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

  

  

  

  

  

  

  

  

  

  

  

  



  

  

  

  

  

  

  
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  

  

  



  

  

  

  

  

  

  

  

  

  

  



  

  

  

  

  

  

  
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  

  

  



  

  

  

  

  

  

  

  

  

  



  

  

  

  
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A Course in Communication and Soft Skills

Learning Outcomes
By the end of the course the learner will be able to:
 Use grammar effectively in writing and speaking.
 Demonstrate the use of good vocabulary
 Demonstrate an understating of writing skills
 Acquire ability to use Soft Skills in professional and daily life.
 Confidently use the tools of communication skills

Unit-1: Listening Skills
i. Importance of Listening
ii. Types of Listening
iii. Barriers to Listening
iv. Effective Listening

Unit-2: Speaking Skills
a. Sounds of English: Vowels and Consonants
b. Word Accent
c. Intonation

Unit-3: Grammar
a. Concord
b. Modals
c. Tenses (Present/Past/Future)
d. Articles
e. Prepositions
f. Question Tags
g. Sentence Transformation (Voice, Reported Speech & Degrees of Comparison)
h. Error Correction

Unit-4: Writing
i. Punctuation
ii. Spelling
iii. Paragraph Writing

Unit-5: Soft Skills
a. SWOC
b. Attitude
c. Emotional Intelligence
d. Telephone Etiquette
e. Interpersonal Skills
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Unit-1: Listening skills
1.0 Objectives 1
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1.2 Importance 2

1.2.1 Importance of Listening Skills 3
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1.5.2 Poor Listening Habits 8
1.5.3 Good Listening Habits 8

1.6 Types of Listening 9
1.7 Barriers To Listening 12
1.8 Effectiveness of Listening 14

1.8.1 Strategies for Effective Listening 16
1.9 Listening Comprehension 17

1.9.1 Listening to Sounds: Sounds of English Language 18
1.10 Exercises 19
1.11 Check your Progress 21
1.12 Outcomes 21
1.13 Exercise 22
1.14 Practice Exercises 22

Unit-2: Speaking Skills
2.0 Objectives 25
2.1 Introduction 25
2.2 Essentials Of Effective Speaking Skills 26

2.2.1 Principles of Speaking Skills 27
2.2.2 Improving Speaking Skills 28

2.3 Barriers of Speaking skills 29
2.3.1 Effectiveness of Speaking Skills 30

Content
A Course in Communication and Soft Skills
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2.4 Sounds of English 30
2.5 Introduction To Phonetics 31

2.5.1 The Sounds of English 32
2.5.2 Task 33

2.6 Vowels 34
2.6.1 Pure Vowels or Monophthongs 35
2.6.2 Tasks 40
2.6.3 Diphthongs 42
2.6.4 Tasks 47

2.7 Consonants 48
2.7.1 Double Consonant Letters 56
2.7.2 Tasks 58

2.8 Word Accent 60
2.8.1 Importance of Stress 61
2.8.2 Aspects of Word Stress 61
2.8.3 Rules of Word Stress 63
2.8.4 Stress Shift According to Function 67
2.8.4 Stress Shift According to Function 67
2.8.5 Stress in Compound Words 67

2.9 Tasks 68
2.10 Accent/Stress and Rhythm in Connected Speech 69

2.10.1 Rhythm in Connected Speech 70
2.10.2 Strong/Weak Forms and Contracted Forms 71

2.11 Tasks 74
2.12 Intonation 75

2.12.1 Objective Factors 76
2.12.2 Tone Groups 76
2.12.3 Some Important Points to be Remembered 80

2.13 Tasks 81
2.14 Outcomes 81
2.15 Check Out 81

Unit-3: Grammar
3.0 Objectives 83
3.1 Importance of Grammarq 84
3.2 Concord 84

3.2.1 Rules for Concord 85
3.2.2 Concord of Proximity 88
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3.2.3 The Basics of Subject-Verb Concord 89
3.2.4 Tasks 90
3.2.5 Check Out 93

3.3 Modals 94
3.3.1 List of Modal Verbs 94
3.3.2 Tasks 99
3.3.3 Check Out 101

3.4 Tenses (Present/ Past/ Future) 102
3.4.1 Present Tense 103
3.4.2 Past Tense 105
3.4.3 Future Tense 106
3.4.4 Tasks 108
3.4.5 Check Out 113

3.5 Articles 121
3.5.1 The Definite Article 122
3.5.2 The Indefinite Article 122
3.5.3 Indefinite articles with Incountable Nouns 123
3.5.4 Uses of Article ‘a’ 124
3.5.5 Uses of Article ‘an’ 125
3.5.6 Omission of Articles/Zero Article 125
3.5.7 Use of the Definite Article ‘the’ 127
3.5.8 Omission of the Article ‘the’ 128
3.5.9 Task 129
3.5.10 Check Out 132

3.6 Prepositions 136
3.6.1 Types of Prepositions 136
3.6.2 Unnecessary Prepositions 138
3.6.3 Other Uses of Preposition 138
3.6.4 Task (GATE 2018) 139
3.6.5 Check Out 142

3.7 Question Tags 144
3.7.1 Positive or Negative Question Tags 144
3.7.2 Intonation 146
3.7.3 Tone Groups 148
3.7.4 Some Important Points to be Remembered 150
3.7.5 Tasks 151
3.7.6 Check Out 153
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3.8 Reported Speech 155
3.8.1 Direct and Indirect Speech 155
3.8.2 Converting Direct Speech into Indirect Speech 157
3.8.3 Rules for Reported Speech 157
3.8.4 Tasks 166
3.8.5 Check Out 168

3.9 Active and Passive Voice 169
3.9.1 When to use Active and Passive Voice 169
3.9.2 Active to Passive Voice Rules For Conversion of Sentence 170
3.9.3 Tasks 173
3.9.4 Check Out 184

3.10 Degree of Comparison 187
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4.7 Check Out 224
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5.1.1 How it Works 230
5.1.2 Importance 230
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5.1.3 Soft Skills List and Examples 231
5.1.4 Improvement of Soft Skills 232
5.1.5 Highlight your Soft Skills 233
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Human Values and Professional Ethics

Learning Outcome
On completion of this course, the UG students will be able to:

 Understand the significance of value inputs in a classroom and
start applying them in their life and profession

 Distinguish between values and skills, happiness and accumulation
of physical facilities, the Self and the Body, Intention and Compe-
tence of an individual, etc.

 Understand the value of harmonious relationship based on trust
and respect in their life and profession

 Understand the role of a human being in ensuring harmony in soci-
ety and nature.

