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Max. 

Marks 
 

Min. 

Marks 

      
  

A.    Foundation Course: 

           1.      Hindi Language 
  

75 
 

26 

      2.      English Language 
  

75 
 

26 

       B.   Compulsory  Groups: 
      

Group -I 
            1.      Financial Management 

  

75   
50 

      2.      Entrepreneurship and Small Business Management 
  

75   

       Group-II 
            1.      Production Management 

  

75   
50 

      2.      Introduction To PC Software 
  

75   

       Group-III 
            1.      Business Law 

  

75   
50 

      2.      Management Information System 
  

75   
 

C.     ASSIGNMENT:(Related with all the subjects)                                      50                          20 
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BBA - 302 Maxinrunr Marks: 75
Minimum pass Marks: 25
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Unit IV

Financial Analysis: Making Sense of Financial Statements, RatioAnalysis

p -rlb)=*+--

l,-
Financial Management J\J4-:-J-a..r=-
(Contents as in the study material)

42x#:. A++-l+R-r--
Unit - I 

'42*
Scope and Objectives of Financial Management: What
Financial Anyway, Fundamental principles of finance. Role
computers in finance

Finance Decision: Cost classification, Cost_volume_profit Analysis,
rcnsitivity Analysis, Advantage of cost-volume_profit Analysis, Do you
know This?

Unit - II
Dividend Decisions: Dividend Theories, Others Affecting Dividend
Policies, Buyback of shares

Capital Structure planning: Debt or Equity, Capital StructureTlreories, Modigliani-Miller Approach, Tax perspective, Factors
Influencing Capital structure, some conclusions on capital structure
Decisions

Unit - III
Capital Budgeting: Nature of Long-term Financial ttecisions,iivestments Decisions, and Importanc"e of In";ri;;;i L..,r,onr,
rTjme Value of Money, Valuing Securities, Investmeni AppraisalMethods, 

. 
Non-discounting methods, Oisiountinj methods ofappraisal, What does iRR Me3n?, Risk, The Capital asset ericing

Model (CAPM)

Management of Earning: Cash Management, What is a Float?

/v



Operating and Financial Leverage: Operating leverage, Hc.
'.rnuch Financial Leverage is Enough?

Unit - V

Working Capital Management: Importance of short-tern1 Funds
Management , Components of working Capital, The size of the
Company's Investment in Current Assets, Factors Influencinq
Working Capital, The Working Capital Cycle, Receivables
Management, Establishing Credit Limits, Debt Collection. Cost of
credit Control, Cash Discount, payables Management, Cost of Trade
Credit, Proper use of trade Credit, Inventory Management, paftern o
Procurement and Stockholding, Modified Ordering Systems,
Integrated Short-term Funds Planning.

o-

BAA - 303

Production & Operations
(ContenG as in the study material)

' Maximum Marks: 75
Minimum Pass Marks: 2:

Management

Basic Concepts: Production Defined, production as Heart of an
Organisatron, Production Management Function, Objectives of
Production Management, Scope of production Management. Decision.
making in Production Management, production Organisation,
Historical Evolution of Production/Operations Manigement.

Fesign and control of production Systems: Technology Life
Cycle (TLC) and Product Design, Categories of process technologies,
Impact of design Engineering on technology, Mechanisation ano
Automation. Impact of Computers on process Innovation, Flexable
Manufacturing Systems.

Unit - II
Production Life Cycle and Design: product Design, Modular
Design and sta nda rdisation, Definitions, Generation of New product
Opportunities, Product Life Cycle.
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Itroduct Planning and Development: Product Developrnent,

Researclr and Development.
Ptant Location: Facilities Location Defined, Signilicance of Plant

Location, Objectives of Location Strategy, Types of facilities, Site

Selection- Where to locate?, Site Evaluation Processes, Critical

Factors in Location Analysis, Location Analysis Techniques, Locational

Break-Even Analysis, Behavioural Impacts in Facility Location.

