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Business Communication – I

( In force from July -2007 )

Course Inputs :-






               Marks : 100

UNIT – I
COMMUNICATIVE SKILLS :




        20

Definitions of Communication, Process of Communication, Forms of Communication, Channels of Communication, Media and Modes of Communication, Communication Networks, Barriers to Communication.

UNIT – II ( A )ELEMENTS of DRAFTING GOOD BUSINESS LETTERS :

        15

Layout of a Business Letter, Appearance and Essentials of a Business Letter, Styles and format, Short Notes on various parts of Business Letters
( B ) Selected Business Terms ( as given under ):


        05

Carriage; Cartage; C.O.D.; C.W.O.; C.I.F.; F.O.B.; F.O.R.;Freight; Consignment; Del Credere Commission; Demand Draft; Demurrage;   E & O.E.; Excise Duty; V.A.T.; Invoice; Proforma Invoice; Trade Mark; Power of Attorney; Hypothecation; Ex-Warehouse; Debit Note; Pilferage

UNIT – III
LETTERS OF INQUIRIES & QUOTATIONS :


        20



Features of a Letter of Inquiry, Solicited & Unsolicited inquiry letters,

Replies to inquiries, Quotation letters and formats,Letter of Offer including firm offers, Substitute Offer.

UNIT – IV
LETTERS PLACING ORDERS AND EXECUTING ORDERS:      
         20

Placing Orders, Revising  Orders, Cancelling  Orders Acknowledging of Orders, Executing Orders partially/fully, Demanding Extension of time, Offering  Substitute, Rejecting an Order.

UNIT – V
COLLECTION LETTERS:





        20

Asking for payment by instalments, Asking for payment by offering special discount or rebate, Collection Series – Reminder – Persuasion- Legal Threat and Warning- Legal Actions.

References:

· Rai& Rai, Business Communication, Himaliya Publishing House, Mumbai

· Homai Pradhan, Bhende D.S., Thakur Vijaya, Business Communication, Himaliya Publishing House, Mumbai

· Rajendra Pal, Korlahalli J.S., Essentials of Business Communication, Sultan Chand & Sons, New Delhi

· Sinha K.K., Business Communication, Galgotia Publishing Company, New Delhi

· Aggarawal Rohini, Business, Communication And Organisation& Management, Taxmann Allied Services Pvt., New Delhi

· Doctor Aspi, Doctor Rhoda, Principles And Practice of Business Communication, Sheth Publishers Pvt. Ltd., Mumbai
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Total Marks – 100, Per Unit Marks – 20
Paper – 1 Principles of Business Management

Objective: This course familiarizes the students with the basics of principles of management.

Course Inputs: 
UNIT-I
Introduction: Concept, nature, process, and significance of management; Managerial roles (Mintzberg); An overview of functional areas of management; Development of management thought; Classical and neo-classical systems; Contingency approaches. 

UNIT-II
Planning: Concept, process, and types. Decision making-concept and process; Bounded rationality; Management by objectives; Corporate planning; Environment analysis and diagnosis; Strategy formulation. 

UNIT-III
Organizing: Concept, nature, process, and significance; Authority and responsibility relationships; Centralization and decentralization; Departmentation; Organization structure – forms and contingency factors. 

UNIT-IV
Motivating and Leading People at Work: Motivation – concept; Theories – Maslow, Herzberg, McGregor, and Ouchi; Financial and non-financial incentives. 


Leadership – concept and leadership styles; Leadership theories (Tannenbaum and Schmidt.); Likert’s System Management; 

UNIT-V
Managerial Control: Concept and process; Effective control system; Techniques of control – traditional and modern. 


Management of Change: Concept, nature, and process of planned change; Resistance to change; Emerging horizons of management in a changing environment. 

Suggested Reading: 

1.
Drucker Peter F: Management Challenges for the 21st Century; Butterworth Heinemann, Oxford.


2.
Weihrich and Koontz, et al: Essentials of Management; Tata McGraw Hill, New Delhi.

3. Fred Luthans: Organizational Behaviour; McGraw Hill, New York. 

4. Louis A. Allen: Management and Organisation; McGraw Hill, Tokyo. 

5. Ansoff H. I.: Corporate Strategy; McGraw Hill, New York. 

6. Hampton, David R: Modern Management; McGraw Hill, New York. 

7. Stoner and Freeman: Management; Prentice-Hall, New Delhi.
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Total Marks – 100, Per Unit Marks – 20
Paper – 2 Business Economics

Objective: This course is meant to acquaint the students with the principles of Business Economics as are applicable in business. 

