmes. The University will also bear tlost of organizing the meeting of
Syllabus Revision Committee etc. and for suppladditional study materials if required
for improving the quality of the programme. Moregvéhe University will keep on
investing in developing the IT infrastructure sattthe learners can benefit from the ICT
enabled programme.
The cost calculated by the office of Finance Offies regards maintenance of BBA
programme per student is Rs. 1250.00.

The figures as indicated above will be applicabletifie BBA programme of the University. The
University will keep adequate financial provisiar flevelopment, delivery, and maintenance of

the programme presented as per the Programme PRgport.

1.9 QUALITY ASSURANCE MECHANISM AND EXPECTED PROGRA MME
OUTCOMES:

a) Quality Assurance Mechanism: With regard to the quality concerns of the course
materials, the department is involved in the follogvactivities:

* The programme design and structure is decided afiena series of discussions and
deliberations with a team of a few carefully chosebject experts, who are mostly
eminent scholars and professionals from the reputgdutions of higher education.
Formed with due approval from the University auityorthis expert Committee is
helped by the in-house department faculties whileparing the framework of the
programme.

* The next step after the completion of the framewmdparation is the allotment of
the assigned papers (which is again composed aitS) to the assigned authors.
The in-house faculties prepare a carefully chogstrof authors for the task. The in-



15

house faculties also contribute their writings,itdées the outsourced authors, who are
mostly research scholars and faculty members frigitmeln educational institutions.
The content editors are then roped in for the nexhd. The content editors, who are
mostly academics from reputed higher educatiorgtltutions, look into the contents
of the units and provide their suggestions and daekls to be included by the
coordinator of the programme.
The next step is that of printing and distributithgg SLMs to the respective study
centres. Arrangements would be made to distridieeSLMs to the learners at the
time of admission.
Newly established CIQA office which will take capéthe following to enhance the
quality of the various facets of the University:

» Counselors workshops

» Stakeholders meetings

» Feedback Responses from the learners from varimgggmmes

» SLM Audit
In order to keep the programme updated, the progemvould be revised and
necessary changes would be incorporated for thefiber the learners, based on the
inputs received from the mechanism as mentionedeabo

b) Expected Programme OutcomesThe outcomes of the programme are manifold:

It will enable the learners to acquire knowledgaldimg them to articulate well the
conditions around them.

The programme will also help the learners to seaekleyment and career prospect
avenues in the development sector, entreprenewgigure, self-employment and/or
other upcoming sectors like banking, insuranceahdr service sectors.



Annexure-|

STRUCTURE OF THE BBA PROGRAMME

COURSE STRUCTURE
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COURSE SEMESTER | MODE TITLE OF THE COURSE MARKS CREDIT

CODE
SEMESTER 1

BBA(S1)01 | FIRST Compulsor| Principle of Management and20+80=100| 4
Organizational Behavior

BBA(S1)02 | FIRST Compulsor| Business Economics 20+80=100| 4

BBA(S1)03 | FIRST Compulsor| Business Mathematics 20+80=100| 4

BBA(S1)04 | FIRST Compulsor| Business Environment 20+80=100| 4
SEMESTER 2

BBA(S2)05 | SECOND Compulsor| Business Statistics 20+80=100| 4

BBA(S2)06 | SECOND Compulsor] Marketing Management 20+80=100| 4

BBA(S2)07 | SECOND Compulsor| English ~ for  Professiongl20+80=100| 4
Studies

BBA(S2)08 | SECOND Compulsor| Financial Accounting 20+80=100| 4
SEMESTER 3

BBA(S3)09 | THIRD Compulsor| Human Resource Manageme@0+80=100| 4

BBA(S3)10 | THIRD Compulsor| Production &  Operati{ 20+80=100| 4
Management

BBA(S3)11 | THIRD Compulsor| Business and Labour Laws | 20+80=100| 4

BBA(S3)12 | THIRD Compulsor| Spoken English 20+80=100| 4
SEMESTER 4

BBA(S4)13 | FOURTH Compulsor| Fundamentals of Finan¢ 20+80=100| 4
Management

BBA(S4)14 | FOURTH Compulsor] Human Resourd 20+80=100| 4
Development

BBA(S4)15 | FOURTH Compulsor| Cost and Managem| 20+80=100| 4
Accounting

BBA(S4)16 | FOURTH Compulsor| Environmental Study 20+80=100| 4

SEMESTER 5
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BBA(S5)17 | FIFTH Compulsor| Entrepreneurship and Smakb0+40=100| 4
Business Management

BBA(S5)18 | FIFTH Compulsor| Sales And Retailiy 20+80=100| 4
Management

BBA(S5)19 | FIFTH Compulsor| Insurance And Banking 20+80=100| 4

BBA(S5)20 | FIFTH Compulsor| Computer  Application 20+80=100| 4
Management
SEMESTER 6

BBA(S6)21 | SIXTH Compulsor| Project Study 20+80=100| 4

BBA (S6)22 | SIXTH Compulsor| Office Management 20+80=100| 4

HRM/Marketing/Finance
In the 6™ semester, the learners have to select any one specialization from HRM or Marketing or
Finance.The area wise courses are listed below: -

OptionalHRM
BBA(S6)23 | THIRD Organizational Development 20+80=100| 4
BBA(S6)24 | THIRD Industrial Relation 20+80=100| 4
OptionalMarketing
BBA(S6)23 | THIRD Advertising and Promotiop20+80=100| 4
Strategy
BBA(S6)24 | THIRD Consumer Behavior 20+80=100| 4
OptionalFinance
BBA(S6)23 | THIRD Indian Financial Systems 20+80=100| 4
BBA(S6)24 | THIRD Rural Development andRurg 20+80=100| 4
Finance in India
TOTAL 2400Marks| 96 Credits
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Annexure-l|

Detailed Syllabus of BBA Programme

1 SEMESTER

BBA (S1) 01: PRINCIPLE OF MANAGEMENT & ORGANIZATION BEHAVIOUR
Total Marks: 20+80=100

UNIT 1:

UNIT2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

Introduction to Management: Concepts of Management, Meaning of Management,
Nature and Characteristics of Management, ScopeVlahagement; Levels of
Management; Administration and Management; Managéam Science and Arts;

Development of Management Development of Management Thought, Classical
Approach: Frederick Winslow Taylor and ScientifimiMagement, Henry Fayol and
Administrative Management, Comparison Between Tragtal Fayol; Neo-Classical
Theory, Hawthorne Experiments, Behavioural Sciehpproach; Modern Approach,
Contribution of P.F. Drucker, Quantitative or Maeawent Science Approach,
Systems Approach, Contingency Approach

Functions of Management: Planning, Organizing, Staffing, Controlling,
Coordination; Managerial Skills; Indian Managem8tyle and Tradition

Planning :Nature and Characteristics of Planning, Types ah®)| Steps in Planning
Process, Importance of Planning, concept of stiafggnning,

Organizing: Concept of organization, organizational structiereral and informal
organization, departmentation, span of control,eBypf Organization

Staffing : Definition, manpower management, job design , s$elecprocess,
performance appraisal

Controlling : control process, types, barriers to control makoaptrol techniques,
budget and non-budgetary control

Motivation: Motivation at Work; Theories on Motivation: Theorgf Human
Motivation, McGregors Theory X and Theory Y, Heraye Two Factor Theory of
work Motivation; Delegation; Meaning of Authorityd Power

Decision Making: Decision Making and Management; characteristicgl@dision
making Types of Decisions; Steps in Decision Making

Leadership: Meaning of Leadership; Theories Of Leadership;etyleadership
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UNIT 11: Organizational Behaviour:Concept of Human Behaviour: Nature of People, Value
of Person (Ethical Treatment); Nature of Organa@atBehaviour; Concept of Self
Theory; Concept of Ability: Intellectual Abilitieghysical Abilities;

UNIT 12: Personality: Meaning and Determinants of Personality: MeaningPefsonality,
Determinants of Personality; Theories of Persoyialihe Big Five Personality Traits;
Emotions and Moods: The Basic Set of Emotions; éf@ion: Factors Affecting
Perception; Concept of Interpersonal Behavior: Bsaslelnterpersonal Competencies
for Managers; Transactional Analysis; Ego Statest Rifferent Strokes; Job Design:
Job Characteristic Model

UNIT 13: Group Behavior and Team Development:@ncept of Group and Group Dynamics;
Types of Groups: Formal Group, Informal Group; Geptaof Group Behavior: Group
Norms, Group Cohesion, Inter-Group Behavior; Grddecision-Making; Team:
Types of Team; Team Building and Managing Effecieam

UNIT 14: Contemporary issues in ManagementMeaning of conflict management, positive
vs. Negative conflict, types of conflict, managimgnflict, stress management,
sources of stress, stress management strategies

UNIT 15: Case studies

BBA (S1) 02 BUSINESS ECONOMICS
Total Marks: 20+80=100

UNIT 1: Introduction to Business Economics:Introduction to Business Economics, Economic
Principle, Economic Practices of Management, Rolé Responsibilities of Business
Economist

UNIT 2: Demand: Concept of Demand: Types, Determinants, Demand tfumcDemand
Elasticity,

UNIT 3: Demand Forecasting: Introduction, Meaning and Forecasting, Level of n2ed
Forecasting, Criteria for Good Demand Forecastigthods or Techniques of Demand
Forecasting, Survey Methods, Statistical MethodamBnd Forecasting for a New Products

UNIT 4: Supply: Concept and law of supply, factors affecting supply

UNIT 5: Production: Concept of production: Factors, Functions, Lineaombgenous
production function, Optimum input combinations, wsa of variable proportion,
Returns to scale, Economies and diseconomies & sca



UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Cost: Cost concepts: Opportunity cost or alternativet,cBgplicit cost and implicit
cost, Money costs and real cost, Accounting cost Boonomic cost, Sunk costs,
Marginal cost and incremental cost, Short run cbetal cost , Average cost, Marginal
cost, Long run cost curve of firm: Long run averagst curve, Long run marginal cost
curve, Managerial uses of cost function

Objectives of Firm- Introduction, Profit Maximization Model, EconomiBheory of the Firm,
Cyert and March’s Behavior Theory, Marris’ Growthakimisation Model, Baumol’'s Static
and Dynamic Models, Williamson’s Managerial Dis@eary Theory

Market structure: Perfect competition: Concept of Market and Revenue Curves:
Classification of Market Structure, Concepts ofald®®evenue (TR), Average Revenue
(AR) Marginal Revenue (MR).

