




English for Business (ENG 102)

Book 1 : Leadership, Communication and Listening

Unit 1 : Understanding Yourselves

Unit 2 : Analyse your Communication

Unit 3 : The Secrets of Active Listening

Book 2 : Group Communication

Unit 4 : Small Group Communication

Unit 5 : Visuals and Body Language in Presentations

Book 3 : Effective Business Writing

Unit 6 : Projecting Positive Image through Writing

Unit 7 : Writing Job Applications and Resume

Unit 8 : Communication via Internet and E-mail





Office Management  (COM 211)

Syllabus

Book 1 : Office : Layout and Procedures

Unit 1 : Office

Unit 2 : Office : Place and Internal Layout

Unit 3 : Office Procedures

Unit 4 : Office Manager

Book 2 : Office Organisation and Personnel Management

Unit 1 : Office Organisation

Unit 2 : Work Culture and Office Employees

Unit 3 : Office Training

Unit 4 : Personnel Management

Book 3 : Record Management and Public Relations

Unit 1 : Record Management

Unit 2 : Other Office Services

Unit 3 : Office Equipment

Unit 4 : Manual and Reports

Unit 5 : Public Relations



ELEMENTS  OF  STATISTICS   (COM 107)

Syllabus

Book 1 : Introduction to Statistics and Presentation of Data

Unit 01 : Meaning and Scope of Statistics

Unit 02 : Organising a Sample Survey

Unit 03 : Sources of Statistical Data

Unit 04 : Classification

Unit 05 : Tabulation

Unit 06 : Diagrams

Unit 07 : Graphs

Book 2 : Measures of Central Tendencies & Measures of Variations

Unit 08 : Measures of Central Tendencies

Unit 09 : Measures of Variation - 1

Unit 10 : Measures of Variation - 2

Book 3 : Correlation and Regression

Unit 11 : Correlation

Unit 12 : Regression



COMMERCE (COM 106)

Syllabus

Book 1 : Introduction to Economics and Evolution of Commerce

Unit 1 (A) : Introduction to Economics

Unit 1 (B) : Factors of Production

Unit 1 (C) : Demand Analysis

Unit 1 (D) : Supply Analysis

Unit 1 (E) : Price Determination

Unit 1 (F) : Returns on Factors of Production

Unit 2 (A) : Evolution of Commerce - 1

Unit 2 (B) : Evolution of Commerce - 2

Unit 3 : Procedures of Commerce-1

Book 2 : Procedures of Commerce

Unit 4 (A) : Procedures of Commerce-2

Unit 4 (B) : Procedures of Commerce-3

Unit 5 : Procedures of Commerce-4

Unit 6 : Import-Export Trade Procedures

Unit 7 : Aids to Trade

Unit 8 : Business Correspondence

Unit 9 (A) : Introduction to Business Laws

Unit 9 (B) : Introduction to Some Selected Business Laws

Unit 10 : Type of Business Organisation

Book 3 : Bookkeeping and Accountancy

Unit 11 : Principles and Practices of Bookkeeping

Unit 12 : Journal and Ledger

Unit 13 : Subsidiary Books

Unit 14 : Trial Balance and Final Account
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Managerial Economics (MGM 224)

Syllabus

Book 1 : Managerial Economics : Nature and Concepts

Unit 1 (A) : Managerial Economics : Nature, Objectives and Scope

Unit 1 (B) : Economical Analysis

Unit 1 (C) : Methods of Economic Analysis

Unit 1 (D) : Basic Concepts

Unit 2 (A) : Nature of Managerial Decisions

Unit 2 (B) : Methods of Studying Managerial Economics

Unit 2 (C) : Some Basic Concepts : Plant, Firm, and Industry

Unit 2 (D) : Size of the firm

Unit 2 (E) : Business Decisions

Unit 3 : Concept of Demand

Unit 4 : Demand Analysis

Unit 5 : Elasticity of Demand

Unit 6 : Demand Forecasting

Book  2 : Markets and Price Determination

Unit 7 : Cost of Production : Concept, Types and Curves

Unit 8 : Production Function

Unit 9 : Break-even Point of Production

Unit 10 : Supply

Unit 11 : Market Conditions and Price-Output Decisions

Unit 12 : Market Structure Analysis  – 1

Unit 13 : Market Structure Analysis – 2

Unit 14 : Price Determination Techniques

Book 3 : Principles of Business Firms and Investment Analysis

Unit 15 : Firm : The Basic Concept

Unit 16 : Behavioural Theory of Firm

Unit 17 : Business Behaviour of firm

Unit 18 : Profit - Concept and Analysis

Unit 19 : Capital Budgeting

Unit 20 : Risks, Certainty and Uncertainty

Unit 21 : Decisions of public Investments


