 Distinguish between ethical and unethical practices, and start work-
ing out the strategy to actualize a harmonious environment wher-
ever they work.

Unit-1: Introduction - Definition, Importance, Process &
Classifications of Value Education

 Understanding the need, basic guidelines, content and process for
Value Education

 Understanding the thought provoking issues; need for Values in our
daily life

 Choices making - Choosing, Cherishing & Acting

 Classification of Value Education: understanding Personal Values,
Social Values, Moral Values & Spiritual Values.

Unit-2: Harmony in the Family - Understanding Values in
Human Relationships

 Understanding harmony in the Family- the basic unit of human in-
teraction

 Understanding the set of proposals to verify the Harmony in the
Family;
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 Trust (Vishwas) and Respect (Samman) as the foundational val-
ues of relationship

 Present Scenario: Differentiation (Disrespect) in relationships on
the basis of body, physical facilities, or beliefs.

 Understanding the Problems faced due to differentiation in Rela-
tionships

 Understanding the harmony in the society (society being an exten-
sion of family): Samadhan, Samridhi, Abhay, Sah-astitva as com-
prehensive Human Goals

 Visualizing a universal harmonious order in society- Undivided So-
ciety (Akhand Samaj), Universal Order (Sarvabhaum Vyawastha
)- from family to world family.

Unit-3: Professional Ethics in Education

 Understanding about Professional Integrity, Respect & Equality,
Privacy, Building Trusting Relationships.

 Understanding the concepts; Positive cooperation, Respecting the
competence of other professions.

 Understanding about Taking initiative and Promoting the culture of
openness.

 Depicting Loyalty towards Goals and objectives.
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Office Secretaryship

Learning Outcomes

By the successful completion of course, the student will be able to;

1. Understand the organizational hierarchy and outlines of function-
ing.

2. Comprehend the role of office secretaryship in a small and me-
dium organization.

3. Acquire knowledge on office procedures and interpersonal skills.

4. Apply the skills in preparing and presenting notes, letters, state-
ments, reports in different situations.

Unit-I: Introduction

Introduction - Organisational structure of a small and medium organiza-
tion - Types of offices - Kinds of secretaries - The scope of office
secretaryship.

Unit-II: Office Secretary

The role of an office secretary - Duties and responsibilities - Usage of
different devices - Flowchart and office manuals - Coordinating differ-
ent wings of an office/organisaton - Arranging common meetings - Op-
erations of banking and financial services - travel and hospitality man-
agement services.

Unit-III: Office Procedures

Office procedures - Filing - Circulating files - Preparation of notes,
circulars, agenda and minutes of meetings - Issue of press notes - Main-
tenance of files and records - Inventory, office, human resources, finan-
cial and confidential - maintaining public relations.