Market structure: Imperfect competition: Monopoly Competition: Definition and
Classification, Demand and Marginal Revenue Curkegilibrium of the Monopolist:
Short-run and Long-run, Price Discrimination: Degesd Possibility, Equilibrium of a
Firm: Short-run and Long-run, Group Equilibrium, ri@ept of Excess Capacity, Some
Other Important Concepts of Pricing

Distribution: Marginal productivity theory of distribution, remhodern theory of rent,
wages, wage determination under imperfect compatiti

Wages: Basic concept of wages, nominal and real wagesevdggermination under
Perfect competition, wage determination under Idgoer Competition, wages and
collective bargaining.

Profit: Meaning of profit, Profit theories, Basic infornmat, Nature of profit,
Measurement of profit, Profit policies

Economic environment of BusinessNature and Significance of Economic & Non
Economic Environment in India, Macro Economic Eomiment: Government Budget,
Industrial Policy, Monetary Policy, Role of Bankiagd other Non- Banking Financial
Institutions and their Impact on Business, Planningindia- Achievements and
Failures

Non-Economic Environment of Business: Political and Legal Environment,
Demographic and Social cultural environment, Ndtugmvironment, Technical
Environment, Social Responsibility of Business.

Monetary and Fiscal Policies: Concept and objectives of Monetary Policy,
Instruments of Monetary Policy, Limitations of Mdagy Policy, concept of Fiscal
Policy, Fiscal policy and Economic stability, Instrents of Fiscal Policy and
Limitations of Fiscal Policy.
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BBA (S1) 03 BUSINESS MATHEMATICS

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:
UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:
UNIT 14:

UNIT 15:

Importance of Mathematics in Business: History of Mathematics, Business
mathematics- basic concept, use of business matiwsnia business (Production &
cost calculation, price determination, profit maasuent, financial analysis)

SETS: Basic concepts, types, operations on sets, Vengr&as

Relation & Functions: Binary relations and their types; Basic terminoésgitypes,
graphical / geometric  representation of nctions, Functions related to business

Mathematics of Finance Simple and Compound interest, Depreciations)uhy

Basic Algebraic Concepts Quadratic Equation, Roots of Quadratic Equation,
Simultaneous Equation with Two or Three Unknowns

Arithmetic Progression: Arithmetic progression and Series, Geometric PrEsioa
and Series, Summation of A.P. and G.P. Series

Logarithms: Definition, Properties of Logarithms, Applicatiohlogarithms
Binomial Theorem: Binomial Theorem, Properties of Binomial Coeffidién

Matrices: Definition and notation, various types — squaretaregular, diagonal, null,
unit, identity and singular, addition of matrices,ltiplication of matrices, Inverse of
a matrix

Limit and Continuity : Limit of a function, Evaluation limit of functiompplication
of limits in business, Continuity of a function.

Derivatives of Function:Differentiation Rules of differentiation

Application of Derivatives in Business Ara :Derivatives as instaneous rate of
change, Maxima and minima of a function, simplei@ation Problems

Integration: Methods of integration, Integration by substibati Integration by parts
Application of Integration in Business Area: Definite integrals, simple problems

Linear Programming Problem: Formulation of a Linear Programming Problem-
solution of LPP by Graphical (simple problems only)
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BBA (S1) 04 BUSINESS ENVIRONMENT

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

Introduction to Business Environment: Types of Environment, nature scope
and objectives of business, environmental anagysisforecasting

Business and SocietySocial environment, social responsibility of busimend
corporate governance

Industrial Policies: Industrial policy upto 1991, new industrial policy,
privatization and disinvestment, IRDA

Trade Environment: Industrial growth and diversification, Public andvate
sector industries , small scale industries andagetindustries

Village and Small Industries: Definition of small and village industries, state
industrial policies, khadi and village industries,

Industrial Sickness: Definition, causes of sickness, preventive and towga
measures

Labour Environment: Principles of labour legislation, labour legislatidabour
welfare, definition of industrial relation; tradenian ;workers participation in
management; quality circles , VRS and Golden haakish

Financial Environment: Introduction to money market and capital markethwit
special reference to India, organized and unorganmoney market

Political Environment: Introduction, Political Environment and the Econom
system, Types of Political Systems, Indian Constituand Business, Changing
Profile of Indian Economy , Business Risks Pdsgthe Indian Political System

Globalization of Business:Concept and evolution (GATT, WTO and Uruguay
Round Agreement), meaning and features of intesnatibusiness, importance of
international business

Multinational Corporations: Definition and meaning, MNCs and International
trade, Merits and demerits of MNCs, MNCs in India

Patents and trade marks: Definition of Patent and trade marks, falsifyingdan
falsely representing trademarks as registered,stratjon of trade marks as
associated trade marks.

Economic Planning: Planning in India, planning commission, formulatioh
plan, twelfth plan



UNIT 14:

UNIT 15:
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Economic development:Industrial development, salient features of indaktr
planning and development, role of public and pevsgctors, import and export

Case Studies

2" SEMESTER

BBA (S2) 05 BUSINESS STATISTICS

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT7:

UNITS8:

Introduction to Statistics: Meaning and importance of Statistics, Frequency
Distribution, Tabulation of Data, Methods of preteg Statistical information

Measure of Central Tendency: Meaning of Measure of Central Tendency, Different
Types of Measure of Central Tendency Frequencyribigion, Mean, Median,
Mode, Measure of Dispersion.

Measure of Dispersion: Meaning of Dispersion, Different Measures of Disen,

Moments, Skewness and KurtosisMoments, Moments —raw and central, Relation
between raw and central moments, Skewness, Measiiraskewness, kurtosis,
Measures of kurtosis

Correlation and Regression: Meaning of Correlation, Scatter Plot and
Correlation, Type of Correlation, Correlation Caoa#nt, Rank Correlation
Coefficient, Meaning of Regression, Line of Regi@ssand Regression Equation,
Correlation and Regression Analysis: A Comparison

Fundamentals of Probability: Random experiment, Definition of Probability,
Axiomatic Definition of Probability, Elementary Theems on Probability

Conditional Probability: Multiplication theorem of probability, Independemvents,
Multiplication theorem of probability for indepentteevents, Extension of multiplication
theorem of probability, Law of Total probabilityae’s theorem

Sampling and Sampling Distributions: Introduction , Population and Sample - Universe or
Population - Types of Population — Sample , Advgesaof Sampling, Sampling Theory -
Law of Statistical Regularity - Principle of Inextiof Large Numbers - Principle of
Persistence of Small Numbers - Principle of VajiditPrinciple of Optimization , Terms
Used in Sampling Theory , Errors in Statistics ,akl@es of Statistical Errors , Types of



UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Sampling - Probability Sampling - Non-ProbabilityarSpling, Case let on Types of
Sampling, Determination of Sample Size, Centralititheorem

Random Variables and Probability Distribution: Definition, discrete and
continuous distribution

Theoretical Distribution- |: Standard Distributions: Discrete type Bernoulli,
Binomial, Poisson distributions (definition, propes and applications).

Theoretical Distribution-ll: Continuous distribution, Normal (definition, propes
and applications)

Index Numbers: Concept and Uses of Index Numbers, Types of Sinhmpiiex
Numbers, Properties of Relatives, Construction ampi Index Numbers,
Construction of Weighted Index Numbers, Test of duecy of Index

Time Series:Definition and importance, components of a tireges, estimation of
the trend by the method of moving averages

Basic Concepts in Sampling Definition of Population, Parameter and Sampling,
Random and non random sampling, Sampling with aitidowt replacement, Mean
and Standard Deviation in Sampling, Errors in samgpl

Testing Of Hypothesis:Hypothesis, Null Hypothesis, Alternative Hypottediarge
sample test, small sample test, level of signiftean

BBA (S2) 06  MARKETING MANAGEMENT

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

Introduction to marketing Management: Nature, scope, definition and
importance of marketing: basic concepts in Marlgtikvolution of marketing
concepts- from selling concepts to modern marketorgcept, marketing functions

Consumer Behavior: Definition, Factors influencing consumer behaviouying
process

Marketing Environment: Introduction, Need and Importance of Environmenta
Analysis, Methods of Analysis — SWOT, PEST, Intér&mvironment of the
Organization, External Environment



UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Marketing Mix: Introduction, Evolution of the “Marketing mix”, @gponents of a
traditional marketing mix , Additional components the mix, Importance of
marketing mix in marketing decisions

Marketing Planning and Strategies: Introduction, Management Processes in
Marketing, Types of Marketing Plan, Competitive IMating Strategies,
Interactions between Marketing Mix and Marketing vEonment , Control
Mechanisms in Marketing

Market Segmentation: Marketing targeting and positioning, Factors inemlvin
market segmentation

Concept of product: Consumer and industrial product, product plannimg a
development, Product diversification, standardoratand simplification, Product
strategy, Product innovation and diffusion, prodlit#écycle and product line

policy.

Branding: Definition, brand name, characteristics of brandiBigand image, brand
identity, brand personality, concept of Brand eguit

Price: Objectives, factors affecting, Pricing decision addsigning pricing
strategies and programmes; pricing techniques

Managing Marketing channels: Types of channels and their importance, channel
strategies, designing and managing channels, Magagtailing and wholesaling ,
Physical distribution, marketing logistics and slypghain management.

Promotion: Meaning and its importance, types, Promotion Mades promotion
(push versus pull) programme

Selling functions in marketing: Personal selling-nature, importance and process,
direct marketing: E- commerce and e- Business, ConcepCéM

Service marketing: Definition, Service Marketing Mix; Growth of Senrés;
Difference between Goods and Service Marketing; r&aristics of Service
Marketing

International Marketing: Meaning and scope of international marketing,
difference between domestic and international ntargeconcept of Indian export
and import policy

Case Studies
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BBA (S2) 07 ENGLISH FOR PROFESSIONAL STUDIES(COMMON PAPER)

Total Marks: 20+80 = 100

UNIT 1. Some Concepts of Grammar I: English Grammar an Introduction, Nouns—Kinds
of Nouns, Forms of Nouns, Functions, The noun ghragreement, Determiners—
Articles, Demonstratives, Possessives, Quantifidrs;determiner, Pre-determiners,
Verb Forms

UNIT 2 : Some Concepts of Grammar Il:Adjectives, Adverbs, Prepositions

UNIT 3 : Vocabulary: Synonyms and Antonyms, One word Expression, Worsisd uas
Different Word Classes, Phrasal Verbs, Distinctlmtween Similar Words Often
Confused

UNIT 4 : Punctuation, Synthesis and Transformationof sentences
UNIT 5 : Common Errors and Phrases & Idioms

UNIT 6: Essay and Story Writing: Introduction to Essay Writing, Structure of Ess@gmple
of Essays, Introduction to Story Writing, Techniguaf Story Writing, Sample of
Stories

UNIT 7: Precis Writing: Precis Writing, How to Write a Precis, ExamplesgExses

UNIT 8: Note Making: Note making and note taking, Skimming and Scanrfioignat of note
making, Samples

UNIT 9: Communication: Defining Communication, Significance and Process of
Communication, Communication Network, Communicatidfedia or Methods,
Barriers To Communication, Effective Communication.