Course Inputs:

UNIT-I
Introduction : Basic problems an economy; Working of price mechanism. 


Elasticity of Demand: Concept and measurement of elasticity of demand; Price, income and cross elasticities; Average revenue, marginal revenue, and elasticity of demand; Determinants of elasticity of demand; Importance of elasticity of demand. 

UNIT-II
Production Function: Law of variable proportions; Iso-quants; Economic regions and optimum factor combination; Expansion path; Returns to scale; Internal and external economies and diseconomies; Ridge lines. 


Theory of Costs: Short-run and long-run cost curves-traditional and modern approaches. 

UNIT-III
Market Structures: Market structures and business decisions; Objectives of a business firm. 


Perfect Competition: Profit maximization and equilibrium of firm and industry; Short-run and long run supply curves; Price and output determination. Practical applications. 


Monopoly: Determination of price under monopoly; Equilibrium of a firm; Comparison between perfect competition and monopoly; Multi-plant monopoly; Price discrimination. Practical applications. 


Monopolistic Competition: Meaning and characteristics; Price and output determination under monopolistic competition; Product differentiations; Selling costs; Comparison with perfect competition; Excess capacity under monopolistic competition. 


Oligopoly: Characteristics, indeterminate pricing and output; Classical models of oligopoly; Price leadership; Collusive oligopoly; Kinked demand curve. 

UNIT-IV
Factor Pricing-I: Marginal Productivity theory and demand for factor; Nature of supply of factor inputs; Determination of wage rates under perfect competition and monopoly; Exploitation of labor; Rent-concept; Ricardian and modern theories of rent; Quasi-rent. 

UNIT-V
Factor Pricing-II: Interests-concept and theories of interest; Profit-nature, concepts, and theories of profit. 

Suggested Reading:
· John P. Gould, Jr. and Edward P. Lazear: Micro-economic Theory; All India Traveller, Delhi. 

· Browning Edger K. and Browning Jacquenience M: Microeconomic Theory and Application; Kalyani, New Delhi. 

· Waston Donald S. and Getz Molcolm: Price Theory and Its Uses; Khosla Publishing House, New Delhi. 

· Koutsoyianni A.: Modern Microeconomics; Macmillan, New Delhi. 

· Richard G, Lipsey: An Introduction to Positive Economics; ELBS, Oxford. 

· Stigler G: The Theory of Price; Prentice Hall of India. 

· Nellis & Parker: The Essence of Business Economics; Prentice Hall, New Delhi. 

· Ferguson P. R. and Rothschild R., and Ferguson G.J.: Business Economics; Macmillan, Hampshire. 

· Ahuja H.L.: Business Economics; S. Chand & Co., New Delhi.  
BHAVNAGAR UNIVESITY

F.Y. B.COM.

Total Marks – 100

Per Unit Marks – 20

Paper – 4 Business Mathematics (Elective)
Objective: 
The objective of this course is to enable the students to have such minimum knowledge of Mathematics as is applicable to business and economic situations. 

UNIT-I
Calculus (Problems and theorems involving trigonometrical ratios are not to be done).


Differentiation : Partial derivatives up to second order; Homogeneity of functions and Euler’s theorem; Total differentials; Differentiation of implicit function with the help of total differentials. 


Maxima and Minima; Cases of one variable involving second or higher order derivatives; Cases of two variables involving not more than one constraint. 

UNIT-II
Integration : Integration as anti-derivative process; Standard forms; Methods of integration-by substitution, by parts, and by use of partial fractions; Definite integration; Finding areas in simple cases; Consumers and producers surplus; Nature of Commodities Learning Curve; Leon tiff Input-Output Model. 

UNIT-III
Matrices and Determinants : Definition of a matrix; Types of matrices; Algebra of matrices; Properties of determinants; Calculation of values of determinants upto third order; Adjoint of a matrix, elementary row or column operations; Solution of a system of linear equation having unique solution and involving not more than three variables. 

UNIT-IV
Linear Programming-Formulation of LPP: Graphical method of solution; Problems relating to two variables including the case of mixed constraints; Cases having no solution, multiple solutions, unbounded solution and redundant constraints. 


Simplex Method – Solution of problems up to three variables, including cases of mixed constraints; Duality; Transportation Problem. 

