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MASTER 1IN MANAGEMENT  STURIES

{1} Introduction =

1.

The name of the programme shall be Master in Hanagement
Studies

y
2, .The M.M.3. Programme will be.a Part-time three years's
X Master in Management Studies.consist of 18 papers of 1800
markg {inclwding Practicals and a Project - Work) ns
mentioned below
First year
101, % Principles and Practlce of Management Science.
102, % Personnel Management. and Industrial Relation
103, * Business Accounting and Financiai Management
104, * Marketing Management '
105, * Principles of Managerial Economics and Business
) " Poligy,
106. * Computer Awareness
decond yvear
201, *_Eusineﬁs Policy & Strategic Management
202. # Indian Economics, 5o0cial & Political Environment
203, # Fipancial Management .
204 + Ms-Office/ Windows .
205 % Organizational Behavicur mor
206 * Research Methodology
ThiTd vear ,
301 . ¥ Business Law - .
302 » Business Applications
303 = Internaticnal Business Management
304 = M.I.S,
303 # Manufacturing & Technolﬂgy Management
306 % Project & Viva-voce
{11) ELIGLBILITY FOK ADMISSION:.
1. Gradpates of any statutory University or any candidate who
,. has,  pasgsed..the Diploma awarded by recognised Beard of
anhnical Education of any State or Central Government shall
'be eligible for admission to the first year of the M.M.§,
Course. For Diploma holders Post-diploma work experience of
minimum two years 1z essentiel in any establishment or
office. . ) .. _ ot
27 Aany candidates, {(graduate or diploma holder) who has passed

th;..Dipluma in Business Management or Diploma in Busiqess
Administration of this University or any -other Recognised
Univer31ty having , minimum duration of one year :shall be

‘elirible for admission to the Second year of the M.M.S5.

Conrse.

The M.M.5. Degree shall be awarded on the basis of the
overall performance of the Second year and Third year of

‘the M.M.§. Course,



4, For the performance of the first year only the statement
of marks shall be awarded.

{III} Number of Lectures apd Practicals

Lectures and Practicals should be conducted &s per the
scheme of Jectures and practicals.

{IV) Project Work and Practjcals :

As A part of the course students will have to complete their
project work under the guidance of internal gunide and prepare =a
project report in 2 copies to be submitted to the
Principal/Director.

The Preject Work should be of such a2 nature that it could
prove useful or be relevant from the commerciatl /managemernt angle,

The project report will be duly assessed by the internail
guide of the subject. It is expected that work on the project
should commence from November and should be aver by February of
that Academic Year, Mark will be communicated by the Director to
the University after receiving the Seat numbers from the
University along with the marks of the internal credit for theory
and practicals to be communicated far all other courses,

The project work will be carry 40 marks for internai
agsessment and 60 marks for external viva. The externel viva
ghall he ceonducted by a minimum of two external examiners.

Project Work can be carried out in the Ipstitute or outside
with prior permission of the Instityte.

The external viva-voce exemination for Project Work wouid be
held in March/April.

Journals to be prepared for all practicals subject, including
Commercial aApplications.

(v} ssme

The final total assessment of the candidate is made in terms
of an interna} assessment and an external assessment for each
course,

(a) For each paper, 40% marks will be based on internal
assessment and 60% marks for year end sxamination fexternal
assessment), unless otherwise stated.

(b) The 'division of the 40% marks allotted te internal
assessment of theory papers is on the basis Written test
and tvforizls

t¢) The internal marks will be communicated to the University at
the end of each year., but before the veer end examinations.
These marks will be considered for the declaration of the

, results,

[E’._.:T} Examjipatiop :

.~ Examination shall be conducted at the end of the year i.e.
dewuring April/May. The ~viva for project report shall be
mormally arranged pricr to the External Examination. .
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(Vi) Staodard of Pagsing Cilags Awarded

Every candidate must secure 50% Marks in aggregate and for
external examination 24 out of 60 marks and for internal
examination 16 out of 40 marks., For Passing in the semester
examination a candidate must secure minimem 40% marks in
each individual PAPET & internal marks separately prescribed
for the semester.

Aggregate 70% and above .. First Class with Distinction
Aggregate 60 % and above .. First Class :
Aggregate 50% and above .. Second Class

Below 50 % .. Fail

LI R

B -

The M.M.S. Degree will be awarded on the besis of the
performance of the second and the third year of the M.M.S.
course. )

(VIII) Medium of Iostructiop :

‘The medium of Instruction wiil be Engli=nh,

(IX} The fees recommended for this course shail be equivalent to
the total fees for free seats of M.R.4. COUrse on 4annuaj
basis as would prescribed by the State Government from time
to time. ,
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3.

Organizing

FIRST YEAR
M.M.S. Ist YEAR

Brincinles and Practice of Manarement Science.