iv

Office Secretaryship
Content

Unit-1: Introduction

1.0 Objectives 1

1.1 Introduction 1

1.2 Organisation 2

1.2.1 Definitions of Organization and Organizing 2

1.2.2 Elements of Organization 3

1.2.3 Nature of Organization 6

1.2.4 Importance of Organization 7

1.2.5 Advantages of Organzing 7

1.2.6 Principles of Organization 9

1.2.7 Steps in the Process of Organisation 11

1.3 Organizations Structure 12

1.3.1 Significance of Organization Structure 13

1.3.2 Principles of Organzation Structure 14

1.4 Types of Organizations 14

1.4.1 Based on Organization Structure 14

1.4.2 Based on Authority 19

1.5 Meaning and Definition of Office 22

1.5.1 Office Work 24

1.5.2 Office Activities 25

1.5.3 Factors Contributing to the Growth of Office

Work 26

1.5.4 Types of Office 27

1.6 Secretary 28

1.6.1 Appointment of a Secretary 30



v

1.6.2 Qualifications and Personal Qualities of

a Secretary 31

1.6.3 Remuneration of a Secretary 35

1.6.4 Functions or Duties of a Secretary 35

1.6.5 Rights of a Secretary 36

1.6.6 Powers of a Secretary 36

1.6.7 Liabilities of a Secretary 37

1.6.8 Importance of Secretary 37

1.7 Types of Secretary 38

1.8 Scope of Secretary 40

1.9 Outcomes 43

1.10 Review Questions 43

Unit-2: Office Secretary

2.0 Objectives 45

2.1 Introduction 45

2.2 Role of an Office Secretary 46

2.3 Duties of Office Secretary 48

2.4 Responsibilites of Secretary 51

2.5 Usage of Different Devices 53

2.5.1 Brief Overview of Office Equipments 54

2.5.2 Brief List of Modern Office Technologies 55

2.5.3 Summary of the Advantages of Office

Equipments 56

2.5.4 Meaning and Types of Mail 56

2.5.4.1 Handling of Incoming Mail 57

2.5.4.2 Handling of Outgoing Mail 59

2.5.4.3 Handling of Electronic Mail 62

2.5.4.4 Mail Room Equipment 63



vi

2.6 Flow Chart 65

2.6.1 Straight-Line Flow of Work 66

2.6.2 Problems in Smooth Flow of Work 67

2.7 Office Manuals 68

2.7.1  Definition of Office Manual 68

2.7.2 Need for Office Manuals 69

2.7.3 Types of Office Manuals 69

2.7.4 Principles of Office Manuals 71

2.7.5  Steps in Preparation and Writing of Office

Manuals 71

2.7.6 Advantages of Office Manuals 73

2.7.7 Disadvantages of Office Manuals 73

2.7.8 Revision and Distribution of Office Manuals 74

2.7.9 Distribution of Office Manuals 74

2.8 Coordinating Different Wings of an Office/Organisaton 74

2.9 Meeting - Meaning, Importance and Types of Meetings 77

2.9.1 Types of Meetings 77

2.9.2 Requisites of a Valid Meeting 79

2.9.3 Secretarial Duties Relating to Meetings 84

2.9.4 Terms Relating to Meeting 85

2.10 Services Provided by Banks 87

2.10.1 Other Common Facilities Provided by Banks 91

2.10.2 General Utility Services Provided by Banks 92

2.10.3 Terms Used in Banking Transactions 94

2.11 Modes of Travel 99

2.11.1 How to Make Railway Reservation 100



vii

2.11.2 Air Travel 101

2.11.3 E-Ticket and Paper Ticket 103

2.11.4 Travel Agencies 103

2.11.5 Hotel Reservation 104

2.11.6 Itinerary 105

2.11.7 Organizing Travel 105

2.11.8 Tour Advance and Tour Claim 106

2.11.9 Overse as Travel Appangement 106

2.12 Outcomes 108

2.13 Review Questions 109

Unit-3: Office Procedures

3.0 Objectives 111

3.1 Introduction 111

3.2 Meaning of Procedure 113

3.2.1 Definition 113

3.2.2 Importance of Systems and Procedures 114

3.2.3 Benefits and Limitations of Systems and

Procedures 114

3.3 Filing - Meaning, Importance and Essentials 115

3.3.1 Essentials of a Good Filing System 117

3.3.2 Classification of Filing - Alphabetical, Numerical,

Geogr-Aphical, Subject, Chronological 117

3.3.3 Methods of filing- Horizontal and Vertical 122

3.3.4 E-Filing 124

3.3.5 Weeding out or Destruction of Old Records 128

3.3.6 Indexing 128

3.3.7 Filing Procedure 132



viii

3.4 Notice 134

3.5 Circular 137

3.6 Preparation of Notice, Agenda and Minutes of Meeting 139

3.7 Press Note 147

3.7.1 Press Notes have the Force of Law 147

3.7.2 Press Notes are Subject to Judicial Review 149

3.8 Maintenance of Files and Records 149

3.8.1 Improve Records Management in Any Office 153

3.9 Maintenance of  Inventory Records 154

3.9.1 Maintaining Inventory Records 157

3.10 Maintenace  of  Human Resource 163

3.10.1 Benefits of Cloud- Based Document Storage 165

3.10.2 Important Practices for Personnel Files 165

3.11 Maintenance of Financial Record 166

3.12 Confidential Files 169

3.13 Public Relations 170

3.13.1 Functions of Public Relations Department

(Promotion Tools in PR) 171

3.13.2 Role of Public Relations in an Organisation 173

3.14 Outcomes 175

3.15 Review Questions 175



i

Business Organisation and Management
As per Choice Based Credit System (CBCS)

I - B.Com(Gen & CA) / I - Semester

Authors
Prof. B. Amarnath

Prof. B. Mohan
Prof. Venkata Narasiah

Dept. of  Commerce
S.V. University, Tirupati - 517 502 AP

 Centre for Distance and Online Education
 Sri Venkateswara University

Tirupathi, AP -517 502



ii

Year : 2024

Edtion : First

All rights reserved (SVU CDOE). No part of this publication which is material protected by this
copyright notice may be reproduced or transmitted or utilized or stored in any form or by any means
now known or hereinafter invented, electronic, digital or mechanical, including photocopying,
scanning, recording or by any information storage or retrieval system, without prior written permis-
sion from the Publisher.

Copyright© 2024, SVU CDOE

All Rights Reserved

Printed

by

(An ISO 9001 : 2015 Certified Publishers)

# 326/C, Surneni Nilayam
Near B K Guda Park, S R Nagar

Hyderabad - 500 038 TS
P.No:+91 40 23710657, 238000657, 23810657

Cell:+91 94405 75657, 93925 75657, 93935 75657
Reg. Off.: 5-68, Pedda Gorpadu, Pakala, Tirupathi - 517 112 AP

 mail: studentshelpline.in@gmail.com

for

Director

Centre for Distance and Online Education
 Sri Venkateswara University

Tirupathi, AP -517 502
mail : directorddesvu@gmail.com

 Cell: +91 877-2289380
www.svudde.in

R

mailto:studentshelpline.in@gmail.com
mailto:directorddesvu@gmail.com
http://www.svudde.in


iii

I - Year / I - Semester as per CBCS
Business Organisation and Management

Learning Outcomes

At the end of the course, the student will be able to

 Understand different forms of business organizations.

 Comprehend the nature of Joint Stock Company and formalities to promote a Company.

 Describe the Social Responsibility of Business towards the society.

 Critically examine the various organizations of the business firms and judge the best among

them.

 Design and plan to register a business firm. Prepare different documents to register a com-

pany at his own.

 Articulate new models of business organizations.

Unit-I: Introduction Concepts of Business, Trade, Industry and Commerce

Business - Meaning, Definition, Features and Functions of Business - Trade Classification - Aids

to Trade - Industry Classification and Commerce - Factors Influencing the Choice of Suitable

form of Organization.

Unit –II: Forms of Business Organizations

Features, Merits and Demerits of Sole Proprietor Ship and Partnership Business - Features Mer-

its and Demits of Joint Stock Companies - Public Sector Enterprises (PSEs) - Multinational Cor-

porations (MNCs)- Differences between Private Limited Public Limited Company.
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Unit-III: Company Incorporation

Preparation of Important Documents for Incorporation of Company - Certificate of Incorporation

and Certificate of Commencement of Business - Contents of Memorandum and Articles of Asso-

ciation - Contents of Prospectus

Unit-IV: Management

Meaning Characteristics - Fayol’s 14 Principles of Management - Administration vs Management

- Levels of Management

Unit-V: Functions of Management

Different Functions of Management - Meaning - Definition - Characteristics Merits and Demits

of Planning - Principles of Organisation - Line and staff of Organisation

Reference Books

1. Industrial Organization and Management,C. B. Guptha, Sultan Chand.

2. Business Organization - C. D. Balaji and G. Prasad

3. Business Organization - R. K. Sharma and Shashi K Gupta

4. Business Organization & Management: Sharma Shashi K. Gupta

5. Business Organization & Management: C. R. Basu, Tata McGraw Hill.

6. Business Organization & Management: M. C. Shukla

7. Business Organisation and Management, Dr. Neeru Vasishth, Tax Mann Publications

8. Business Organisation and Management, Dr.B.E.V.L Naidu, SevenHills International

Publishers, Hyderabad
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Business Organisation and Management
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1.13.2 Aids to Trade 28

1.14 Meaning and Definition of Industry 29

1.14.1 Classification of Industries 29

1.14.2 Some Key Parameters of  Industries 33

1.15 Meaning and Definition of Commerce 34

1.15.1 Characteristics of Commerce 35

Content
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1.15.6 Importance of Commerce 41

1.15.7 Inter- relation between Industry, Trade and Commerce 42
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1.17 Outcomes 45
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1.19 Multiple Choice Questions 47
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 Identify transactions and events that need to be recorded in the books of accounts.

 Equip with the knowledge of accounting process and preparation of final accounts of sole trader.

 Develop the skill of recording financial transactions and preparation of reports in accordance
with GAAP.

