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The Mrncipal
All Affiliated (Commerce & Managenient) College Institutions,
Shvin University, Kolhapur

Subject : Regarding Svllabi of BBA Part-] (Sem-U1G Choice Based Credit
System (CBCS) degree progeamme under the FFaculty of Commerce &
Management as per National Education Palicy, 2020

Sit/Madam.

With reference 10 the subject mentioned ahove. | am directed 10 mform vou that
the University authorities have accepted and granted approval to the revised Syllabi of
BBA Part-l (Sem-1/11) Choice Based Credit System (CBCS) under the Faculty of
Commerce & Management as per National Education Poliey, 2020

s Syllabi shall be implemented from the academic year 2022-2023. A sofl
copy containing the syllabus is attached herewith and it 1s also available on university
website www.unishivajLac.in (Online Svllabus)

You are therefore, requested to bring this 1o the notice of all Students and
Teachers concerned.
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NAAC “A++" Grade
Faculty of Commerce and Management
Syllabus For

BBA Part Il (Sem | & I1) (CBCS)

(Regulations in accordance with National Education Policy to
be implemented from Academic Year 2022-23)

(Subject to the modifications that will be made from time 1o time)




R.B. B. A, 1: Scheme of Examination

B.B.A. Program will be conducted through CBCS Semester patiern.

There shall be an examination at the end of each semester, Fach course (subject) during

cach semester will carry 100 marks, Out of this. 60 marks will be allotied 10 University

theory papers and 40 marks to be given by each college through internal evaluation, Out

of this, 40 marks 10 marks for Test . 10 marks for Oral/Seminar Book Review/Cuse

study and 20 marks for Practical Work Field-work

Internal/Teamwork Marks-Evaluation Criteria
Total
Sem. | Category-1 C;t-cgury-ﬂ | Category- (40)
_ (20 marks) (10 marks) i
I (10 Marks)
Sem-] Practical Work/Field Work | Oral Test 40
Sem-11 Practical Work/Field Work | Seminar Presentation Test 40
Sem-Ill | Practical Work/Field Work | Book Review Presentation C Test | 40
I Sem1v Practical Work/Field Work | Seminar Presentation Test | 40
J.:m—“w' Practical Work/Field Work | Case Study Presentation/Seminar Test 40
Presentation
Sem-VI Practical Work/Field Work | Book Review/ Case Study Test 40
Presentation
Sem-VII | Practical Work/Field Work | Case Study Presemation’ Book Test 40
Review Presentation
Internshup - - 10
Sem-VIII | Dissertation Report 150




The record of all internal marks should be strictly  mamined by faculty
member, Each student should prepare Semmar/ Case Study /Book Review PowerPoint
Presentation as per guidelines of subject teacher and submit its hardcopy or softcopy

1o respective subject teacher,
Mini-Project Report-Field visit: Sem \

The candidate shall visn 1o respective  firms organizations markets/companies
for whole semester and prepare a Mint Project for respective elective on lield
visit. - Mini Project Report carries 100 marks (60 Marks for Project Report and 40
marks [or Internal Viva-Voce) Student hus to submit One Project Work Repart Spiral
copy o the institute, The faculty shall organize and guide 1o the student regarding feld
visit amd for preparing the report. The repont shall evaluate by the faculty at the end of
Semester V. 1t is mandatory that the studen will make presentation in the presence of
teachers and students. The student is expected to answer to the queries and questions
ratsed in such a meeting. (Internal Viva-Voce), Internal Viva-Voce Committee should
be formed by Head of Department and Principal Direetor which will include 3 faculty
members-1 as a Chair-person and 2 s commiltee members. A viva-voce examination
will be conducted before the university examination for Semester V Committee
should submit the marks online a5 well as hard copy. The faculty should keep the

record properly.
Major- Project Report and Viva-voce: Sem Vi

I The project report in the sixth semester carries 100 marks (70 marks for project
report and 30 marks for University Viva-Voce. There shall be single evaluation

ol project report and this will be done simultancously along with vive-voce.

I Examiners (university appomted) shall evaluate project report and conduct
vViva= voce and chairman should fll online marks and submit hard copy Lo
the University  examination department.  The  vivaevoce  committee
appointed by University should have three experts for Viva-Voce, One as
Chirman appointed by university and another two us a member. One as External

IExaminer appointed by university and another as Internal Examiner for Viva-
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BBA-1-S¢m-|
Fundamental of Business Management

I o CC-Al
Course | After the completion of the course. students will be able to ;
Outcomes I. Know. comprehend, apply. analyze. symhesize and evaluate the basic

fundamentals of managing organizations.  Students will complete specific

activities, as identified in the syllubus, related to each of the four functions

of management: planning, organizing. leading and controlling.