Nature of Management - Definition, nature and scope of
mapagement. Functions of management, General Principiles of
Management . Administration v/s management, Levels of

Management and their respective Ffunctions.
Development of Management Thought

Tavlor and scientific management principles of scientific
manggement - contribution of Henri favel, Barnard and sccial
systems theory.contribution of Herbert Simon, peter Drucker,
Demings, contributions of Behavicural scientists and systems
scientists,

8chools of management thought - Empirical Approach, Human
Behaviour Appreoach, Contingency or Situationazl Approach,
Qperaticonal Appreach,social syvstem approach

Process of Management - |

Definition and features of planning

- Importance of planning

- Steps in planning,

- Types of plans ,- corporate planning, strategic
planning, eperaticnal planning.

- Limitations of plaprning -

Making planning Effective,

Flenning

- Concepts and features of organization theory
- Approaches to organization Theory - Modern
Oreanization Theory
- Desigp of Qrganizational structure
Features of good organizational structure, lavers in
'arganisation
Organisation chart, organisation manual.
Departmentation, Tall & Flat structure.
- Authority and Responsibility
Delegation - Centralisation V/s Decentralisation,
Empowerment
— Pattern of Orgenisational Design
Bureaucratic structure, Adaptive structure. functional
structure, Divisional structure,
Free form organisation.

Management Process I]

§taffing - Fundamentals of staffing - sources of supply
- selegtion process,
Directing- Fundamentais of directing,
Principles of Direction.
Co-ordination - Need., Importance of Co-ordination &
Co-operaticn Techniques for Effective
co-ordination

Controlling - Meaning Importance
-~ Steps in controlling - Essentizls of
effective control system,
Control Techniques - Budget & Budgeting
control - Standard costing Break even
Peoint, Profit Volume Ratio. PERT,
CPM EReturn on Investmental etc.

Case Study Technique Approaches.
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Reference Books

1.  Management by Stoner and Freeman.Printice & Hall, New Delhi

2, Management in Global Perspective by Kaoontz ¢° Donnel, Tata
McGraw Hill, Bombay

3. Management by Martio C. Cathrol

-4, Modern Business & Organisation by Sarkar & Sharma, Kalvani

Publishers, New Delhi

5. Principles of Management by L.M.Prasad. Himaiava Publication
Mumbai.

6. Modern Business & Organisation by Sherlekar & Sherlekar,
Himelaya Publications, Mumbai.

7. Management Principles & Practice by Sriniwas & chunawala,
Himalaya Publications. Bombay

8. Management by Peter Drucker, Printice Hall, ¥, Delhi.

9. Management & Oreganisation by Louis A. Allen

1{. Management Theory & Practice by Earnest Dale

11. Management by Hicks & Gullett,

102 Perscopnel Mapasgement and Industrial Relatjon -

{a}) Personne! Management
Nature, objectives, definitions, scope, development,
organisation of personnel manesgement, department, gquelities
of personne] manager.

{bl Personpel Managemeat practices in industry -
Recruitment, selection, induction, placement, wage and
salary administration fringe benefits, promotion and
transfers career planning and development.

Indostrial Relation

Industrial Relations Machinery in India - Eole and methods
industrial relation-Negotiations. State congiliation -Mediesion -
Arbitration, adjudication, Collective bargaining - Strike, and
lock out & their effects - Role of Government — Management and
Unions - Tripartite conferences, codes of discipline - codes of
Inter union conduct Industrial! Truce rescliuvtion - Implementation
and evolution machinery Industrial Relations in public sector -
State and industrial Relations.

103. Pusiness Accounting and Figancjial Maonagement.
1} ACCOUNTING

.1 Financial Accounting - Meaning - Objectives - uses
.2, Cost Accounting - Meaning - Objectives - uses
.3 Management Accounting - Meaning- Objectives - uses
.4 Comparative study of these accounting streams

.5 Concepts in Bookkeeping Journal, Ledger,Accounts, Assets
Liabilities, Capital, cost, revenue, Revenue expenditure
capital ' expenditure, capital receipt, Revenue Receipt,
Deferred TEVENUE expenditure, current Asset, fixed
assets,Intangible assets, Fictitious Assets, current liabilities
Concept of value - Market value - replacement value, Book Va!ue,
Depreciation, Goodwill ,Debit, Credit, Trial balance, Final
Accouniting Statements,

ok ek rad et el

2] Accounting concepts
Conventions & standards. Introdugtory reference to
Accounting standards issued by the institute of chartered
Accounts of India & International Accounting st&ndgr@s
committee is expected.( Indepth study of any specific
standard is not expected.)



3] Final Accounts of Limited companies

Provisions Appropriations, Bad debts, prepaid expenses,
outstanding expenses. income received in advance, Income
receivable,

4] Elements of Cost.