 Analyze the difference between cash book and pass book in terms of balance and make recon-
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Unit-III: Trial Balance and Rectification of Errors
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pense Account (including Problems)
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Unit -V: Final Accounts
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A Course in Reading & Writing Skills

Learning Outcomes

By the end of the course the learner will be able to:

 Use reading skills effectively

 Comprehend different texts

 Interpret different types of texts

 Analyse what is being read

 Build up a repository of active vocabulary

 Use good writing strategies

 Write well for any purpose

 Improve writing skills independently for future needs

Unit-1

Prose : 1. How to Avoid Foolish Opinions Bertrand Russell

Skills : 2. Vocabulary: Conversion of Words

: 3. One Word Substitutes

: 4. Collocations

Unit-2

Prose : 1. The Doll’s House Katherine Mansfield

Poetry : 2. Ode to the West Wind P B Shelley

Non-Detailed Text : 3. Florence Nightingale Abrar Mohsin

Skills : 4. Skimming and Scanning

Unit-3

Prose : 1. The Night Train at Deoli Ruskin Bond

Poetry : 2. Upagupta Rabindranath Tagore

Skills : 3. Reading Comprehension

: 4. Note Making/Taking
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Unit-4

Poetry : 1. Coromandel Fishers Sarojini Naidu

Skills : 2. Expansion of Ideas

: 3. Notices, Agendas and Minutes

Unit-5

Non-Detailed Text : 1. An Astrologer’s Day R K Narayan

Skills : 2. Curriculum Vitae and Resume

: 3. Letters

: 4. E-Correspondence
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Unit-1
1.0 Objective 2
1.1 How to Avoid Foolish Opinions 2
1.2 Conversion 4

1.2.1 Exercises 7
1.2.2 Practice Exercises 9

1.3 Collocation 11
1.3.1 Types of Collocations 12
1.3.2 Exercises 15
1.3.3 Practice Exercises 18

1.4 One-Word Substitutes 21
1.4.1 Exercises 33
1.4.2 Practice Exercises 36

1.5 Outcomes 40
Unit-2

2.0 Objective 42
2.1 The Doll’s House Katherine Mansfield 42
2.2 Ode to the West Wind 48
2.3 Florence Nightingale Abrar Mohsin 53
2.4 Skimming and Scanning 59

2.4.1 Skimming Reading for the Gist of a Text 59
2.4.2 Practice Exercises 62
2.4.3 Scanning 69
2.4.4 Practice Exercises 71

2.5 Outcomes 74
Unit-3

3.0 Objective 76
3.1 The Night Train at Deoli Ruskin Bond 76
3.2 Upagupta Rabindranath Tagore 82

Content
A Course in Reading & Writing Skills
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3.3 Reading 88
3.3.1 Practice Exercises 95

3.4 Note Making/Taking 111
3.4.1 Note Making Format 112

3.4.1.1 The Procedure of Note Making 112
3.4.1.2 Points to Remember for Note Making Format 113

3.4.2 Importance of Note Taking 113
3.4.3 Purposes of NoteTaking 113
3.4.4 Note Making vs Note Taking 114

3.5 Methods of Note Taking 114
3.5.1 Note Taking Methods 115
3.5.2 Outline Method 116
3.5.3 Cornell Method 117
3.5.4 Boxing/sentence Method 119
3.5.5 Charting Method 119
3.5.6 Mapping Method 120
3.5.7 Steps for Effective Notetaking 121

3.6 Effective NoteTaking for Listening to Lectures 124
3.6.1 Suggestions for Efficient Notetaking 124

3.6.2 Steps for Effective Note Making 127

3.6.3 Methods of Note Making 128

3.6.3.1 Sequential or Linear Note-Making 128

3.6.3.2 Pattern of Note-Making or Mind-Mapping 129

3.6.3.3 Fishbone Diagram 129

3.6.4 Other Systems of Notemaking 130

3.6 Review Questions 131

3.7 Outcomes 132

Unit-4

4.0 Objective 134

4.1 Introduction 134

4.2 Coromandel Fishers 134

4.3 Expansion of Ideas / Proverb Expansion 137
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4.3.1 How to Write a Proverb Expansion or Expansion of an idea 137
4.3.2 Expansion of Ideas of some Famous proverbs and Idioms 139
4.3.3 Practice Exerises 142

4.4 Notices, Agendas and Minutes 143
4.4.1 Notice 143

4.4.1.1 Notice of a Meeting 143
4.4.1.2 Important Tips and Guidelines 144
4.4.1.3 Format / Template of Notice Writing 144
4.4.1.4 Specimen Notice 145

4.4.2 Agenda 146
4.4.2.1 Some Guidelines for Listing the Items below 147
4.4.2.2 Importance / Necessity of Agenda 148
4.4.2.3 Specimen Agendas 149

4.4.3 Minutes of the Meeting 149
4.4.3.1 Tips for Writing Minutes 150
4.4.3.2 Format of Meeting Minutes 151
4.4.3.3 Specimen of Minutes 153

4.4.4 Difference between Agenda and Minutes 155
4.5 Sample Meeting Notice, Agenda, and Minutes 155
4.6 Outcomes 157
4.7 Review Questions 158

Unit-5
5.0 Objective 160
5.1 Introduction 160

5.1.1 Characterisation Notes 166
5.1.2 Narrative Techniques 167
5.1.3 Figurative Language 167
5.1.4 Societal Satire 168
5.1.5 Astrology as a Profession 168

5.2 Resume Writing 168
5.2.1 Resume Contents 168
5.2.2 The Difference between C.V and Resume 169



viii

5.2.3 Steps in Preparation of Resume 170
5.2.4 Hard vs. Soft Skills: What’s the Difference? 175

5.3 Letter Writing 181
5.3.1 Types of Letters 183
5.3.2 Essentials of Effective Letter Writing 188
5.3.3 Types of Letter Format 190
5.3.4 Types of Business Letters 196
5.3.5 Writing a Complaint Letter 200
5.3.6 Writing an Apology Letter 202
5.3.7 Writing a Letter of Appeal 203
5.3.8 Writing an Invitation Letter 204
5.3.9 Writing a Resignation Letter 205
5.3.10 Writing a Letter of Recommendation 207
5.3.11 Exercises 208
5.3.12 Practice Exercises 213

5.4 Email Writing 214
5.4.1 Significance of Email 215
5.4.2 Elements of E-mails 216
5.4.3 Technique for Writing an E-mail 216
5.4.4 Types of Emails 217
5.4.5 Advantages of Email 220
5.4.6 Disadvantages of E-mail 221
5.4.7 Exercises 222

5.5 Review Questions 223
5.6 Outcomes 224
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Indian Culture & Science

Learning Outcomes

By successful completion of the course, students will be able to:

1. Understand the evolution of India’s culture.

2. Analyze the process of modernization of Indian society and culture from past to future.

3. Comprehend objective education and evaluate scientific development of India in various
spheres.

4. Inculcate nationalist and moral fervor and scientific temper.

Unit-I: Unity in Diversity in India

Coexistence of various religions since ancient times - Hinduism, Buddhism, Jainism and Atheism,
and later Sikhism, Islam and Christianity

