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I L angu age I Urd u -I/Tamil-I 6 4 3 25 7 5 100

II EnglishI U18 FEN 101 English-I 6 4 3 25 7 5 100

III C ore I U18 M KS101 FinancialA ccou nting-I 5 4 3 25 7 5. 100

III C ore II U18 M KS102 B u siness C ommu nication 5 3 3 25 7 5 100

III A llied I U18 A E C 102
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C. Abdul Hakeem College (Autonomous), Melvisharam.

Syllabus for B.Com., Corporate Secretaryship effective from the year 2018-2019

Year: I Year Subject Code: U18MKS101 Semester: I

Major - 1 Title: FINANCIALACCO UNTING – I

Credits: 4 Max. Marks. 75

Objectives
To facilitate the u nd erstand ing of accou nting in general. To give a
comprehensiveu nd erstand ingof the system of financialaccou nting.

UNIT-I: ACCOUNTING STRUCTURE
D efinition of A ccou nting -N eed ,pu rpose,ad vantages and limitations of A ccou nting –
B asicA ccou ntingconcepts and conventions -TrialB alance -Rectification of Errors -Final
A ccou ntsof asole trad erwithimportantad ju stments.

UNIT-II: DEPRECIATION ACCOUNTING
D epreciation– D efinition - N eed - M ethod s - Straight L ine M ethod - D iminishing
B alanceM ethod (Inclu d ingchange in the method of d epreciation)

UNIT-III: AVERAGE DUE DATE AND ACCOUNT CURRENT
A verage D u e D ate –B asic types of problems -A ccou ntC u rrent–D efinition –P roced u re for
calcu latingd ays of interest–Red -inkinterest–B asic types of problems.

UNIT-IV: FIRE INSURANCE CLAIMS
Fire Insu rance -Introd u ction – N eed – Types of Fire Insu rance P olicy -C ompu tation of
C laims to be L od ged –Gross P rofitRatio Given/N otgiven –Und ervalu ation of Stockand
A verage C lau se.

UNIT-V: SINGLE ENTRY SYSTEM
Single entry -D efinition -SalientFeatu res -L imitations -M ethod s of A scertainingP rofits -
Statementof A ffairs M ethod -C onversion M ethod (Simple P roblems)

Text Book
1. FinancialA ccou nting-T.S.Red d y & A .M u rthy.

Books for Reference:
1. FinancialA ccou nting-R.L .Gu pta& V .K.Gu pta.
2. A d vanced A ccou ntancy-S.P .Jain & K.L .N arang.
3. A d vanced A ccou nts –S.C .Shu kla.



C. Abdul Hakeem College (Autonomous), Melvisharam.

Syllabus for B.Com., Corporate Secretaryship effective from the year 2018-2019

Year: I Year Subject Code : U18MKS102 Semester : I

Major - 2 Title: BUSINESS CO MMUNICATIO N

Credits: 3 Max. Marks. 75

Objectives
To enable the stu d ents to know importance of commu nication in commerce and trad e and to
d raftbu siness letters.

UNIT-I INTRODUCTION
B u siness C ommu nication:M eaning – D efinition -Featu res – C lassification – P rocess –
M ethod s – C ommu nication N etwork – B arriers of C ommu nication –P rinciples of Effective
C ommu nication(7 cs).

UNIT-II PHYSICAL ASPECTS OF BUSINESS LETTERS
P hysicalA spects –B asic P rinciples in D rafting – B u siness L etter-Fu nctions-Importance –
Stru ctu re–L ayou t–L etterStyles.

UNIT-IIITYPES OF BUSINESS LETTERS
Types of B u siness L etters – L etter of Enqu iry and its Replies – O ffer L etter – Q u otation
L etter-O rd erL etter–C omplaintL etter–C ircu larL etter–C ollection L etter.

UNIT-IV JOB APPLICATION& INTERVIEW
EssentialQ u alities of Job A pplication –L etters of A pplication withC V ,Resu mes –Solicited
and Unsolicited L etters – Reference L etters -Interview – Types of Interview – Stages of
Interview –P reparation forInterview.

UNIT-V BUSINESS REPORTS
B u siness Report–Importance –C haracteristics –Types –Reports of D irectors,C hairman –
A gend a,M inu tes of M eeting.