4.1 Materials - Store ledger - pricing - Economic erder

geantity - Levels. ‘
4.2 Labour - Timekeeping % booking - Labour turnover

4,3 Overheads - Allocation - Appertionment - Absorption

51 Methods of Costing.

5.1 Job costing - contract costing - Batch costing

. 2 Frocess costing {Problems on Abnormal {oss Abnormal
gain & nermal loss., auditing work in process by product
& joint products )- Cperating costing.

Reference Books

en

1. Advanced Accountancy by Shukla M.C. & Grewal T.S.

2. Advanced accountency by Jain §.C. & Narang K.L., Kalyani
Pubblishers, N. Delhi.

1. Advanced aAccountancy by Shukia S.M.

4, Advanced Accountancy by Arulansndam, Himalaya Publ. Mumbai.

5, Advanced Cast Accounting by Jain §.C. & Harang K.L, Kalyani

Fublishers. M. Delhi.
&, Cost Accounting by Jawzharlal
T. Advanced Accountancy by Maheshwar S.N.voi.I,1T & Iii
L Advanced Accounting by Gupta R.L. & M. Radhaswami.
9, Principles & Practice of cost accounting by Prasad M.K.
10, Principles of Management Accounting by Manmohan & Goyal,

104, Marketing Management

1] Marketiog and its applications

aj Introduction to Marketing — Nature and Scope of Marketing
The core concepts of marketing.

b} Marketing in developing Economy - Marketing at Different
levels of development, Ifmportance of Marketing in =&
developing economy. General role of marketing

/ Areas of relevance - Agriculture Basi¢ Industries Mining
! and plantation. Industrial Goods, Export trade & Services
Social Marketing.

c] Marketing of Services - Nature and characteristics of a
service, classification of services, importance of
marketing in & service sector; The future of service

/ - Marketing.

2] " Marketing Planning and Crganisation -

a]' Planning of Marketing Mix - What is marketing mix ¢
elements of marketing mix. The place of marketing mix in
mquct1ng planning, New product development angd marketfing
mix.

bL Marketing Segmentation - Meaning and concept, BeneTits and
D@ubts‘ about segmentation, Bases for gsegmentation,
selection of segments, Market segmentation strategies.

¢) Marketipg Organisation - Meaning principles of Designing
an organisation. Role of marketing organisation methods of
marketing organisation,



4} Marketing Research and i@s_hpplication -
Marketing Resecarch - Definition, purpnse scope, prﬂtedgre,
Applications of marketing research problems of conducting

marketing research in India,

3] UDnder standing Consumers - )

a] Determinants of consumer Behaviour - Meaning and
definition of consumer Behaviour, Importance., factors
inflvencing consumer bechaviour - Psychm!ogiﬁal, Personal
social. cultural etgo. }

b] Models of cansumer Behaviour- Precess of decision making
S5tages in the buver Decisidn process, Models of Buyer
Fehaviour - Howard - Sheth Model, Engel - EKellat -
Blackwell model. Model of Family Decision - making. A mode
of industrial buyer - Behaviour.

c¢] Indian consumer Market - Characteristics of Indian
consumer market - Demographic characteristics, Income and
consumption characteristics, characteristics of
organisational consumers, Geographic characteristics,
socin cultural characteristics.

' d] Consumerism - Issues, Consumer preiectien Act,

- A, 4] Product Management -

"a} Product life ¢vele and new product - Product 1ife cycle
o concept. Marketing Mix at Different stages, New product
Development strategy.

b] Product Decisions and Strategies - What is product ? Types
of products, Product line decigiopn Diversification.

¢l Branding And Packaging Decision - Brand Name and Trade
Mark, Brandine Decision, Advantages and disadvantages of
"Branding. Pack, Packing and Packaging, features and
functions of packaging. '

5) Pricing and Promoction Strategy -

al Policies and Practices - Pricing - Mecaning. Methods..
) Objectives, Price determination, policies. Pricing over
g-: _the life cvcle of the product, Pricing discount, Product
Positioning and price, '

b] Marketing Communication - The promotion mix, promotion
Budget : :

-] Advﬁrtising and Publicity Types of Advertising Rele of
ﬁdfeyt;s1ng, selegt!ng and scheduling media, Importaace and
cruticism. advertising and publigity,

d] Perisonal seliing and sales promotion -
Persenal selling - Nature, Process, Importance.
» Sales Promotion - Nature amd Importance, technigues
Direct Marketing - Nature, Growth and Advantages.