Unit - III
Plant Layout: Facility Layout/Plant Layout Defined, Objectives of
Plant Layout, Effects of Layout on cost, Advantages of good Plant

..Layout, Basic Types of Layouts, Which type of Layout to Use When?,

Factors lnfluencing Plant Layout, Guiding Fundamentals to Successful

I,eyout, Approach to Layout Engineering, Step in Planning Plant

Layout, Visualise the Layout, Comparison of Different Types of
L.ayouts, Evaluation of Alternative Layouts, Effect of Automation on

Layout, Symptoms of a Bad Layout.

Materials Handling: Defi nition,Functions of Materials Handling,

I nrportance/Significance of Materials Handling, Factos on which
Materials Handling System Depends, Principles of Materials Handling,

Selection of Materials Handling Equipment, Types of Materials,

Handling Equipment, Principle of Unit Load and Concept of
Containerisation and Palletisation, Relation Between Plant Layout and

Materials Handling. Mechanisation and Automation in Materials

llandling, Assessment of handling Problems for Mechanisation, Care

a.rd Safety in Materials Handling, Some Guidelines for Cost Reduction
in a Materials, Handling System.
f

Demand Foiecasting: Forecasts and Predictions, Types and time
Horizon of Forecasts, Categories of Forecasting, Levels of
Forecasting. Qualitative Methods of Forecasting Demand, Selecting
the Appropriate Methods of Forecasting.

Unit - IV

ProductionPlanning: Characteristics of Production Planning,
Objectives of . Production Planning, Importance of Production
Planning, Planning and Manufacturing Systems, Factors Detemining
atr Efficient Production Planning System, Steps or Procedure for

-l\
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f*,vroilurr,o,', PIanning, Prerequisites of
,' '.. DeParimeni.

Production Pla nning

Production Control and Scheduling: Production
Scheduling Defined, Dispatching for Batch Production.

Dispatching and Follow-up: Despatching.

Inspection: Return to Suppliers, Goods Received Notes, Bin

Unit - V

Control,

Cards.

Maintenance Management: Maintenance Defined, Maintenance
'-Policy, Problems on Maintenance, Service Level Defined.

fiork Study: Work Study Defined'.

Materials Management: Management of Material Resources,
Definition of Materials Management, Scope of Materials Management,
Goals and Objectives of Materials Management, The Importance of
Materials Management to Business Management, Materials
Management as Profit Centre, Functions of Materials Management,
interdependencies between Materials Management and other Allied
Functions, integrated Materials Management Function.

Inventory Control: Inventory Defined, Chracteristics of Inventory,
Inventory Control Fundamentals, Basic Concepts of Inventory Related
Costs, Perpetual Inventory System, Economic Order Quantity,
Selective Inventory Control.

- 

() '--

t ( /-)



I
t' \\ ),

BBA _ 304 Maximum Marks: 75
Minimum Pass Marks:

l"la nagement Inforntation Systenrs
tcontents as in the study tnaterial)

Unit - I
Understanding Information Systems: Information and Data,

lnformation Processing, Concept of Infornlation Systems, lnformation
as Corporate Resource, Computer Applications in Business, Societal
lmpact of Information Systems.

Unit - II
computer Based Information Systenrs: Key issues regarding
infornration and its usage, Classification of Computer based
Intormation Systems, Office Autonlation System, Transactioi)
Processing System, Management lnformation Systems, Decision
<, 'nn^rt 

q.\,ctornc

File Management & Data Based Management: Introduction,
Basic file terminology, Types of files, Methods of file organlzation,
Database systems, Database Management Systems (DBMS).

Unit - III

Characterstics and Structure of Management Infornration
'Systenrs: Introduction and Definition, Specification of MIS, Desirable
Characteristics of MIS, Organizational Parameters and MlS, Basic

Structural Concepts of l'11S, lvllS Structure, Conceptual Structufe, lullS

Franrework.

l'lIS Planning and Development: lntroduction, MIS Plarrning arrd
t)evelopment Phases, Development of l,1lS. Svstenr Life Cycle of l'11S,

/'pl)roaclles to MIS Design.