UNIT 10: Introduction to Office Management: Meaning of Office, Introduction to Office
Management, Functions of Office, Relationship ofi€@f with Other Departments,
Office Accommodation, Layout and Environment, Offi€urniture and Stationery,
Office Correspondence and Filing System

UNIT 11: Correspondences I:Letter Writing, How to Write a Letter, Format of Business
Letter, How to Write a Memo, Examples

UNIT 12: Correspondences Il: Notices, Types of Notices, How to Write a Noticae$3
Release, How to Write a Press Release, FormaPoéss Release

UNIT 13: Business Presentation I:/Report Writing, Process of Writing a Report, Detiring
the Purpose of the Report, Determining the Fact@athering the Information
Needed, Interpreting the Findings, Organizing thepdt Information, Writing the
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Report, Project Report Writing, Criteria of a GoBdbject, Advantages of a Good
Project, Disadvantages of Project Method, Format Bfoject Report

UNIT 14: Business Presentation Il: Writing Executive Summaries, Making Business
Presentations

UNIT 15: Writing Curriculum Vitae/Resume: Difference between CV and Resume, Tips for
writing CV/Resume, Essentials for writing CV/Resuyracing Interviews based on
CV/Resume, Telephonic Interviews based on CV/Resume

BBA (S2) 08 FINANCIAL ACCOUNTING
Total Marks: 20+80 = 100

UNIT 1. Fundamentals of Accounting:Concept of Accounting, Difference between
Accountancy and Accounting, Accounting as Sciencel &rt, Features of
Accounting; Scope and Functions of Accounting;

UNIT 2:  Accounting Concepts, Principles and Conventions ‘Accounting Principles :
Meaning of Accounting principles, Generally acceptaccounting, Features of
Accounting principles, Need / Importance of Accongtprinciples, Classification of
Accounting principles; Accounting Concepts; Meaniofy Accounting Standard :
Definition, Benefits of Accounting Standards; Reaitign and Measurement of the
elements of Financial Statement, Types of Accognt@onventions, Accounting
standards, International Financial Reporting StesglFRS]

UNIT 3: Accounting Mechanics- II: The Double-Entry System : Practical applicationtod
Principle of Double Entry, Meaning of Account, M&amn of Debit and Credit,
Classification of Accounts; Golden rules of Accdngt An Introduction to the
Books of Accounts; Journal : Format of Journal,déss of Journalizing.

UNIT 4: Accounting Mechanics —Il:Concept of Ledger: Meaning of Ledger, Need for lexdg
and Subdivision of Ledger, Format of a Ledger ActpDistinction between Journal
and Ledger; Ledger Posting: Meaning of Posting lzexsic Points regarding posting,
Procedure for Balancing of an Account; Trial Bandleaning and features of Trail
balance, Preparation of a Trial Balance; Methodsreparation of Trial Balance; The
Suspense Account; Nature of Ledger Account Balances

UNIT 5: Sectional and Self Balancing Ledger SystesaMeaning of Sectional Ledger
Balancing System; Features of Sectional Ledgerrigalg System; Advantages of
Sectional Ledger Balancing System; Defects of 8eatiLedger Balancing System;
Procedure of Sectional Ledger Balancing Systemepdtation of Total Debtors’
Account, Preparation of Total Creditors’ Accountedhing and Features of Self-



UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:
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Balancing Ledger System; Advantages of Self- Bataptedger System; Procedure
of Self- Balancing Ledger System : Entries to bespd under Self- Balancing Ledger
System, Posting from the Sales Book when Ledge¥soar Self-Balancing Ledger
System, Self- Balancing of Debtors’ Ledger, Sel&ldhcing of Creditors’ Ledger,
Self- Balancing of General Ledger

Bank Reconciliation Statement:Pass book and statement of decerent; Concept of
Bank Reconcilition statement; Importance of Bankcdeiliation statement;
Distinctions  between Bank statement and Bank Relation Statement;
Preparation of Bank Reconciliation Statement; Caua$alifferences

Bills of Exchange: Introduction, bill of exchange, AcceptanceadBill, Due Date,
Recording of Bill of Exchange in the books of Acotal

Hire-Purchase System:Meaning and Features of Hire Purchase System; Adgan
and Disadvantages of Hire Purchase System; Rights @bligations of Hire
Purchaser and Seller; Accounting for Hire Purch&system;

Installment Purchase System Meaning and Features of Installment Purchase
System; Differences between Hire Purchase and lim&tat Purchase Systems;
Accounting for Installment Purchase System

Presentation of Final Accounts-I Preparation of Final Accounts, Trading Account,
Meaning of trading account and gross profit, Cotsteof Trading Account, Journal
entries relating to preparation of Trading AccouBpecimen form of Trading
Account, Profit and Loss account.

Presentation of Final Accounts-ll : Preparation of profit and loss account,
Balancing of profit and loss account, Distinctiatween Trading and Profit and Loss
Alc, Format of Profit and Loss Accounts, Provisidafkeserves, Provision for Bad
and Doubtful Debts, Usual Adjustment Entries, Gigsentries for Preparation of
Profit and Loss Account, Balance Sheet, Meaningp$for Preparation of Balance
Sheet, Classification of Assets, ClassificationL@bilities, Items appearing in the
Balance Sheet, Format of Balance Sheet.

Depreciation: Concept of Depreciation, Depreciation Accountingpieciation- as a
source of fund, Causes of Depreciation, Charatiesi®f Depreciation, Choice of
Methods for Computing Depreciation, Methods of rdaong depreciation, Methods
of providing depreciation.

Partnership: Meaning of Partnership, Accounting for Partnerdhip, Admission of

a new Partner, Retirement or Death of a ParthempZwation of retiring /deceased
partners share in the firm, Mode of payment ofriregi / deceases partners share,
Dissolution of firm, Dissolution of Partnership aBassolution of firms, Settlements
of accounts, Accounting entries for dissolutiorsdivency of Partner/Partners.



UNIT 14:

UNIT 15:
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Financial Statement Analysis:Financial Statement, Balance Sheet, Components of
Balance Sheet, Assets, Profit And Loss Account,c€ph of Profit, Statement of
Cash Flow, Sources and Uses of Cash, Change iri@ukssets, Change in current
Liabilities, Funds flow Statement, Sources and Useg8Vorking Capital, Forms of
funds flow statement, Uses Of Statement Of Changes.

Ratio Analysis: Ratio Analysis— Its meaning and types, Liquidityios, Leverage
Ratio, Activity Ratio/ Turnover Ratio, ProfitabiitRatio, Limitations Of Ratio
Analysis, Time Series Analysis.

39 SEMESTER

BBA (S3) 09 HUMAN RESOURCE MANAGEMENT

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

Introduction to HRM: Concept of human resource management, Role of human
factor in management process, Major activities uidenan resource management,
Structure of human resource department, Human resale¢velopment

Personnel Management and Policies:Meaning of personnel Management,
Characteristics of Personnel management, FunctidnBersonnel Management,
Difference between Human resource management amsbribel management,
Meaning of Personnel Policy, Objectives of persompudicy, Types of Personnel
policies

Human Resource Planning:Nature and importance of Human Resource Planning,
Definition of human resource planning, Factors &ffey human resource planning,
Planning process, Requisite for successful humswuree planning.

Recruitment and Selection: Meaning of Recruitment, Factors influencing
recruitment, Sources of recruitment, RecruitmerdgcBss, Meaning of Selection,
Importance of Selection, Difference between Seapectand Recruitment and
Selection Procedure

Training, Development and Growth: Orientation, orientation programme,
Meaning and nature of Training and development, oii@mce of training and
development, Methods of training Growth of emplgy@areer development

Performance Appraisal: Meaning and concept, Benefits of Appraisal, Coh#icd
confrontation, Process of performance appraisathis of performance appraisal



UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Wages and Salary Administration Concept of Wages, Theories of Wages, Wage
determination process, Wage payment procedure, sTyfeWages and Wage
differentials

Compensation Management:Concept of Compensation Management, Evolution
of Compensation, Evolution of Strategic Compensatioomportance of
Compensation, Types of Compensation, Direct Congigng Indirect
Compensation, Wage Determination Process, Wageei@iftial, Importance of
Wage Differential, Executive Remuneration CompensaPlan, Special Features
of Executive Remuneration, Components of ExecuRemuneration, Executive
Remuneration in Indian Industries

Industrial Relations: Concept and Meaning of industrial Relation (IR),
Importance of IR, Objectives of IR, ApproachesRo Measures to improve IR,

Industrial Disputes: Concept of Industrial Disputes, Nature of IndudtbBisputes,
Causes of Industrial Disputes, Settlements of Despu

Strategic HRM: Meaning of Strategic HRM, Nature of Strategic HRM,
Strategic Management Process, Types of HRM Strategl their Features, HR
Functions with Strategic Management Process, Impod of Strategic

Management

Employee Empowerment: Introduction, Concept of Employee Empowerment,
Process of Empowerment, Empowerment in Indian Smen&mpowermentn
Global Scenario

International Human Resource Management ad e-HRM:Meaning of Domestic
H.R.M. & International H.R.M., H.R. Challenges ohtérnational Business,
Reasons for International HRM, How Inter countryf&ences Affects on H.R.M.,
Reasons for International Assignment Failure, AlaldH.R. System, International
Staffing, International Staffing Policy, ConcepteasHRM, e-HR Activities

Future Challenges in HRM: The Job and Challenges, the New Professional
Approach, Challenges in Human Resource ManagenMajor Challenges in
Human Resource Management

Case Studies

BBA (S3) 10 PRODUCTION & OPERATIONS MANAGEMENT

Total Marks: 20+80 = 100



UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:
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Introduction to Production Management: Introduction; History of Production and
Operations Management; Definitions of Productionnitzement; Production Process;
Production: The Heart of an Organization; Objeciwé Production Management; Scope
of Production Management; Importance of Technoiagyroduction

Introduction to Operations Management: Definition of Operations Management: An
Outline of Operations Strategy; Factors Affectinge@tions Management; Objectives of
Operations Management; Functions and Scope of @pesaManagement: Planning,
Organizing, Controlling, Manufacturing and Non-M#mturing Operations and their
Classifications, Productivity Figure , Operationarfhing and Control

Process DesignProduct Selection; Definitions of Product Desigid evelopment: Need
for Product Design and Development, Origin of th@edRct Idea and Selection from
Various Alternatives, Choosing among AlternativeodRicts, Modifying the Existing
Products, Sources of Product Innovation, Charatiesi of a Good Design, Reverse
Engineering, Concurrent Engineering; Process Deslgeaning, Need, Factors and
Types: Framework for Process Design, Process Rlgrifiocedure, Relationship between
Process Planning and other POM Activities, TypPmfcess Designs.