¢l.'Distribution Strategy and Public Policy -

Importange Df chgnneis of Distribution, Alternative
channel of Distribution, Selecting an appropriate channels
Government control and Marketing Decision - Making process
{Laws affectqu Business}. Impact of Government contro] ;ﬁ
¢channe! and distribution decision, on product decision

( # Laws affe®inc Business -

1} The Indian c¢ontract act, 1972



The Indian sales of Goods act 1930
The Industries (Development and Regulation) Act 1951
g?: Prgventiun gf food adulteration act 1954
rugs  an Magic i ; ]
pdvertoross and 19?; Remedies {Objectionable
The_essential commodities act 1055
The companies act 1958
The Trade and merchandise Marks act 1958
The MRTP act 1969
The Patents act 1970
The Standard of weights and Measures act 1976
The consumer protection act 1986
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BOQKS FOR REFERENCE

I, Marketing Management (Analvsis. planni i
control) By PRiTren kétler. 15. planning Implementation and

2. EuﬂdaTentaés of Marketing ~ By William J. Stantan. Michel
stzel. ruce J, Wa ' -Hi i i
100 sdjerue lker. McGraw-Hill International Edition

}. Principles and Practice of Marketing - By Philip Kotler, Garry
Arm Strong. Prentice Hill of India Pvt Ltd.

4. Marketing Management - By Zhes & Singha.

5. Marketing Management By Rajan Saxena, Tata McGraw Hill.

f zfrketlng Managemernt By 5.A.8herlekar,Himalaya Publishing

e,

Scrv§c¢ Marketing - By 5.M.Zha, Himalaya Publishing House.

Service Marketing - By P.K.Sinha, 5.C.Sahoo

Marketing ~ By Rajan Nair.

L ]

105. Principles of Manaserjas] Economics and Business Policy.

b

1. S?arcity & modern definitions of Economics~ Meaning of
Mlcroe:qnﬂmlcs & Macroeconomics - Basic Economic problems-
Production Fossibility curve. )

2. Concept & Meaning of demand - The Law of demand -
determinants of demand - concept of consumer eguilibrium-
consumer surplus - concepts of price, income, & cross
elasticities of demand.

3, Concept & meaning of supply -~ The law of supply -
Peterminant of supply - Meaning of produgtion - Diminishing
marginal product - Increasing, decreasing, & constant

returns to scalé - The least - c¢ost inpevt combination -
VYarious concepts of costs - The short run & long run Cost

CUTVES,
4, Concepts- of firm, plant & industry - Total, average &
marginal revenpues - Meaning & characteristics of perfect

competition. monopoly. monopolistic competi?ign! ﬂlig?poiy &
Duopoly markets - Rules for all profil maximizing firms -
the shut-down point - The break-even point, The optimum
out-put - excess capacity. - Entry barriers.

3. Concepts & characteristics of land, La@our, Capital &
gnterprenuers — marginal revenue produ;t— Different concepts
of rent - concept of wage differentials - rThe backward
bending supply curve of Labour - Real & nominal interest
rate - concepts of profits & its determinants,

E. The circuiar flow of income & expenditure - va;ious concepts
of national income - velue added - Net economic welfare -
concepts of growth & development - Sources of econcmic
growth - Benefits & costs of crowth - Balapced & unbalanced

grawth, -




.

7. Concept of Aggregate supply & Demand - components of
Aggregate Demand -  concept of Aggregate supply -
Determinants of Aggregate supply - Macroeconpomic equilibrium
- consumption & saving function - concepts of APC, MPC, APS,
MPS = - Determinants of consumption - Investment function -
Determinants of Investment - The Concept of Investment
multiplier & Accelerator.

5, Concept of Money - Function of money - Various Money stock
Measures - demand for money & its determinants - the
concept of deposit muitiplier - Central Bank & its functian
- Meaning of monetary policy - The monetary transmissian
mechanism - Monetary targets - concepts of CRR, SLR & PLR.

g Various concepts of inflation - Inflation BRate -
deflation - concept of stagflation - impacts of
infiation - The rhases of business cycles.

10, The concept of free market economy - concept of government
intervention— the ¢ost of government interventicon - optimel
government intervention - concepts of balanced & unbalanced
budgets - concepts of fiscal deficit, structural deficit &
cvelical deficit - The economic consegquences of deficit -
Meaning of tax - proportional . progressive & Regressive
taxes - Direct & Indirect taxes.

REFERENCE EQOKS

1, Economic - Paul A. Samuelson & W.D.Nordhaus (i4th Ed)
McGraw-Hill Ine. 1992.

2. An Introduction to positive economics - R.G.Lipsey 2
K.A.Chrystal ELBS (8th ed) 1965,

106 Computer Awarness
1. Computer

Block diagram of elements of digital computer-their
functions,. .
Memory, CPU, 1-0 devices. Secondary storages. magnetlic Tape,
Diﬁk; CD‘RUM; . L.

other recent development-Scanners, Digitizer, Plotters,
Hardware and Software. _

Micro, Mini and Main-frame computers-their features

24 Representation of Data

Binary,0Ctal, Hexadecimal, BCD, EBCDIC, @ECE;,Cunver§i?n§.
Simple Additions. Subtractions, Multiplications, Divisions
{in Octel and Hexadecimals).

3. Boolean Algebra :{ONLY Basic knowledge & introduction to
basic c¢concepts)
Algebra Rules and DeMorgan’s rules.
Simplification of egquations. _
Logic Circwits—— AND, OR, NAND, NOR,Exclusive or and NOR
troth tables, Gated flip-flops. Registers. Accumulators.

