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Faculty of Management
Class B.B.A – I YEAR

GROUP I 
(PAPER I)
PRINCIPLES OF MANAGEMENT 
PAPER CODE-BBA(Y-101A)
UNIT - I
Definition and meaning of management, functions and responsibilities of management.Principles 
of Management. Schools & Thoughts of Management. 

UNIT - II	
Planning: Process types and significance, planning V/S forecasting, objective, strategies and Policies, MBO. Decision making: Process & Significance.

UNIT – III
Organizing: Nature and purpose of organizing, Importance and process of organizing.  Departmentation Organizational structures – Type and relevance, Line and staff relationship.

UNIT – IV
Direction: Principles & Techniques, motivation: Types & Significance, Maslow’s need Hierchy,  theory X & Y motivation. Leadership: styles and importance. 

UNIT – V
Controlling: The system and process of controlling, Control techniques. Co-Ordination: meaning, Principles and importance. External and internal Co-Ordination.


Suggested Readings:-
· S.M. Shukla : Principles of management, Sahitya Bawan, Agra (UP)
· Koontz D and welhrich : Management, international student edition, Tokyo 1980.
· R.D. Agrawal : Organization & Management MC Graw Hill, New Delhi 1982.
· Newman and Warran: The process of management: Concepts, Behavior and practices, PHI.





Faculty of Management
Class:	      B.B.A – I YEAR

GROUP I (PAPER II)
COMMUNICATION SKILLS 
Paper code- BBA(Y-101B)
UNIT – I 
Definition and process of communication. Essentials of effective communication. Barriers to communication. Role of communication in organizational effectiveness.

UNIT –II
Public Speech – Com position, principles, speech delivering skills. Group discussion Do’s and Don’ts of GD’s communication in committees, seminars and conference.
	
UNIT – III
Non verbal communication: Meaning, types and importance, listening: Difference between listening and hearing.

UNIT – IV
Drafting of notices, Agendas, Minutes, job application letters preparation of curricular vitae.

UNIT – V
Business correspondence essentials of effective business correspondence. Structure of business letter types of business letter – Enquiry reply orders complaints circular letter.
Suggested Readings:-

· Rao N. and Das R.P., Communication skills, Himalaya publishing house, Mumbai
· Mehta D. & Mehta N.K., A handbook of communication skills practices, Radha pub., New Delhi
· Sinha K.K..m Business communication, Galgotia publishing House, New Delhi
· Murphy A. & Pech Charles E., Effective business coummunication, Tata McGraw Hill, New Delhi







Faculty of Management
Class:  B.B.A – I YEAR

GROUP II
 (PAPER I)
MICRO ECONOMICS 
PAPER CODE- BBA(Y-102A)

UNIT- I
Introduction to economics, Definition of economics, nature and scope of economics, significance and evaluation of Micro economics, Function of managerial economist.

UNIT- II
Concept and law of demand, law of supply, concept of market equilibrium, elasticity of demand, demand determinates. 

UNIT – III
Utility analysis, marginal concept of utility, indifference curve analysis: assumptions, properties of indifference curve, theory of consumer surplus.

UNIT- IV
Elements of cost, factor of production: Theory of rent, theory of interest, theories of profit.

UNIT – V
National Income: Estimates and analysis (GNP, NNP, GDP, and HDI) methods of measurement of national income, types of market structure, perfect v/s imperfect market, trade cycles.

Suggested Reading:-

Sinha V.C., Principles of Economics, Sahitya bhawan publication, Agra
Adhikary, M., Business economics, Excel books, New delhi,
Chpora, O.P. Managerial Economics, New delhi, TMH, 1985
Koutosyiannis, A., Modern micro economics, Mac Millian, New York
 







Faculty of Management
Class: B.B.A – I YEAR
GROUP II 
(PAPER II)
BUSINESS STATSTICS 
PAPER CODE –BBA(Y-102B)
UNIT –I
Meaning and definition of statistics, statistical investigations, laws of statistics, scope of statistics, limitation of statistics.

UNIT –II
Collection of data, presentation of data, frequency distribution, primary and secondary data.

UNIT-III
Measure of central tendencies: Mean, Median, Mode, Geometric mean, Harmonic Mean.

UNIT-IV
Measure of variation: Standard deviation, Mean Deviation and skewness.


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


Suggested Readings:-

· D.N. Elhance : Fundamental of statistics, Kitab mahal , Allahabad
· Gupta, S.P. : Business statistics, sultan chand and sons, New Delhi.













Faculty of Management
Class: B.B.A – I YEAR
GROUP III 
(PAPER I)
FINANCIAL ACCOUTNING 
 PAPER CODE-BBA(Y-103A)

UNIT –I 
Accounting and its place in business and relationship with other financial areas, Double entry system. Book keeping – meaning, advantages, concepts and conventions.

UNIT –II 
Types of books of accounts and their preparation. Journal, Ledger, Trial Balance, Depreciation.

UNIT –III
Preparation of final account: Trading account, profit & Loss account, balance sheet.

UNIT-IV
Bank Reconciliation statement, Royalty accounts, Accounting record in the book of lease & landlord (When royalty is less than & More than minimum rent).

UNIT-V
Hire Purchase accounts: Accounting record in the book of purchase and vendor.


Suggested Readings:-
· Grewal, T.S. Double entry book keeping accountancy principles, sultanchand & sons, New delhi
· Gupta, R.L. advanced accounting, sultanchand & Sons, New Delhi.
· Anthony R N and Reece, J.S., Accounting principles 6th ed., Homewood, Illinois, Richard D Irwin.











Faculty of Management
Class: B.B.A – I YEAR
GROUP III
(PAPER II)
BUSINESS MATHEMATICS
PAPER CODE –BBA(Y-103B)
UNIT –I
Introduction to sets, forms and types of set, Venn diagram , basic operations on set, union and intersection of set, DE Morgan’s law for two sets. 

UNIT-II
Linear equations in two variable, solution of linear equation, linear equalities, solution set for equalities, Graphical solution, Quadratic equations, Root and coefficient Quadratic equations, Relation between root and coefficients.

UNIT –III
Determinants and Matrices, Matrix- Definition, types, basic operation on matrices, Transpose of matrix, Determinants, minors and Co factor, ad joint and inverse of matrix. 

UNIT – IV
Limits, Continuity and logarithm, differential calculus: Differentiations of Algebraic, Exponential and logarithmic function (Introductory), Logarithm- use of logarithmic formulae.
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UNIT –V
Calculus integral calculus: standard formulas on Algebraic, Exponential and logarithmic integral, Definite and indefinite integral (Introductory), Maxima and minima functions.

Suggested Readings:-
· V. Sundaresan and S.B. Jeysoelan: An introduction to business mathematics, S. Chand & Co. Pvt. Ltd, New Delhi.
· M. Raghavanchari: Mathematics for management- An Introduction, Tata McGraw Hill Publishing company Ltd. New Delhi
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