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Syllabus for All First Year UG Courses effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I GEL U24FTA101 TAMIL - I 60 3 25 75 100 
 

OBJECTIVES 
 jkpo; nkhopapd; gz;Gfis khzth; kdjpy; gjpa itj;jy; jha;nkhopapd; 

goik> rpwg;G> tpOkpaq;fs; Mfpatw;iwf; fw;gpj;jy;.nrt;tpay; ,yf;fpaq;fis 
mwpar; nra;jy; 

 jkpopy; cs;s ,yf;fpa tbtq;fis mwpKfg;gLj;jp gilg;ghf;fj;jpw;F Jiz 
epw;wy;.,yf;fpa ,yf;fzf; fw;wy; top Nghl;bj; Njh;TfSf;F Maj;jg;gLj;jy;. 

COURSE OUTCOME(S) 

COs 
CO Statement 

(After completing the course, the students will be able to) 
Cogniti
ve Level 

CO1 nrt;tpay; ,yf;fpa neba tuyhW> ,yf;fzg; gapw;rp top Nghl;bj; 
Njh;Tfis vjph;nfhs;sy;. K3 

CO2 r%fr; epiyg;ghL>gz;ila mur tuyhW Nghd;wtw;iw 
tpsf;fp>thrpg;igAk; cr;rhpg;igAk; Nkk;gLj;jp Ghpaitj;jy; 

K2 

CO3 ePjp ,yf;fpaq;fspd; top xOf;f tpOkpaq;fis typAWj;jp 
mwTiufis Nkw;nfhs;sy;. K3 

CO4 fhg;gpa khe;jh;fspd; tho;tpay; top jdp kdpj kd czh;Tfis 
ntspf; nfhzuy; K4 

CO5 gf;jp ,af;f fhyj;jpy; r%fg; gz;ghl;L tuyhw;iw ,dk; fhzy;. K2 
 
 

myF - 1 

,yf;fzk; & ,yf;fpa tuyhW mwpKfk; 
1. Ie;jpyf;fzk; - mwpKfk; 
2. rq;f ,yf;fpaq;fs; - vl;Lj;njhif> gj;Jg;ghl;L 
3. ePjp ,yf;fpaq;fs; 
4.   fhg;gpaq;fs; 
5.   gf;jp ,yf;fpaq;fs; 

 

 

 

(12 Hours) 

 
 

myF - 2 

rq;f ,yf;fpak;  

1. ew;wpiz    - 3 ghly;fs; (vz;fs; : 47>96>285) 

2. FWe;njhif - 6 ghly;fs; (vz;fs; : 18>27>58>371>399>400)  

3. GwehD}W - 6 ghly;fs; (vz;fs; : 25>86>92>183) 

4. Ky;iyg; ghl;L - (KOtJk;) 

 

 

 

(12 Hours) 

 
 
 

myF - 3 

mw ,yf;fpak; 

1. jpUf;Fws;         - mwd; typAWj;jy; 

2. ehybahh;         - 8 ghly;fs; 
3. gonkhop ehD}W   - 8 ghly;fs; 
4.   ,dpait ehw;gJ  - 8 ghly;fs; 

 

 

(12 Hours) 

 
 

myF - 4 

fhg;gpak; & rka ,yf;fpak; 
1. rpyg;gjpfhuk;      - tof;Fiu fhij (KOtJk;) 

2. fk;g uhkhazk; - Ffg;glyk; (25 ghly;fs;) 
3. rPwhg;Guhzk; - khDf;Fg; gpiz epd;w glyk; (30 ghly;fs;) 

4.  ,NaR fhtpak;    -  Cjhhpg; gps;is (KOtJk;) 

 

 

(12 Hours) 

 
 

myF - 5 

gf;jp & gFj;jwpT ,yf;fpak; 
1. ehad;khh; ghRuq;fs; -   rkaf;Futh; ehy;th;;      (4 ghly;fs; ) 
2. Mo;thh; ghRuq;fs;  -  Kjyho;thh;fs; kw;Wk; Mz;lhs; (4 ghly;fs;)

3.  jpUke;jpuk;;         -  jpU%yh;             (7 ghly;fs; ) 

4.  ,uhtz fhtpak;    -  Gyth; Foe;ij         (5 ghly;fs; ) 

 

(12 Hours) 

 

ghh;it E}y;fs; 
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1 nra;As; jpul;L - jkpo;j;Jiw>rp.mg;Jy; ̀ f;fPk; fy;Y}hp ntspaPL. 
2024 #d; ntspaPL 
 

2 jkpo; ,yf;fpa tuyhW - Nguh.kJ.r.tpkyhde;jk; 
mgpuhkp gjpg;gfk;> ,uhaGuk;> nrd;id -13 
kW gjpg;G -2002 
 

3 ew;wkpo; ,yf;fzk; - lhf;lh;.nrh.gukrptk;> 
gl;Lg; gjpg;gfk;> 1269> 32-Mk; njU 
mz;zhefh; Nkw;F> fk;gh; FbapUg;G> 
nrd;id -40 
gd;dpuz;lhk; gjpg;G -2012 

Web Sources  
 Tamil Heritage Foundation- www.tamilheritage.org  
 Tamil virtual University Library- www.tamilvu.org/ library http://www.virtualvu.org/library 
 Project Madurai - www.projectmadurai.org.  
 Chennai Library- www.chennailibrary.com . 
 Tamil Universal Digital Library- www.ulib.prg .  
 Tamil E-Books Downloads- tamilebooksdownloads. blogspot.com 
 Tamil Books on line- books.tamil cube.com  
 Catalogue of the Tamil books in the Library of British Congress archive.org 
 Tamil novels on line - books.tamilcube.com 

 

Cos 
Programme Outcomes Programme Specific Outcomes 

Mean 
PO1 PO2 PO3 PO4 PO5 PSO1 PSO2 PSO3 PSO4 PSO5 

CO1 1 1 3 2 2 - - - - -  
CO2 1 2 2 3 3 - - - - -  
CO3 2 2 3 2 3 - - - - -  
CO4 3 2 2 2 3 - - - - -  
CO5 3 2 3 2 3 - - - - -  

Mean Overall Score  
3 – Strong; 2 – Medium; 1 – Low  

Prepared by Verified by 
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Syllabus for All First Year UG Courses effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II GEL U24FTA201 TAMIL - I 60 3 25 75 100 
 

OBJECTIVES 
 jkpo; nkhopapd; gz;Gfis khzth; kdjpy; gjpa itj;jy; jha;nkhopapd; 

goik> rpwg;G> tpOkpaq;fs; Mfpatw;iwf;fw;gpj;jy;.nrt;tpay; ,yf;fpaq;fis 
mwpar; nra;jy; 

 jkpopy; cs;s ,yf;fpa tbtq;fis mwpKfg;gLj;jp gilg;ghf;fj;jpw;F Jiz 
epw;wy;.,yf;fpa ,yf;fzf; fw;wy; top Nghl;bj; Njh;TfSf;F Maj;jg;gLj;jy;. 

 
COURSE OUTCOME(S) 

COs 
CO Statement 

(After completing the course, the students will be able to) 
Cognitive 

Level 
CO1 fhye;NjhWk; jkpo; ,yf;fpaq;fspy; khWgLk; ghLnghUs;. tbtk; 

Kjypatw;iw tuyhw;wpd; top czh;j;jy;. K4 

CO2 rpw;wpyf;fpaq;fspd; top ,yf;fpar; RitapidAk; gz;ghl;L 
mwptpidAk; ngWjy; K1 

CO3 ftpij top r%fr; rpe;jidfisAk;> NjitfisAk; ftpij top 
,ak;gy;. 

K2 

CO4 rpWfijfspd; thapyhf rkfhy kdpjh;fspd; gz;G eyd;fis mwpa 
itj;jy;. K4 

CO5 ebg;ghw;wy;> gilg;ghw;wy; kw;Wk; fiyj; jd;ikfis tsh;j;jy;. K6 
 

ghlj;jpl;lk; 

myF - 1 

,yf;fpa tuyhW mwpKfk; 
1. rpw;pyf;fpaq;fs; - mwpKfk; 
2. ftpij  - Njhw;wKk; tsh;r;rpAk; 
3. rpWfij - Njhw;wKk; tsh;r;rpAk 
4.  ehlfk;  - Njhw;wKk; tsh;r;rpAk 

(12 Hours) 

 
 

myF - 2 

rpw;wpyf;fpaq;fs; & jdpg;ghly;fs;  
1. fypq;fj;Jg;guzp   -  fsk; ghbaJ         ( 7 ghly;fs; ) 
2. Fw;whyf; FwtQ;rp  -    tre;jty;yp ge;jbj;jy;  ( 7 ghly;fs; ) 
3. Kf;$lw;gs;S     -   gs;spah; Vry;         ( 11 ghly;fs; ) 
4.   jdpg;ghly;fs;      -  xsit> tPuuhfth;> fhsNkfk;> rj;jpKj;jpg;   
                      Gyth;>gbf;fhRg; Gyth;> gl;bdj;jbfs;>  
                      nrhf;fehjg;Gyth; (7gh.)         