UNIT-V
Compound Interest and Annuities: Certain different types of interest rates; Concept of present value and amount of an annuity; Types of annuities; Present value and amount of an annuity, including the case of continuous compounding; valuation of simple loans and debentures; Problems relating to sinking funds, Arithmetic & geometric progression, Formula Tn & Sn, A.M. & G.M. (Practical problems only)
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Total Marks – 100

Per Unit Marks – 20
Paper – 4 Fundamentals of Entrepreneurship (Elective)
Objective:
It provides exposure to the students to the entrepreneurial culture & industrial growth so as to preparing them to set up and manage their own small units.

Course Inputs:
UNIT-I
Introduction: The entrepreneur; Definition; Entrepreneurship; Role of socio-economic environment; Characteristics of entrepreneur; Leadership; Risk taking; Decision-making and business planning. 

 UNIT-II
Emergence of entrepreneurial class; Theories of entrepreneurship; Entrepreneurial Behaviour; Innovation and entrepreneur; Entrepreneurial behaviour and Psycho-Theories.

UNIT-III
Social responsibility. Promotion of a Venture: Opportunities analysis;

UNIT-IV
External environmental analysis economic, social and technological; Competitive factors; Legal requirements for establishment of a new unit, and raising of funds; Venture capital sources and documentation required.


Role of Entrepreneur: Role of an entrepreneur in economic growth as an innovator, generation of employment opportunities, complimenting and supplementing economic growth, bringing about social stability and balanced regional development of industries;

UNIT-V
Role in export promotion and import substitution, forex earnings, and augmenting and meeting local demand.



Entrepreneurial Development Programmes (EDP): EDP, their role, relevance, and achievements; Role of Government in organizing EDPs; Critical evaluation.

Suggested Readings: 
1. Tandon B.C.: Environment and Entrepreneur; Chugh Publications, Allahabad. 

2. Siner A David: ENtrepreneural Megabuks; Hohn Wiley and Sons, New York. 

3. Srivastava S.B.: Practical Guide to Industrial Entrepreneurs; Sultan Chand and sons, New Delhi. 

4. Prasanna Chandra: Project Preparation, Appraisal, Implementation; Tata McGraw Hill, New Delhi. 

5. Pandey I.M.: Venture Capital – The Indian Experience; Prentice Hall of India. 

6. Holt: Entrepreneurship – New Venture Creation; Prentice Hall of India. 
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Paper No. 5 – Financial Accounting 

Course Input:

Unit-1: Sectional Balancing System:
(i) Total Debtors Account

(ii) Total Creditors Account

Self Balancing System:

(i) What is self balancing, How ledgers are made self-balancing.

(ii) Adjustment or control accounts. 

(iii) Debtor’s creditor’s and general ledgers contra balances in ledgers. 

(iv) Inter-ledger transfers, contra accounts and self off. 

(v) Rectification of errors. 

Advantages of self-balancing ledgers and sectional balancing ledgers. 

Unit-2: Special Accounting Areas:
(i) Consignment Accounts. 

(ii) Joint-Venture Account.

(iii) Branch Accounts:

(a) Dependent branch Account Records:

(a) Debtors system

(b) Stock-Debtors system

(c) Final Account system

(d) Wholesale branch system

(b) Independent branch

(c) Foreign branch

(iv) Hire-purchase and Installment 

(a) Meaning of hire-purchase contract

(b) Legal provisions regarding hire-purchase contract

(c) Accounting records

(i) Goods of substantial sale value

(ii) Goods of small value

(d)
Installment purchase system

(e)
After sales services….

Unit-3: Partnership Accounts:
(i) Reconstitution of Partnership Firm

(a) Admission

(b) Retirement

(c) Death of a partner

(d) Admission – retirement – death. 

(ii) Amalgamation of partnership firms

(iii) Dissolution of a partnership firms

(a) Modes of dissolution 

(b) Insolvency of partner (excluding garner case)

(c) Accounting treatment

(iv) Sale of firm to a company…..

(v) Gradual realization of assets and piecemeal distribution. 

(vi) Joint – Life – Policy……...

Unit-4: Accounting Principles Out-lines:
(i) International Accounting Standards. 

(ii) Accounting Standards in India. 

(iii) Accounting Principles.

Unit-5: Accounting for Educational Institutions:
(i) Organisation partners.

(ii) Main source of income.

(iii) Annual Accounts.

(a) Income and Expenditure Account.

(b) Balance-Sheet.

Unit-6: Single Entry System:

(i) Final Accounts in pure single entry. 

(ii) Conversion into double entry – Final accounts. 

