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B.com (Pt-1)-2016
Business Administration

Scheme:
Two Paper Min Pass Marks 72 Max. Marks 200
Paper-I 3hrs. 100 Marks
Paper-II 3hrs. 100 Marks
Paper |- Business Law
Duration: 3 hrs. Max. Marks: 100

Note : The question paper will contain three sections as under-

Section-A:  One compulsory question with 10 parts, having 2 parts from each unit,
short answer in 20 words for each part. Total Marks: 10
Section-B: 10 question, 2 question from each unit, 5 questions to be attempted,
talking one from each unit, answer approximately in 250 words.
Total Marks: 50
Section-C: 04 question (question may have sub division) covering all units but not
more than one question from each unit, descriptive type, answer in about
500 words, 2 questions to be attempted. Total Marks: 40

Unit-I
The Indian Contract Act, 1872
Meaning and essentials of a valid contract;
Proposal and Acceptance ;
Capacity to contract of the parties;
Consideration :
- Legal rules as to consideration;
- Legality of object and consideration.
Free Consent : Rules regarding coercion, undue.
Influence, Fraud, Misrepresentation and Mistake (in brief).

Unit-11

Contingent Contracts;
Quasi Contracts;
Performance and Discharge of Contracts;
Remedies for breach of contract.

Unit-111
Contract of Bailment;
Contract of Pledge;
Contract of Indemnity and Guarantee;
Contracts of Agency,
- Meaning and creation of agency;
- Duties of an agent towards the employer;
- Termination of Agency.

Unit-1V

The Sale of Goods Act, 1930

Contract of Sale and Agreement to sell;
Rules relating to transfer of property;
Conditions and warranty;

2Page



Delivery and payment of goods;

Right of an unpaid seller;

Auction sale- Essentials in brief;
Remedies for breach of contracts of sale.

Unit-V

The Consumer Protection Act, 1986

Meaning and Definitions;

District Consumer Forum;

- Establishment and composition;

- Complaint Redressal Procedure.

State and National Commission;

- Establishment and composition;

- Redressal procedure for complaints and appeal.
Right of a consumer.

The Foreign Exchange Management Act, 1999

Meaning and objectives;

Duties and powers of an Authorized Person;
Appeal to Special Director ( Provisions);

Main Provision regarding “Appellate Tribunal”

Text Readings:

N.D.Kapoor _ Mercantile Law, S. Chand, New Delhi.

Chawla & Garg _ Mercantile Law, Kalyani Publication, New Delhi.
Nolakha, R.L _ Business Law, Ramesh Book Depot, Jaipur.
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Paper -11 Business Communication

Duration: 3 hrs.

Max. Marks: 100

Note : The question paper will contain three sections as under-
Section-A:  One compulsory question with 10 parts, having 2 parts from each unit,

Business Communications : Meaning, Nature, Objectives,

short answer in 20 words for each part.

Total Marks: 10

Section-B: 10 question, 2 question from each unit, 5 questions to be attempted,
talking one from each unit, answer approximately in 250 words.

Total Marks: 50

Section-C: 04 question (question may have sub division) covering all units but not
more than one question from each unit, descriptive type, answer in about

500 words, 2 questions to be attempted.

Unit - |

Total Marks: 40

Process of Communication,

Principles / Essentials of good communication, Factors Affecting Business Communication.
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Unit - 11
Types of Communication :  Formal, informal, Inter-personal, Intra-personal, verbal, non-
verbal, Individual and Group, Grapevine, Communication networks.
Designing for effective Communication : Planning business messages, Rewriting and Editing.
The first draft, Reconstructing the final draft, Selecting the appropriate channels and medium.

Unit - 11
Theories Models of Business Communication.
Barriers to and improving Business Communication.
Self- Development and Communication - Development of positive personal attitudes, SWOT
analysis.

Unit - IV
Writing Skills : Business letters and Memo formats; Appearance request letters, Good news and
bad news letters; persuasive letters, Sales letters, Office memorandum, Writing report and
proposals.

Unit -V
Non Verbal Communication : Body language, kinesics, proxemics, para language.
Effective listening : Principles and factors affecting the listening.

Modern Techniques of Communication - Fax, E-mail, Video -conferencing, Internet, SMS etc.