(12 Hours) 

 
 
 

myF - 3 

ftpij  
1. ghujpahh;  -   ghuj Njrk;  
2. ghujpjhrd; -  - FLk;g tpsf;F 
3. mg;Jy; uFkhd; -   tPL (gpj;jd;) 
4.   thyp           -    Gj;jfr; re;ij 
5.   <NuhL jkpod;gd;  -    vl;lhtJ rPh; (tzf;fk; ts;St) 

(12 Hours) 

 
 

myF - 4 

rpWfij 
1. GJikg;gpj;jd;     -    flTSk; fe;jrhkpg;gps;isAk; 
2.  n[afhe;jd;       -   tha;r;nrhw;fs;  
3. m.tpehaf%h;j;jp    -   ghpR 
4.   ituKj;J        -   ,g;gbAk; xUtd; ,we;jhd 

(12 Hours) 

myF - 5 
ehlfk;  
1. NguwpQh; mz;zh     -   Ntiyf;fhhp 
2.  MW.mofg;gd;        -    nfhy;ypg;ghit  

(12 Hours) 
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ghh;it E}y;fs; 

1 nra;As; jpul;L - rp.mg;Jy; `f;fPk; fy;Y}hp ntspaPL. 
2024 #d; ntspaPL 
 

2  jkpo; ,yf;fpa tuyhW - Nguh.kJ.r.tpkyhde;jk; 
mgpuhkp gjpg;gfk;> ,uhaGuk;> nrd;id -13 
kW gjpg;G -2002 
 

Web Sources  
 Tamil Heritage Foundation- www.tamilheritage.org  
 Tamil virtual University Library- www.tamilvu.org/ library 
http://www.virtualvu.org/library 
 Project Madurai - www.projectmadurai.org.  
 Chennai Library- www.chennailibrary.com . 
 Tamil Universal Digital Library- www.ulib.prg .  
 Tamil E-Books Downloads- tamilebooksdownloads. blogspot.com 
 Tamil Books on line- books.tamil cube.com  
 Catalogue of the Tamil books in the Library of British Congress archive.org 
 Tamil novels on line - books.tamilcube.com 
 

Cos 
Programme Outcomes Programme Specific Outcomes 

Mean 
PO1 PO2 PO3 PO4 PO5 PSO1 PSO2 PSO3 PSO4 PSO5 

CO1 2 2 2 3 2 - - - - -  
CO2 2 2 3 2 2 - - - - -  
CO3 2 2 3 2 3 - - - - -  
CO4 2 2 3 2 3 - - - - -  
CO5 2 2 2 3 3 - - - - -  

Mean Overall Score  
3 – Strong; 2 – Medium; 1 – Low  

Prepared by Verified by 
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Syllabus for All First Year UG Courses effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I GEL U24CSL201 
SKILL LANGUAGE TAMIL  

jpwd; tsh;jkpo; 
60 2 50 50 100 

 

OBJECTIVES 
 khzth;fs; ,yf;fzg; gpioapd;wp vOJjy;> NgRjy; 

 Clfj; jkpo;r;; nra;jpfis mwpjy; 
 fl;Liu> ftpij kw;Wk; Neh;fhzYf;fhd tpjpfs; mwpjy 

 

COURSE OUTCOME(S)  
; 

COs 
CO Statement 

(After completing the course, the students will be able to) 
Cognitive 

Level 
CO1 jkpopd; ,ay;Gfis mwpjy; K2 
CO2 jkpo;r; nrhw;fspilNa NtWghl;il czh;jy; K2 
CO3 eilKiw rhh; nkhopj;jpwd;fis czh;j;jy; K3 
CO4 nkhopg;gapw;rpia ntspf;nfhzh;jy; K4 
CO5 jpwd;fis tsh;f;Fk; newpfis mwpjy; K5 

 

ghlj;jpl;lk; 

myF - 1 

fw;wy; jpwd; - 1 
1. vz;fis vOj;jhy; vOJjy; 
2. Fwpy;>neby; NtWghL mwpjy; ; 
3. jpiz>ghy; NtWghL mwpjy;  
4.   kaq;nfhyp NtWghL mwpjy;  (u-w: e-z-d: y-s-o) 
5.   ,U nghUs; mwpjy; 

 

 

 

(12 Hours) 

 
 

myF - 2 
fw;wy; jpwd; - 2 
1. thf;fpaj;jpy; mikj;jy; 
2.   mfuthpirg;gLj;Jjy;; 
3. nghUe;jhj nrhy;iyf; fz;lwpjy; 
4. nrhw;fis xOq;FgLj;jp nrhw;nwhluhf;Fjy; 

 

 

 

(12 Hours) 

 
 

myF - 3 
Nfl;ly; jpwd; - 1 
1. E}y;> nra;jpj;jhs; thrpj;jy; 
2. ghly; xg;Gtpj;jy; 
3. Neh; fhzy;  

(12 Hours) 

 
 

myF - 4 

Nfl;ly; jpwd; - 2 

1. E}y; kjpg;Giu  

2. VNjDk; xU jiyg;gpy; Ngrpg; gOFjy;.  
 

(12 Hours) 

 
 

myF - 5 

czh;jy; jpwd; 
1. fl;Liu> ftpij> JZf;F ,aw;Wjy; 
2. mwpf;if jahhpj;jy; 
3.   FO ebg;G   

 

(12 Hours) 
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 ghh;it E}y;fs; 

1 Nkilg; Ngr;Rf;fiy - Nly; fhh;dfp > fz;zjhrd; gjpg;gfk; 
2012 ntspaPL 
 

2 Ngr;Rf;fiy       
- 

Kidth; g.,g;uh`pk; 
vd;.rp.gp.vr;. ntspaPL 
Kjy; gjpg;G>2021 
 

3. ew;wkpo; ,yf;fzk; - lhf;lh;.nrh.gukrptk;> 
gl;Lg; gjpg;gfk;> 1269> 32-Mk; njU 
mz;zhefh; Nkw;F> fk;gh; FbapUg;G> 
nrd;id -40 
gd;dpuz;lhk; gjpg;G -2012 



 

Cos 
Programme Outcomes Programme Specific Outcomes 

Mean 
PO1 PO2 PO3 PO4 PO5 PSO1 PSO2 PSO3 PSO4 PSO5 

CO1 2 2 3 3 2 - - - - -  
CO2 1 2 3 3 1 - - - - -  
CO3 2 2 3 3 2 - - - - -  
CO4 2 2 3 3 3 - - - - -  
CO5 2 2 3 3 2 - - - - -  

Mean Overall Score  
3 – Strong; 2 – Medium; 1 – Low  
 

Prepared by Verified by 
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Syllabus for First Year UG Courses effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I GEL U24FUR101 URDU - I 60 3 25 75 100 
 

Objectives: 
Course Outcomes (COs) and Cognitive Level Mapping: 

COs 
CO Statement 

(After completing the course, the students will be able to) 
Cognitive 

Level 
CO1 Describe the Basic Grammar Rules and Sentence Construction K5 
CO2 Identify and Classify the Nouns and Genders K4 
CO3 Comprehend and Analyze Historical Stories (Hikayat) K4 
CO4 Explore and Critique the Essays (Inshayiya) K6 
CO5 Analyze Biographies of Notable Personalities K5 

Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 
Syllabus: 
 
UNIT – I                     [12 Hours] 
Qawaid  
Huroof, ki Tareef  
Huroof e Tahaji Aur Uske Aqsaam  
Jumla ki Tareef  
Jumla Banane ka Tariqah  
 
UNIT – II                   [12 Hours] 
Ism Ki Tareef  
Ism ke Aqsaam Misalon Ke Sath  
Jins(Muzakkar aur Maunnas) ki Tareef  
Jins ke Aqsaam  
Muzakkar aur Muannas ki Tareef  
Muzakkar Se Muannas Banane ka Tariqah  
 
UNIT – III                     [12 Hours] 
Hikayat  
Hikayat ki tareef  
Sahabi aur Khalifa ki tareef  
Hikayat-e-Sahaba (Khulafa e Raashidain -

Sayeduna Abu Bakr Siddiq(R.A),Hazrat 
Umar(R.A),Hazrat Usman(R.A),Hazrat Ali(R.A)  

Shaikh Saadi ka taruf  
Hikayat-e-Shaik Saadi  
Ek Badsha  
Haroon Rasheed  
 
 
 
 
 
 
 
 
 