Unit - IV

Applications of Management Information Systems: Stock
rulainter'rance and Stores Accounting S),ste[r. Purchase Nlarl.igerrer']l
System, Project Nlanaqement Information Systenrs. MIS Applic.rtaonsn
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in Finance, lvllS Applications in HRD, MIS Applications in lnventory '
f"lanagenlent, M15 Applications in Retailing.

Unit - V

organization of an Information Systems Division:
Introduction, Generalised lnfornlation Systems Organization, The

Systems and Procedures Department, Project Planning, Systems

Design, Systems Development, Systems Itnplementation, The Data

Centre Operations Department, Operations Planning, Schedulinq and

Production Control, Data Control, Programme Maintenance, The

Advanced Systems Department, The Data Processing l'lethods
Department, Preliminary steps in creating an information systems

organization, Need for an inforamtion systems organization.

Implementation of an Information Systems Division: Recap of
steps needed for creating Information Systenls Divtsion, Selection of
an Irnplementation strategy, Evaluation of existing organizations,

Sources of systems functions, Othel considerations, Defining top
nlanagement involvement, Appointing the Head Manager, Preparing
the Organizational proposal, Summary of objectives, Summary of
systems project Description of internal structure, Description of
procedures and practices, Summary of rna.jor priorities, Staffing
schedules, Physical facilities, Financial sclredules, lmplementation
plan, Obtaining approval for action.
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' BBA - 305

Business Law
(Contents as in the study material)

<.)+7
Unit - I
Companies Act, 1956 : Applicability of the Act, Main objectives,
Special Features, Machinery for the Administration of the Comoanies
Act, 1956, Jurisdiction of Courts.

Partnership Act, 1932: Definition of partnership, Formation of
Partnership, partners, Firm, Firm Name, Test of partnership,

..Partnership and Other Associations, Duration of partnership,
Registration of Firms.

.h\r,r
A..-\'"' Maximum Marks: 75

Minirnum pass Marks: 25
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Unit - II

Negotiable Instrunrents Act: Introduction' I"leaning of Definition

of 
"the 

Negotiable Instruments, Promissory Notes .and Bills of

i*.r,unq". ih"qres, Holder and Holder in Due Course' Negotiation of

" 
n"g;i"tb I^"rument, Dishonour, Liabiliiy of Various parties to the

;.;fi;.^t, Discharqe of Negotiable Instruments' Crossing and

i;;;ki";-;; Cneque-s, Dishonour of a cheque on Ground of

I nsufficiency of Funds, Hundls'

Indian Contract Act: lntroductlon, l'4eaning of a Valid Contract'

Prooosal (or Offer) and Acceptance (Ss 3-9)' Capacity. to Contract
'ii." to-r)i. consent and Free Consent, Consideration (ss'2(d),23-

Z.s, rsSl, untawtut Consideration and Object (Ss'23-2a)' Agreements

6"'.rrr"i Void (Ss' 26-30), Contirigent contracts. (Ss' 3i-36)' Quasi

Cont,u.t. (Ss. 6g-ZZ), (Certain Relations Resembling those Created

trf Contracis;, Performance of Contracts (Ss 37-67)' Different l'4odes

oi Discharge of Contracts (Ss 73-75), Remedies for Breach of

Contracts.

Unit - III

Special Contracts: Contract of lndemnity, Contract of Guarantee'

Bailnrent, Pledge, Contract of Agency'

Sale of Goods: lntroduction, Definitiorl and Essentials of a Contract

ir; Sut", Coodt and Their Classification, Meaning of Price' Conditions

''lnJ warranties, Passing of Property irr Goods' Unpaid Seller and His

Rights, Remedies for Breach of a Contract'

Unit - IV

Contracts of Indemnity and Guarantee:
and l"leaning of the Contract of Guarantee,

Rights and Obligations of the Creditor,

Disclrarge of Surety, Contract of lndemnity'

contract of Bailment and Pledge: IrlttoducLioll' Definition of

Bailnrerrt and its Kinds, Duties and Rights of Bailor and Bailee'

Ternrination of Bailment, Firrder of Lost Goods'

a/

lntroduction, PurPose

Kinds of Guarantees,
Rights, Liabilities and

@



;/ unit - v
{ tt:r;ntiact of Agency: lntroduction, Detinltion of Agent anrl Aqency,

f' Different Kinds of Agencies, Classification of Agents, Duties and

,r l?.ights of Agent, Prrnclpal's Duties to Aqent and his Liabilib' to Third

/l , Paftres, Personal Liability of Agent, Ternrrnation of an Agerrcy.

l9

Indian Administrative Law: Meaning of Administarative Lav", Four

Principal Sources of Administrative law, tulodern Approach of Court on

Administrative Law, Rule of Law vis-a1vis Adnlinistrative Law.