Plant Location: Defining Plant location, Nature of location decisidactors affecting
plant location, Location choice.

Plant layout: Principles and methods of layout, Basic types gbug. Building design,
roof structure.

Job Design: Defining Job Design, Work Study, Method Study, tirstidy,Work
Measurement, Work Sampling, steps in productiwitg evork study

Production planning and control: Objectives, advantages, steps in production plannin
and control

Purchasing: Objective and importance, organization, purchasimgthods, purchasing
procedure, Purchasing Research, Forward Buyingc€th purchasing, legal aspects in
purchasing

Inventory Management: Introduction, Types of Inventory, Disadvantageshigh and
low Inventory, Reasons for Maintaining Inventoryp€s of Inventory Systems

Functions of Inventory: Stores keeping objective and importance, functioimeentory
control EOQ/ABC analysis standardization, simpéfion and codification, kardex
system

Product Design: Types of New Products, The Process of New Prodwstel@pment,
Design for Manufacturability (DFM), designing forulity, Rapid Prototyping, Designing
and developing new Services

Material Requirement Planning: Basic concepts of MRP, Handling uncertainties,
Evolution of MRP into MRP I



UNIT 13:

UNIT 14:

UNIT 15:
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Quality Management: Definition of Quality and its benefits, Dimension$ Quality,
Quality Control, Quality Assurance, Costs of Qualifotal Quality Management, JIT
Philosophy, 1SO-9000 Quality Standards,Quality omrbbjective and importance
inspection and quality control statistical qualitgntrol, control surplus and waste
disposal

Maintenance Management: Maintenance Management: Definition of Maintenance
Management, Need for Maintenance, Objectives ohkdaiance Management, Types of
Maintenance Systems, Activities in Maintenance Mgnaent

Supply Chain Management: Introduction to Supply Chain Management, Need for a
Good Supply Chain Management, Components of Su@blgin, Design of Supply
Chains

BBA (S3) 11 BUSINESS AND LABOUR LAWS

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

Indian Contract Act, 1872: Essential conditions of a Valid Contract under &mdi
Contract Act, Offer and Acceptance; Consideratfoapacities of Parties to Contract,
Performance of Contract, Discharge of Contract, aBine of Contract and Its
Remedies, Indemnity and Guarantee, Bailment andge|eContract of Agency

Sales of Goods Act, 193(Essential of Contract of Sales, Difference betw&ate
and Agreement to Sell, Condition and Warranty, ihgsef Property in Goods,
Transfer of Title by non- owners, Performance ohtfact of Sale, Rights of Unpaid
seller, Breach of Contract of Sale, Auction Sale

Formation of a Company: Formation of a Company, Stages of formation of
Company, Documents Required for Incorporation, Bype Company, Meaning of
Meetings and Kinds of Company, Meaning of Minuteec®ding and Signing of
Minutes, Role of Chairman, Postal Ballot, Resolutamd its Different Kinds

The Indian Partnership Act, 1932: Basic Concept of Partnership, Advantages and
Disadvantages of Partnership firm, Kinds and De&dRartnership, Kinds, Rights
and Duties of Partners, Minor as a Partner andn&ast Express and Implied
Authority, Registration and Dissolution of PartriepsFirm

Consumer Protection Act, 1986:Definitions under the Act, Redressal Agencies
under the Act, Powers of Redressal Agencies, Pureedf Filing a Complaint,
Consumer Protection Councils, Penalties under tie A

Foreign Exchange Management Act, 199®ifference between FERA and FEMA,
Scope of FEMA, Salient Features and ProvisionsEflK, Offences under FEMA



UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:
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The Indian Factories Act, 1948Definitions under the Act, Statutory agencies and
their powers for enforcement of the Act, HealthfeBaand Welfare Provisions,
Provisions regarding Hazardous Work, Employmenyafng person, Penalties and
Provisions

The Industrial Disputes Act, 19470bjectives of the act; Important definitions;
History of the law of industrial disputes; Authagg under the Act and their duties;
Reference of disputes; Procedure and powers obatiés; Award and settlement,
lllegal Strikes and Lock-outs; Unfair Labour Praes, History of the law of

industrial disputes; Authorities under the Act dhdir duties; Reference of disputes;
Procedure and powers of authorities; Award andese¢nt

The Trade Unions Act, 1926:0bjectives of the Trade Unions Act; Important
definitions; Registration of Trade Union; Rightsdahiabilities of registered Trade
Union; Penalties

Minimum Wages Act, 1948:0bject and scope of the Act; Definitions; Fixatiemd
Revision of wages; Safeguards in payment of mininmages; Enforcement of the
Act

Workmen’s Compensation Act, 19230bject and scope of the Workmen's
Compensation Act, 1923; Important definitions; Dbigaent; Employer’s liability
for compensation; Employer’s liability when contiacis engaged; Commissioner;
Compensation

The Arbitration and Conciliation Act: Meaning of Arbitration and its Types;
Arbitration Agreement and easements of a validteation agreement; Arbitration
and his appointment; Powers and Duties of Arbitta@onciliation its meaning and
Proceedings; Role of Conciliator; Kinds of Condiba; Drafting of Agreement;
Suggestions for improving the conciliation machyner

Employees’ Provident Funds and Miscellaaous Provisions Act, 1952Scope and
Applicability of the Act; Various schemes providedder the Act; Central Board and
its constitution, functions and powers; State Baamd their constitution; Duties and
Powers of Inspectors appointed under the EmployBetwident Funds and Misc
Provisions Act, 1952; Constitution and working prdare of Employees’ Provident
Fund Appellate Tribunal

The Payment of Gratuity Act, 1972:0bjects and Scope of the Payment of Gratuity
Act; Provisions of the payment of Gratuity Act; Bedure of determination and
payment of gratuity under the Payment of Gratuiit; Dispute regarding the
amount of gratuity; Appointment and Power of Ingpeaunder the Payment of
Gratuity Act; Controlling Authority and its Power
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UNIT 15: The Payment of Wages Act, 193@Definition of wages, few important terms under
the Payment of Wages Act, 1936 and its objectsagpdication; Responsibility for
payment of wages; Time of Payment of Wages; Dedncéind its various kinds;
Deductions claims for wrongful deductions

BBA (S3) 12 SPOKEN ENGLISH

Total Marks: 20+80 = 100

UNIT 1: Spoken English and Grammar in Context
UNIT 2: Issues in Modality

UNIT 3: Speech Skills

UNIT 4: Communication Skills

UNIT 5: Telephone Skills

UNIT 6: Interviewing and Public Speaking

4™ SEMESTER

BBA ($4) 13 FUNDAMENTALS OF FINANCIAL MANAGEMENT
Total Marks: 20+80 = 100

UNIT 1: An Introduction to Financial Management: Meaning of Financial Management;
Finance Function; Significance of Financial Managam Relationship of Financial
Management with other Areas of Management; Objestf Financial Management;
Role of the Financial Manager

UNIT 2: Financial Planning: Steps in Financial Planning; Financial Plan; Finaneolicies;
Some Aspects Of Short-term Financial Policy; Fosgng or Estimating Financial
Requirements; Taxation and Financial Planning



UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:
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Long Term Finance: Nature and importance of human resource planniagtdrs
affecting human resource planning; Planning Prqdesquisite for successful human
resource planning; Suggestions for effective HuiRasource Planning

Concept of Value and Return:Concept of Time Value of Money; Future Value of a
Single Amount; Semi Annual Compounding; Other Coomgbng Periods; Future
Value of An Annuity; Present Value of A Single Anmiu Present Value of An
Uneven Series; Present Value of Annuity

Financial Statements and Cash Flow and Fuils  Flow  Analysis: Financial
Statement; Profit And Loss Account; Statement ofsiCa&low; Funds flow
Statement; Uses Of Statement Of Changes in FindPasgtion

Financial Statements AnalysisRatio Analysis; Significance Of Ratio Analysis;
Types of Ratios; Limitations of Ratio Analysis; n1é series analysis

Cost of Capital: Concept and Definition of Cost of Capital; Signéfice of Cost of
Capital; Classification of Cost of Capital; Detemation of Specific Cost; Weighted
Average Cost of Capital

Capital Budgeting Decisions:Meaning of Capital Budgeting; Types of Investments
Decisions; Investment Criteria; Capital Rationing

Leverage: Meaning of leverage; Financial Leverage; MeasurEioancial Leverage;

Degree of Financial Leverage; Impact of Financialérage on Investor's Rate of
Return; Operating Leverage; Degrees of Operatingetage; Combined effect of
Financial and Operating Leverage

Capital Structure Policies and Dividend [ecision: Meaning and Importance of
Capital Structure; Optimum Capital Structure; Fesduof an Optimum Capital
Structure; Determinants of Capital Structure; Agmttes to Determine Appropriate
Capital Structure; E.B.LT.-EPS Analysis; R.O.IGRE. Analysis; Dividend

Decisions; Dividend; Dividend Policy; Factors Iréhcing Dividend Policy; Forms
of Dividend

Working Capital Management: Concept of Working Capital; Need for Working
Capital; Types of Working Capital; Determinants \Working Capital, Working
Capital Management; Principles of Working Capitali&/

Receivable Management:Concept of Receivables; Factors influencing thes Siz

Receivables; Goals of Receivables Management; Dsiops of Receivables
Management; Credit Policy; Credit Terms; CollectPalicies; Control of Accounts
Receivables



UNIT 13:

UNIT 14:

UNIT 15:
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Inventory Management: Meaning of Inventory and its components; Need tédHo
Inventory; Risks and Costs of Holding Inventoryyéntory Management; Inventory
Management Techniques; Selective Inventory Control

Lease and Hire Purchase FinanceMeaning of Lease; Types of Lease; Advantages
of Leasing; Lease Rental Calculation; Meaning aeHRurchase; Difference Between
Lease Financing and Hire Purchase