Text Readings:

1. Diwan Parag : Business Communication. MP Excel Book.

2. Goyal,Dayal, Singh and Dev. :Business Communication Ramesh Book Depot, Jaipur.

3. Chaturvedi & Chaturvedi : Business Communication, Pearson Education, New Delhi.
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B.Com (Pt-11) -BUSINESS ADMINISTRATION

Exam. - 2016
Scheme
Two Papers ~ Minimum Pass Marks : 72 Marks Maximum Pass Marks : 200 Marks
Paper | 3 Hours 100 Marks
Paper 11(a) 3 Hours 100 Marks
Or
Paper 11(b) 3 Hours 100 Marks
Or
Paper 11(c) 3 Hours 100 Marks

Note : Paper Il has three optional papers, paper 11(a), paper 11(b) and paper I1(c).
Candidates are required to opt any one paper out of them.

Paper | - Company Law and Secretarial Practice
Duration : 3 hrs. Max.Marks : 100
N ote : The question paper will contain three sections as under —

Section-A :  One compulsory question with 10 parts, having 2 parts from each
unit, short answer in 20 words for each part. Total marks : 10
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Section-B: 10 questions, 2 questions from each unit, 5 questions to be
attempted, taking one from each unit, answer approximately in 250

words.

Section-C : 04 questions (question may have sub division) covering all units but
not more than one question from each unit, descriptive type, answer

Total marks : 50

in about 500 words, 2 questions to be attempted. Total marks : 40

Meaning and Nature of Company, Classification of Companies, Privilege to a private Company,
Formation of company, Memorandum of Association and Articles of Association, Doctrine of

indoor Management.

powers and issue of debentures.

Winding up of companies.

Unit- 1l
Rules regarding the Prospectus, Membership of Company, Share and Share Capital, Borrowing

Unit - 111
Appointment, Rights, Duties and Liabilities of Directors, Managing Director, Manager,
Company Investigation. Prevention of oppression and mis- management, Different modes of

Unit IV

Company Secretary: Definition, Appointment, Qualities, Position and duties.
The duties of a company secretary with referance to calls. Forfeiture and Transfer of Shares.

Declaration and payment of dividend.

Unit-V

Working knowledge relating to - meetings, agenda, quorum, motion and resolution, Methods of
voting, minutes etc. Company meetings: Statutory meeting, Annual general meeting, Extra-
ordinary meeting and Board’s meeting; Drafting Notices, Minutes, resolutions and Chairman’s

speech.

Books recommended -

Avtar Singh

Nolakha RL

Kuchhchal

Sen & Mitra
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Company Law & Secretarial Practice
Secretarial Practice

Industrial law (Including Company Law)
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Paper Il (a) Fundamentals of Entrepreneurship

Duration : 3 hrs. Max.Marks : 100
N ote : The question paper will contain three sections as under —
Section-A:  One compulsory question with 10 parts, having 2 parts from each unit,
short answer in 20 words for each part. Total marks : 10

Section-B: 10 questions, 2 questions from each unit, 5 questions to be attempted,
taking one from each unit, answer approximately in 250 words.
Total marks : 50
Section-C : 04 questions (question may have sub division) covering all units but not
more than one question from each unit, descriptive type, answer in about
500 words, 2 questions to be attempted. Total marks : 40

Unit |
Entrepreneurship : Meaning and Characteristics of Entrepreneurship.
Entrepreneur: Meaning, Nature, Types and Functions of an entrepreneur.
Qualities of a successful entrepreneur, entrepreneur and leadership.

Unit 1l
Major entrepreneurial competencies, Developing Competencies, Entrepreneur and risk taking capacity.
Business planning and decision making. Innovation and creativity.

Unit 11
Promotion of venture, Project Planning; Legal requirements of establishing new unit.

Unit IV
Raising funds, capital structure decisions, sources of venture capital and need for documentation. Role of
specialised financial institutions.

Unit V
Entrepreneurial Development Programme, Role and relevance of entrepreneurial development, Role of
government in organising EDP, Role of entrepreneur in economic growth.