The Bhakti (Vishnavite and Saivaite) and Sufi Movements

The concepts of seela, karuna, kshama, maitri, vinaya, santhi and ahimsa Achievements in
Literature, Music, Dance, Sculpture and Painting - Craftsmanship in cloth, wood, clay, metal and
ornaments

Cultural diversity, Monogamy, Family system, Important seasonal festivals

Unit-II: Social Reforms and Modern Society
Reforms by Basaveswara - Raja Rama Mohan Roy - Dayananda Saraswathi - Swamy
Vivekananda - Mahatma Gandhi - B. R. Ambedkar - Reforms in Andhra by Vemana,Veerabrahmam,
Gurajada, Veeresalingam and GurramJashua (only reforms in brief, biographies not needed)

Modern Society: Family unity, Community service, Social Harmony, Civic Sense, Gender Sen-
sitivity, Equality, National Fervor

Unit-III: Science and Technology

Objectivity and Scientific Temper - Education on Scientific lines (Bloom’s Taxonomy) - Online
Education

Developments in Industry, Agriculture, Medicine, Space, Alternate Energy, Communications, Media
through ages

Co-curricular Activities Suggested
1. Assignments, Group discussions, Quiz etc

2. Invited Lecture by a local expert

3. Visit to a scientific institutions, local heritage sites, museums, industries etc
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Content
Indian Culture & Science

Unit-1: Indian Culture & Science
1.0 Objectives 1
1.1 Introduction 1
1.2 Indian Culture 2
1.3 Coexistence of Various Religions Since Ancient Times 3

1.3.1 Hinduism 3
1.3.2 Buddhism 8
1.3.3 Jainism 14
1.3.4 Atheism 24
1.3.5 Sikhism 26

1.3.5.1 History and Beliefs 26
1.3.5.2 The Sikh Identity 26
1.3.5.3 The Sikh Scripture 27
1.3.5.4 The Gurdwara 27
1.3.5.5 The Sikh Way of Life 28
1.3.5.6 Women 28
1.3.5.7 Dietary Restrictions 29
1.3.5.8 Other Religions 29

1.3.6 Islam 29
1.3.7 Christianity 39

1.4 The Bhakti 44
1.4.1 Types of Bhakti Cultures 47
1.4.2 Bhakti Saints 49
1.4.3 Impact of Bhakti Movement on Indian Society 50

1.5 Sufi Movements 51
1.5.1 Roots of Sufism 51
1.5.2 Origin of Sufism 52
1.5.3 Development of Sufism 52
1.5.4 Sufism in India 53
1.5.5 Orders of Sufism 54
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1.5.6 Interaction between Hindu and Muslim Saints 58
1.5.7 Differences between Bhakti and Sufi Movements 58

1.6 The concepts 59
1.7 Achievements in Literature 62
1.8 Music 64

1.8.1 Treatises 65
1.9 Dance 65

1.9.1 Early Texts on Classical Dance 66
1.9.2 Basic Techniques in Classical Dance 68

1.10 Sculpture 70
1.11 Painting 76
1.12 Crafts Traditions 77
1.13 Cultural Diversity 79
1.14 Monogamy 81
1.15 Family 81

1.15.1 Advantages of Joint Family 82
1.15.2 Imbibing Values 83

1.16 Seasonal Festivals in India 83
1.17 Outcomes 86
1.18 Review Questions 86
1.19 Multiple Choice Questions 86

Unit-2: Social Reforms and Modern Society
2.0 Objectives 89
2.1 Introduction 89
2.2 Reforms by Basaveswara 90
2.3 Raja Rammohan Roy 94

2.3.1 Contributions 95
2.3.2 Economic and Political Reforms 96
2.3.3 Religious Reforms 97
2.3.4 Brahmo Samaj 97
2.3.5 Synthetic Approach 97
2.3.6 Regeneration of Women 98

2.4 Dayananda Saraswathi 98
2.4.1 Religious Reforms 98
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2.4.2 Opposition to Caste System and Untouchability 99
2.4.3 Sudhi Movement 99
2.4.4 Status of Women 99
2.4.5 Educational Reforms 100
2.4.6 Dayanand and Nationalism 100
2.4.7 Believer of Democracy 100
2.4.8 Importance of Village Administration 101
2.4.9 Nation Building Through Language 101
2.4.10 Dayanand Saraswati & Arya Samaj 101

2.5 Swami Vivekananda 102
2.5.1 Reforms 103

2.6 Mahatma Gandhi 106
2.6.1 Unconventional Techinques 107
2.6.2 Daridranarayan 107
2.6.3 Strain-free Nationalism 108
2.6.4 Abolition of Untouchability 108
2.6.5 Accepting Varnas and Denouncing Caste System 109
2.6.6 Reservation 109
2.6.7 Participation of Women 110

2.7 B. R. Ambedkar 110
2.7.1 Main Architect of Indian Constitution 110
2.7.2 Constitutional Morality 111
2.7.3 Democracy 111
2.7.4 Social Reforms 111
2.7.5 Factsheet 112
2.7.6 Methods Adopted to Remove Untouchability 113
2.7.7 Relevance of Ambedkar in Present Times 113

2.8 Reforms in Andhra by Vemana 114
2.9 Veerabrahmam 115
2.10 Gurajada Appa Rao 115
2.11 Kandukuri Veeresalingam 116
2.12 Gurram Jashuva 117
2.13 Modern Society 118

2.13.1 Characteristics of Modern Society 118
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2.14 Family Unity 119
2.14.1 The Right to Family Unity 119
2.14.2 Different Kinds of Families and the Right to Unity 120

2.15 Community Service 121
2.15.1 Community Service Has a Number of Important Benefits 122

2.16 Social Harmony 122
2.16.1 Elements of Social Harmony 123
2.16.2 Importance of Social Harmony 124

2.17 Civic Sense 124
2.17.1 Importance of Civic Sense 125
2.17.2 Teaching about Civic Sense 126

2.18 Gender Sensitivity 126
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2.18.4 Equal Treatment 127
2.18.5 Gender Mainstreaming 128

2.19 Equality 128
2.19.1 Features 129
2.19.2 Types of Equality 129

2.20 National Fervor 130
2.21 Outcomes 130
2.22 Review Questions 131
2.23 Multiple Choice Questions 131

Unit-3: Science and Technology
3.0 Objectives 135
3.1 Introduction 135
3.2 Scientific Objectivity 136