Financial System:Meaning and Components of Financial System; Funstiof
Financial System; Financial Markets; Classificat@nFinancial Markets; Functions
of Financial Markets; Differences between Money k&rand Capital Market;
Financial Intermediaries; Structure of Indian Ficiah Intermediaries; Regulatory
Institutions; Specialised Financial Institutions Developmental Banks; Financial
Instruments

BBA ($4) 14 HUMAN RESOURCE DEVELOPMENT

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

Introduction to Human Resource Development:Purpose of HRD, Meaning of
HRD, Characteristics of HRD, Objectives and besddit HRD, Difference between
HRD ad HRM and HRD methods

Planning and Organizing the HRD system:HRD philosophy, HRD Policies, HRD
strategy and Action Plan, organizing the HRD systeorms of HRD Organization

Individual development: Role of Individual Development, responsibilities in
Individual Development, understanding employeesnieg, learning organization,
improving individual development through learning

Career Development: Concept of career development, benefits of career
development, barriers to career development, orgéonal and employee’s
responsibilities in career development, Career rpkan process, Stages of career
development and Career development programmes

Management Development:Meaning of Management development, Importance of
management Development, Steps in Management Develup Process and
Methods of Management Development

Organizational DevelopmentConcept of Organizational development, goals and
objectives of Organizational development, Orgamnreat Development process,
change agent



UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Technology and OD: Technology & OD: Basic Concept, Impact of Techigglon
Organisations, Benefits of Using Technology in OBuidelines for Integrating
Technology in OD Interventions, Tools used in OD

HRD Consultants: Need for HRD consultants, Types of HRD Consultingd a
Consultants, Responsibilities of HRD Consultamends in HRD consulting.

Group Behaviour: Meaning of Group and Group behaviour, Types of @sou
Stages in group development, Group cohesiveness

Team Development: Meaning of Team, Types of Team and Difference betwe
group and team

Performance Appraisal and Potential Apprasal: Meaning and concept of
Performance Appraisal, Objectives of Performance pragal, Process of
Performance Appraisal and Methods of performanqeaagal, Meaning of potential
appraisal, steps for setting up a potential aparaigstem

Quality of Work Life (QWL): Meaning of quality of work life, Objectives of QWL,
Interventions of QWL and Techniques of improving QW

Benefits and ServicesConcept of Benefits and Services, meaning of Vanatand
Holidays, Sick Leave, pension Plans, Social Sggurabour Welfare , VRS and
Golden Handshake

Strategies for Advancing HRD: Schools of Strategic thinking, the strategic role o
HRD, Adopting a strategic HRD perspective, Scendralding Plus Strategic
Planning

Case studies

BBA ($4) 15 COST AND MANAGEMENT ACCOUNTING

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

Cost Accounting: Meaning of Cost Accounting; Objectives of Cost Aacbng;
Cost accounting, financial accounting and managéraecounting; Advantages of
Cost Accounting; Limitations of Cost Accounting

Classification of Cost:Cost concept; Techniques of costing; Classificatib@ost



UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Materials Cost Control: Meaning of Materials; Material Costing; Function$ o
Material Costing; Fixation of Stock Level, The AB&nalysis; Inventory System;
Method of Pricing of Materials Issues

Labour Cost Control: Meaning of Labour Cost; Types of Labour Cost; Caointf
Labour Cost; Idle Time; Abnormal Idle Time; Accoung Treatment of normal idle
time and abnormal idle time; Method of Remuneration

Overheads: Meaning and definition of Overhead Cost; ImportarefeOverhead
Cost; Classification of Overheads; Procedure opsSte Overhead

Absorption of Overhead: Meaning of Overhead Absorption; Overhead Rates;
Methods of Absorption Overhead; Under absorptiord aver absorption of
Overheads; Administration, Selling and Distributi@merheads

Job and Contract Costing:Meaning and Definition of Job Costing; Concept of
Contract Costing.

Cost SheetElements Of Cost; Materials Cost; Labour Cost; Eges;

Process CostingProcess Costing- Basic Concepts; Meaning; Charstiost
Difference between Job Costing and Process Coshidigantages and Disadvantages
of Process Costing; Process Loss

Standard Costing: Meaning, Advantages, Limitations, Preliminarie® in setting up of
standard costs, Differences between Budgetamyrol and standard costing, Estimated
cost

Variance Analysis: Meaning, Favourable and Unfavourable variances,trclbable and
uncontrollable variances, Uses of variances, Asislgf variances, Types of variances

Marginal Costing and Break Even Analysis:Meaning and Definition of Marginal
Costing; Absorption Costing; Differential Costingost Volume profit Analysis

Budgetary Control: Basic Concepts of Budget; Budgetary Control; Typget
Budget;

Cash Flow Statement:Cash Flow Statement; Sources and Application ohC@ash
from Operations; External Sources and Applicatib@ash

Reconciliation of Cost:Reconciliation of Cost and Financial Account; Imjpoice of
Reconciliation; Method of Reconciliation
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BBA ($4) 16 ENVIORNMENTAL STUDIES
Total Marks: 20+80 = 100

UNIT 1: Concept of Environmental Studies: Definition of Environmental Studies and its
Scope; Environmental Studies and its Multi Diseciply Nature; Rules and
Regulations of Environmental Studies and Public Penass

UNIT 2: Natural Resources : Natural Resources; Types of Natural Resources; sFore
Resources; Water Resources; Mineral Resources; Hledources; Energy
Resources; Land Resources; Conservation of NatRedources; Sustainable
Development

UNIT 3: Ecosystem:Ecosystem; Food Chain; Food Web; Energy Flow; Egiold Pyramid;
Main Ecosystems

UNIT 4: Biodiversity and its Conservation: Definition of Biodiversity; Values of
Biodiversity; Biodiversity at Global, National antocal Levels; Hotspots of
Biodiversity; Endangered and Endemic Species; Threto Biodiversity
Conservation of Biodiversity

UNIT 5: Environmental Pollution: Environmental Pollution-Definition; Air PollutionVater
Pollution Soil Pollution; Noise Pollution; ThermBbllution; Role of Individual in
Prevention of Pollution

UNIT 6: Concept of Disaster: Defining Disasters; Types of Disasters; Differermween
Hazard: Disaster, Risk and Vulnerability; Causei$edts and Mitigation Measures
of Some Natural Disasters; Manmade Disasters

UNIT 7: Disaster Management:Disaster Management; Safety Measures Immediatdtyde
a Disaster; Emergency Aid; Methods or Steps TakeDfsaster Management; NGO
and Participation of Civil Society; Regional DisarsManagement and Planning

5" SEMESTER

BBA (S5) 17 ENTREPRENEURSHIP AND SMALL BUSINESS MANAGEMENT

Total Marks: 20+80 = 100

UNIT 1: Introduction to Entrepreneurship: Meaning and characteristic of an entrepreneur,
Emergence of an entrepreneurial class, Theoriesenifepreneurship, Role of
Entrepreneurs in Economic Growth



UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:
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Entrepreneurial Development Programme:EDP- meaning and importance, Course
content and curriculum of EDP, Role of EDP in cabtef N.E. region, Institutions
providing EDP in India

Promotion of a Venture:Meaning of Promotion of a venture, Sources of Besin
ideas, Steps in identification of business oppdties) External environmental
analysis, Establishment of a new business unitallegguirements, Venture capital,
sources of venture capital, Documentation for olg venture capital.

Social Responsibilities of Businesdeaning and scope of social responsibility in
business, Social responsibilities - Indian Businessises, Forces influencing the
working of the business, Relationship between theeBment and Business houses.

Size of a Business UniStandards to measure the size of a business wttprs
determining the size of a business unit, Optimuzre sff a firm, Principles of location
of business unit, Factors influencing location asibess unit, Plant location in the
North East Region- the present and future status.

Introduction to Small Business and Managemet: Evolution and development of
Small Business, Definition and concept of Small iBess, Importance of Small
Business, Small business.

Small Enterprise: Definition of Small Enterprise, CharacteristicsSshall Enterprise,
Relationship between small and large scale unitgectives and scope of small
enterprise, Role of small enterprises in econonagetbpment, Problems of small
scale units.

Ownership Structure: Concept of proprietorship, concept of partners@ipncept of
Company, Concept of Co-operatives, Selection ofgpropriate form of ownership
structure, Ownership pattern in Small Scale Indesstin India, Growth strategies in
small business.

Industrial Sickness: Meaning of Industrial Sickness; Warning Signalslrafustrial
Sickness; Causes of Industrial Sickness : Extecaalses of Industrial Sickness,
Internal causes of Industrial Sickness, Factorpamsible for sickness of small
business; Consequences of Industrial Sicknessg€tore Measures

Tax Benefits to Small Scale IndustriesNeed for tax benefits; Tax Exemption;
Rehabilitation Allowance; Investment Allowance; T&oncession to small scale
industries in rural areas; Tax concession to sstlle industries in backward areas;
MODVAT and Small Scale industries

Financing of an Enterprise: Meaning of Financial Planning; Needs for Financial
Planning; Sources of Finance; Sources of short timamce; Capital Structure :



UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Theories of Capital Structure, Factors determin@apital Structure; Term loan :
Features of Term Loan, Significance of Term Loamnitations of Term Loan;
Capitalisation : Over-Capitalisation, Under-Cap#afion; Venture Capital
Significance of Venture capital, Function of vertwapitalists, Essential Features of
Venture Capital, Advantages of Venture Capital, tdem Capital Instruments, Banks
and Venture Capital; Export Finance : ImportanceEgport Finance, Exim Bank
Finance, Forfeiting

Franchising: Definition of Franchising; Classification of Fransimg; Features of
Franchising; Types of Franchising; Advantages @nEhising : To Franchisee, To
Franchisor; Disadvantages of Franchising : To finesex, To Franchisor; Franchising
Agreement; Franchising in India; Laws regardingnérasing

Industrial Finance to Entrepreneurs: Concept of Commercial bank; Concept of
other development financial institution : IDBI, IRBLIC, STCIS, SIDC’s, SIDBI,
EXIM BANK, NABARD, NEDFI, IFCI, UTI

Small Enterprises in International Busines and Electronic Commerce & Small
Units: Export promotion and trends of small enterpriseginégpt of major
constraints; Concept of export potentials of sraadlle units; Suggestions to improve
exports; Meaning of e-commerce; Concept of evoluaod growth; Benefits of e-
commerce; Suitability of e-commerce for small uniBrospective areas for e-
commerce; Challenges faced by e-commerce

Case Studies

BBA (S5) 18 SALESAND RETAILING MANAGEMENT

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

Concept and Importance of Sales Management:Objectives of Sales
Management, Functions of Sales management, Diiferbetween Marketing and
sales Management, types of selling

Sales organization Functions, Structure- Formal and informal, Hontad and
Vertical, Centralized and Decentralized organizgtiaelationship of sales
departments with other departments

Designing the Sales ForceéObjectives, Structure, Size and compensation,

Recruitment and Selection Managing the Sales Force-Recruitment and Selgctio
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UNIT 5: Sales Training: Sales Training Programmes, Training Methods, 8igieg Sales
personnel and Evaluation of Sales personnel

UNIT 6: Remuneration of sales personnelMoney as motivator, sales compensation plan,
Types of compensation plan, bonus and fringe bgn#&fotivation by sales
management, setting standards for sales persomoehparing standards to
performance, control, Negotiation and Bargainingita, Role of personal selling
in Industrial Marketing.