Books Recommended

1. Vasant Desai: “Dynamics of Entrepreneurial Development ” HPH,Mumbai, 2002.
2. S.M. Khanna, “Entrepreneurial Development . S. Chand & Sons;”New Delhi.”
3. Udai Pareek and

T.V.Rao Developing Entrepreneurship: A Hand Book on Leaning Systms, 1970.
4. Lipika Gugalani &

Dr. Gupta R.K: Fundamentals of Enterprenarship, Development & Project of

Management, Himalaya Publication House, Bombay

5. SI.QE. eIl ATATRIS IAHAT BT b ({0 g F$Ul, SAYR)
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Paper Il (b)Human Resource Management

Duration : 3 hrs. Max.Marks : 100
N ote : The question paper will contain three sections as under —
Section-A ;. One compulsory question with 10 parts, having 2 parts from each unit,
short answer in 20 words for each part. Total marks : 10

Section-B: 10 questions, 2 questions from each unit, 5 questions to be attempted,
taking one from each unit, answer approximately in 250 words.
Total marks : 50
Section-C : 04 questions (question may have sub division) covering all units but not
more than one question from each unit, descriptive type, answer in about
500 words, 2 questions to be attempted. Total marks : 40

Unit |

Human Resource Management: Concept, nature, scope, Functions, need and importance, organistion
structure and its place in overall organisational set up. HRM in present perspectives.

Unit 11
Procurement: Job Analysis Recruitment, Selection, Induction and Placement.
Human Resource Planning. Career Planning and Development.

Unit 111
Development: Training and executive development. Motivation - concept and Theories (Maslow,
Herzberg, McGregor) Job Evaluation, Job Enlargement and Enrichment, Performance Appraisal.

Unit IV
Compensation: Wages and Salary administration - Concept, types, objectives, Factors affecting wages,
Methods of compensation, Elements of wages, Fringe Benefits, Profit Sharing and Bonus.

Unit vV
Union Management Relations - Collective Bargaining, Employee Discipline, Grievance Handling,
Workers’ Participation in Management. Quality circles.

Books Recommended :

1. Arun Monappa and Mirza S.Saiyadin, “Personnel Management ““, Tata Mc Graw Hill, New Delhi.

2. David S. Decenzo and Stephen P. Robbins “Human Resource Management,” Prentice Hall, New
Delhi.

3. Robert L. Methis and John H. Jackon, “Human Resource Management” South Western College
Publishing.”

4. Mamoria C.B. “ Personnel Management,” Himalaya Publishing House, Mumbai.

5. Tripathi P.C. “ Human Resource Management,”

6. T Td GO AT HAEN Y e b I, SATR) |

7. AT U4 URATS : WA Jevg a7 At e, 3NRI)

8. MR : wRd # fenfie dwry |

9. Tl UG RO : AIe i gawer ud ieifiie w99 9 1Sul, SIa9R)

10. ST, AT : AT FAEH T, IHY g 3Tl STAYR |
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Paper Il (¢) Retail Business Management

Duration : 3 hrs. Max.Marks : 100
N ote : The question paper will contain three sections as under —
Section-A:  One compulsory question with 10 parts, having 2 parts from each unit,
short answer in 20 words for each part. Total marks : 10

Section-B: 10 questions, 2 questions from each unit, 5 questions to be attempted,
taking one from each unit, answer approximately in 250 words.
Total marks : 50
Section-C : 04 questions (question may have sub division) covering all units but not
more than one question from each unit, descriptive type, answer in about
500 words, 2 questions to be attempted. Total marks : 40

Unit |
Introduction to retailing:definition, functions of retailing, types of retailing based on ownership, Retail
theories-Wheel of Retailing, Retail life cycle. Retailing in India-Influencing factors-present Indian retail
scenario. Retailing from the Internantional perspective.

Unit 11
Consumer Behaviour in the retail context-buying decision process and its implication to retailing,
influence of group and individual factors. Consumer Buying behaviour, Customer service satisfaction.
Retail planning process -Factors to consider- preparing a complete business plan.

Unit 111
Retail Operations : Choice of Store Location, Influencing Factors, Market area analysis, Trade area
analysis, Rating Plan Method, Site Evaluation, Store layout and visual merchandising, Store designing -
space planning.

Unit IV
Retail marketing mix- an Introduction, Retail marketing mix: Product-Decisions related to selection of
goods, Decisions related to delivery of service, Pricing Influencing factors, approaches to pricing, price
sensitivity, value pricing, Markdown pricing, Place-Supply principles-Retail logistics-computerised
replenishment system-corporate replenishment policies. Promotion-Setting objectives-communication
effects.
Human Resource Management in Retailing - Manpower planning recruitment and training ompensation-
performance appraisal.