;'\ <-

^ .r Maximum Marks: 75

7X - \33> Minimum Pass Marks: 25
'sBA - 306

Entrepreneurship and Small Business Management

Definition of Enterpreneurship: Introduction, Entrepreneur, The

Entrepreneurial Decision Process, Types of Start-ups. Role of
Entrepreneurship in Economic Developnlent, The Futhre of

. E ntreoreneu rship.

Definition of Small Business: lntroduction to Small-Scale

Industry, Meaning and Definition, Growth of Small-Scale lndustries,

New Peaks to Scale, The product Group Matrix, Export Contribution
l?om Small-Scale Sector, The Role and Performance of Cottage and

.i' Small-Scale, Industries in Indian Economy, Problem of Small-Scale

and Cottage Industries, Economic Reforms in India, Economic

Reforms EncomDass Small-Scale Too , Impact of Liberalisation, New

Imoeratives. a

ln
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Ur it-II

/'Eiftrepreneuriat Motivation: Childlrood FamilY Environmeltt' 
.

Mcr rvation. Role Moclels ancl Supllort SYstems, wale Versus Female

Ent{cDreneurs, Entreprcneufs VeIsus Inverrtors, General No{1-

entrepreneurial Profiles.

Establishing Idea: lntrocjuction, Methods for Generating ldeas'

Creative Probletn Solvrng, Product Platlnirtq arld Developnlenl

Process.

Unit - III

Start Your Own Business or Buy an Existing One: What is a

Business Plan?, lnformation Needs, Writing a Business Plan, Using
\and lmplementing the Business Plan, Why Some Eusiness Plans Fail'

financial Analysis: Pro Forma lncome Statements, Break-even

Analysis, Pro Forma Cash Flow, Pro Fornra Balance Sheet, Pro Forma

Sources and Application of Funds.

Unit - IV

Role of Financial Institutions: lntroduction, lnsiitutions at All

India Level, National Small Industries Corporation Limited, A

Spectrum of Activities, Machinery and Equipment, New Technologies

Introduced by NSIC-TSCS, Technology Dissemination Centres,

Software Technology park, Marketing Support Programme.

lntegrated Marketing Support, Marketing Development Centres,

covernment Purcllase Proqramme, Exports Product Export, Project

Export, Special Export Programme,' New lnitiatives'

Policy Incentive for Entrepreneurial Gorwth, Small-Scale
Induitrial Policy: lntroduction, lncentives for SSI developnrent,

Conclusion, Conceptualisation of Smallness, Global Scenario and

Conrpetitiveness, Structural Changes in the Global Economy

Definition, SMEs in tlre East Asian Region, lndustrial Policies in the

OECD Region, The Mall-Scale Industries (SSI) Sector in lndia'



I
J,

tl
ftl

fil

Unrt - V

/. Directorate of Industries of State Government: Institutes at
the State Levcl, Coverage of Institutionai Activities. The Nationai
Academy of Construction, Tirupur Exporters Associations (TEA).