UNIT 7: Personal Selling: Objectives of personal selling: Qualitative Objees,
Quantitative Objectives; Personal Selling Proc€$sllenges in Personal Selling

UNIT 8: Methods of sales forecastingExecutive judgment method, Sales force composite
method, Experts’ opinion, Market test method, Stettal and Quantitative method

UNIT 9: Sales BudgetForm and content, Budgetary Procedure, Factorsapgping sales
budget. Setting of Sales quotas and Sales TeryitBales Control and Cost
Analysis

UNIT 10: Retailing: Definition of retailing, Meaning, nature scope and importance of

retailing Characteristics and functions of RetgiDifference between retailer and
retailing, Retail Industry in India-different form&etailing Environment legal,
social economic, technological issues

UNIT 11: Classifications of Retail Units: Retail Space Management and Merchandise
Planning in Store designing, Vertical Marketing teys in Indian Retailing- Its
scope and importance

UNIT 12: Wholesaling: Concept, importance and functions of wholesaleriolesaler
marketing decisions, trends in wholesaling

UNIT 13: Case studies

BBA (S5) 19 INSURANCE AND BANKING

Total Marks: 20+80 = 100

UNIT 1: Introduction to Insurance: Meaning and Characteristics of Insurance; Impagan
of Insurance; Principles of Insurance; Featuresindurance; Classification of
insurance



UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:
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Risk and Undertaking of Risk: Meaning and importance of Risk Management;
Principles of Risk Management; Features of Busiresks; Causes of Business
Risks; Types of Business Risks; Methods of HandRieks

Policy Service and Claim Settlementinsurance Documents; Nomination and
Assignments; Alterations and revival; Surrendeugahnd paid up value; Claim and
their settlement

Life Insurance: Meaning of life Insurance; Difference between lifssurance and
non-life insurance; Features of life insurance; &abages of life insurance; Types of
life insurance plan

Fire Insurance: Defining Fire Insurance: Causes of Fire, Fire Pnéea, Functions
of Fire Insurance, The beginning of Fire Insurarkeds of Fire Insurance Policies;
Procedure of Recovering Fire Insurance Claim

Marine Insurance: Defining Marine Insurance; Marine Insurance Corttrac
Insurance of Property; Marine Insurance Act 196#felence Between Fire and
marine Insurance; Kinds of Marine Insurance Pdici€ypes of Marine Losses :
Total Loss, Partial Loss

Banking Sectors: Evolution and Meaning of Banking; Development omBiag In
India; Corporate banking; Retail banking; Interaasil Banking; Rural banking

Banker Customer Relationships:Definition of Banker and Customer; Relationships
between Banker and Customer : Relationship of Dedid Creditor, Relationship of
Creditor and Debtor, Relationship of Trustee andeBieiary, Relationship of Bailee
and Bailor, Relationship of Agent and Principalgis of Banker; Obligations of
Banker; Duties of Paying Banker; Duties of CollegtBanker; Know Your Customer
(KYC) Guidelines

Employment of Bank Funds: Liquid Assets-Cash in Hand, Cash with RBI & Cash
with other Banks, Investment in securities, AdvaneeSecured and Unsecured,
Loans,Term Loans, Cash Credit, Overdraft, Discoyntif Bills of Exchange, Modes
of creating charge on Securities, Types of Seeiti

Negotiable Instruments: Definition & Characteristics of Cheques, Bills otdhange
& Promissory Notes, Crossings, Endorsements, Galleand payment of Cheques,
Liabilities of Parties.

Ancillary Services of Banks: Safe custody of valuables, Lockers, Remittances —
RTGS/NEFT/Drafts, Fee based services- Issuing @Gteea and letters of credit,
Selling Third Party Products- Insurance and Mufuald units, Credit Cards, Debit
Cards, Brokerage and Demit Services.



UNIT 12:

UNIT 13:

UNIT 14:
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Innovations in Banking Technology: Bank Computerization, Core Banking, Online
Banking, Mobile Banking, Internet Banking, ATMs.

Commercial Bank: Meaning of Commercial Bank; Functions of Commeré&ahk;
Types of Banks; Role of Commercial Banks in Ecormibevelopment; Emerging
Services in Indian Banking

Mutual Fund: Meaning of mutual fund; Constitution and ManagemehiMutual
Fund; Buy back of securities; Conditions for buylaf securities; Mode of Buy
back of securities

UNIT 15: Case studies

BBA (S5) 20 COMPUTER APPLICATIONSIN MANAGEMENT

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2 :

UNIT 3:

UNIT 4 :

UNIT 5:

Basics of Computer: Computer— Definition; Components of a Computer; I&tron
of Computer; Generation of Computers; Classificattd Computer; Applications of
Computer

Data Storage Techniques:Storing Data in Computer; Binary Number System:
Binary to Decimal Conversion, Decimal to Binary ®ersion; Computer Memory:
Random Access Memory, Read Only Memory, Cache Mgrand Virtual Memory,
Secondary Memory

Software and Multimedia: Computer Software Basics;, System Software;
Application Software; Integrated Software; Multinee€omputing; Legal Restriction
on Software

MS Word — I Starting MS-WORD; Basic Components of MS Word; Entg and
Saving Text in a Document; Closing the MS-Word doeat and Closing MS-Word,
Opening of an Existing Document; Copy and Cut (B)p¥ormatting the Document;
Find a Particular Pattern; Insertion; ImplementiRgrmula on Table Contents;
Header and Footer; Page Setup; Indents; Tabs; @sluGhange Case

MS Word — Il: File Needed to Work with Mail Merge, Creating a Milerge
Document, Inputting the Data, Printing the Mergedc@ment, Modifying the
Records in the Data Source



UNIT 6 :

UNIT 7 :

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:
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MS Excel — I: Starting of Microsoft Excel, Part of MS-Excel WindpComponents
of an Excel Work Book, Closing the Excel Work Bodkorksheets within Work
Book, Enter an Edit Data, Saving and Creating tleeR/MBook, Cell Contents

MS Excel — Il: Ranges and Common Excel Functions, Custom Lisignitient,
Database, Charts

MS PowerPoint: Starting of Microsoft Power Point, Part of PoweirfoCreation of
Power Point Presentation, To Include a Chart inShée, To Impart a Data Sheet,
Formatting Options, Slide Transaction, DiffereneWs of the Presentation

Information Technology: Areas of Information Technology, Advantages and
Disadvantages of Information Technology, Applicatad Information Technology

Working with Internet: Introduction to Internet ,Internet Architecture,dhivtion of
Internet, Basic Internet Terminologies, Getting mected to Internet , Application of
Internet

Internet Tool: Web Browsers, Web Server, Electronic Mail, Searogiges, World
Wide Web, Internet Security, Types of Attack andibaus Software

Management Issues in MIS:Concept of MIS,Information Security and Control,
Quality Assurance, Ethical and Social Dimensiomsellectual property rights as
related to IT services/IT products and Managindpgldnformation systems.

E-Enterprise System: Introduction: Managing the E-enterprise, Orgamsatof
Business in an E-enterprise, E-business, E-commeEseommunication, E-
collaboration,

Security and Networking: Introduction, Simple Fine Sharing, Internet Infotroa
Services, Peer to Peer Networking
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6" SEMESTER

BBA (S6) 21 PROJECT STUDY
Total Marks: 60+40= 100

Towards the partial fulfillment of the requiremeof the Graduate Degree in Business
Administration the students are required to undterta two months project work on the real life
problems in industrial and business organizatitmshis course, students are encouraged to work
on a specific problem in any area of managementsahahit a report thereon.

The objective is to give the student and opporjutatdevelop their skills in identifying issues in
concrete management situation, collecting and aimajydate and apply management concepts and
techniques to deal constructively with managemewoblpms and suggest solutions. For the
project work each student will be under the guigaata faculty adviser. He will be required to
submit a comprehensive report of the assignmentiafehd the same before and examining body.

The project carries 100 marks and it is mandatorysubmit the Project Report before the
completion of the programme.

a. TIME SCHEDULE FOR THE PROJECT

S| No. Topic Date

1 Submission of the synopsis of the project at the | Upto 3F' January
respective Study Centre

2 Viva-voce to be conduct 1°" August to 1™ Augus

3 Candidate should bring three copies of the ptojec
report along with them at the time of Viva-Voce

b. TYPES OF PROJECT:

* The Project may be taken on any one of the follgvéreas :
Marketing /Finance/ HRM

» The project should be done in core specializatrea af B.B.A course only.

* Comprehensive case study (covering single orgaarzatultifunctional area problem,
formulation analysis and recommendations)

» Inter-organisational study aimed at inter-orgamigetl comparison/ validation of
theory/survey of management services.

» Evolution of any new conceptual / theoretical framek.

* Field study (empirical study).

* The project can be based on primary or seconddsy da
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PROJECT PROPOSAL (SYNOPSIS): Submission, Changes and Acceptance of Project
Proposal (synopsis):
Learners are advised to send their project syn@p&lsname and
address of the project guide to the CoordinatardiCentre. The synopsis should include
the following:
> Title of the Study
» Objectives and importance (significance) for thed$t
» Research Methodology opted for the Study (statetgne, sources, collection of data;
research tools and techniques to be used; sampiogedure). Along with this, a
brief profile of the organization proposed to beem@d in the project should also be
included.
> Limitations and Scope of the Study.

If the learner wants to undertake a new projecthgnging his/her earlier project proposal,
he will have to justify his new choice. Without ialground and certification from his/her
guide, no change in project proposal will be eaiagd.

In any case, changes in project proposal will rtalowed after submitting the second
project proposal. The second proposal will be atereid as final.

It is necessary that the learners finalize thedjgut proposal well ahead of time.