  I۔ يونٹ
  قواعد 
  يف تعرحروف کی 
 کے اقسام حروف تہجی اوراس 
  ريف تعجملہ کی 
 کا طريقہ نےجملہ بنا 

  II ۔يونٹ
    يفتعراسم کی 
 کے ساته  ںالوثاسم کے اقسام م 
  ريف تع(مذکر اور مؤنث) کی  سجن 
  کے اقسامس جن 
 ريفتع کی ؤنثکر اور مذم 
 ے کا طريقہنکر سے مؤنث بنا ذم 

  III  ۔يونٹ
   حکايت 
  ريف تعحکايت کی 
 ی تعريفصحابی اور خليفہ ک 
  ِخلفا  حکايت) ابوبکر   ئےصحابہ  سيدنا  راشدين 

صديق رضی الله عنہ، حضرت عمر رضی الله عنہ،  
حضرت عثمان رضی الله عنہ، حضرت علی رضی الله  

 عنہ)
  فتعارشيخ سعدی کا 
  حکايتِ شيخ سعدی 
  ايک بادشاه 
  ہارون رشيد 
 

 IV  ۔يونٹ
   انشائيہ 
  يف تعرانشايہ کی 
  ف  تعارکا نسر سيد احمد خا 
  سر سيد احمد خان -اميد کی خوشی 
  تعارفرشيد احمد صديقی کا 
  رشيد احمد صديقی۔  –وم  حڈاکٹر عبدالحق مر 

  V -يونٹ 
  شخصيات کی سوانح 
 ريف تعکی  انح سو 
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UNIT – IV               [12 Hours] 
Inshayiya  
Inshayiya ki tareef  
Sir Syed Ahamed Khan ka taruf  
Umeed Ki Khushi – Sir Syed Ahamed Khan  
Rasheed Ahmed Siddiqi ka taruf  
Dr. Abdul Haq Marhoom – Rasheed Ahmed 

Siddiqi  
 
UNIT – V                     [12 Hours] 
Shakhsiyat ki Sawaneh  
Sawaneh ki tareef  
Allama Iqbal ki Sawaneh  
Moulana Abul Kalam Azad ki Sawaneh 

  علامہ اقبال کی سوانح 
 مولانا ابوالکلام آزاد کی سوانح 

 

# __________# Self Study Component for Seminar/Assignment:  
(Questions should not be asked from self study component in the End Semester Examinations) 
 

Text Books: 
NISAB-E-JAMEEL    EDITED BY Dr.S.MOHAMED YASSIR & Dr.S.MOHAMED MUDDASSIR 
Reference Book:  

 Qawayad Urdu– Maulvi Abdul Haq  

 Hikayat e Sahaba – Maulana Yusuf  
Kandhalvi  

 Mazameen e Sir Syed  
 

  Inshayiya aur Inshayiye – Syed Muhammad 
Hasnain  

 Mazhar-e- Adab – Edited by Dr.K.Habeeb Ahmed 
&  
 Dr.K.H.Kaleemullah 

 Adab-E-Jameel  – Edited by Dr.K.Habeeb Ahmed , 
Dr.S.M.Yassir & Dr.S.M.Muddassir 

Web Resources :  
1. www.rekhta.org  2. www.urduchannel.in  3. www.urducouncil.nic.in  
   

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 
Specific Outcomes (PSOs) 

 PO1 PO2 PO3 PO4 PO5 PO6 PO7 PO8 PSO1 PSO2 PSO3 

CO1 3 3 3 3        

CO2 3 3 3 3        

CO3 3 3 3 3        

CO4 3 3 3 3        

CO5 3 3 3 3        

            

3 – Strong; 2 – Medium; 1 – Low  
Prepared by Verified by 
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Syllabus for First Year UG Courses effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II GEL U24FUR201 URDU - II 60 3 25 75 100 
 

 
Objectives: 
Course Outcomes (COs) and Cognitive Level Mapping: 

COs 
CO Statement 

(After completing the course, the students will be able to) 
Cognitive 

Level 
CO1 Describing Ghazals K2 
CO2 Analyze Urdu Poets' Contributions to Ghazal K4 
CO3 Evaluating Nazams and Its Themes  K5 
CO4 Analyze and Critique Nazams by Various Poets  K5 
CO5 Evaluate Literary Translations K6 

Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 
Syllabus: 
 
UNIT – I                  [12 Hours] 
Ghazliyat  
Ghazal ki Tareef  
Mirza Ghalib ka taruf  
Mirza Ghalib ki Ghazal Dil Hi toh Yeh Na Sang….  
Momin Khan Momin ka taruf  
Momin Khan Momin ki Ghazal Adam Mein Rehte tu.. 

  
UNIT – II                [12 Hours] 
Khaja Mir Dard ka tarruf  
Khaja Mir Dard Tuhmatein Apne Zimme …..  
Jigar Muradabadi ka Tarruf  
Jigar Muradabadi ki Ghazal  Na Dunya ke Sitam…. 
 
UNIT – III              [12 Hours] 
Nazmein  
Nazm ki Tareef  
Allama Iqbal ka tarruf  
Allama Iqbal ki Nazm Khitab Ba Naujawan-e-Islam  
Khaja Altaf Hussain Hali ka tarruf  
Altaf Hussain Hali Ki Nazm Taleem Ki Ahmiyat 

 
UNIT – IV        [12 Hours] 
 Akbar Allahabadi ka tarruf 
 Akbar Allahabadi ki Nazm Nagma e Hasrat 
  Sahir Ludhyanavi ka tarruf 
 Sahir Ludhyanvi Ki Nazm Taj Mahal 
  Faiz Ahmad Faiz ka tarruf 
  Faiz Ahmad Faiz ki Nazm Subh-e-Azadi 

 
 
 
 

  I –يونٹ 
  اتيغزل  
 فيری تعغزل ک 
  تعارفمرزا غالب کا 
 غزل یمرزا غالب ک تو  یدل ہ
 .…نہ سنگ ہي
  ف تعارمومن خان مومن کا  
   غزل یمومن خان مومن ک  
  . تورہتے  ںيدم مع

  II-يونٹ 
  وفعادرد کا ت ريخواجہ م 
 ں چند اپنے ذمے ۔۔۔۔تہمتیدرد ريم خواجہ 
  عارفکا ت یجگر مرادآباد 
  غزل یک یجگر مرادآباد  اينہ دن 

  .…کے ستم
  III-يونٹ 
   ظميں ن  
 ف يرتع ینظم ک 
 فعارعلامہ اقبال کا ت 
   نظم یعلامہ اقبال ک  ِجوان   نوخطاب

 اسلام
  فعارکا ت ی حال نيخواجہ الطاف حس 
 نظم یک ی حال نيالطاف حس ميتعل 

  ت ہميا یک
  IV -يونٹ 
  عارفکا ت ی اکبر الہ آباد 
  حسرت مۂ نغنظم  یک ی اکبر الہ آباد 
  فعارکا ت یانويساحر لده 
  تاج محل   نظم  یک یانويساحر لده 
  فعارکا ت ضياحمد ف ضيف 
  صبح     نظم یک ضياحمد ف ضيف  

  ی آزاد
  V -يونٹ 
 ی نگار ترجمہ  
  فير تع یک یترجمہ نگار 
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UNIT – V        [12 Hours] 
 Tarjama Nigari 
 Tarjama Nigari Ki taareef 
 Tijarati Alfaz (Urdu Aur Angrezi) 
 Pyari Urdu (Tarjuma Urdu se Angrezi) 
 Makalimat (Urdu Aur Angrezi 

  یزي(اردو اور انگر ظالفا یتجارت( 
  اردو (ترجمہ اردو سے  یاريپ

 ) یزيانگر
  یز يمکالمات (اردو اور انگر( 

 

 
# __________# Self Study Component for Seminar/Assignment:  
(Questions should not be asked from self study component in the End Semester Examinations) 
 

Text Books: 
NISAB-E-JAMEEL    EDITED BY Dr.S.MOHAMED YASSIR & Dr.S.MOHAMED 
MUDDASSIR 
 
Reference Book:  

 Deewan-e-Meer 
 Deewan-e-Dard 
 Deewan-e-Ghalib 
 Kuliyath-e-Momin 

  Kuliyath-e-Akbar 
 Kuliyath-e- Iqbal 
 Kuliyath-e- Jigar 
 Kuliyath-e- Saher Ludhyanvi 

 
Web Resources:  
1. www.rekhta.org  2. www.urduchannel.in  3. www.urducouncil.nic.in  
   

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 
Specific Outcomes (PSOs) 

 PO1 PO2 PO3 PO4 PO5 PO6 PO7 PO8 PSO1 PSO2 PSO3 
CO1 3 3 3 2        
CO2 2 3 3 2        
CO3 3 2 3 3        
CO4 3 2 2 2        
CO5 3 3 2 3        