Text Book
1. Essentials of B u siness C ommu nication -Rajend raP al& JS Korlahali,

Books for Reference:
1. B u siness C ommu nication -Rameshand P attanchetti,
2. B u siness C ommu nication -D r.N .P remavathy,



C. Abdul Hakeem College (Autonomous), Melvisharam.

Syllabus for B.Com., Corporate Secretaryship effective from the year 2018-2019

Year: I Year Subject Code: U18MKS201 Semester: II

Major - 3 Title: FINANCIALACCO UNTING – II

Credits: 4 Max. Marks. 75

Objectives
To facilitate the u nd erstand ing of accou nting in general. To give a
comprehensiveu nd erstand ingof the system of financialaccou nting.

UNIT-I: BRANCH ACCOUNTING
M eaning-O bjects -Types of B ranch-Good s Sentto B ranchatC ostand Invoice P rice-Stock
and D ebtorsystem -Ind epend entB ranch(Foreign B ranchexclu d ed )

UNIT-II: DEPARTMENTAL ACCOUNTING
M eaning -N eed -A d vantages -D ifference between B ranch and D epartment A ccou nt -
A pportionmentof expenses-Interd epartmentaltransfer(Simple P roblems O nly).

UNIT-III: HIRE PURCHASE AND INSTALMENTS SYSTEMS
D efinition -Salientfeatu res -D istinction -A ccou nting Treatment-C alcu lation of Interest
and C ash P rice - D efau lt and repossession - Instalment P u rchase System - M eaning –
A ccou ntingTreatment

UNIT-IV: PARTNERSHIP ACCOUNTS
D efinition of P artnership-P artnershipD eed –Fixed and Flu ctu atingC apital-A d mission ofa
P artner -P rofitSharing ratio and Sacrificing Ratio P reparation of N ew B alance Sheet-
Retirementof aP artner-D eathof apartner.

UNIT-V: DISSOLUTION OF A FIRM
M eaning -M od es of d issolu tion -insolvency of partner -Garner V s.M u rray’s P rinciple -
Insolvency of allP artners -P iecemeald istribu tion -P roportionate C apitalM ethod -M aximu m
L oss M ethod (Simple P roblems only)

Text Book
1. FinancialA ccou nting-T.S.Red d y & A .M u rthy.

Books for Reference:
1. FinancialA ccou nting-R.L .Gu pta& V .K.Gu pta.
2. A d vanced A ccou ntancy-S.P .Jain & K.L .N arang.
3. A d vanced A ccou nts –S.C .Shu kla.



C. Abdul Hakeem College (Autonomous), Melvisharam.

Syllabus B.Com., Corporate Secretaryship effective from the year 2018-2019

Year: I Year Subject Code: U18MKS202 Semester: II

Major - 4 Title: BUSINESS O RGANIZATIO N AND MANAGEMENT

Credits: 3 Max. Marks. 75

Objectives
To make the stu d ent to u nd erstand the Evalu ation and significance of
M anagement,P lanning and d ecision making,O rganising,D irecting,C o-ord ination and
C ontrol.

Unit – I : Introduction to Business
B u siness:M eaning and D efinition – Featu res – Importance –O bjectives -Fu nctions -
C lassifications of B u siness A ctivities (Ind u stry,Trad e and C ommerce)-Role of B u siness
in Economic D evelopment-Q u alities of aSu ccessfu lB u sinessman.

Unit – II : Business Combination, Trade Association & Chamber of Commerce.
B u siness C ombinations:M eaning& D efinition -O bjectives-C au ses -M erits and D emerits
–Types - Trad e A ssociation:M eaning – Featu res - Fu nctions – W orkings of Trad e
A ssociation in Ind ia-C hamberof C ommerce:O bjectives -N eed -Fu nctions -B enefits.

UNIT-III: EVALUATION AND SIGNIFICANCE OF MANAGEMENT
M anagement:M eaning –N atu re – Importance -Fu nctions-P rinciples of M anagement-
M anagementvsA d ministration -C ontribu tion of F.W .Taylorto M anagementThou ght.

UNIT-IV: PLANNING AND ORGANISING
P lanning: C haracteristics– Importance - Steps - Elements - O rganising: M eaning–
D efinition -P rinciples –O rganisationalStru ctu re.

UNIT-V: DIRECTING, COORDINATING AND CONTROL
D irecting: M eaning – N atu re – Significance –O bjectives - P rinciples–C oord inating:
M eaning-C haracteristics –P roblems -C ontrol:M eaning-C haracteristics –Importance -
P u rpose -Steps inC ontrolP rocess.

Text Book:
1. B u siness M anagement-C .B .Gu pta

Books for Reference:
1. B u siness M anagement-
2. Fu nd amentals of B u siness O rganisation and M anagement-Y .K.B u shan
3. P rinciples and P ractice of M anagement-L .M .P rasad
4. P rinciples of management-R.N .Gu pta


