BACHELOR OF BUSINESS ADMINISTRATION
(B.B.A))

(Non-Semester)

REGULATIONS

REGULATION FOR ADMISSION & EXAMINATION

ELIGIBILITY FOR ADMISSION :

Candidates seeking admission to the first Year of the degree
of Bachelor of Business Administration Course (BBA) will be
required to have passed the Intermediate Examination of Arts
Science & Commerce or the Examination equivalent tnere to
as accepted by the Government/Syndicate of the University
The candidate must have secured at least 45% marks in the

subject concerned.

ELIGIBILITY FOR THE AWARD OF THE DEGREE :

A candidate shall be eligible for the Award of Degree only if he/
she has under gone the prescribed course and secured at

least 45% in each Paper and also in aggregate every/each part.

——
——

Exdmination of the course will be conducted by V.K.S.
University, Ara as per the general schedule of the Examination
of the University. Each Paper will be of 100 Marks consisting
80 Marks for written examinwr Internal

—— i

Assessment. There will be continuous evaluation of the
students through Internal Assessment Test.

The candidates will be declared to have passed adding Theory
& Internal Assessment Marks and their division will be declared
accordingly as per the rules of the University. -
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It is essential to note.

REGISTRATION :

All students enrolled in the above course are r
for Registration as per Veer Kunwar Singh Univ
Separate form for Registration may be obtw
college office at the beginning of the first year of BB.A, Cq
The candidate will be enrolled/registered in the - acy

Commerce of this University

FEE STRUCTURE : ¥

For B.B.A. (Three Years Honours Degree) Course: Rs 55
per annum or Rs. 16,500/- for full course. This fee is e;
of cost of Prospectus and university fees. The pro
will be available on payment of Rs. 300/- from College C

An additional fees of Rs. 1,000/- will be taken as develg

T
fees.
-9

DRESS CODE : "

Students have to attend classes in the prescribed dre
i. e""' .

Lower — Brown - E v
Upper —  White
&

 ” a— Brown
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6. COURSE STRUCTURE :

; _
FIRST YEAR (Part-l) Duration Maximum
_Hours ___Marks
1. Business Communication 03 Hrs. 80 + 20=100
2. Management Concepts 03 Hrs. B0 + 20=100
3. Financial Accounting & Auditing 03 Hrs. 80 + 20=100
4. Managerial Economics 03 Hrs. 80 + 20=100
5. Office Management and
Secretarial Practices 03 Hrs. 80 +20=100

TOTAL 400+1 00=500

SECOND YEAR (Part-ll) Duration Maximum
Hours Marks

6. Financial Management 03 Hrs. 80+ 20=100

7. Business Law : 03 Hrs. 80 + 20=100

8. Business Mathematics & Statistics 03 Hrs. 80 + 20=100

9. Business Environment 03 Hrs. 80 + 20=100

10 Cost & Management Accounting 03 Hrs. 80 + 20=100

Total 400+100=500

THIRD YEAR (Part-lll) Duration Maximum
Hours Marks

11. Human Resource Management 03 Hrs. 80 + 20=100

12 Taxation Law and Accounting 03 Hrs. 80+ 20=100
13. Marketing Management 03 Hrs. 80 + 20=100
14. Money and Banking 03 Hrs. 80+ 20=100
15. Computer Application 03 Hrs. 80 + 20=100

Total 400+1 00=500 500

r'c"’




r OFFICE MANAGEMENT

SECRETARIAL PRACTICE \
5th Paper Full Marks : 80420=100
1. UNIT-I '

Meaning, Nature, Structure,

Office as an organ of organization= '
Kinds importance and Functions of Office in an organization,
Location of an office in an organization, Office Structure for

various types of office.

2. UNIT-1I :
Office Personal need Categories, their recruitment, oriental
qualifications as per their position, placement.

Concept, Need and essentials of an efficient office.

3. UNIT-III :

Filling : Meaning Need and Importance, Objectives, Types of
Filing, Characteristics of a good filling system, various methods of filling.
Indexing : Meaning, Need, Importance, Objectives and Types of
Indexing, Characteristics of Good Indexing, System, Formational
merits & Demands.

4. UNIT-IV
Communication: Meaning, Nature, Scope and Significance of
communication in an Office.

Communication as a process, Essentials of effective
Communications, Types of Communications, Verbal, Non-verbal
and Interpersal Communication, Barriers to Communication.