It is to be noted that changes in project propwsthinot be entertained in the last month of
the programme.

In order to complete the project in due time, arlea should devote at least 120 days for
his/her project. This time should be judiciouslyided into various phases like field study &
interview, data collection, data tabulation, dat@ipretation and data analysis.

. PROJECT GUIDE:

Faculties at the School of Professional Studiesr(@erce, Management or Economics) of
KKHSOU headquarter.

Faculties in the departments of Commerce, Busindssmiagement or Economics in

colleges/institutions affiliated to any Indian Uargity and having minimum five years of

teaching experience.

. MARKS DISTRIBUTION AND VIVA VOICE:

Total marks (100) =80 (Report writing) + 20 (Vivaice)

Both internal guide and the external examiner wilbluate the project report and award
marks out of 80. Candidate shall appear in a viMaevexamination to be scheduled by the
university and to be held one of the study centfgsleast one of the two examiners
mentioned above should be present to conduct theeesxamination and award marks out of
20.
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BBA (S6) 22 OFFICE MANAGEMENT

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

Introduction to Office Management: Meaning and importance of office, Nature
and functions of Office, Relationship of office wibther departments, Functions-
basic and auxiliary, Position and role of an officanager

Office Administration:  Administrative office management, objectives of
administrative office management, functions of adstrative office manger,
scientific office management

Office Layout: Office Layout and Working Condition, Location offioe, Office
building, Office layout-nature, principles, typ&ypen and private offices,

Office Environment - lighting, ventilation, safety from physical hads, sanitary
requirements, cleanliness, security and Temperatuanterior decoration

Office services: Centralization versus decentralization of office rvses,
departmention of office, departments of a modeficef

Workflow in Office : Workflow in Office, Concept of work-flow and flowharts,
Difficulties in work flow.

Office Organization: Office Organization Principles, Types - line,diand staff and
services Organization, Office charts and manuals.

Office Communication: Basic Principles, Internal Communication and Exaérn
communication, Handling Inward and Outward commatan; Mail Organization
of the mailing section, Arrangements with postad§, Inward Mail routine, Dealing
with correspondence, Outward mail routine, Mechagimail service.

Filing and Indexing: Filing - meaning and importance, Classificationpapers for
filing, Methods of filing: horizontal and vertical

Office Stationary: Meaning of office stationary, types of Stationasglection of
supplies, standardization of office supplies, Pasifg supplies, control over
stationary in stores, issue of stationary and stooffice manger and stationary
control

Office Automation: Uses and abuses of labour saving appliances.dy stivarious
types of commonly used appliances i.e. typewrdeaplicator, accounting machines,
addressing, machines, calculator, franking machweeghting and folding machine,
Dictaphone, cash register, coin sorter, time remorcgohotocopier, telephone,
facsimile, computer, scanner, printer, letter opeti@e and date stamps etc.



UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Correspondence: Routine of handling mail. Importance of correspemck in
business and Govt. offices. Essentials of goodnessi and official correspondence.
Various forms of correspondence.

Company meeting: Meaning and types of meeting; Secretarial prastredating to
holding of meetings with special reference to retiagenda, quorum, motions,
resolutions, sense of meeting, adjournment of mgethd minutes. Minutes writing-
types of minutes, minutes book, contents of mindtafting or writing of minutes.

HRM for office Management: Recruitment, Selection and Training of office ktaf
Office supervision-duties and responsibilities afpervisory staff. Motivation-
Financial and non-financial incentives to subortisa

Management Reporting:Report writing, types of report, specimen of répoprécis
writing

SPECIALISATION

In the 6™ semester, the learners have to select any one specialization from HRM or Marketing or Finance.

The area wise courses are listed below

HRM (SPECIALIZATION)

BBA (S6) 22 ORGANIZATIONAL DEVELOPMENT

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

Organization Design: Meaning of Organization; Organization as a strigtas a
process; Importance of sound organization; Impagasf Organizing, guidelines for
effective organization, principles of organizatibsé&ructure and design, Types of
organization design and theories of organization

Organizational Culture: Components and determinants of organizational iltu
(OC), Functions of Organizational culture, Type$d}, HRD culture/climate

Organizational Change: An Introduction, Importance of Change, Forces of
Change, organizational change, Types of organizatichange, determinants of
planned and unplanned change, types of change, géhagents-principles of
change agents and qualities of change agents

Values and Ethics in OD: Professional Values, Value Conflict and Dilemm& O
Values and Changing Themes over Time, Ethics in @bhical Dilemmas in
Practicing OD, Factors that Influence Ethical Judget



UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Models and Process of Management of Organaional Change: Forced Field
Analysis, Kurt Lewin’s Model of change, Action Raseh, Process model, a system
model of change

Managing Resistance to changelndividual resistance to change, Organizational
resistance to change, Social resistance to changgnaging resistance to change,
activities for managing change.

Organizational Development: An Introduction: Definition of Organizational
Development (OD), Objectives of OD, Characteristms OD, evolution and
Assumptions of OD

Process of Organizational DevelopmentProcess of Organizational Development;
Steps in Organizational development Process, Sk-Blodel of Organizational
Development

Organizational Development Models: The change Model-Ronald Lippitt, Jeanne
Watson and Bruce Westley, 7-S Model for OD, Trahsdretical Model, Burke-
Litwin Model, ADKAR Model

OD Interventions: OD Interventions: Concept and characteristics; @@rventions

to improve effectiveness of the organizations- Tegmerventions, Inter-group
development intervention, Third party peace-makimgrvention, Comprehensive
intervention, Structural interventions

Process of OD Interventions:Role playing, sensitivity training, Team-Building
interventions, Transactional analysis, process wtatfon, third party peace making
interventions, workflow, Flexible working hour, Q@valuation and Role analysis
techniques, Job redesign strategies

Teams and Teambuilding: Meaning and importance of Team, benefits of Team
Building, Strategies for team building, types ofifres, Self Managing Teams

Training Experience: Sensitivity or T group training, Behavioural Moded,
Career Planning Intervention, Coaching and Mengprin

Issues in Consultant -Client Relations:Organisational Consultants and the client
system, Entry and Contracting, Consultant ClientaiRanship, Implication’s for
Consumer Behaviour, Dependency issue and Term@dtie Relationship and
Ethical Standards in O.D.

The future of OD: Fundamental, Strengths of OD, OD’s Future, Leaderand
Values, OD Training,
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BBA (S6) 24 INDUSTRIAL RELATION

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:

Industrial Relations: An Introduction: Meaning and definition of Industrial
Relations, Evolution of Industrial Relations, Apacbes to Industrial Relation,
Trade unionism, Tripartite and Bipartite bodies amdlstrial disputes.

Theoretical framework of Industrial Relations Environmental / External
theories, Implant Theories, Gandhian Approach tlustrial Relations

Industrial Workers:  Background, education, skills and adjustments,
absenteeism, influence of trade unions

Trade Unions: Evolution of trade unions in India, recognitionatJnion, rights
and responsibilities of registered trade uniondé&ranion Act 1926

Industrial Dispute and Employee Grievance: Nature and scope of Industrial
Dispute, causes and consequences of Industrialii@isPrevention and settlement
of Industrial dispute in India, Nature of Grievanc@auses of Grievance, the
grievance redressal procedure.

Organizational discipline: Introduction, Overview of Organisational Disci@in
Types of Organisational Discipline, Types of Didiciary Problems, Disciplinary
Procedure

Machinery for prevention and settlement ofIndustrial Dispute: Statutory and
non-statutory measures and other statutory measures

Collective Bargaining: Meaning and concept of collective bargaining, Festu
and strategies of Collective Bargaining, approacteesollective Bargaining,
Impact of collective bargaining and workers pap#tion in management on
Industrial Relations.

Labour Welfare and Social Security: Labour welfare, evolution social security
measures, health programmes, safety programmes

Workers Participation in Management: Concept of Workers Participation in
Management, Features and objectives of workerscgtion in management,
Forms of workers participation in India, Merits w@forkers participation in
management, Demerits of workers participation imaggement, W.P.M in India
and Making WPM effective.

Laws related to Employee Relations:Introduction, Evolution of Employee
Laws in India, Laws Relevant to Employee Relatiohsaws Relevant to
Organisational Conflicts, Laws Relevant to Employéages and Compensation



UNIT 12:

UNIT 13:

UNIT 14:

UNIT 15:
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Industrial Health: Meaning of Industrial health and safety, Importarafe
industrial health and safety, Occupational hazardsdiseases, Protection against
hazards and statutory provisions concerning héalindia

Concept of Wages:Meaning and concept of wages, Objectives of wage an
salary administration, Theory of Wages, MethodsAM#Hge Payment and Wage
differentials

Technology and Industrial Relations Concept and impact of technological
change, IT and IT enabled service sectors in Idddystrials in IT sector in India

India and ILO : Objectives and structure of ILO, Impact of thelLratification
of ILO standards, ILO recommendation

MARKETING

BBA (S6) 23 ADVERTISING AND PROMOTION STRATEGY
Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNITS :

UNITG :

Advertising- basic concepts: Concepts of advertising, objectives and scope of
advertising, social and ethical implications of aedising, types of advertising,

advertising as an industry

IMC and advertising: IMC; advertising as a communication process; compation

models; AIDA model and its purpose; the changingketing environment

Marketing promotion mix: characteristics of promotional mix; elements ot th
promotional mix, advertising as an element in mtnkepromotion, factors considered

while developing the promotional mix

Developing effective Promotion: Identifying the target audience, determining the
promotional objectives, designing the promotion aakkcting the channel, push vs. pull

strategy, establishing the promotional budget amglémenting promotional strategy

Managing advertising | : Developing and managing advertising programtjrggt
advertising objectives, DAGMAR, Deciding on adv&irg budget

Managing advertising Il : Developing the advertising message, role of musi
and humour in advertising, factors considered wt#eeloping the advertising
copy, creativity in advertising,



UNIT 7 :

UNITS8 :

UNIT 9:

UNIT 10:

UNIT 11:

UNIT 12:

UNIT 13:

UNIT 14:
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Media Strategies: Media planning and objectives, deciding on medi#erent
types of media and their advantages and disadvesitanoosing among major

media types, media schedule decisions, space medtiying

Evaluating advertising effectivenessDeciding on reach, frequency and impact,
Copy testing, Advertising recognition and recafit$e Issues in assessing impact

of advertising, Measuring the performance of aresiiking agency

Promotion Mix and Elements: Promotion mix-its Objectives and Imoportance,
kinds of promotion-Advertising, Direct marketingitéractive/Internet marketing,