Unit-7: Accounts Shipping Company – Voyage Accounts:

Unit-8: Accounts of Solicitors: 
Unit-9: Royalty Accounts of Mining – Collieries:

Suggested Readings:
(1) Anthony R. N. and Reece J. S.  – Accounting Principles. 

(2) Gupta R. L. and Radhaswamy M. – Financial Accounting – Sultanchand & Sons.

(3) Monga J. R. Ahuja Girish and Sehgal Ashok – Financial Accounting – Mayor Paper back, Noida. 

(4) Shukla M. C. Grewal T. S. Gupta S. C. – Advanced Accounts – S. Chand & Co. 

(5) Harishikesh Chakraborty – Advanced Accountancy – Oxford Press.
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Total Marks – 100

Per Unit Marks – 20
Paper – 6 Company Law
Objective:
The objective of this course is to provide basic knowledge of the provisions of the Companies Act. 1956, along with relevant case law. 

Course Inputs:
The Companies Act, excluding provisions relating to accounts and audit sections, managing agents and secretaries and treasurers Sections 324 – 388 E, arbitration, compromises, arrangements and reconstructions – sections 389-396).

UNIT-I
Corporate personality; Kinds of companies. 

Promotion on and incorporation of companies. 


Memorandum of Association; Articles of Association. 

UNIT-II 
Prospectus; Shares; share capital; Kinds; Application and Allotment

UNIT-III
Share Certificate; Callon Share; Forfeiture of Share Members; Share capital-transfer and transmission. 

UNIT-IV
Capital management-borrowing powers, mortgages and charges, debentures. 


Directors-Managing Director, whole time director. 

UNIT-V
Company meetings-kinds, quorum, voting, resolutions, minutes. 

Majority powers and minority rights; Prevention of oppression and mismanagement.

Winding up – kinds and conduct. 

Suggested Readings:

1. Gower L.C.B.: Principles of Modern Company Law; Stevens & Sons, London. 

2. Ramaiya A.: Guide to the Companies Act; Wadhwa & Co. Nagpur. 

3. Singh Avtar: Company Law; Eastern Book Co., Lucknow. 

4. Kuchal M.C.: Modern India Company Law; Shri Mahavir Books, Noida. 

5. Kapoor N.D.: Company Law – Incorporating the Provisions of the Companies Amendment Act, 2000; Sultan Chand & Sons, New Delhi. 

6. Bagrial A.K.: Company Law; Vikas Publishing House, New Delhi. 

BHAVNAGAR UNIVERSITY, BHAVNAGAR
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Paper-7 BUSINESS REGULATORY FRAMEWORK

MARKS: 100

Objective: 
The objective of this course is to provide a brief idea about the framework of Indian business laws.

Course Inputs:

UNIT-1
Law of Contract (1872):Nature of contract;Classification; Offer & acceptance;  - 60


Capacity of parties to contract; Free consent; Consideration; Legality of object; Agreement declared void; Performance of contract; Discharge of contract; Remedies for breach of contract; Special Contracts: Identity; Guarantee; Bailment and pledge; Agency.

UNIT-2
Sale of Goods Act 1930: Formation of contracts of sale;Goods and their class-  - 10


ification, Price; Conditions, and warranties; Transfer of property in goods; Performance of the contract of sales; Unpaid seller and his rights, sale by auction; Hire purchase agreement.

UNIT-3
Negotiable instrument Act 1881:Definition of negotiable instruments;Features  - 10


Promissory note; Bill of exchange and cheque; Holder and holder in the due course; Crossing of a cheque, types of crossing; Negotiation Dishonour and discharge of negotiable instrument.

UNIT-4
The consumer protection Act 19876: Salient features; Definition of consumer;  - 10


Grievance redressal machinery

UNIT-5
Foreign Exchange Management Act 2000: Definitions and main provisions.      - 10

Reference:

1. Desai T.R.: Indian Contract Act, Sale of Goods Act and Partnership Act; S.C. Sarkar and Sons Pvt. Ltd., Kolkata.

2. Khergamwala J.S.: The Negotiable Instruments Act; N.M. Tripathi Pvt. Ltd., Mumbai.

3. Singh Avtar: The Principles of Mercantile Law; Eastern Book Company, Lucknow.

4. Kuchal M.C.: Business Law; Vikas Publishing House, New Delhi.

5. Kapoor N.D.: Business Law, Sultan Chand & Sons, New Delhi.

6. Chandha P.R.: Business Law, Galgotia, New Delhi.

PAGE  
5