3.2.1 Objectivity as Faithfulness to Facts 137
3.2.2 The View from Nowhere 137

3.3 Scientific Temper 138
3.4 Education on Scientific Lines (Bloom’s Taxonomy) 139

3.4.1 Online Learning 141
3.5 Developments of Technology 144
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3.5.1 Scientific and Technological Developments in Ancient India 145
3.5.2 Scientific and Technological Developments in Medieval India 146
3.5.3 Advancement of Science and Technology is Observed in following

Areas in Modern Time 147
3.6 Industry 148

3.6.1 Benefits of Increased R&D Spending 148
3.6.2 New Trends in Manufacturing 149

3.7 Agriculture 149
3.7.1 Objectives 153
3.7.2 Challenges faced by Technology in Modern Era 154
3.7.3 Impact of Science and Technology in Agricultural Sector 154
3.7.4 The Recent Innovations and Technologies in Agriculture 155
3.7.5 A new Era of Scientific Farming 157
3.7.6 G-tech to Propel Economy’s Growth Trajectory 157
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3.8.1 New Advancements in Medical Research in India 160
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Advertising

Learning Outcomes

After Successful completion of this course, the students are able to;

1. Understand the field of Advertising

2. Comprehend opportunities and challenges in Advertising sector

3. Prepare a primary advertising model

4. Understand applying of related skills

5. Examine the scope for making advertising a future career

Unit-1

Introduction of advertising concepts- functions - Types of advertising - Creative advertising
messages - Factors determining opportunities of a product/service/Idea

Unit-2

Role of advertising agencies and their responsibilities - scope of their work and functions - Ethical
issues - Identifying target groups -Laws in advertising. Advertising Statutory Bodies in India -
Role of AAAI (Advertising Agencies Association of India), ASCI (Advertising Standard Council
of India)

Unit-3

Types of advertising - Basic characteristics of a typical advertisement - Reaching target groups -
Local advertising - Feedback on impact of advertisement - Business promotion.
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1.6.2 Tools for Creative Advertisement 26
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1.8 Outcomes 33

1.9 Review Questions 33

1.10 Multiple Choice Questions 34
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2.11 Outcomes 61
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2.13 Multiple Choice Questions 62

                                                Unit - 3
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3.5 Local Advertising 75

3.5.1 Types of Local Advertising 76

3.5.2 Advantages of Local Advertising 77
3.5.3 The process of Local Advertising 78
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3.6 Feed-back on impact of Advertisement 79

3.6.2 The Positive Effects of Advertisement 80

3.6.3 The Negative Effects of Advertisement 80
3.7 Promotion 81
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Logistics and Supply Chain Management

Learning Outcomes

At the successful completion of the course, the student will able to;

1. Summarize relationship between marketing and Logistic Management

2. Understand the concepts of Supply Chain Management in connection with products.

3. Understanding various types of seller and suppliers

4. Evaluate best logistic method among all means of transport operations

5. Analysis of different distribution strategies - online and physical distribution

6. Compare the Logistics in National and International Scenario.

7. Design and develop new methods and models of Logistics in SCM

Unit-1: Introduction to Logistics and Supply Chain Management (SCM)

Functions of Logistics - Structure of logistics - Logistics Costs - Modes of Logistics - Logistics in
21st Century - Role of Supply Chain Management - Design and Development of Supply Chain
Network - Different types of Supply Chain Networks

Unit-II: Logistics

Customer Selection - Process -Customer Service and Customer Retention - Relationship
Management - Integrating Logistics and Customer Relationship Management

Unit-III: Supply Chain Management

Managing and Estimating Supply Chain Demand - Forecasting Techniques - Supplier Networks –
Skills to Manage SCM - Recent Trends in SCM
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Financial Accounting

Learning Outcomes:

At theend of the coursethe student will able to;

 Understand the concept of consignment and learn the accounting treatment of the various as-
pects of consignment.

 Analyze the accounting process and preparation of accounts in consignment and joint venture.

 Distinguish Joint Venture and Partnership and to learn the methods of maintaining records under
Joint Venture.

 Determine the useful life and value of the depreciable assets and maintenance of Reserves in
business entities.

 Design an accounting system for different models of businesses at his own using the principles of
existing accounting system.

Unit-I: Depreciation

Meaning and Causes of Depreciation - Methods of Depreciation: Straight Line - Written Down Value
- Annuity and Depletion Method (including Problems).

Unit-II: Provisions and Reserves

Meaning - Provision vs. Reserve - Preparation of Bad Debts Account - Provision for Bad and Doubt-
ful Debts - Provision for Discount on Debtors - Provision for Discount on Creditors - Repairs and
Renewals Reserve A/c (including Problems).

Unit-III: Insurance Claims

Meaning of Claim - Memorandum Trading A/c - Average Clause - Loss of Stock - Amount of Claim
(including Problems).

Unit-IV: Consignment Accounts

Consignment - Features - Proforma Invoice - Account Sales - Delcredere Commission - Accounting
Treatment in the Books of Consigner and Consignee - Valuation of Closing Stock - Normal and Abnor-
mal Losses (including Problems).
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Unit-V: Joint Venture Accounts

JointVenture - Features - Difference between Joint-Venture and Consignment - Accounting Proce-
dure - Methods of Keeping Records - One Vendor Keeps the Accounts and Separate Set off Books
Methods (including Problems).

Reference Books

1. Ranganatham G and Venkataramanaiah, Financial Accounting-II, S Chand Publications, New
Delhi.

2. T. S. Reddy and A. Murthy - Financial Accounting, Margham Publications.

3. R.L. Gupta & V.K. Gupta, Principles and Practice of Accounting, Sultan Chand.

4. SN Maheswari and SK Maheswari – Financial Accounting, Vikas Publications.

5. S.P. Jain & K.L Narang,Accountancy-I, Kalyani Publishers.

6. Tulsan, Accountancy-I, Tata McGraw Hill Co.

7. V.K. Goyal, Financial Accounting, Excel Books

8. T.S. Grewal, Introduction to Accountancy, Sultan Chand & Co.

9. Haneef and Mukherjee, Accountancy-I, Tata McGraw Hill.

10. Arulanandam and Ramana, Advanced Accountancy, Himalaya Publishers.

11. S.N.Maheshwari&V.L.Maheswari, Advanced Accountancy-I, Vikas Publishers.

12. Prof E Chandraiah, Financial Accounting, Seven Hills International Publishers.
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Business Economics

Learning Outcomes
At the end of the course, the student will able to;
 Describe the nature of economics in dealing with the issues of scarcity of resources.
 Analyze supply and demand analysis and its impact on consumer behaviour.
 Evaluate the factors,such as production and costs affecting firmsbehaviour.
 Recognize market failure and the role of government in dealing with those failures.
 Use economic analysis to evaluate controversial issues and policies.
 Apply economic models for managerial problems, identify their relationships, and formulate

the decision making tools to be applied for business.
Unit-I: Introduction

Meaning and Definitions of Business Economics - Nature and Scope of Business Economics -
Micro and Macro Economics and their Interface.