            
3 – Strong; 2 – Medium; 1 – Low  
 

Prepared by Verified by 
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Syllabus for First Year UG Courses effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II GEL U24CSL201 

SKILL LANGUAGE URDU 

LANGUAGE 
IDENTIFICATION AND 

COMPREHENSION 

60 2 50 50 100 

 

Objectives: 
Course Outcomes (COs) and Cognitive Level Mapping: 

COs 
CO Statement 

(After completing the course, the students will be able to) 
Cognitive 

Level 
CO1 Understanding Language Skills, Urdu Alphabets and Pronunciation K2 
CO2 Analyze Writing Proficiency in Urdu and Listening Skills K4 
CO3 Describe Compound Words in Urdu K4 
CO4 Constructing Basic Sentences and Reading Skills K5 
CO5 Enhancing Communication Skills and Writing Skills K6 

Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 
Syllabus: 
 

UNIT – I                  [12 Hours] 
Introduction about LSRW 
 Listening  
 Speaking  
 Reading and  
 Writing 

 
 
UNIT – II                [12 Hours] 
Listening: 
 Huroof-e-Thaji (Urdu Alphabet) 
 Murakab Alfaaz (Compound Words) 
 Small Sentences 

 
 
UNIT – III              [12 Hours] 
Speaking: 
 Huroof-e-Thaji (Urdu Alphabet) 
 Murakab Alfaaz (Compound Words) 
 Small Sentences 

 
 
UNIT – IV        [12 Hours] 

Reading: 
 Huroof-e-Thaji (Urdu Alphabet) 
 Murakab Alfaaz (Compound Words) 
 Small Sentences 

 
 
 
 

  گهنٹے]  I                      ]12 –يونٹ 
 LSRW کے بارے ميں تعارف  
 مات س  
  تقرير  
 قرات  
  تحرير  
  گهنٹے] I                        I]12 –يونٹ 
 مات س  
  اردو حروف تہجی  
  مرکب الفاظ  
  چهوٹے جملے  
  گهنٹے]  I                      II ]12 –يونٹ 
  تقرير  
  اردو حروف تہجی  
  مرکب الفاظ  
  چهوٹے جملے  
  گهنٹے]  V  I                        ]12–يونٹ 
 قرات  
  اردو حروف تہجی  
  مرکب الفاظ  
  چهوٹے جملے 

 
 
  

  گهنٹے]  V                       ]12 –يونٹ 
  تحرير  
  اردو حروف تہجی  
  مرکب الفاظ  
  چهوٹے جملے 
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UNIT – V        [12 Hours] 

Writing: 
 Huroof-e-Thaji (Urdu Alphabet) 
 Murakab Alfaaz (Compound Words) 
 Small Sentences 
 
# __________# Self Study Component for Seminar/Assignment:  
(Questions should not be asked from self study component in the End Semester Examinations) 
 

Text Books: 
Urdu for All – Part -I & II published by NCPUL, New Delhi 
Reference Books: 

1. "Urdu: An Essential Grammar" by Ruth Laila Schmidt 
2. "Urdu-English English-Urdu Dictionary" by S. M. Salimuddin, Suhail Anjum, and 

Rauf Parekh 
3. "Urdu ki Pehli Kitab" by Muhammad Sharif Baqa 
4. "Learning Urdu: A Comprehensive Course" by Mahvash Shaheen 

 

Web Resources :  
1. www.rekhta.org  2. www.urduchannel.in  3. www.urducouncil.nic.in 4. BBC Urdu 
5. UrduPod101 6. YouTube Channels - Urdu Stories for Kids 

  
   

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 
Specific Outcomes (PSOs) 

 PO1 PO2 PO3 PO4 PO5 PO6 PO7 PO8 PSO1 PSO2 PSO3 
CO1 3 3 3 3        
CO2 3 2 2 3        
CO3 3 3 3 3        
CO4 3 2 2 3        
CO5 3 3 2 2        

            
3 – Strong; 2 – Medium; 1 – Low  
 

Prepared by Verified by 
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Syllabus for All I Year UG Courses effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I GEL U24FEN101 ENGLISH – I 60 3 25 75 100 
 

Course Objectives 

 

Unit I 

Prose 

a. At School - M. K. Gandhi 

b. My Early Days - A.P.J. Abdul Kalam 

Poetry 

a. The Character of Happy Life - Henry Wotton 

b. Stopping by the Woods on a Snowy Evening - Robert Frost  

Unit II 

Prose  

a. My Financial Career - Stephen Leacock 

b. Computeracy -  Peter Lurie  

Poetry 

a. Where the Mind is Without Fear – Rabindranath Tagore  

b. If – Rudyard Kipling 

Unit III : Short Stories  

a. The Happy Prince - Oscar Wilde 

b. Engine Trouble - R.K. Narayan 

Unit IV : Autobiography & Reader’s Theatre 

a. I am Malala (Chapter 1) - MalalaYousafzai, 

b. The Refund – Fritz Karinthy  

Unit V 

Lexical Skills & Grammar 

a. Synonyms and Antonyms 

b. Homophones and Homonyms 

c. Words often Confused 

 

CO1 To enable learners to acquire self-awareness required in various life situations. 

CO2 To enable learners to inculcate positive thinking required in various life situations. 

CO3 To help them acquire the attribute of empathy 

CO4 To assist them in acquiring creative and critical thinking abilities 

CO5 To enable them to learn the basic grammar 
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Grammar  

a. Sentence 

b. Subject and predicate 

c. Parts of Speech  

d. Noun and its kinds 

e. Pronoun and its kinds 

f. Articles and Prepositions 

 

Prescribed Book: New Vistas in English – I, Board of Editors, Published by Hakeem Publication, 

Department of English, C. Abdul Hakeem College (Autonomous), Melvisharam-632509. 

www.cahc.ac.in, Mail: hakeemcollege@edu.in 

  



C. Abdul Hakeem College (Autonomous), Melvisharam. 

3 
 

Syllabus for All I Year UG Courses effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II GEL U24FEN201 ENGLISH – II 60 3 25 75 100 
 

Course Objectives 

 
Unit I 

Prose 

a. The Secret of Work - Swami Vivekananda 

b. Uncle Podger Hangs a Picture – Jerome K Jerome 

Poetry 

a. Satan’s Speech - John Milton 

b. Night of the Scorpion - Nissim Ezekiel 

Unit II 

Prose  

a. Mobile and Mixed Up – Anil Dharker 

b. Words of Wisdom – Chetan Bhagat 

Poetry 

a. The Road Not Taken – Robert Frost 

b. Alice Fell or Poverty – William Wordsworth 

Unit III 

Short Stories  

a. The Lady or the Tiger - Frank Stockton 

b. The Diamond Necklace – Guy de Maupassant  

Unit IV 
Biography & One Act Play 

a. The Saga of a Philanthropist  

b. The Never Never Nest – Cedric Mount 

Unit V 
Lexical Skills & Grammar  

a. One Word Substitutes 

b. Correct Usage of words 

c. Formation of plurals 

 

CO1 To facilitate self-awareness for handling diverse life situations. 
CO2 To cultivate positive thinking skills for various life scenarios. 

CO3 To develop empathy as a core attribute. 

CO4 To nurture creative and critical thinking abilities. 

CO5 To apply acquired grammar knowledge to improve the quality and effectiveness. 
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Parts of Speech 

a. The Phrase and The Clause - Types 

b. Adjective and its kinds 

c. Verb and its kinds 

d. Conjunction 

e. Interjection 

 

Prescribed Book: New Vistas in English–II, Board of Editors, Published by Hakeem Publication, 

Department of English, C. Abdul Hakeem College (Autonomous), Melvisharam-632509. 

www.cahc.ac.in, Mail: hakeemcollege@edu.in 
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Syllabus for All I Year UG Courses effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II GEL U24FEN201 
SKILLS FOR 

COMMUNICATION 60 3 25 75 100 

 

Course Objectives 

 
Unit I - Spoken Communication:  

1. Communication Etiquette 

2. Introducing Self and Others 

3. Listening for Specific Information 

4. Asking for Information and Giving Information 

5. Giving and Following Instructions 

Unit II  - Written Communication:  

1. Paragraph and Types of Paragraphs 

2. Descriptive Writing – Writing a Short Descriptive Essays of Two to Three Paragraphs 

3. Dialogue Writing 

4. Preparing Agenda for the Meeting 

5. Writing Minutes of the Meeting 

Unit III - Intrapersonal Communication:  

1. Emotional Intelligence 

2. Goal Setting 

3. Stress Management  

4. Positive Attitude  

5. Common Sense 

Unit – IV - Interpersonal Communication: 

1. Listening to Famous Speeches and Poems 

2. Making Short Speeches – Welcome Address and Vote of Thanks 

3. Making Short Presentation with PPT 

4. Day - to - Day Communication 

5. Communication with Fellow-Employee 

 

CO1 To inculcate communicative proficiencies in the learners 
CO2 To develop the essential aspects of effective written communication. 