4, Introduction to 8086/8088 microprocessors—-architecture
Buses-Data. Address, Control. .

5. Software

introduction to Programming, Flowcharts gnd Algorithms,
system software, application software, firmware.

Machine, Assembly, and Higher lLevel Languages Cobol,C.CH+
Java. Stored program concept.



T,

8.

10.

1%,

Operating System-Introduction :{ONLY types & function of
operating syvstem)

Process management-FCFS. Round Robhin, Priority Based.
Memory management-segmentation, peging. virtuval memory.

I-0 management concept of /0 port,

File management-FAT. file handling functions.

Software and Hardware interrupts, I/Q and Memoryv based
sddresses, DMA channels,

File

Concept of file.. File oreganisation and accessing
technigues-Indexed, Line sequential . Hashed,

File bandiing functions : Sorting |, Merging, Indexing,
Updating.

Instruction and Addressing Technigues :

Instruction execution cycle.
Direct, Indirect. Relative, Paging, Indexed.

Broad View of operating systems
ME-DOS, Unix, MS-Windows 95,

Basic concepts of Networking and Data Communications
Introduction to LAN and Basic communication concepts,
051 7 layers. Topologies. Protocols, ethemet. Arpet.
TCP/IP,

Intr?ductinn to virus and Vaccines, applications, DTP
E-Mail ang internet,

POOKS :1.Computer Today. Hunt & Shelly

2. Computer & Comsese. Sander
J. V.Rajaraman

10



SECOND YEAR
M.M.5.11 YEAR

20), Busgjiness Poljcy & Stratesgjc Manarement

Businesg Poligy _ and General Management. Conceptual
Foundation-Strateric Framework of an organisation,

2, Hisginn. purpose  and objectives-befining a business-
Environmental Appraisal-Oraganisationatl . Appraisal-SwoT
Analvsis-Strategic Choice.

3. Impiementation of strategzy - Structural Implementsation-
functlgnal Implementation - Behavioural Implementation-
Establishment of Standards and Measurement of Performance-
Feedback and Review,

4. Role played by personal values and social responsibility in
evolution of 2 strategy.

3, A minimum of 10 c¢ase ztudies on topics listed above. Cases
&I¢ Aan important component of developing insight inteo
Business Policy and mavy be incerporated into the OQuestion
Faper also

- Bopks Reccommended

I. Business Palicy, Test and Cases-Christensen, Andrewe. Bower,
Hammermesh and porter,

2, Business Policy - Azhar Kazmi '

3. Strategic Management - John Penrce and Richard Eebinson, Jr.

4, Strategic Management - Samuel Cerco.

5. Competing for the futwre- €. K. Prahlad

202 Jndian Economics, Social & Poljtica) Environment
This 1is a paper for internal evaluation: the syvllabus and
the methodology for its implementation is to be developed by
individual institutions,

The purpose of the subject iz to assist MBA students in
developing awarness of socio-economic environment, &agri-
business manazement, conceptual base for understqndlng the
socio~gconomic processes and sensitivity to major issues
confronting the society. the methodology for implementing
the subject may invelve;
fa) Seminars on current issues.
{b} Student presentations. 1 _
{c} Required reading of specified books/articles.
(d) Written Assignments. _
(e) Project work on matters related to community concern, at
local as wel! as national level _ .
{f} vigits to and participation in extension work in the
context of sacial and community projects.
Books Recommended

l. Soc¢ial and Political Environment - Dr. Suresh Naik

203, Financja] Mapnagement

1. Nature of Financial Management-Scope, Functions,
Gbjectives-organisation ¢f finance function in a firm.

2. Techniques of financial Managzement, Statement of changes in

Financial Position-Financial Statement Analvsis.

13
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current Assets management Theory of Working Capital-Planning
and Contreol of Working Capital-Management of Cash-Management
of receivable~Inveniory Management-Financing currept Assets,

Long Term Iavestment Decisions Capital Budgeting-
Conventional and present value methods of evaluating capital
investment-cost of capital-Mergers and Acquisitions-Lease
Fingncing, Hire Purchase,

Finazncing DNecision: EFguity. Preference and Debenture
Capital-Market for long term securities in Indis-Term Loan
and Financial Institutions. Operatiog ani Financial
Leverage-Capital Structure. Planning of Capital Structure.

Dividend Decisions: Theories of Dividend-Determinants of
Dividend Policy,

Introduction to Financial Service-Nature of Financial
Services. Introduction to New Capital Market Instrvments.
Venture Capital Financing and International, Financing
Management,

Books E;cummepggd

Financial Management - I,M, Pandevr.

Fundamentals of Financial Management - Prasanna Chandra.
Financial Mapagement - Khan and Jain

Financial Management and Policy - Vop Horne,

Financia! Management - P.V.Kulkarni.

Financial Management - S$.M. Inamdar.