TEXT BOOKS:

1. Sachdeva S. Office Management

2. Bagirial A. K. Secretarial Practice

3. SachdevaS. . Secretarial Practice

4. Sachdeva S. - Office Management

5 AroraS.P. Office Organisation & Management

(19)



i) .
MANAGERIAL ECONOMICS !
Full Marks : g * 0

4ath Paper ‘
{

1. UNIT-I f Managerial Econ -
gi:m:n:s. Production Functions, Laws of Returng, _

i I B I_*.
™ Demar:d Analysis, Demand Schedule, Demand
Elasticity of Demand. ;

Factors of Production, Law of variable proportion,
Combination, Economics of Scale.

. UNIT-III o
e Cost Curves and Revenue Curves, Break Even A

Indifference Curves, Profit theories and concepts,

4. UNIT-IV ‘ » al
Market Structure and Pricing, Pricing under perfect com

Pricing under Monopoly, Price Discrimination, Pri ing ung
Monopolistic Competition. .

Pricing in Public Utilities and Public Enterprises,
Strategies and Methods.

TEXT BOOKS:

1. MehtaPZ. © Managerial Economics

2. Varshney & Maheswari - Managerial Economics -
3. GuptaGS. . Managerial Economics
4. Sankara . Business Economics | 4
5. Mithani D.M. . Fundamentals of ‘1

Economics '

6. Chopra PN, . Business Economics

(18)
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FINANCIAL ACCOUNT ING & AUDITING

F20= —
4 Full Marks : 80+20=100
3rd Papet

cope o {  UNIT-I r. :

ment O: Meaning Q S op! of Financ al Acc f..”“ﬂlﬁ(-] IITH’! ns hfr‘,ﬂ,._;'il_r)nf

I . neaning < = = - S s d = 2 (.0nc anis O

I 20 q C Principles & S oncepis

gement Basic ACC ounting conce ot } . ‘ i
Accounting [')fﬁlil‘l;i-‘ Entry System of Book—Keeping, Ledger &
ACCO g JULIT ) f [rpri”]q F.); F.Jrr'}f]t

, Preparation O

ooks, Trial Balance |
Sheet with simple A

MNCC

Subsidiary B i strments
~ Cl SLE TS I
; : and Loss Account and Bal )
teps in
2. TUNIT-II d
- S sment
Rectification of Errors, Bank Reconciliation Statem

Accounting of Non-Training Organization

es and
3. UNIT-III —
Company Accounts, lssue & forfeiture of Shares, Redemptol

of Debentures

|®]
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4. UNIT-IV . S :
Meanings, Objects, Scope & Importance of Auditing, Kinds ©
\Vouching— Qualities

nan of
Auditing, Internal check and Internal Audit=
of a good Auditor.

ibility—
es of b AN

TEXT BOOKS: b of

1. J. R. Batlibol - First steps in Double Entra

: ol ;
t Book Keeping
ation— ping
f 2. Principles of Accountancy Krishna Swamy O.R.
3. Shukla and Grewal s - Advanced Accountancy.

Management Accounting

Principles of Practices of
Auditing.

Dinkar Pagare
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(SINESS COMMUNICATION
BUS s

Full Marks : 80-;.20&100

UNIT-] . watiire Principles, Functions & r“;f:r')p& of

nent Art or Science— Developmeng o
d other st hools of f‘-ﬂ:ir|;]gr.-3mnnt

\ : _ nd purpose of [’!smmng—StEpS in
yjectives, Policies, Procedures ang
of Policies
Makinag— Process of Decision Making— Types of
sroblems involved in decision making.
! | _[_Tl_'
tion : Types of organization, Structure— Span of
_ Use of Staff units and committees.
and decentralization— Authority—Responsibility=
ne and Staff relationship-staffing— Sources of
t— Selection Process— Training.
Directing, Motivation—

f Management
sentials of Management
Business Management
Management Theory & Practices

AN~

Vianagement Principles

(16 )

e

(R

() J

o b




126/ 22%

. Y.
1 ’
(o
_ l i

SECOND YEAR (PART-1T)

FINANCIAL MANAGEMENT

Full Marks - 80*'20“‘160

6th Paper

UNIT-1 :
= Introduction : Nature, Scope and Objectives of Fina

Management Types of Financial Decision- Raising of Fu

Utilization of Funds

NCig|
Ndsg.