CO3 To implant essential emotions needed in professional life. 

CO4 To enhance contextual communication in personal and professional situations with courtesy 

CO5 To instill competences required in recruitment process 



C. Abdul Hakeem College (Autonomous), Melvisharam. 

6 
 

Unit – V - Employment Communication: 

1. Preparing Resume & Curriculum Vitae 

2. Writing Covering Letter 

3. Aptitude Test 

4. Facing an Interview 

5. Group Discussion 

Prescribed Book: Skills for Communication, Board of Editors, Published by Hakeem Publication, 

Department of English, C. Abdul Hakeem College (Autonomous), Melvisharam-632509. 

www.cahc.ac.in, Mail: hakeemcollege@edu.in 

 



C. Abdul Hakeem College (Autonomous), Melvisharam. 

1 
 

 

Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I 
CC 

Theory 
U24MBA101 

PRINCIPLES OF 
MANAGEMENT 

75 4 25 75 100 

 

Objectives: To gain comprehensive knowledge in Business Management. 
 

Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 
Level 

CO1 Understand the basic aspects of Management. K2 
CO2 Analyze the Importance of Planning and Decision making. K4 

CO3 Define Organizing, Authority, Responsibility and Span of Management. K1 
CO4 Outline the Leadership and Motivational theories. K3 
CO5 Evaluate the Importance of Co-Ordination and Control. K5 

Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 
 

 
UNITI: INTRODUCTION TO MANAGEMENT (15 Hours) 

Management - Meaning-Nature of Management – Importance of Management- Levels of 
Management–Management Vs. Administration –Functions of Management – Role of a 
Manager- Henry Fayol’s Fourteen Principles of Management. 

 
UNITII: PLANNING (15 Hours) 

Planning – Meaning –Importance of planning -Nature of planning - Planning Process – 
Merits of planning - Demerits of Planning –Types of Planning ;Decision Making - Meaning 
– Characteristics – Steps in Decision Making – Problems in Decision Making. 

 
UNITIII: ORGANISING (15 Hours) 

Meaning –Importance of Organising – Principles of Organising - Formal and Informal 
Organization; Departmentation – Meaning – Types of Departmentation; Authority and 
Responsibility – Meaning – Sources of Authority – Difference between Authority & Power; 
Span of Management – Meaning – Factors determining Span of Management. 
UNITIV: LEADERSHIP (15 Hours) 

Leadership – Meaning – Importance of Leadership – Qualities of a Good leader -Styles of 
Leadership-TheoriesofLeadership–TraitsTheory-BehavioralTheory;Motivation–Meaning 

– Definition - Process of Motivation -Theories on Motivation– Maslow’s Need Hierarchy 
Theory, McGregor’s X and Y Theory. 

 
UNITV:CO-ORDINATIONANDCONTROL (15 Hours) 

Co-ordination – Meaning – Definition – Importance of Co-ordination - Techniques of Co- 
ordination; Control – Meaning – Definition – Importance of Control – Stages in the Control 
Process – Characteristics of an Ideal Control system. 
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Text Books: 
1. Gupta.C.B,BusinessManagement,SultanChand&SonsPublications,NewDelhi. 

2. P.C.Tripathi&P.NReddy,PrinciplesofManagement.TataMcGraw,Hill,Noida. 

ReferenceBooks: 

1. KSundhar,PrinciplesOfManagement,VijayNicholeImprintsLimited,Chennai 

2. HaroldKoontz,HeinzWeirich,EssentialsofManagement,McGrawHill,SultanChandan  
Sons, New Delhi. 

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme Specific 

Outcomes (PSOs)  

COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 

CO1 3 3 3 2 2 2 3 2 3 

CO2 3 2 2 2 2 2 3 3 2 

CO3 3 3 3 2 2 2 3 2 2 

CO4 3 2 2 2 2 2 3 3 3 

CO5 3 3 3 2 2 2 3 3 2 

Total 15 13 13 10 10 10 15 13 12 

Mean 3.00 2.6 2.6 2.00 2.00 2.00 3.00 2.6 2.4 

 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I 
CC 

Theory 
U24MBA102 

ACCOUNTING FOR 
MANAGERS - I 

75 4 25 75 100 

 

Objectives: To facilitate the understanding of accounting in general and to give a comprehensive 
understanding of the system of financial accounting. 
Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 

Level 
CO1 Explain the concepts and Conventions of Financial Accounting. K2 
CO2 Prepare the appropriate subsidiary books and Bank Reconciliation 

statement. 
K6 

CO3 Apply the Concepts of Accounting for the Preparation of Financial 
Statements. 

K3 

CO4 Solve Problems on Depreciation K2 
CO5 Prepare the Double Entry System of Accounts from Incomplete Records. K6 

Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 
 

UNIT-I   ACCOUNTING CONCEPTS                                                                    (15 Hours) 

Meaning and scope of Accounting, Basic Accounting Concepts and Conventions – Objectives 

of Accounting – Accounting Transactions – Double Entry Book Keeping – Journal, Ledger, 

Preparation of Trial Balance. 
 

UNIT-II  SUBSIDIARY BOOKS       (15 Hours) 

Subsidiary book – Preparation of cash Book – Bank reconciliation statement – rectification of 

errors – Suspense account. 
 

UNIT-III FINAL ACCOUNTS       (15 Hours) 

Preparation of Final Accounts – Adjustments – Closing stock, outstanding, prepaid and 

accrued, depreciation, bad and doubtful debts, provision and discount on debtors and creditors, 

interest on drawings and capital. 
 

UNIT-IV DEPRECIATION ACCOUNTS      (15 Hours) 

Depreciation- Need for Depreciation-Causes of Depreciation- Straight line Method. 

Diminishing Balance Method Only. 
 

UNIT-V SINGLE ENTRY SYSTEM      (15 Hours) 

Single Entry – Meaning, Features, Defects, Differences between Single Entry and Double Entry 

System – Net Worth Method Only. 
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Text Books: 

1. Financial Accounting - T.S. Reddy & A. Murthy. 
2. Financial Accounting – P.C. Tulsian 
3. Accounting for Managers –T S Reddy & Dr. Y. Hariprasad Reddy 
 

Reference Books: 

1. Financial Accounting – Dr. S.M. Shukla, Sahitya Bhavan Publication. 

2. Financial Accounting – CA. Dr. P.C. Tulsian and CA. Bharath Tulsian – S. Chand 

3. Financial Accounting - R. L. Gupta and V. K. Gupta, Sultan Chand &Sons. 

 

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme Specific 

Outcomes (PSOs)  

COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 
CO1 3 2 3 2 3 2 3 3 2 
CO2 3 2 3 2 2 2 3 3 2 
CO3 3 3 3 2 2 1 3 3 2 
CO4 3 2 3 2 2 1 3 3 2 
CO5 3 3 3 2 2 2 3 3 2 
Total 15  12 15  10   11 8  15  15  10  
Mean 3.00 2.4 3.00 2.00 2.2 1.6 3.00 3.00 2.00 

 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I 
GEL 

Theory 
U24ABA101 

MANAGERIAL 
ECONOMICS (ALLIED) 

75 5 25 75 100 

 

Objectives: To gain comprehensive knowledge in Managerial Economics. 
Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 

Level 
CO1 Describe the concepts of economics in current business scenario K1 
CO2 Explain the mechanics of supply and demand in decision-making and 

problem solving. 
K2 

CO3 Examine the factors of production and Economies of scale K3 
CO4 Analyse the pricing methods and strategies aligned with evolving 

marketing needs 
K4 

CO5 Assess the various market structures in an economy. K6 
Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 

 

UNIT-I   INTRODUCTION        (15 Hours) 

Managerial Economics  - Meaning – Definition –Nature of Managerial Economics –Scope of 
Managerial Economics - Role of Business Economist –Social Responsibilities of Business –
Objectives of Business Firms. 
 

UNIT-II  DEMAND ANALYSIS       (15 Hours) 

Demand – Meaning –Law of Demand –Types of Demand –Determinants of Demand –Elasticity 
of Demand –Meaning – Factors Influencing Elasticity of Demand – Role of Elasticity of 
Demand – Types of Elasticity of Demand 
 

UNIT-III PRODUCTION & COST      (15 Hours) 

Production – Meaning –Factors of Production – Production Function -  Law of Variable 
Proportion – Law of Returns to Scale - Economies of Scale - Cost – Meaning –Types of Cost 
– Fixed &Variable Cost –Total & Marginal Cost –Opportunity Cost. 
 