Cornputer Aided Process Planning: Qu.rlil.y The lu1e.:rring,

l'1eanin9 of Quality, Defining Quality, Evolution of Quality Activities,
Cost of Quality, Quality -A Business Strategy, Qualit} a Clrallenge to
Snrall-Scale lndustry, Factors Affecting quality, Quality-Being A Good
C.irporate Citizen.
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BBA - 307 Maximum Marks: 75
.Minimum Pass Marks: 25

Introduction to PC Softwa re F&e:+t+C-
{Contents as in the study material)

-\336A
Unit - I
Communication PC Architecture And Its Evolution: Definition
Of Computer, What ls PC, Common PC Architecture, Bits And Bytes,
Number Systems For Date Representation, Generation Of Computers,
Evolution Of PC

T-ypes Of Pcs: Types Of Computers, Types Of Pcs

tommon Input/Output Devices For Pcs: Input Devices, Output
Devices, Hardware And Software

Unit - II
Disk Operation System: Types Of Softlvares, Operating Systems,
Loading DOS, Files And Directories In DOS, Referencing Files, File
Naming Conventions, DOS Commands, Wild Cards, Some More DOS
Commands, lnternal And External Commands, Batch Files.

o



y''windows 95 : \4ihat Is Wrndows 95, ilard\ryare

Features Of Windows 95, Tlre Windows 95 Desktop'

Window-c Explorer, Windov(s 95 Accessories

Requirements,
The Taskbar,

Unit - III
Review Of Application For Software For Pcs: lntroduction'

Classificatioa oi'Software, General Purpose Application Software'

Special PurPose Software,

Word Processing : Introduction, What ls Word Processor' How To

Start Word 97, Scieen Elements, Enhancements ln Word 97' Working

. Witn Ooirt"nts, Exiting Word, Editing Document In word'
- Formatting Documents, Find And Replace Commands' Numbering

!1oes, 
ctiP Gallery, Page Setting

Electronic Spreadsheets: Introduction, What Is An Electronic

Spreadsheet, How To Start Excel 97, Working With Documents'

f*itin9 e*c"t, Data Entry And Editing, Types Of ..Cell Entries'

Co.nionfy Used Functions, Absolute And Relative Cell Referencing

flu.O"t fottut, Autofill, Charting With Excel, Micros' lmporting And

Exporting Files, Printing A Workbook,

Database Software: Introduction, What Is Database, The Database

windo*, How To Start Access 97, Opening The Database' The

Access Window, The Database Window, Creating A Database'

Creating A New Table, Viewing The Contents Of A Table,.Closing And

,saving 
-The 

Database, Exiting The Access, Workinq With Tables'

Workirrg With Forms, Working With Reports
Y

Unit - IV
Office Automation Backbone : Office Automation Backbone Group

Ware, PC Groupware Standard : Lotus Notes, Starting Lotus Notes'

Elements Of Notes Work Space, Email On Lotus Notes' Notes

Database, Notes Document

Desktop Publishing :Definition And lmportance Of DTP' DTP

Software:Pagemaker, Starting The Pagenraker' Creating The New

Publication, Tlle Pagemaker Desktop, Editing Tcxt ln Pagemaker'

lmportinq Text, Paragraph Specifications, Tvpes-Specifications'

Coieldraw An Anothei'DTP Soft\ /arc, Starting The Coreldraw'
L

(p',



'Cbreldraw Tools, Drawing Basic Shapes, Adding Text To The

Drawings, File Commands

Engineering Work Station: Definition And importance Of CAD,

Autocad, An Engineering Workstation, Starting Autocad, Creating A

New Drawing, Saving The Drawing, Opening The Drawing, Inlportant
Commands

Multimedia Applications i Definition Of lvlultimedia, Multimedia
Software : Macromedia Director, Directors Opening Window : The

Stage, The Toolbar, Directors File Menu, Score Window, Directors

Paint Windolv, Adobe Photoshop : Another Multimedia Software

-unit - v
Importance Of Security : Definition Of Security, Needs Of

Security, Pcs And Computer Crimes, Risk Analysis '

security Measures, Disaster Recovery, And Ethics: Security
Measures, Security On Networks, Disaster Recovery, Computer Ethics

Viruses Detection And Prevention : Definition Of A Virus, Virus

Characteristics, What Is A Sinister About Viruses, Viruses History,

How Viruses Are Spread, Different Kinds Of Virus, Damage Done By

Virus, Virus Prevention, Networks And Viruses, Network Protection,

Things Tlrat Are Not Viruses, The Future Of Viruses, Antivirus In The
Future.
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