Financial Management - R. K. Sharma and Shashi Gupta
Financial! Managemepnt - §. ¢. Kuchal,

M3-0ffjce/s Windows
Windows

Window Basics : Parts, types, tvpes of Icons. basic mouse
and kevboard technigues, choosing and selecting, using a
menuw. working with window, using a dialogue box.

Application Basics : Types of application, organizing
applications in groups, ¢reating and deleting a Eeroup,
creating a program item. starting an application from
program manager, by using Tile manager, by using the run
command, by using MS-DOS command prompt, running two or more
applications, switching between applications and
documents, arranging application windows and TIcons,
dragging files to perform tasks, receiving message from an
rnective application, quitting an application, opening and
saving documents, transferting information between
applications by wusing clipboard, cutting ar copying
information onto clipboard. viewing the contents of
¢lipboard., pasting information from clipboard, saving the
contents of clipboard.

File Manager ; The file manager window,.viewing information
in a directory window, lecoking at drives, directories and
files. wusing network directories, working with files and
directories, working with floppy disks, more ways to use
file manager.

Print Manager ; Manegineg documents. looking at print queue,
pausing and resuming printing, canceling the printing of a
document, <choosing the default printer, printing a file,
printing through M&-DOS§, connecting to a network printer,
selting wp a printer, removing an installed printer, more
WAVE 10 use print manager.

i2



10,

11,

Customizing Windows : Customizing desktop colers, chaneing
desktop setting, using fonts. using sound, setting network
options, changing code page.

MS-OFFICE

Introduction of MS—Office : Installing MS5-Office, The Office
Manager, Sharinz Information with Microseft Office, the
Clipboard, Alternatives ta the clipboard, uzing the
clipboard to cut, copr. paste, The clipboard viewer. Object
linking and embedding, e¢diting linked information, editing
embedded objects,

Word Processing with Word for Windows : Word Bagics : 0Onde,
Redo. Repeat, Inserting Text, Replacing Text, Formatting
Text Copying and copyine from one Word document to  Ancther,
Printing, Autoformat.

Working With Headers. Footers and Footnotes ; Taps., table
and sorting: Converting Tables to Text and vice versa,
sorting, working with graphics: importing graphics. sizing
and cropping graphics with the picture cormmand, using word's
drawing features, drawing objiects. caliouts. Filling,
templates, wizards and sample documents: writer's Topls:
typing symbols and special bulleted |ist comkand, spelling
checker. avtocorrect, auteo text, srammer checker. word count
and other statistics. table of contents, creating an index;
Macros: introduction to mail merge.

Excel Basics ; The vsual spreadsheet Features, averview of
Exce]l features, creating a new selecting cells; Rearranging
worksheets: moving cells, deleting parts of & worksheet,
clearing parts of worksheet: Excel rpage setup, changing
column, wusing border buttons and commands, changing colors
and shading inserting and removing page breaks, hiding rows
and columns, working with multiple worksheets, viewing
multiple windows, summarizing informatioen from muitiple
worksheets,

An  Introduction to Functions : Parts of a functien,
functions requiring Add-ins, the fupctien wizard. examples
of function by category, error message from functions;
Excel’s chart features: chart parts and terminology, instant
¢harts with the chart wizard, «creating charts, deleting
charts, wsettipng the default chart t¥pe; working with
graphics in Excel : creating and placing graphics objects,
resizing graphics, positioning graphics on drawing lines and
shapes, example of graphics in Excel., possible sources of
Excel graphics, Excel slide shows: introduction to Excel's
command macros: using worksheet as databases : sorting Exce!
database, crossitabulating database i automating "what if"
project, general organization tips. Scenario M&nager,
finding the right number with solver; auditing and
troubleshooting worksheet using error values to locate
problems, using iteration to salve circular reference, using
the info-windows to find errors, using the suditing commands
tg troublesheoot,

Power point Basics : Terminology, power opoint templates,
creating presentation, autocontent wizards, adding slides;
working with text in power point : editing and moving text,
working in outline view, spell checking, finding and
removing periods in sentences, formatting text. aligning
text; working with Eraphics in power point: importing images
from outside world, the ¢lipart gallery, drawing in power
point, creating organization charts, inserting photos in
Yaur presentation, Excel chart in power poinl, arranging
previewing and rehearsing, transitions and build effects,

13
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showing slides out of grder, deleting slides, printing
presentation elements, creating overhead transparencies.
sfaring presentation files, with others, "What is Microsoft
mait?",

RLEERENCE BQOKS

Windows for Work Growp & MS-DOS, Users Guide.
M53-Office, User Guide.

] NIS ON BEHAVIGUR

Orgzanisational Behaviour
i.1 Scope of Q.B.