2. UNIT-II . :
Capital Budgeting : Meaning, Techniques for Evaluatin

Projects, Capital Rationing, Rish and Uncertainty in Projects.

3. UNIT-III .
Working Capital Management : Need, Determinants, Finanein

and Control of Working Capital, Various Components of
Working Capital- Current Assets and Current Liabilities ang
their Management

4. UNIT-IV
Capital Structure— Capitalisation— Over Capitalisation— Under
Capitalisation, Capital Gearing.

Leverage— Meaning, Operating & Financial Leverages.

TEXT BOOKS :

Pandey |.M. Financial Management

N

Khan & Jain Financial Management

3. Chandra, P Financial Management

4 ale i |
Hampton J J Financial Decision Making.

Walker, w. Financial Planning & Policy

(20)




BUSINESS LAW
Full Marks : f0+20=100

'_?lh Paper

1. UNIT-I
f miract Jnc! and

Jove aple

t i cepnilial © (

ontrad
Cnnsent ( *-',rv'.‘,\\(lb!'q'.l'_.'

i Minor, Sale O

Law ot |«
tract Offer Acceptance

to Contract Contr

t_i""'. Free
i

Competency
Goods Act— Law relating 1o sale ¢«

act relating

‘ 10 ‘s '_C_

f 2. UNIT-I
Bill of F_f"_,"".ar-.j_;:n 2

Negothable Instrument Act o
Promissory
3. UNIT-III

indian Partnership Act & India Compani€s Act
ment—Appointm

- 1nr_,r’_;'5{}r€t‘_|’_;'“

ent of Directors-

Starting of Business, Manage
Their Rights & Duties

4. TUNIT-IV

A brief introduction to Factones Act, Employees State Insurance

(ESI

5. UNIT-V
FEMA, MRTP

TEXT BOOKS:

1 Shukla, M 2 Mercantile Law

2  Pandi, g & Pandit M.S Business Lal
3 Katra, V. K. Mercantile Law

4 Kuchhal, M.C Mercantile Law

Mercantile Law

n

Kappor, N. D
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system of linear equations by matrix inversion a

redguction method. Mathematics of Finance Si
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DUSINESS MATHEMATICS & STATISTICS

\pe Full Marks :jr};?[f]..:.“)n

SECTION-A : MATHEMATICS (40 MARKS)

Arithin ell yeOMmet 1Na —Aarmonu t 'Ir"{-Jrr.r."'.:r'r " '(; .”1 "J
— -
Series Arithmetic Means & Geometric Mean
. i I A | and | oaarithrmir E

inear, Quadratic, Exponential and | ogarithmic Funct ons
3

: . PR Py e P T T ey g .
Concept and Determination of Break-even-point, pern utationg

ati ces: Meanina and -"'_JI.",I-‘_,E"r.’:.I-f'_J;"E r'u’?.{'r:'.' IX INVersion

Olution g
s well pivotal
SlMple and

A

OIMmp yound inte rest ‘._r‘\IL:'JLf' cation ':JI Dg Ta,_}!e annu |+ll(11|l

SECTION-B : STATISTICS (40 MARKS)

1)
4

.:-_r:.:,n:r“!g of Statistics, its importance, scope natur

na limitation, Classification and tabulation of data. |

~AF ~e

ot central tendency and dispersion

M i
Hroha

Al1etribBiitinn Bimmre
Jistribution, binomia

r

pability and Expected value, Elements of theoretica

on, normal.

£y I
& mT — T -~
r-vv}dt (& ] ‘\J"_d!”-,u_'?r(\:

orecasting Index Numbers.
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Correlation and regression

test of hypothes. Time series.
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TEXT BOOKS:

Gupta, S.C.

Statistical Methods.

An Introduction to Business

Sundharasan and Jayaseelan
Mathematics.

Vittal PR

Stafford
Astharia

Raghavachari

Business Mathematics &
Statistics

Business Mathematics
Elements of Statistics

Mathematics for Management

(23)
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12th Paper

1.

[
2.

TEXT BOOKS :

TAXATION LAW AND ACCOUNTING
Full Marks : 80+20=100

UNIT-I
A Brief Accountancy of Income TaxAct— Terminology, Types of

Assessee and their Tax Liabilities on the basis of Residence
Different Heads of Income Tax Authorities.

UNIT-II
Computation of Taxable Income form Salaries.

UNIT-III
Computation of Income Tax from House Property.

UNIT-IV
Computation of Income Tax from Capital Gains & Income from
other sources.