UNIT-IV PRICING         (15 Hours) 

Price –Meaning – Objectives of Pricing –Factors Influencing Pricing –Process of Price 
determination of  a Product –Kinds of Pricing- Methods of Pricing 
 

UNIT-V MARKET         (15 Hours) 

Market – Meaning –Classification of Market –Perfect Competition –Features –Difference 
between Pure Competition & Perfect Competition –Monopoly –Sources of Monopoly – Types 
of Monopoly– Duopoly – Features of Duopoly – Monopolistic Competition –Characteristics –
Oligopoly – Features – Causes of oligopoly  
 
Reference Books: 
1.Dr. S. Sankaran; Managerial Economics; Margham Publication, Chennai, 2019 
2.Thomas and Maurice; Managerial Economics: Foundations of Business Analysis and 
Strategy, McGraw Hill Education, 10 editions, 2017. 
3. H L Ahuja; Managerial Economics, S. Chand, 9th Edition,2017. 
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Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 

Specific Outcomes (PSOs) 

COs 
Programme Outcomes 

Programme Specific 

Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 

CO1 2 2 3 2 2 1 3 2 3 

CO2 3 3 2 2 1 3 3 2 3 

CO3 2 3 2 2 2 1 3 2 3 

CO4 2 3 2 2 1 3 3 2 3 

CO5 3 2 3 2 1 2 3 2 3 

Total 12 13 12 10 7 10 15 10 15 

Mean 2.4 2.6 2.4 2 1.4 2 3 2 3 

  

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I 
GEL 

Theory 
U24ABA102 

BUSINESS 
ENVIRONMENT (ALLIED) 

75 5 25 75 100 

 

Objectives: To gain comprehensive knowledge in Business Environment. 
 

Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 

Level 
CO1 Explain about the Business Environment K2 

CO2 Understand the political environment and its impact. K2 

CO3 Analyze of Economic Environment K4 

CO4 Analyze the importance of business in various social groups. K4 

CO5 Evaluate the real-time uses of Technology in Industry. K5 
Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 

 

UNIT-I          (15 Hours) 

The concept of Business Environment: its nature and significance A brief overview of political, 

cultural, legal, economic, and social environments and their impact on business and strategic 

decisions  

UNIT-II          (15 Hours) 

Political Environment: Functions of state, economic roles of government, government and legal 

environment. The constitutional environment, rationale and extent of state intervention 

UNIT-III          (15 Hours) 

Economic Environment: Business Cycles (Inflation, Deflation), Macroeconomic Parameters Like 

GDP, Growth Rate, Population, National Income, establishment of NITI Aayog (National Institution 

for Transforming India); 1991 New Economic Policy; business liberalization, privatization, and 

globalization 

UNIT-IV          (15 Hours) 

Social environment; cultural heritage; social attitudes; castes and communities Joint family 
systems – LPG Models. 
 
UNIT-V          (15 Hours) 

Technology environment – Industry 4.0-MeaningFeatures- basic Applications and Uses, AI, AR, 

Big Data and Analytics 
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Textbooks 

1. Dr. C.B. Gupta, Business Environment, Sultan Chand & Sons, New Delhi. 

Reference Books: 

1. Dr. S. Sankaran, Business Environment, Margham Publication, Chennai. 

2. Justin Paul, Business Environment, Tata Mc Graw Hill, Chennai. 

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 

Specific Outcomes (PSOs)  

COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 
CO1 3 3 2 3 2 3 3 3 2 
CO2 3 3 3 3 3 2 3 3 3 
CO3 3 2 2 2 3 2 3 3 2 
CO4 3 2 3 2 3 3 3 2 3 
CO5 3 3 3 2 3 2 3 2 3 
Total 15 13 13 12 14 12 15 13 13 
Mean 3 2.6 2.6 2.4 2.8 2.4 3 2.6 2.6 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I FC U24SBA101 
GENERAL COMMERCIAL 

KNOWLEDGE (FC) 
30 2 25 75 100 

 

Objectives: To gain comprehensive knowledge in Commerce. 
 

Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 

Level 
CO1 Define key concepts of commerce, trade, and industry.  K2 
CO2 Analyze of sole proprietorships, partnerships, and cooperatives.  K4 

CO3 Explain the features of joint-stock companies, contents of memorandum 
and articles of association. 

 K4 

CO4 Illustrate the management structure of joint-stock companies and 
appointment of directors. 

 K3 

CO5 Identify various types of company meetings, agenda setting and 
resolutions. 

K4 

Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 
 

UNIT –  I  INTRODUCTION        (06 Hours)  

Commerce, Trade, Industry – Meaning – Scope and Importance of Commerce – Economic Basis 

UNIT –  II              (06 Hours) 

Sole Trade – characteristics- advantages and disadvantage – Partnership - Features – Merits and 

Demerits - Co-operatives – Features – Types of co-operatives 

UNIT –  III             (06 Hours) 

Joint Stock Company – Features – Memorandum and Articles – Contents – Prospectus and Contents. 

UNIT –  IV             (06 Hours) 

Management of Joint Stock Company – Directors – Qualification, Appointment, Removal, Powers, 

and Duties. 

UNIT –  V         (06 Hours) 

Company Meetings – Types – Minutes – Agenda – Quorum – Resolution. 

Prescribed Text Books: 

1. Gosh and Bhutan, General Commercial Knowledge, Sultan Chand & Sons, New Delhi 
Books for Reference: 
2. J.C. Bahl&E.R.Dhongde, Elements of Commerce & Business Methods, New Book & Co., Mumbai 
2. P.N. Reddy &S.S.Gulshan, Commerce – Principles & Practice, S. Chand & Co., New Delhi 
3. J.C. Sinha &V.N.Mughali, A text book of Commerce, R. Chand & Co., New Delhi 
4. K.L.Nagarajan, Vinayagam, Radhasamy and Vasudevan, Principles of Commerce and General 
Commercial Knowledge, S.Chand& Co., New Delhi. 
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Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 

Specific Outcomes (PSOs)  

COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 

CO1  3  3 3 3 3  2  3 3 2 

CO2  3  3 3  2  2  2  3 3 2 

CO3  3  3 3  3  2 2  3 3 2 

CO4  3  3 3  2  2  1  3 3 2 

CO5  3  3 3  2  2  1  3 3 2 

Total  15 15 15 11   10  10  15  15  10 

Mean 3.00 3.00 3.00 2.2 2.00 2.00 3.00 3.00 2.00 

 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
  

 
  



C. Abdul Hakeem College (Autonomous), Melvisharam. 

11 
 

Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

I FC U24SBA102 
FINANCIAL SERVICES 

(SBS - I) 
30 2 25 75 100 

 

Objectives: To gain comprehensive knowledge in Financial services. 
 

Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive Level 

CO1 Discuss the fundamental aspects of financial services. K2 

CO2 Summarize the functions of merchant banking and factoring. K2 

CO3 Examine the types of leasing and hire purchase finance. K3 

CO4 Discuss the basic aspects of mutual fund.  K2 

CO5 Analyze of credit rating agencies.  K4 

Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 
 

UNIT –  I  INTRODUCTION       (06 Hours) 

Financial  Services – Meaning – Functions of Financial Services – Characteristics of Financial 

Services – Problems in Indian Financial Service. 

UNIT –  II   MERCHANT BANKING & FACTORING    (06 Hours) 

Merchant Banking – Meaning – Functions of Merchant Bankers – Factoring – Characteristics of 

Factoring – Merits of Factoring – Demerits of Factoring. 

UNIT –  III  LEASING& HIRE PURCHASE FINANCE    (06 Hours) 

Leasing – Meaning – Types of Leasing – Advantages of Leasing – Hire Purchase Finance: Meaning 

– Contents of hire purchase agreement – Different between hire purchase and leasing. 

UNIT –  IV  MUTUAL FUNDS        (06 Hours) 

Mutual Funds – Meaning – Characteristics of Mutual Funds – Types of Mutual Funds – Merits and 

Demerits of Mutual Funds. 

UNIT –  V  CREDIT RATING AGENCIES      (06 Hours) 

Credit Rating Agencies – Meaning – Nature of Credit Rating – Advantages and Disadvantages of 

Credit Rating. 
 

Text Book: 

M.Y.Khan, Indian Financial System, Tata McGraw Hill, 2001. 

Reference Books: 

H.R. Machiraju, Indian Financial System, Vikas Publishing House. 

Dr S.Gurusamy, Financial Services and Systems, Vijay Nicholes Imprint Pvt. Ltd. 