Unit vV
Non store retailing: The impact of Information Technology in retailing-Integrated systems and
networking- EDI-Bar Coding-Electronic article surveillance- Electronic shelf labels- Customer database
management system. Legal aspects in retailing. Social issues in retailing. Ethical issues in retailing.

Books Suggested :
1. Barry Bermans and Joel Evans , "Retail Management- A strategic Approach",
PHI Pvt. limited, New Delhi,
2. A. J. lamba, "The art of retailing", tata McGrawhill, New Delhi,
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B.Com (Pt-111) Exam.- 2016
BUSINESS ADMINISTRATION

Scheme
Duration Max. Marks 200 Min. Pass Marks72
Paper —I-Insurance  3hrs 100 36
Paper-11 3hrs 100 36
Paper-I1 (a): Fundamentals of Marketing or

Paper-I1 (b): Management of Financial Services or
Paper-I1 (c): E-Commerce
Paper I- Fundamentals of Insurance
Duration : 3 hrs. Max.Marks : 100
Note : The question paper will contain three sections as under —

Section-A ;. One compulsory question with 10 parts, having 2 parts from each unit, short

answer in 20 words for each part. Total marks : 10
Section-B: 10 questions, 2 questions from each unit, 5 questions to be attempted, taking one
from each unit, answer approximately in 250 words. Total marks : 50

Section-C : 04 questions (question may have sub division) covering all units but not more
than one question from each unit, descriptive type, answer in about 500 words, 2
questions to be attempted. Total marks : 40
Unit - |
Meaning, Functions, Types, Development of Insurance; Role of Insurance in the Indian
Economy. Basic principles of Insurance, Re-insurance and double Insurance.

Unit- 11

Basic elements of life insurance : Life insurance contract, Procedure of life insurance (from
Proposal to Policy), Life policy conditions (Renewal, Loan, Surrender, Nomination and Transfer
etc.), Life insurance Premium calculation and Mortality tables.

Unit - 111

Important plans of Assurance - Endowment, Whole life, Group insurance and Salary Saving
Schemes.

Settlement of claims under Assurance. Death claims, Materity claims.
Unit IV
Types of general insurance :

0] Fire Insurance - Meaning, types of policies, Premium Fixation, Standard fire insurance
policy, claim settlement procedure.

(i) Marine Insurance - Meaning, Types of Policies, Implied Warranties,
Standrad Marine policy, claim settlement procedure.

(iii)  Other kinds of insurance; Burglary, Accident, Crop and Live stock insurance
(Only elementary knowledge is required).

Unit - V
Organisational structure of Life Insurance Coporation and L.I.C. Agents.

Privatisation or liberalization of life insurance sector in India.
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Books Recommened :

1. A.N. Agrawal - Insurance in India

2. W.A. Dinsdale & D.C. Mc Muride - Elements of Insurance
3. M.K. Ghose & A.N. Agarwal - Insurance Principles & Practice & legislations.
4. R.S. Sharma Insurance Principles & Practice.

5. IATA YU PHIGK] ; Cie)

6. HEARRIT 351 : 4T g d FaERR
7. EIRGACINCIR] : T

8. S1. IR, . Aledn : I & Td

9. a1, Sl U, gen : Elkl

10. . 4 Ryga : T

11, ¥MAI, SF, a1 : 91 & g
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Paper-ll (a): Fundamentals of Marketing

Duration : 3 hrs. Max.Marks : 100
N ot e : The question paper will contain three sections as under —
Section-A :  One compulsory question with 10 parts, having 2 parts from each unit,
short answer in 20 words for each part. Total marks : 10

Section-B : 10 questions, 2 questions from each unit, 5 questions to be attempted, taking
one from each unit, answer approximately in 250 words. Total marks : 50

Section-C: 04 questions (question may have sub division) covering all units but not more
than one question from each unit, descriptive type, answer in about 500 words,
2 questions to be attempted. Total marks : 40

Unit—1

Introduction: Meaning, and Importance of Marketing, Marketing and Selling, Old and New

Concept of Marketing, Marketing Mix, Impact of Globalisation, Marketing Environment.
Unit—11

Marketing Research: Meaning, Scope and Importance of Marketing Research, Process of

Marketing Research, Tools and Techniques of Marketing Research. Product Planning and

Development, Product Life Cycle

Product Planning and Development : Meaning, Importance, Process, Product Life cycle

Branding, Packaging and Labeling.