1.2 Approaches to 0.B,
1.21 Cognitive
1.22 Behavicuristic
1.23 Social learming

1.3 Influence of various disciplines on O.B.
.31 Psychology

.32 Sociology

.33 Social Psychology

.34 Political Science

.33 Anthropelogy

.36 Economics

e T

Micro-Prespectives

Individual Behaviour

Values, Ability, Attitude

Motives. Goals, Motives strength, motivation
Cognitive Dissonance, frustration, resignation
Personality, Perception, Learning

developing interpersonal relations

developing interpersonal skills,

Satisfaction. Job satisfaction

Measurement of Job satisfaction

Work Related commitments,oreanisational commitments
Productivity & Morale '

L ) -

[ i == BN N NI N B N

b B2 10 b B B bk B2 P B 1D
—

Theories of Motivation

Evaluation, Comparison and integration of theories stated
velow,

Hierarchy of Needs Theory
Theory X and Theory ¥y
Motivation-Hygiene Theory t
ERG Theory
Cognitive Evaluvation Theory
Mc Clellands Learned Needs Theory
Task Characteristic theory
Goal Setting Theory
Reinforcement Theory

) Equity Theory

1 Expeciancy Theory

2 Attribetion Theory

-

-’

Sk L ek d T T L L3k e T L
il =~ [ VLA, T N I N, Yy

»

Motivation Applied

Role of Money in motivation

Job Design, Job redesign. Jeb rotation
Goal Setting

Behaviour Modification

o b g R
- ) b
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206,
1.

4.5 Participative Management
4.6 Performance based Compensation
4.7 Flexible Benefits
. 4.8 Beilf managed teams
4.9 Creating proper motivationeg! climate
Fower & Formal and Informal Structure

¥.1 Hawthrone studies
3.2 Formal and informal organisation .
3.3 Power, Authority and Influence
7.4 Power and Politics
3.3 SBources and bases of power : dependency,
3,6 Power Tactics ’
5.7 Management [{nfluence, Influence stylesz.
5.8 Coalitions
5.9 Risks of power, Limitations of power.
RESEARCH METHODOLOGY

Meaning, Nature and utiiity of Social Research. Research in
Management, Research process - Fermulation of Research
Methodology,. Research design._

Hypothesis - Meaning & Function
Criteria for a workabie hypothesis
Trpes of hypothesis.

Collection of Data -
Types .of data - Primary and Secondary
Methods of data collection - observation, interview and
questionnaire methad
Sampling Techniques - Simple random, stratified, two
stage & cluster sampling.
Analysis and interpretation of data.- protective techniques,
Sculling techniques, statistical and graphical presentation
of the data. Use of computer in data processing.

Drafting of a Research Report.
i

: Reference Books

Research Methodology by Kothari
Rescarch Methodology by Wilkinsen & Bhandarkar

Research Mcthodolpgy by Saranawalla
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THIRD - YEAR
M.M.5. 11] rd YEAR

301, Bugsiness Law :

i, The Contract Act, 187! : Sections | ta k]

i.

1

2
A
4
3

Nature and Classification of contracts. Essentigl
elements of & valid contracts,

Offer & Acceptance, Consideration, valid
consideration, capacities of parties.

Provisions relating to free concent, valid agreements.
Provisions relating to performance and discharge of
contract.

Contingent contracts, Quasi - contracts, wagering
agreements,

2. Contract Act, 1872

2.1

T

3. The
3

pAL) Lk L

3

= e

(A} Contracts of Indemnity and Guarantee [Sections 124
to 147) contract of Indemnity Meaning, nature, Right of
Indemnity holder and Indemnifier, -

{B) Contract of Guarantee-Meaning, nature, features —
etc. of contract of Guarantee, Types of Guarantee and
Provisions relating to various types of guarantee.

Euretf, eco-sureties, rights, liability, Discharge of
surety from his liability,

+4 {C) Provisions relating to Agency:(Sections 182 to 238)

Agzent and principal. creation of agency, Ratification,
Classification of sgents. Relationship between
principle, agent and subagent. Agent’'s pvthority-
Revocation, renunciation etc. Rights, duties and
Liabilities of agent and principal, Termination of
ARENCY.

Sale of Goods Act, 1930

.1

. 5

Contract of sale of Goods, meaning, sale of gzoods and ]
agreement to sell, essentials of a contract of sale, ,
formalities of a contract of sale, sale and hire-
aEreement.

Provisions relating to conditions and Warranties.
FProvisions relating to tragnsafer aof propeirtiy or
ownership

Provision relating to performance of contract of sale,
rights of unpaid seller, remedisal! measures,

Provisions relating to auction sale.

4. The Negotiabie Instruments Act, 1831

4

.1

Negotiable Instrument ;Meaning, ¢haracteristics, types,
parties, Holder and Holder in due course.

4.2 Negotiation and types of endorsement.
4.3 Distenour of negotiable instrument. Noting and protest,

d02. BUSINESS APPLICATIQNS

1. Financial Accounting

;

ntroduction to computerized accounting svstem Coding
ethods

Day Books, Ledger., Trial!l Balance, Balance Sheet, Profit and
Losz Account, -

Input Controls-audit Trial.