Shashi K. Gupta, Nisha Aggarwal, Financial Services, Kalyani Publishers 
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Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 

Specific Outcomes (PSOs)  

COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 

CO1 3 3 3 3 3 2  3 3 2 

CO2 3 3 3 2 2 2  3 3 2 

CO3 3 3 3 2 2 2  3 3 2 

CO4 3 3 3 2 2 2  3 3 2 

CO5 3 3 3 2 1 1  3 3 2 

Total 15 15 15 10 10 08  15  15  10 

Mean 3.00 3.00 3.00 2.00 2.00 1.6 3.00 3.00 2.00 

 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II CC U24MBA201 Marketing Management 75 4 25 75 100 
 

Objectives: To facilitate the understand Marketing Fundamentals 
 
Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 
 

Cognitive Level 
CO1 Outline the fundamentals of Marketing. K1 

CO2 Summarise product mix, product life cycle and brand loyalty. K2 

CO3 Understand the Role of Pricing and Distribution in Business 
Strategy. 

K2 

CO4 Describes the role of promotion, advertising and personal 
selling in Marketing.  

K4 

CO5 Evaluate the Technology Platforms in Digital Marketing. K5 
Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 

 

UNIT: I INTRODUCTION        (15 Hours) 

Marketing – Meaning – Difference between marketing & selling – Evolution of marketing 

concept – Importance of marketing – Functions of Marketing -  Relationship of marketing 

with other functional areas – Marketing Mix.  

UNIT: II PRODUCT        (15 Hours) 

Product – Characteristics – levels of product – classification of product – difference between 

goods and services – product mix – stages in product t life cycle – phases in new product 

development – Branding – Meaning – functions of Branding – merits of branding – brand 

loyalty. 

UNIT: III PRICING & DISTRIBUTION      (15 Hours) 

Pricing – objectives of pricing - Factors influencing pricing decisions – Different kinds of 

pricing – Distribution – factors to be considered in selecting channels – major channels of 

distribution – issues in distribution. 

UNIT: IV PROMOTION        (15 Hours) 

Promotion – meaning – objectives of promotion – kinds of promotion – advertising – 

objectives – kinds of advertising –merits and demerits of advertising – personal selling – 

meaning – characteristics – qualities of good salesman. 

UNIT: V DIGITAL MARKETING       (15 Hours) 

Digital  Marketing – meaning – objectives – benefits – issues - digital marketing assets – 

technology platforms in digital marketing – ideas of implementing an effective digital 

marketing – career opportunities in digital marketing 
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Text Book: 
Dr. C.B. Gupta & Dr. N. Rajan Nair – Marketing Management – Sulthan Chand . 

 

Reference Books: 

1.Marketing Management – Philip Kotler 

2.Marketing Management – Jayasankar 

 

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 

Specific Outcomes (PSOs)   

COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 

CO1 3 2 3 3 2 2 3 2 3 

CO2 3 3 3 2 1 1 3 2 3 

CO3 3 3 2 2 2 2 3 2 3 

CO4 3 2 2 3 1 2 3 2 3 

CO5 3 2 2 2 2 1 3 2 3 

Total 15 12 12 12 8 8 15 10 15 

Mean 3.00 2.4 2.4 2.4 1.6 1.6 3.00 2.00 3.00 

 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II CC U24MBA202 
ACCOUNTING FOR 

MANAGERS - II 
75 4 25 75 100 

 

Objective: To facilitate the understanding of accounting in general and to give a comprehensive 

understanding of the system of Management Accounting. 

Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 

Level 

CO1 Understand the basic aspects of Management Accounting. K2 

CO2 Prepare the Cash flow Statement. K6 
CO3 Analyze the uses of Ratios to assess a firm financial position. K4 

CO4 Prepare of  Budgets and its importance.  K6 

CO5 Outline the Cost Volume Profit Analysis in Business. K2 
Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 

 

UNIT I:  INTRODUCTION        (15 Hours) 

Management accounting – Meaning, nature, scope and functions, need, importance and 

limitations – Management Accounting vs. Cost Accounting. Management Accounting vs. 

Financial Accounting. 

UNIT II:   CASH FLOW STATEMENT (AS 3 FORMAT)   (15 Hours) 

Cash flow Statement: Meaning – Objectives – Advantages – Problems in Cash flow ( Indirect Method 

Only) 

UNIT III: RATIO ANALYSIS       (15 Hours) 

Ratio Analysis – Interpretation,  Steps in ratio analysis benefits and limitations –Classification of 

ratios - Liquidity, Profitability, turnover. (Simple Problems Only) 

UNIT IV:  BUDGET AND BUDGETARY CONTROL    (15Hours) 

Budgets and budgetary control – Meaning, objectives, merits and demerits - Essentials of a good 

Budgetary System – Sales, Production, flexible budgets and cash budget. 

UNIT V: MARGINAL COSTING       (15 Hours) 

Marginal Costing – Importance - Advantages of Marginal Costing - CVP analysis – Break even 

analysis—Margin of safety . 

Text Books: 

1.  Accounting for Managers –T S Reddy & Dr. Y. Hariprasad Reddy. 
2. Management Acounting–T S Reddy & Dr. Y. Hariprasad Reddy. 
 

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 

Specific Outcomes (PSOs)  
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COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 
CO1 3 3 3 2 2 2 3 3 3 
CO2 3 3 3 1 2 2 3 3 3 
CO3 3 3 3 2 1 2 3 3 3 
CO4 3 3 3 1 1 2 3 3 3 
CO5 3 3 3 2 2 2 3 3 2 
Total 15 15 15 8 8 10 15 15 14 
Mean 3.00 3.00 3.00 1.6 1.6 2.00 3.00 3.00 2.8 

 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II GEL U24ABA201 

BUSINESS 
CORRESPONDENCE 

(ALLIED) 
75 5 25 75 100 

 

Objective: To gain comprehensive knowledge in Business Correspondence. 
Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 

Level 

CO1 Discuss  the  fundamental aspects of Business Communication. K2 

CO2 Analyze of Different Medias of Communication K4 
CO3 Formulate the  Layout & basic aspects of Letter Writing K6 

CO4 Evaluate  Different kinds of Business Letters. K5 

CO5 Compose Job Application Letters & Resumes K6 
Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 

 

UNIT I: INTRODUCTION        (15 Hours) 

Communication: Meaning – objectives of Communication – Process of Communication - 

Principles of effective communication - Barriers to Communication- Types of 

Communication. 

UNIT II:  MEDIA OF COMMUNICATION     (15 Hours) 

Written Communication - Merits and Demerits. Oral Communication- Merits and Demerits- 

Essential of effective Oral Communication- Face to Face Communication-Visual 

Communication- Audio Visual Communication.  

UNIT III: ASPECTS OF LETTER       (15 Hours) 

Basic Principles in Drafting a Letter – Need of a Business Letter- Functions of Business 

Letters - Physical Aspects of Business Letters – Essentials of a Good Business letter - 

Structure of a Business Letters. 

UNIT IV:   KINDS OF BUSINESS LETTERS                (15 Hours) 

Enquiry Letters - Offer Letters – Quotation Letters - Order Letters – Circular letters - 

Collection Letters. (Only Letters) 

UNIT V:   LETTERS FOR JOB APPLICATION& INTERVIEW  (06 Hours) 

General Guidelines in Writing Application Letters – Letters for Job Application –Solicited 

Letters – Unsolicited Letters - Resume – Interview – Interview Techniques – Interviewee’s 

Preparation for the Interview – Interviewee’s conduct during the Interview. 
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Text Book: 

 Rajendra Pal & J.S Korlahali, Essential of BusinessCommunication, Sultan Chand & Sons. 
 

Reference Books: 

1.K. Sundar& A Kumara Raj, Business Communication, Vijay Nicole Imprints Pvt. Limited. 

2.Varinder Kumar & Bodh Raj,  Business Communication, Kalyani Publishers. 

3.N.S.Raghunathan& B. Santhanam, Business Communication, Margham Publication. 

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 

Specific Outcomes (PSOs)  

COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 
CO1 3 3 3 2 3 2 3 3 3 
CO2 3 2 3 3 2 2 3 3 3 
CO3 3 2 3 2 3 2 3 3 3 
CO4 3 3 3 3 2 2 3 3 3 
CO5 3 2 3 3 3 2 3 3 3 
Total 15  12 15  13  13 10 15  15  15 
Mean 3.00 2.4 3.00 2.6 2.6 2.00 3.00 3.00 3.00 

 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II GEL U24ABA202 
INSURANCE AND RISK 

MANAGEMENT (ALLIED) 
75 5 25 75 100 

 

Objectives: To gain comprehensive knowledge in Commerce. 
 
Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 

Level 
CO1 Understand the basic workings of insurance and hedging K2 

CO2 Evaluate the types of Life insurance policies and settlement K4 

CO3 Outline the types of General Insurance Business K2 

CO4 Evaluate the assessment and retention of risk K4 

CO5 Describe the operation of IRDA K3 

Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 
 

UNIT-I Introduction to Insurance       (15 Hours) 

Definition of Insurance - Characteristics of Insurance – Principles of Contract of Insurance – General 

Concepts of Insurance – Insurance and Hedging – Types of Insurance – Insurance Intermediaries – 

Role of Insurance in Economic Development. 
 