Profits & gains of business & profession.

UNIT-V
Computation of Total Income of Individual and firm.

Mehrotra, H.C. - Income Tax Law and Accounting.

Income-Tax Act 1961 as ammended up to date.

(27)



HUMAN RI

11th Paper

1. UNIT-I
Nature and Sci

]|
‘.-:i-:-.l‘l.”-_ e
Selection

election p

2. UNIT-II

Introduction

iramning needas

}_'\ er
Performance A}

3. UNIT-III

Remit

Industrial {

4. UNIT-IV
Participative

Lc

Bargaining, \

3O0KS :

T
18 ) | |'-.'r;

TEXT]

A
J K A e:;: N3 F D&
. . MAoWc l F= ] M )d
Gary Decsler
4. Dr. G. P. Sinha &

P.N
5. Flippo, E.B.
6. Avians PN

or. R.

Planning
Use ©

r‘flli’

Iraining, Methods [
T sde Training and Development 3.

formance Appraisal
Hpraisal,

> alnc

Benefits, Welfare
Industrial Relation

1— Meaning & In

Management- St

VWorks

2w
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FHIRD YEAR (PART-III)

SOURCE MANA(SF_MENT

Full Marks 8042
0210
0
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an.r ds ¢ i
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Interview ter
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1eration: Components of Remuneration, Incentwes

1 Health.
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1poriance

Trade Uniong

Yl -~ ~ &k | Ry |
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ructure, Scope, Collective
5, Joint Management C Louncils,

Y TR .
Lommitiee

Personnel Management

Human Resource and Personnel Management

e Management

ions & Labour Lequislation
ersonal Management
Human Res

Principle and P

ource Management
ractice
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COST & MANAGEMENT ACCOUNTING
Full Marks : 30

00 10th Paper
. g UNIT-1
Meaning, Objects Classification clements of Costing
HG
2. UNIT-11
Se ‘ ! v :
Output Costing, Cost Reconciliation statement

MANAGEMENT ACCOU NTING

S
Full Marks : 50
1. UNIT-I
Meaning, Objects, Importance & Scope of Management Accounting
S
2. UNIT-1I
Financial Statements— Nature, Scope & Financial Statement
3. UNIT-III
Ratio Analysis— Meaning & Preparation of different Rations—B.E.P

B oS
g
a
i
<

und Flow and Cash Flow Statements.

TEXT BOOKS:

Jain & Narang

Cost & Management Accounting
ManagementAccounting

. N.K. Cost Accounting

o

4. Hingorani, N.L
Ramnathan, A.R
S. Chand & Sons Management Accounting (edited by
Grewal, T.5.)
5. Agrawal, M.L - Cost Accounting
6. Arora M.N Atextbook of Cost & Managerial Accounting

(25)
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BUSINESS ENVIRONMENT

ath Papet Full Marks ":0‘2[}::1%

1

AN "‘I'r-\h,.
-
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- y
2. UNIT-II
. f rnic i
] y f Business OUrgan y ] i Jf"-.'iS?"s
y € 1Dd
UNIT-III
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UNIT-IV
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A - bl
ASwatha Ppd

Essentials of Business Environment

Jalan B din'e FEe N
India's Economics Crisis
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MARKETING MANAGEMENT

Full Marks 80+2Ua100

13th Paper

INTT.1
UNI1T o = s of Marketing Realationship of Markmm
A, nina & IMmMpol "NCe r . -\

~innal areas. Marketing Management Pf".‘)duf“t

oelling

b

UNIT-II )
_ - Pramation & Advertisement— Communication Process
Marketing Mix. Marketing Segmentation.

-orecasting, Various methods of Sales Forecas?.mg,

Ad
f}( f-q
--]
; ’—1
i
o

= -~ A mli~at 1
ySis and Application

N
f-ﬂ
=
=y
‘-l
)"'"I
<

Dricing— Fa:Tors influe E‘uﬂﬁ, F’ bi'”g Decisior" F’ricmg

IT'EXT BOOKS :

Rajan Nair . Marketing
2. Saxena, Rajan Marketing Management
3. Philip Kotler and Armstrong Marketing Management

V.| ':-'*";‘4." ~ o . "
Sharma, S. D. , Marketmg Research

A =5 mani m ; ' i

0. Ramanujam : Matketmg Research

6 y’ -
mar Arun & Minakshi N. . Marketing Management
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