Unit-II: Demand Analysis
Meaning and Definition of Demand - Determinants to Demand - Demand Function - Law of
Demand - Demand Curve - Exceptions to Law of Demand - Elasticity of Demand - Measure-
ments of Price Elasticity of Demand

Unit-III: Production, Cost and Revenue Analysis
Concept of Production Function - Law of Variable Proportion -Law of Returns to Scale - Classi-
fication of Costs - Break Even Analysis - Advantages

Unit-IV: Market Structure
Concept of Market Classification of Markets -Perfect Competition - Characteristics - Equilibrium
Price - Monopoly - Characteristics - Equilibrium Under Monopoly.

Unit-V: National Income
Meaning - Definition - Measurements of National Income - Concepts of National Income - Com-
ponents of National Income-Problems in Measuring National Income
References
1. Business Economics - S.Sankaran, Margham Publications, Chennai.
2. Business Economics - Kalyani Publications.
3. Business Economics - Himalaya Publishing House.
4. Business Economics - Aryasri and Murthy, Tata McGraw Hill.
5. Business Economics - H.L Ahuja, Sultan Chand & Sons
6. Principles of Economics - Mankiw, Cengage Publications
7. Fundamentals of Business Economics -Mithani, Himalaya Publishing House
8. Business Economics - A.V. R. Chary, Kalyani Publishers, Hyderabad.
9. Business Economics - Dr K Srinivasulu, Seven Hills International Publishers.
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A Course in Conversational Skiils

Learning Outcomes
By the end of the course the learner will be able to:

 Speak fluently in English

 Participate confidently in any social interaction

 Face any professional discourse

 Demonstrate critical thinking

 Enhance conversational skills by observing the professional interviews
Unit-I

Speech: 1. Tryst with Destiny Jawaharlal Nehru
Skills:  2. Greetings

 3. Introductions
Unit-II

Speech: 1. Yes, We Can Barack Obama
Interview: 2. A Leader Should Know How to Manage Failure Dr.A.P.J.Abdul Kalam/ India

Knowledge at Wharton
Skills: 3. Requests

Unit-III
Interview: 1. Nelson Mandela’s Interview With Larry King
Skills:      2. Asking and Giving Information

    3. Agreeing and Disagreeing
Unit-IV

Interview: 1. JRD Tata’s Interview With T.N.Ninan
Skills:       2. Dialogue Building

     3. Giving Instructions/Directions
Unit-V

Speech:  1. You’ve Got to Find What You Love Steve Jobs
Skills:    2. Debates

  3. Descriptions
      4. Role Play
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3.2 Nelson Mandela’s Interview with Larry King 65

3.3 Asking and Giving Information 83

3.2.1 Practice Exercises 85

3.4 Agreeing and Disagreeing 87
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4.3.1 Rules for Writing Dialogue 103

4.3.2 Activities 103
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4.4.2 Asking For and Giving Instructions 114
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5.3.1 Necessity of Debate 124

5.3.2 The Basic Debating Skills 124

5.3.3 Essentials of a Good Debate 125

5.3.4 Structure for Debate 127
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5.3.6 Exercises 129
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5.4 Descriptions 133

5.4.1 Qualities of a Descriptive Essay 134

5.4.2 Format 134

5.4.3 Describing Places 134

5.4.4 Describing People 134

5.4.5 Describing Events 135
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Environmental Education

Learning outcomes
On completion of this course the students will be able to …..
1. Understand the nature, components of an ecosystem and that humans are an integral part

of nature.
2. Realize the importance of environment, the goods and services of a healthy biodiversity,

dependence of humans on environment.
3. Evaluate the ways and ill effects of destruction of environment, population explosion on

ecosystems and global problems consequent to anthropogenic activities.
4. Discuss the laws/ acts made by government to prevent pollution, to protect biodiversity and

environment as a whole.
5. Acquaint with international agreements and national movements, and realize citizen’s role

in protecting environment and nature.
Unit-1: Environment and Natural Resources

1. Multidisciplinary nature of environmental education; scope and importance.
2. Man as an integral product and part of the Nature.
3. A brief account of land, forest and water resources in India and their importance.
4. Biodiversity: Definition; importance of Biodiversity - ecological, consumptive, productive,

social, ethical and moral, aesthetic, and option value.
5. Levels of Biodiversity: Genetic, species and ecosystem diversity.

Unit-2: Environmental Degradation and Impacts

1. Human population growth and its impacts on environment; land use change, land degradation,
soil erosion and desertification.

2. Use and over-exploitation of surface and ground water, construction of dams, floods, conflicts
over water (within India).

3. Deforestation: Causes and effects due to expansion of agriculture, firewood, mining, forest
fires and building of new habitats.

4. Non-renewable energy resources, their utilization and influences.

5. A brief account of air, water, soil and noise pollutions; Biological, industrial and solid wastes
in urban areas. Human health and economic risks.

6.  Green house effect - global warming; ocean acidification, ozone layer depletion, acid rains
and impacts on human communities and agriculture.
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7. Threats to biodiversity: Natural calamities, habitat destruction and fragmentation, over
exploitation, hunting and poaching, introduction of exotic species, pollution, predator and
pest control.

Unit-3: Conservation of Environment
1. Concept of sustainability and sustainable development with judicious use of land, water and

forest resources; afforestation.
2. Control measures for various types of pollution; use of renewable and alternate sources of

energy.
3. Solid waste management: Control measures of urban and industrial waste.
4. Conservation of biodiversity: In-situ and ex-situ conservation of biodiversity.
5. Environment Laws: Environment Protection Act; Act; Wildlife Protection Act; Forest

Conservation Act.
6. International agreements: Montreal and Kyoto protocols; Environmental movements:

Bishnois of Rajasthan, Chipko, Silent valley.
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Personality Enhancement & Leadership

Learning Outcomes

By successful completion of the course, students will be able to:

 Develop comprehensive understanding of personality

 Know how to assess and enhance one’s own personality

 Comprehend leadership qualities and their importance

 Understand how to develop leadership qualities

Unit-I

Meaning of Personality – Explanations of Human Personality – Psychodynamic Explanations –