UNIT-II Life Insurance         (15 Hours) 
Life Insurance Business - Fundamental Principles of Life Insurance – Basic Features of Life 

Insurance Contracts - Life Insurance Products –Traditional and Unit Linked Policies – Individual and 

Group Policies - With and Without Profit Policies – Types of Life Insurance Policies – Pension and 

Annuities – Reinsurance – Double Insurance 

UNIT-III General Insurance        (15 Hours) 
General Insurance Business - Fundamental Principles of General Insurance – Types - Fire Insurance 

– Marine Insurance – Motor Insurance – Personal Accident Insurance – Liability Insurance – 

Miscellaneous Insurance – Claims Settlement. 

UNIT-IV Risk Management        (15 Hours) 
Risk Management – Objectives – Process – Identification and Evaluation of Potential Losses – Risk 

Reduction - Risk Transfer – Risk Financing - Level of Risk Management – Corporate Risk 

Management – – Personal Risk Management. 

UNIT-V IRDA Act 1999        (15 Hours) 
Insurance Regulatory and Development Authority (IRDA) 1999 – Introduction – Purpose, Duties, 

Powers and Functions of IRDA – Operations of IRDA – Insurance Policyholders’ Protection under 

IRDA – Exposure/Prudential Norms - Summary Provisions of related Acts. 
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Text Books: 

1.Neeti Gupta, Anuj Gupta and Abha Chopra, Risk Management and Insurance, Kalyani Publishers, 

New Delhi. 

2. Dr.N. Premavathy – Elements of Insurance, Sri Vishnu Publications, Chennai. 

3. M.N. Mishra & S.B. Mishra, Insurance Principles and Practice, S Chand Publishers, New Delhi. 

4. Michel Crouhy, The Essentials of Risk Management, McGraw Hill, Noida. 
5. Thomas Coleman, A Practical Guide to Risk Management, CFA, India. 
 

Reference Books: 

1. John C.Hull, Risk Management and Financial Institutions (Wiley Finance), Johnwiley & sons, New Jersey. 

2. P.K. Gupta, Insurance and Risk Management, Himalaya Publications, Mumbai. 

3. Dr. Sunilkumar, Insurance and Risk Management, Golgatia publishers, New Delhi. 

4. Nalini PravaTripathy, Prabir Paal, Insurance Theory & Practice, Prentice Hall of India. 

5. Anand Ganguly – Insurance Management, New Age International Publishers. 

Web Resources; 

1. https://www.mcminnlaw.com/principles-of-insurance-contracts/ 

2. https://www.investopedia.com/terms/l/lifeinsurance.asp 

 https://www.irdai.gov.in/ADMINCMS/cms/frmGeneral_Layout.aspx?page=PageNo108&flag=1 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II DSSEC U18SBA201 
BASICS OF STOCK 
MARKET (SBS - II) 

30 2 25 75 100 

 

Objective: To gain comprehensive knowledge in Stock market. 
 

Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 

Level 

CO1 Summarize the different types of companies. K2 

CO2 Discuss the role of stock exchanges in the financial market. K2 

CO3 Analyze different types of investment options in the stock market. K4 

CO4 Examine the types of primary market issues. K3 

CO5 Evaluate the functions and significance of the secondary market.   K5 
Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6 Create) 
 

UNIT-I INTRODUCTION TO COMPANIES      (06 Hours) 

Meaning: Private Company – public Company- Difference between Private Company and Public 

Company- Prospectus- Promoter - Types of Shares. 

UNIT-II STOCK EXCAHNGE        (06 Hours) 

Meaning- SEBI Objectives – Role of SEBI in buying and selling shares. Terminologies in stock 

market : Equity / Shares/ Debentures/ Debts Instruments / Derivatives / Mutual fund – Index-

depository- de materialization (Demart) 

UNIT-III INVESTMENT         (06 Hours) 

Meaning – Need for Investment – Options available for Investment in Stock Market – Short Term 

Investment  and Long Term Investment – do’s and don’ts  while investing  in Stock Market- Factors 

Determining Interest Rates. 

UNIT-IV PRIMARY MARKET        (06 Hours) 

Meaning - Role of Primary Market – Face Value of Shares - Debentures- Premium and Discount in 

Security Market – Need for issue of Shares to Public- Kind of Issue- Issue Price - Market 

capitalization- Difference between Public issue and Private placement-Initial public Offering (IPO)- 

offer for sale (OFS)- lock in period – Listing and deleting of securities. 

UNIT-V SECONDARY MARKET       (06 Hours) 

Meaning – role – difference between primary and secondary market – stock trading-how to place 

orders with brokers-contract note- products dealt in secondary market- growth stock- value stock-

dividend stock- factors influencing price of a stock- bid price-offer price – portfolio-advantages of 

diversified portfolio- mutual funds-active mutual funds-passive mutual funds-benefits and risk 

involved in investing mutual funds. 
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Text Book: 

Prof. V. Balachandran, - “Security Market & Regulation”, Sultan & Chand Publication, New Delhi. 

 

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 

Specific Outcomes (PSOs)  

COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 

CO1 1 2 2 1 2 1 3 2 1 

CO2 3 3 3 1 2 1 3 2 1 

CO3 3 3 3 1 1 1 3 3 1 

CO4 3 2 3 1 2 1 3 2 1 

CO5 3 3 3 1 2 1 3 2 1 

Total 13 13 14 5 9 5 15 11 5 

Mean 2.6 2.6 2.8 1 1.8 1 3 2.2 1 

 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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Syllabus for B.B.A., effective from the year 2024-2025 

Sem Category Course Code Course Title  Hours Credits Int. 
Marks 

Ext. 
Marks 

Max. 
Marks 

II DSSEC U18SBA202 
OFFICE MANAGEMENT 

(SBS - III) 
30 2 25 75 100 

 

Objective: To gain comprehensive knowledge in Business Correspondence. 
Course Outcomes (COs) and  

COs 
CO - Statement 

(After completing the course, the students will be able to) 

 
Cognitive 

Level 
CO1 Explain the concepts and Principles of Office Management. K2 

CO2 Implementing filing and indexing techniques.. K3 

CO3 Discuss the factors influencing office accommodation and layout K2 

CO4 Describe various methods of data collection. K2 

CO5 Identify the modes and barriers of communication in offices. K4 

Cognitive Levels (K1-Remember; K2-Understand; K3-Apply; K4-Analyze; K5-Evaluate; K6-Create) 
 

UNIT – 1  INTRODUCTION TO OFFICE MANAGEMENT     (6 HOURS ) 

Meaning, functions and importance of office management - Principles - Changing office scenario - 

Time Management.  

UNIT – 2  OFFICE MANAGER       (6 HOURS) 

Qualifications – Qualities - Functions - The authorities and responsibilities of an office manager -  

filing - Indexing - Record Administration - Agenda preparation for Meetings.  

UNIT – 3  OFFICE ACCOMMODATION AND LAYOUT    (6 HOURS) 

Office accommodation – Factors – Office Location – Factors in selecting office location -   Office 

layout: Objectives – Importance. 

UNIT – 4  OFFICE REPORTS        (12 HOURS) 

Different methods of Data Collection - observation, Interview, Mailed Questionnaire, Editing of Data. 

Classification of Data, Objectives and Types - Qualities of Report- Types and Presentation of Report.  

UNIT – 5  OFFICE COMMUNICATION      (6 HOURS) 

Communication Process – Modes of Communication - Types of Communication – Barriers in 

Communication - Barriers in Electronic communication modes. 

 

Text books:  

1. R. T.S. Devanarayanan & N.S. Raghunathan – office management – Margham  Publications, 
Chennai.  

Books for Reference: 

1. Pillai RSN and Bagavathi, Office Management, , New Delhi, S. Chand & Company Limited, 2003. 
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2. Krishna Murthy E., M. Nagasubramanian, Improve your Secretarial Skills, S.Chand Publication, 
2003. 

Mapping of Course Outcomes (COs) with Programme Outcomes (POs) and Programme 

Specific Outcomes (PSOs)  

COs 
Programme Outcomes 

Programme Specific 
Outcomes 

PO1 PO2 PO3 PO4 PO5 PO6 PSO1 PSO2 PSO3 

CO1 3 3 3 3 3 2  3 3 2 

CO2 3 3 3 2 2 2  3 3  2 

CO3 3 3 3 2 2 2  3 3  2 

CO4 3 3 3 2 2 2  2 2  2 

CO5 3 3 3 2 1 1  3  3  2 

Total 15 15 15 10 10 08  12  11  10 

 3.00 3.00 3.00 2.00 2.00 1.6 2.4 2.2 2.00 

 

3 – Strong; 2 – Medium; 1 – Low  

 

Prepared by Verified by 
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