- Develop a working  knowledge of fundamental terminology  and

frameworks in the four functions of management:  Planning, Orgamzing,

Leading and Comrolling.

3. Analyze organizational case situations in each of the functions of
nanagement.

l.l

4. Idenufy and apply appropriate  management techniques  for managing
conlemparary organizations
3. Understand Indin ethos in managerial practices and trends in management,

6, Understand skills, abilitics, and tools needed o obtain a b on a
_management track in an orgamization of their chowce. _|
Total hours of Teaching : 60 Lecture /week : 04 Credit Points : 04

S — — —_— _ 4

~ Total Marks : 100 Theory : 60 Internal : 40

Svllabus Contents:
An Introduction to Management
' Meaning and Definition of Management, Evolution of Management
Unit:1l thoughits. Contribution of F W . Taylor, Frank and Lillian Gilbreth, | 15 Hours
Role of managers und Managerial Skill, Levels of Management,
Concept of PODSCORB

Functions of Management
A) Planning: Meaning, Forecasting Vs, Planning, steps in
Planning process, types of planning
Bi Organizing: Meaning. Process, Tyvpes ol organizational
structure, MBO concept and process.
C) Stafting- concept. Functions and  Process of  Stafting.

Unit:ll Recruitment concept and sources, Selection Process L Hous
D) Directing- concepl. Elements of Directing:  Supervision-
Motivation-Leadership-Commumcation.  Techmiques  of
Directing
Iy Controlling — concept, steps in contral process.  Techniques
of controlling
Indian Ethos in Muanagerial Practices
A) Meaning, features. history. Principles  practiced by Indian
Unit:111 Companies, Elements, Role of Indian Ethes in Managerial Practices, 1S Hours

B) Management Lessons from  Religion Serniptures:Munagement
Lessons from Vedas, Mahabharata. Bible, Quran  Muanugement,
(Lessons from Kautilla’s Arthashastra, Indian Heritage in Business

28



| Management, Ethics v's Ethos — il ]
Trends in Management
| A) Business Ethics- Definition  and its relevance 1o Business,
| Historical Perspective of Ethics, Global perspectives on business |
ethics. Approaches to managerial ethics,
' B) Social Responsibility-concept. History & Evolution of CSR, areas
| of Social Responsibility in business
() Strategic Management: Concept, Levels of Strategy. Different Lype
F=—u of Strategies. = =
Suggested Practical Work or Field W ork:
I Visit a factory in your aren and prepare the organization chart showing various levels of
management and their functions
Visit a foundry or other manufacturing unit in your area and enlist the motions performed by
the workers und comment on their necessity and sequence.
3. Swudy the staffing policy and sources of a local Co-uperative sugar factory ‘spinning mill or g
priviste company.
4. Study how management functions are performed m any organization.
5. Study the annual repont of any public Imited company/bank for recording the activities
under the CSR,
0. Study the product strategy adopted by big amtomobile manufacturing like Suzuki Tata,
Hyundai.
7. Study the management lessons from Vedas and thewr applications in a particular company.
8. Study Bible from the view point of management philosophy.
9. Enlist the management lessons narrated in Quran
10. Any other practical based on the syllabus.
Note: Fach student should prepare repon {or practical /Field work meluding detailed information as
per guidelines of subject reacher.

Unit:1v 15 Hours

- =l .

P

Reference Books:

Essentials of Management by Koontz and Weihrich MeGraw-Hill Publication

Principles of Business Management-Dr.S.C Saxena-Sahitya Bhawan Publication

Principles of Management by RN.Gupta- S.Chand Publication

Principles of Management by Rajeesh Vishwanthan- Himalaya Publishing House

Taxmann’s Principles of Management with Case studics by Dr.Neeru Vasistha

Case studies in Management by Prem Vrat KK Ahuju and PK Juin by Vikas Publication

Modern Business Administration and Management- Sherlekar S.A. Himalaya Publishing

House

8. Case studies in Management by Dr. Akhilesh Chiadra Pandey-Wiley Publication

9. Principles and Practice of Management by LM Prasad. Sultan Chand and Sons -Publication.

10 Indiun Ethos in Management: Tushar Agarwal and Nidhi Chandorkar: Himalaya Publishing
House

- Indian Ethos-Modern Management Mantra- Kumardati AGanjre,Pratiulla Pawar and
Laxmuan Remapure, Himalaya Publishing House

12, Indiun Ethos And Values In Management, R Nandgopal. McGraw Hill Education

13. Business Ethics und Value System: H.C Mrutunjaya. PHI Learning Publication

A D W —
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B.B.A. Part | Semester 1
Business Communication

- AECC-CI -

Course | After the completion of the course, students will be able to - -

Outcomes 1. Apply business communication skills
2. Develop vocabulary skills.
3. Develop effective writing skills.
4. Learn effective reading skills.