Unit— 111
Promotion Mix: Personal Selling, Advertising (Media choice and essentials of good advertising
copy), Importance and Techniques of Sales Promotion, Publicity and Public Relations.
Sales Promotion: Importance and Techniques of Sales Promotion. Publicity and Public
Relations.

Unit- 1V
Pricing: Concept, Objectives, Factors affecting pricing of a product, Price Policies .
Channels of Distribution: Selection of Channels and Types of Channels of Distribution.

Unit -V

Specific areas of Marketing - Rural Marketing, Industrial Marketing. Green Marketing, Service
Marketing - Meaning, and Importance.

Books :

9STeT U4 URaTd : fduerH year & Rigrd Ud dsR, el g f3ul, SR |
JMROHI0 3TATe U4 THO UH0 HISN : fAUoe yaw, |rfecy wad, 3T |

S0 TH0 IS : fIuu yee, e & URer stdTeH!, SEWR |

S.A. Sherlekar : Marketing Management, Himalya Publishing House, Bombay.

Philip Kotler & Gary Armstrong: Marketing Management, Prentice Hall of India, New Delhi-XIII Ed.
Nystrom, Paul H.(Ed.): Marketing, Handbook.

S.K.Bhattacharya: Marketing Management, Malik & Co. Jaipur.

Ramaswamy and Nama Kumari: Marketing Management.- 11" Ed.

R.L. Varshneya and Gupta: Marketing Management.

CoNoOh~wWwDh =
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OR

Paper-11 (c): E-Commerce
Duration : 3 hrs. Max.Marks : 100
Note : The question paper will contain three sections as under —
Section-A :  One compulsory question with 10 parts, having 2 parts from each unit,
short answer in 20 words for each part. Total marks : 10
Section-B: 10 questions, 2 questions from each unit, 5 questions to be attempted,
taking one from each unit, answer approximately in 250 words.
Total marks : 50
Section-C: 04 questions (question may have sub division) covering all units but not
more than one question from each unit, descriptive type, answer in
about 500 words, 2 questions to be attempted. Total marks: 40

Unit -1
Introduction to E-Commerce: Concept of E-Commerce, advantages and growth of E-Commerce,
Limitations, Difference between E-Commerce and E-Business, channels of E-Commerce, E-Commerce
Models, E-Commerce infrastructure, Business strategy and E-Commerce.
Unit-1I

Internet concepts and Technologies, Basic concept of internet, Evolution of Internet, Type of Internet
Connections, E-Mail services, Web Browsers, Search Engines, Worldwide Web, Programming in HTML,
Common Gatway Interface (CGl) applications, Internet working of CGlI.

Unit- 111

Introduction of E-Business : Concept of E-Business, E-Business frame work, E-Business application,
E_payment systems : Types of E-Payment systems, Benefits of using E-Payment, Digital taken based E-
payment, Smart Card, Credit Card payment systems, Risk on E-Payment, Consumer and business
markets, ordering on line, Advertisement and marketing in Internet, offering Customer product on the
net.

Unit- IV

Business to Consumer E-Commerce : Concept and classification of B 2 C E-Commerce, Advantages and
challenges of B 2 C, Activities / steps involved in conducting B 2 C online product catalog, ordering
system / shopping chart, online dispute resolution in Business to Consumer. E-Commerce Transcations.

Business to Business_Commerce : Concept, Benefits, difference between B 2 C and B 2 B E-Commerce,
Collaborative B 2 B E-Commerce.

Electronic Data Interchange : Brief History of EDI, Components of EDI, EDI application in business,
Suppoting services for EDI, Internet based EDI.

Unit-V

Security Issues in E-Commerce : Security risks of E-Commerce, Types of Threats associated with
information Technology, Sources of Security threats, Security tool and Risk Management approach, E-
Commerce and security policy for E-Commerce, Corporate digital library, I.T. Act 2000.
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