Personal Selling, Sales Promotion, Publicity/PuBlgations

Promotion Tools: Factors considered in deciding promotional tollsgddgeting

consideration for promotion

Sales Promotion: Introduction, Meaning and Importance of Salesniriion;
Strengths and Limitations of Sales Promotion; Défece between Sales
Promotion and Advertising; Tools and Technique€ohsumer Sales Promotion;

Trade Promotions; Organising Sales Promotion Cagmgai

Personal Selling: Defining Personal Selling, Scope and Significansies and
Objectives of Personal Selling, AIDAS Principlessrébnal Selling Process,
Customer Delight

Direct Marketing: Introduction, Meaning and Importance of Direct Matrkg,

Strengths and Limitations of Direct Marketing, Rwots Suitable for Direct
Marketing, The Indispensable Elements of Direct héting, The list, The offer,
The message, Media for Direct Marketing, Regulati@md Ethics in Direct

Marketing

Ethics in Advertising: Introduction, Perceived Role of Advertising; The
Advertising Standards Council of India (ASCI); Farof Ethical Violations;
Misleading advertising; Advertising to children, oBuct endorsements,
Stereotyping, Cultural, religious and racial sewsjt in advertising, Obscenity in

advertising



UNIT 15:

BBA (S6) 24
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Case studies

CONSUMER BEHAVIOUR

Total Marks: 20+80 = 100

UNIT 1:

UNIT 2:

UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNITS:

UNIT 9:

UNIT 10:

Introduction to Consumer Behavior: Scope, importance and interdisciplinary
nature, Marketing concept, the social marketingcept, social responsibility in
marketing, the consumer research process, quarditatd qualitative research.

Market Segmentation: Importance and use, Bases of segmentation, Efeectiv
targeting and segmentation strategies, Positiosingtegies, Differentiation of
Consumer Market

Market Positioning: An Introduction, Positioning Strategy, Positioning Approaches,
Positioning Errors

Consumer Motivation: Needs, goals and their interdependence, rational vs
emotional motives, Dynamic nature of motivation

Personality and Consumer behavior Nature of personality, Freudian, Neo-
Freudian and trait theories. Role of personality understanding consumer
diversity, Product personality and brand persoaifan, Self-image, Vanity and
consumer behavior

Consumer perception: Absolute and differential threshold, subliminal gegtion,
Perceptual selection, organization and interpitati Product and service
positioning, Perceived price, quality and risk, M&acturer’s image.

Consumer Attitudes: Introduction, Functions of Attitude, Attitude Mdde
Factors that Inhibit Relationship between Beliefgelings and Behaviour,
Learning Attitudes, Changing Attitudes, Attitudeddige Strategies

Consumer learning: Motivation, cues, response and reinforcement, Bieha
learning and cognitive learning theories, Recognitand recall, Attitudinal and
behavioral measures of brand loyalty.

Cultural Influences on Consumer Behaviour: Introduction, Characteristics of Culture,
Values, Sulcultures, Cross-cultural Influences, Cultural Diffeces in Non-verbal
Communications

Social Class and Group Influences on Consuer Behaviour: Introduction,
nature of Social Class, Social Class Categoriesy@d@and Other Status Symbols,
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Source of Group Influences, Types of Reference @pWNature of Reference
Groups, reference Group Influences, Application®keference Group Influences,
Conformity to Group Norms and Behaviour, Familye_iCycle Stages, nature of
Family Purchases and Decision-making, Husband-wifeuences, Parent-child
Influences, Consumer Socialization of Children, dvof-Mouth Communications
within Groups, opinion Leadership

UNIT 11: Attitude formation and change: Meaning of attitude and its formation, Cognitive
dissonance theory and attribution theory, Commuiacaprocess and design of
persuasive communication.

UNIT 12: Diffusion of Innovation: Introduction, Types of Innovation, Diffusion Prese
Factors Affecting the Diffusion of Innovation, Adign Process, Time Factor in
Diffusion Process, Culture, Communication and Diitun

UNIT 13: Influence of reference groups Friendship, Work, Celebrity and family, Impact of
social class, culture, subculture and crogidral factors on consumer behavior.

UNIT 14: Consumer decision-making process:The process of opinion leadership and
motivation behind opinion leadership, Diffusion araboption process of
innovations, Profile of consumer innovators, Lev&#l€onsumer decision making,
Consumer gifting behavior.

UNIT 15: Organizational Buying Behaviour: Introduction, Organizational Buyer
Characteristics, Purchase and Demand PatterngyrEdnfluencing Organizational
Buyer Behaviour, organizational Buyer Decision esx; Organizational Buying
Roles

FINANCE SPECIALIZATION

BBA (S6) 23 INDIAN FINANCIAL SYSTEMS
Total Marks: 20+80 = 100

UNIT 1. The Financial System: Financial System - Concept, Characteristics ancctrums;
Role of Financial System - National Income Accouriow of Funds Accounts,

Savings and Investment; Financial System and EcanDevelopment

UNIT 2: Indian Financial System: Structure of Indian Financial System- Organised vs
Unorganised Sector of Indian Financial System. @aments of Financial System-

Financial market, financial instruments, finandratitutions and financial services.



UNIT 3:

UNIT 4:

UNIT 5:

UNIT 6:

UNIT 7:

UNIT 8:

UNIT 9:

UNIT 10:

UNIT 11:
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Financial Market: Nature and Scope of Financial Market; FeaturesStnatture of
Indian Financial Market; Types of Financial MarkBrimary vs. Secondary market,

Money market, Capital market, Forex Market, DeliwatMarket.

Money Market in India: Meaning, Nature and Functions of the Money Market,
Constituents of the Money Market — Call Money marReeasury Bills, Commercial
Bills, Commercial Papers, Certificate of Depositpney Market Intermediaries,

Reforms in Indian Money Market.

Capital Market in India: Meaning and Nature and Scope, Functions; Struatire
Indian Capital Market; Capital Market InstrumenEguity and Debt, Reforms in
Indian Capital Market.

Primary Markets in India: Nature and Scope, Functions, Organization of prymar
market in India, Methods of distribution of seciast primary market intermediaries,

new issue market, pricing of securities, book bngd

Secondary Markets in India: Meaning, Nature and Scope, Stock Market in India,
Organization and Management of Stock Market in dndiisting of Securities,
Trading Arrangements, Trading and Settlement, Stdekket Index, BSE , NSE,
OTCEI, Regional Stock Exchanges.

Financial Institutions : Banking Institutions; Merchant Banks, Non-banking
Institutions; Money Market Institutions; Insuran€Cempanies, Foreign Institutional

Investors (FlIs).

Mutual Fund: Meaning, importance, management and structure dfiahdund,
Types of mutual fund, Performance of mutual funds Imdia, Problems and

Prospects.

Derivative Markets : Derivatives: Meaning, nature and scope, Types ofatves,

Derivative Markets in India.

Foreign Exchange Market: Meaning and Importance of Forex Market; Struetof

Foreign Exchange Market in India,
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UNIT 12: Credit Rating: Credit Rating Meaning and importance, growth of credit rating
services in India, Credit Rating Agencies in India;

UNIT 13: Depository Services Depository System- meaning and functions; Depogit
Mechanism, Depositories in India- NSDL and CSDL.

UNIT 14: Regulation of Financial Markets in India: Regulatory Framework, Regulatory

Role of the Government, Regulatory Role of the RBdgulatory Role of the SEBI.

UNIT 15: Investor Protection: Grievances concerning stock exchange dealings thail
removal; Grievance cells in stock exchanges; SEBInpany law Board; Remedy
through courts.

BBA (S6) 23 RURAL DEVELOPMENT AND RURAL FINANCE IN INDIA
Total Marks: 20+80 = 100

UNIT 1: Basic Concepts of Rural DevelopmentConcept of Rural Development; Why Rural
Development?, Some Dilemmas in Development — RUmlUrban Development,
Agriculture Vs Industrial Development, Capital Vadour Dogma, Autonomous Vs

Induced Development

UNIT 2: Rural Economy of India: Size and Structure of the Indian Rural Economy;
Importance and Role of the Rural Sector in Indiegriomic, social and Demographic
Characteristics of the Indian Rural Economy; CaugeRural Backwardness (Indian
Context)

UNIT 3: Approaches to Rural Development: Community Development Programmes;

Gandhian Approach to Rural Development; BalancinggRand Urban Development

UNIT 4: Cottage Industries in India: Role of Cottage Industries in Indian Economy; Vasio

Cottage Industries of India; Government PoliciasGottage Industries

UNIT 5: Rural Indebtedness in India: Meaning; Nature; Consequences of Rural Indebtegdness

Programmes for Removal of Rural Indebtedness
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UNIT 6: Rural Unemployment in India: Characteristics; Incidence of Rural Unemployment in

India; Employment Generation Measures

UNIT 7: Poverty in Rural India: Characteristics; Incidence of Rural Poverty in éind?overty

Eradication Measures

UNIT 8: Role of Technology in Rural Development:Importance of Rural Technology in

Agriculture and Allied Sectors; Issues with Uselethnologies

UNIT 9: Agriculture and Livestock Insurance in India: Role of Agriculture and Livestock

Insurance in India; An Assessment of Different Rlmaurance Schemes in India

UNIT 10:Rural Finance in India: Non-Institutional Sources of Rural Finance in India
Indigenous Banker, Money Lenders, Landlords, Tredastitutional Sources of Rural
Finance in India — Co-Operative Banks, Public SeBtanks, Corporations and Apex
Bodies (NABARD, Agricultural Finance CorporationRBs)

UNIT 11:Role of Commercial Banks in Rural Financein India: Progress of Commercial
Banks; Priority Sector Lending; The Lead Bank ScagAnalysis of Major Schemes
of the Government of India undertaken since 199@ififerent sectors — Agriculture,
Animal Husbandry, Fishery, Cottage Industries; iDiffties faced in Implementation
of these Schemes

UNIT 12:Co-Operative Banks: Progress of Co-operative Banks in India; Advantagfe€o-
Operative Institutions; Problems faced by Co-OpeeaBanks in Financing Rural
Development

UNIT 13: Regional Rural Banks: Objectives and Functions of RRBs; Evaluation ofgPess
and Activities of RRBs; Critical Assessment of Fimies of RRBs

UNIT 14: NABARD: Objectives and Functions of NABARD; Evaluation ofo§ess and

Activities of NABARD; Critical Assessment of Funatis of NABARD
UNIT 15: Recent Innovations in Rural Finance:Micro Credit, NGOs and Self-Help Groups,
Rural Service Centres of Banks.