Total hours of Teaching : 60 Lecture /week : 04 ] Credit Points : 04
Total Marks : 100 Theory : 60 Internal : 40

?§E_|f-lhun Contents :

Introduction to Communication skill
Inroduction | Meaning , Definition , Objective of communication,,
Types of communication, Process of communication, Principles of

- cifective communication . Barriers 1o effective  communication,
Unit : 1 . ; . 15 Howrs
Overcoming barriers
Effective English: Word formulation process - Basic sentence patterns,
types ol sentences - Simple, comples, compound, Prefixes, suffixes,
Developing vocabulary skills.
I-ffective Listening, Speaking , Reading W riting skills (LSRW)
A} Listening Skills: Listening, Active listening and Passive listening,
Blocks to effective hstemng. Guidelines for  Effective  listening,
imponance of silence in communication
B) Speaking Skills:  Process of speaking -Pronunciation. Speech
mechamsm, aspects ol effective speaking- accents, intonation, pitch,
Unit : 1 ele. Greelings, Apology, Permission. I3 Hours
C) Reading Skills: Introduction. what is reading” Types of reading - slow,
fast,  silent, SQ3R technique of reading
12} Writing Skills
Importance of writing skills. Essentials of good writing, Grammar
skills.
Oral Communication
A) Meaning, Nature, Scope. charactenistics, Principles of effective oral
communication, Importance of body language in oral communication.
Confidence building, Ways 10 build confidence, Importance of eye
Unit : contact. 15 Hours |
111 B) Jub Interviews - conducting and giving interviews, Do’s and Don’ts of

job interview.
C) Group Discussion - nature. do’s and don’ts of group discussion,
Opening of topic, discussion, summary and observer’s comments,

39



Unit :
v

Organizational communication

A) Written communication- significance in business writing . Language
of business writing, Structure ol Business letters . Types of business
letters - order, enquiries and replies. sales letters. complaints, claims
and  adjustment  letters.  goodwill letters..  Communication in
Organization = Formal Channels — Vertical. Harizontal, Diagonal
communication.. Internal Channels - Informal channels - Litipevine |
rumors. Mannerisms and etiquettes at workplace.

B) Modern tools of Communication: Telex. Telegram, Fax. Voice Mail,
Teleconferencing, Videoconferencing, SIM Curd . Dictuphone | SMS,
MMS. Internet , Sueial Media Sites,

Suggested Practical Work/Fieldwork:

I, Visit any local bank, educational institinion. co-operatie society
and study the channels applied there for communication.

Write two letters of complaints ~one usmg pohte language and

other using arrogant and indecent hanguage.

3. Draft a letter enquiring the details und price of laptops and other
terms and conditions.

2

4. Draft a letter of quotation about supply of 100 computers to a bank
5. Perform an exercise of speaking on a current topie for 10 minutes.
0. Perform as exercise of reading a small topic of the stbject.

7. Write a note on management education in India.

8. Conduet an exercise of histening and reproduction of what listened

Y. Vistt a business firm and observe the manners andd etiguettes of

employees.
10, Any other practical bused on the svilubus
Note: Each student should prepare report for practical /Field work
including detailed information as per guidelines ot subject teacher.
Relerence Books:
|. Business Communication-R K Madhukar-Vikas Publication
2. Business Communication, Urinila Rai. . M. Rai. Himalava Publishing
House, Mumbai,
3. Lngwstics and the process of communication, Dr. Vipul V., Makodia,
Murk Publisher
4. Communicative Spoken English. Rajneesh Nuvar, Mark Publishers,
Twipur
5. Enriching your competence in English. AR Thorat. B.S.Valke.
5.B.Gokhale. Oriemt Longman Py Lid,, Hyderabad (A.P)
6. Lssential Communication Skills, Shalini Aggarwal , Ane Books v,
Ltd.. New Delhi
7 Communication Skills and Soft Skills . Avani Sharma, Yking Books.
Jiipur
8.Busmess Communication Skills. Varinder Kumar, Bodh Raj, Manocha,
Kalyvani Publishers, New Delhi, lntest edition.
Y. An Approach to Communication Skills Indrapit Bhattacharya, Dhanpat
Ru & Co.

£ L

15 Hours

—
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