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‘ BBA I Semester Max. Marks : 50
[ Management Principles and Practices Min. Marks : 20
I Paper Code: BBA-101 External  :40
'| | Internal __ :10

“« UNIT - 1I:

UNIT - II:

UNIT - 1I: |
U'PIT ~1V:

UNIT-V:

| organizations.
Span of management, Authority and Responsibility relationships.

Introduction:

Nature and Significance of management, Process of management,
Management’s administration, Functions and Principles of management,
Levels of management, Functional areas of management, Universality of
management, Managerial roles and Managerial skills.

Planning and Decision Making:

‘Nature of planning, Components of planning, Principles of planning,

Importance and Process of planning, Planning in fast changing
environment, Types of planning, Limitations of planning and Maling
planning effective.

Decision-Making — Nature and Process, Types of decisions, Rationality
and Creativity in decision making.

Organizing:

| Nature, Process, Significance, and Principles of organization,

Organization charts, Organization manual, Formal and Informai

Directing and Communication;

Concept, Nature, Principles and Techniques of directing.

Nature and Process of communication, Comppunication network,
Channels and Media of communication, Barriers in communication,
Making communication effective.

Managerial Control:

Nature, Importance, Process and Types of control,. Limitations of
control, Essentials of effective control system, Techniques of managerial
control and Emerging horizons in management.
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[— ! BBA I Semester ' Max. Marks : 50
i | FINANCIAL ACCOUNTING Min. Marks : 20
i Pﬁper Code: BBA-102 External : 40
i Internal : 10

UNIT -I: Nature, Objectives, Concepts, Conventions and Principles of accounting,
Double entry system, Journal, Ledger, Cash book and Trial balance.
Preparation of bank reconciliation statement.

UNI’?I‘—-II: Concept of capital and revenue, Final accounts with adjustment.
[‘» Depreciation accounting.

UNIT - III:  Accounts of Non-Trading Institutions — Receipts and payment accounts,

[ . :
| Income and expenditure accounts, and Single entry system.

|
UNl‘fl' —1V: Accouniing for Joint venture, Consignment accounts and Royalty
; accounts. :

UNIT -V:  Branch accounts and Departmental accounts.
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BBA I Semester Max. Marks : 50

| BUSINESS MATHEMATICS Min. Marks : 20
| Paper Code: BBA-103 External :40
| Internal : 10

UNIT - III:

UNIT +IV:

UNIT - V:

Ratio and proportion, logarithms, Percentage, Average, Permutation and
Combination.

Commission, Brokerage and Discount, Rates and taxes, Stocks and
Shares, Simple annuities, Present value and Discount, Simple and
Compound interest, Profit and loss account.

Matrices: Addition, Subtraction, Multiplication of matrices, Inverse of
matrices, System of linear equations and its applications.

Functions, Typss of functions, Applications of linear functions in
business, Simple equations, Quadratic equations, Simultaneous
equations and problems thereon.

Differentiation of functions of single variable (excluding trigenometric

functions), Break-even analysis, - Simple problems of maxima and
minima.
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t ! . BBA I Semester Max. Marks : 50
\ BUSINESS ORGANISATION Min. Marks : 20
| Paper Code: BBA-104 External $ 40
‘ Internal : 10

UNIT-1:

UNIT - II:

UNIT - III:

e . | 5

Introduction:

Nature and Scope of business, Objectives of business, Classification of
business activities, Business systtm and Environment, Social
responsibilities of business.

Promotion and Forms of Business Organization:

Concept and stages of promotion, Position and functions of promoter,
Promotion of new business, Forms of business organization - Sole
trader, Partnership, Joint stock company and Co-operative society.

Location of Business and Business Risks:

Theories of industrial location, Factors affecting the location of industry,
Government policy towards the localization.

Concept of combination, Merits, Demerits and Types of combination.
Nature, Types and Causes of business risks, '

Stock Exchanges:

Functions of stock exchanges, Method of trading on a stock exchange,
Speculation and stock exchange, Factors affecting, Regulation and
Control of stock exchanges, On-line Stock trading Producis, and

. o &
Services. P

An Entreprenenrial Process: g
Entrepreneurial Process, Emerging trades in business, Governments
support to BPO in India, Basic considerations in setting up a business
enterprises, ldentification of business opportunity, Entrepreneurial
decisions and Outsourcing of different types of services.




7

o

— \ N })L\ n Jiwajy University, Gwalior
- e }x\"\ Syllapus for BBA: Batch
e Ve 2009 - 2012

|

BUSINESS COMMUNICATION

BBA I Semester Max. Marks : 50
Min. Marks : 20
Paper Code: BBA-105 External 1 40

Internal 10

UNIT -1

UNIT - II:

UNI’](‘ - III:

UNIT -1V:

|
UNIT - V:

Meaning, Importance and process of communication, Objectives of
communication, Need for communication, Barriers to communication
and Essentials of effective communication.

Media and Types of communication, Verbal and Non-verbal
communication, Formal vs. Informal channels of communication.

Techniques of group decision-making.

Committees: Meaning, Essentials, Advantages and Disadvantages and
Types of Committees.

Conferences: Meaning, Fssenials, lmportance and difference between
conference and commitiee.

Tips for clear writing, Drafting of effective business letter, kinds of
business letters (a) Esquires and Replies (b) Order and their executior
(¢) Complaints and Adjustment (d) Collection letter (e) Sales letter and
Memo.

Drafting of Notice, Agenda, Minutes, Report writing, Effective listening,
Speeches and Presentation, Interview and Modern technology of

business communication. iy
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BBA 105+ Human Values-Elements of Indlan c}llture_ ) p {2
odule | e

Indian cultuye and valug Aystame aspects and specialty . importance of vitlues in cnll’fﬁ.
elvilizations |n India,

Qualitiex of {ndlan culture - Dharma, artha, kama, moksha,

Anclent edugation methodologies in India

Vedic age. Ramayana and Mahabharata age, Buddhism age- Maurya and Gupta kal- certain
'/“"’UnWErsity"vf—aneiem--Lndia«. Takshila, Nalanda. Vikramshila. Varanasi- valabhi-udyantapur.
Kashmir,

Women education in ancient India.

D3

|
1\J'lodule 2
‘ ituals ( all sixteen)

Aodule 3 :

ocial life and imbibing values:

ood. clothing. jewellery, basic facilities, entertainment. status of women in ancient India. family
life. : :

portance of family, father. mother. husband-wife. son . daughter . joint family. three debts.
},!\anchmahayajna. Facts to preserve values in sociaty

JModulc 4

olitical life and preserving values

ome-village. society, organization, council. king governing methodology in ancient India.
Eaarts of state, minister-cabinet, administrative management, monarchy-democracy or republic.
republic. justice & penance administration, defence management of ancient India.

Module S

. |Assimilation of Indian culture with foreign culture and its promotion in other ¢
| & 5 Py . "
{entertainment(various  sports activities); festivals & celebiation, ¥

; "enlerluinmcnt. fine arts and facts associated to protect and preserve values.

/-

Suggested Readings: .
& Sharma, K.S.. Bhartiya Vaghmaya Per Divyadrishti.
& Shardendu, Bhartiya Sanskriti ke Smajik Sopan.

& Slastri, D.S.. Bhartiya Sanskriti ke Tatva. -