Managemeni and statvtory reporting.
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2. Fixed Deposit Svstem

T¥pes of depasit schemes-Category or Depositors statutory
Provisions.

interest Warrants and Deposit Register.

Maturity and Renewal Procedures,

statutory and Management Reports.

Payroll Processing

Pa¥slip Printing.

gta;utory Reports such as P.F., E.8.I, and Labour Welfare
und.

Payment ¢of Bonus.
Costing and Manasement Reports,

e
3. Sales Order Processing
Order acceptance and Recerding
Sales Invoicing.
Sales Analysis based on Products, Customers and Terms.

-~

inventory Managemernt
Purchase order processing.
dtores accounting.
-3tores transactions-Recelipts, Issues and Adjustments.
~Bin Cards and Stock Ledser. '
~Inventory Levels-EQQ-ABRC analysis,

Inventory Contro! Reports such as Slow Moving/Non-Moving
Items,

3. Material Planning
-Bill of Material
-Computing Gross/Net reguirements.

6. Banking .
Functions and Reports related to Savings Bank Accounting.

7. Hotel Management :

Department Organisation of Motel such as Room OccuPancy,
Room Service, Restaurants, House-keeping, Conferencing,
Exhibitions, Parties, etc,

Kitchen Stores Accountinsg

reservation. Check-in and Check-out,

Service Accountipng and Bil]l Printing.

Management Reports,

&. Hospital Management

Bepartmental Organisation of Hospital such as In-Patient,
Out-patiant, Laboratories, Pharmacy. Surgical Rooms etc.
Medical Stores Accounting.

Eegistration, Shifting and Discharge of patients.

Service Accounting and Biil Prianting.

Management Reports.

303, Interpational Business ManarFement.

1. The Internaticonal business gnvironment-Forces of
glabalization - Theories of international trade - Trading
environment of international business, laws and
institutions., The regulatory environment of international
bhusiness.

2. Country Risk Analysis-Political Risk Responsibilities of
interpational Business.

3. Managing a Multinational Enterprise-Problems and Potential-

Integrating diversity into managerial unity - multinational
servjce organizations. Indian MNC's

17



1ntroduction to tnternaticnal Financial Manggﬂmeqt—
Intcrnational Monetary System—Balance of Paymﬂntstlnanc1al

marks ang [nstTuments.

[nternational marketing-En?ironm&nt-Nature of India’'s
Fxports-Tasks involved 1n International marketing—market
selection - Entry strategies - Pricing - Marketing Research

Commuaication procedural complexities -~ Drganisatianal

Adaption.

A Minimum of % cases on international husiness management.

Books ﬂg;gmmeuded

The international business envirgnment- gundaram and Black.
The international Financial management - .G, Apte.
Glohalisation—An overview-Hiru Bijlani and He inemant .

gssence of International Pusiness-James A.Taggart, Michael,
C.M. Dermott.

A Guide to Globa!l Joint ventures and Alliances- Hirw Bijtani,

Heinemann.

304. M.1.S.

wnrganisatisnal structure and functions.
-Systems approach o arganisation
-Dynamics 1O pecision - Making

~Capntrol / Comtrol py exception / Feedback control
_paw of requisite variety

-Systems approach to MIS design
-Factoring / Boundaries / Coupling
-Decision support systems

~-D5S concepts

~gimple models

“pialogues Manager

-Executive information 3ystems
-Information requirement

-Method of AcCCESsS

~pPresentation

-wWorkflow Management

-Concepts

~Task definition

~Client & Server

-Design

J0s, Hﬂguigctgring & Technojogy Manazement

_ History and pDevelopment of manufacturing Management
- Importance, nature. scope and functions of Manufacturing
Manpagement.
- Importance and functions of facilities-location and layout
Planning.
- production Planning and Control - functions, ScOpe and
principles
Introduction O modern trends in planning.
- Break-gvel analvsis.
- Concept of appropriate Technology and problems of
technoloEy absorpticn,
- Duality ASSuUrance, introduction 10 Total Quality
Management .
- Introduction to Industrial Engineerinngork study.,
incentive schemes.
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Dooks Recommepded

Producticn and operations Management - Concepts. Models and

-Behaviour - Evertte E. Adams Jr. and Ronald J. Ebert-
Prentice Hall of India Pvt. Ltd. New Delhi.

Production and operations Management - Dr. N, G. Nair - Tata
McGraw Hill Ltd., Delhi. -

Production aond operations Management - S. N. Chary - Tata
MeGraw hill Ltd., Delhi.

Production and operations Management — E. $. Buffa. Tata
McGraw Hill Ltd., Delhi.

Production and operations Management - B, §. Goel,

206. PROJECT AND VIVA-VOCE

FEEEESEESER L L ELEEREES:

ws5/spp/syll/mms/Pltol?
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