Social Cognitive Explanation – Big Five traits of Personality

Unit-II

Assessment of Personality - Projective& Self Report Techniques - Building Self-Confidence –

Enhancing Personality Skills

Unit-III

Leadership Characteristics – Types of Leaders – Importance of Leadership – Leadership Skills
– Building and Leading Efficient Teams – Leadership Qualities of Abraham Lincoln, mahatma

Gandhi, Prakasam Pantulu, Dr. B. R. Ambedkar & J.R.D.Tata
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1.6 Psychodynamic Theory of Personality 20
1.6.1 Psychodynamic Treatment 22
1.6.2 Other Psychodynamic Theorists 22
1.6.3 Erickson Psychodynamic Theory of Personality 23

1.6.3.1  The Ego Psychology 23
1.6.3.2  The Epigenetic Principle 23

1.7 Social Cognitive Explanation 26
1.7.1 Main Tenets of Social Cognitive Theory 26
1.7.2 Albert Bandura’s Social Learning Theory 26
1.7.3 Evaluation of Bandura’s Theory 32
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2.3.5.4 Faking in Personality Inventories 58
2.3.5.5 Measures to Avoid Faking 58
2.3.5.6 Methods to Overcome Weaknesses in Self-Report Tests 59

2.4 Building Self confidence 60
2.4.1 Techniques of Self Confidence 61

2.5 Enhancing Personality skills 63
2.5.1 Importance of Personality Skills 64
2.5.2 Enhancing Personality Skills 64
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2.5.3 Steps to Improve Personal Development Skills 65
2.5.4 Personal Development Skills in the Workplace 66

2.6 Outcomes 67
2.7 Review Questions 67

Unit-3
3.2 Definition 70

3.2.1 Characteristics of Leadership 70
3.2.2 Nature of Leadership 71
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Disaster Management

Learning Outcomes

After successful completion of the course, the students are able to;

1. Understand the nature, cause and effects of disasters

2. Comprehend the importance of Disaster Management and the need of awareness

3. Acquire knowledge on disaster preparedness, recovery remedial measures and personal
precautions

4. Volunteer in pre and post disaster management service activities

Unit-I

Introduction of Disaster - Different types of disasters- Natural- (flood, cyclone, earthquake,

Famine and pandemic) - Accidental- (Fire, Blasting, Chemical leakage, Rail, Aviation, Road

boat tragedies and nuclear pollution) - Disaster Management Act 2005

Unit-II

Causes and immediate effects of Disasters - Preparedness of disasters –Precautions –
Dissemination of information - Nature and concepts - Role of National Disaster Management
Authority and Role of Government and non governmental organizations in protecting human
livestock and natural resources.-Use of technology -Role of Citizens and Youth in the prevention.

Unit-III

Post disaster effects - short term - Procedures for Rehabilitation and Recovery - Role of volunteers
and Safety Precautions - Long term remedial and preventive measures – Collection, filing and
storage of information - Case studies.
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Disaster Management

Unit-1
1.0 Objectives 1
1.1 Introduction 1
1.2 Disaster 1
1.3 Types of Disasters 2
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2.6.3 Institutional Framework for Disaster Management in India 59
2.6.4 Role & Responsibility of SDMA 59
2.6.5 Role & Responsibility of SEC 60
2.6.6 Role & Responsibility of DDMA 61

2.7 Role of Government and non Governmental Organizations in Protecting Human
Livestock  and Natural Resources 61

2.8 Use of Technology in Disaster Management 62

2.9 Role of Citizen in Prevention of Disaster 64
2.10 Role of Youth 65
2.11 Outcomes 66
2.12 Review Questions 66
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3.1 Introduction 67
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 IIIrd Semester as per CBCS
Advanced Accounting

UNIT-I

Partnership Accounts-I: Meaning – Partnership Deed - Capital Accounts (Fixed and Fluctuating)
– Admission of a Partner – Retirement and Death of a Partner (Excluding Joint Life Policy)(Including
problems)

UNIT-II

Partnership Accounts-II: Dissolution of Partnership – Insolvency of a Partner (excluding Insolvency
of all partners) – Sale to a Company (Including problems)

UNIT-III

Issue if Shares, Debentures, Underwriting and Bonus Shares: Issue of Shares at par, premium
and discount - Prorata allotment – Forfeiture and Re-issue of Shares – Issue of Debentures with
Conditions of Redemption – Underwriting: Meaning Conditions- Bonus Shares: Meaning – SEBI
Guidelines for Issue of Bonus Shares – Accounting of Bonus Shares(Including problems)

UNIT-IV

Comapny Final Accounts and Profit Prior to Incorporation: Companies Act 2013: Structure –
General Instructions for preparation of Balance Sheet and Statement of Profit and Loss – Part-I:
Form of Balance Sheet – Part-II: Statement of Profit and Loss – Preparation of Final Accounts of
Companies - Profits Prior to Incorporation- Accounting treatment. (Including problems)

UNIT-V

Valution of Goodwill and Shares: Valuation of Goodwill: Need – Methods: Average Profits, Super
Profits and Capitalization Methods -Valuation of Shares: Need –Net Assets, Yield and Fair Value
Methods. (Including problems)
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II- Degree/ III- Semester
Business Statistics

Unit 1: Introduction to Statistics

Definition, importance and limitations of statistics - Collection of data - Schedule and questionnaire –

Frequency distribution – Tabulation -Diagrammatic and graphic presentation of data using Computers

(Excel).

Unit 2: Measures of Central Tendency

Characteristics of measures of Central Tendency-Types of Averages – Arithmetic Mean, Geometric

Mean, Harmonic Mean, Median, Mode, Deciles, Percentiles, Properties of averages and their applica-

tions.

Unit 3: Measures of Dispersion and Skewness

Properties of dispersion-Range-Quartile Deviation –Mean Deviation-Standard Deviation- Coefficient

of Variation-Skewness definition-Karl Pearson’s and Bowley’s Measures of skewness-Normal Dis-

tribution.

Unit 4: Measures of Relation

Meaning and use of correlation – Types of correlation-Karlpearson’s correlation coefficient –

Spearman’s Rank correlation-probable error-Calculation of Correlation by Using Computers.

Regression analysis comparison between correlation and Regression – Regression Equations-Inter-

pretation of Regression Co-efficient.

Unit 5: Analysis of Time Series & Index Numbers

Components of Time series- Measurement of trend and Seasonal Variations – Index Numbers-Meth-

ods of Construction of Index Numbers – Price Index Numbers – Quantity Index Numbers –Tests of

Adequacy of Index Numbers – Cost of Index Numbers-Limitations of Index Numbers – Use of

Computer Software.
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