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Course of B Com (Banking and Insurance)

First Year
Semester —I1

Business Communication — I
(with effect from 2016-17)

Modules at a Glance

Sr. No. Modules No. of Lectures
1 Presentation Skills 10
2 Group Communication 15
3 Business Correspondence 10
4 Language and Writing Skills 15
60

Course Objectives:

1. To develop awareness of the complexity of the communication process in group.

2. To develop effective presentation skills in students so as to enable them to
comprehend topics and present them in a simple and lucid manner.

3. To develop effective writing skills so as to enable students to write in clear, concise
and persuasive manner during business correspondences.

4. To demonstrate effective use of communication technology

Course Outcome:

Upon successful completion of the course, the learner will be able to:
CO1: Apply conceptual the presentation skills in real life business problems. (level: Apply)

CO2: Effectively use the communication skills in group meetings, conferences and public
speaking (level: Apply)

CO3: Construct different types of letters used in daily course of business (level: create)

CO4: Comprehend with better report writing skills (level: Apply)
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Detailed Syllabus

Sr. No. Units/Modules

1 Presentation Skills ( Skill Development)

Presentations: (to be tested in tutorials only) 4 Principles of Effective
Presentation Effective use of OHP Effective use of Transparencies How to
make a Power-Point Presentation

2 Group Communication

Interviews: Group Discussion Preparing for an Interview, Types of Interviews
— Selection, Appraisal, Grievance, Exit

Q Meetings: Need and Importance of Meetings, Conduct of Meeting and Group
Dynamics Role of the Chairperson, Role of the Participants, Drafting of Notice,
Agenda and Resolutions

Conference: Meaning and Importance of Conference Organizing a Conference
Modern Methods: Video and Tele — Conferencing

Public Relations: Meaning, Functions of PR Department, External and Internal
Measures of PR

E Business Correspondence( Skill Development)

Trade Letters: Order, Credit and Status Enquiry, Collection (just a brief
introduction to be given)

Only following to be taught in detail:- Letters of Inquiry, Letters of
Complaints, Claims, Adjustments Sales Letters, promotional leaflets and fliers
Consumer Grievance Letters, Letters under Right to Information (RTI) Act
[Teachers must provide the students with theoretical constructs wherever

necessary in order to create awareness. However students should not be tested
O\ on the theory.]

4 Language and Writing Skills (Skill Development)

Reports: Parts, Types, Feasibility Reports, Investigative Reports
Summarisation: Identification of main and supporting/sub points Presenting
these in a cohesive manner

Suggested Reference Books:

e Agarwal, Anju D (1989) A Practical Handbook for Consumers, IBH.
e Alien, RK. (1970) Organisational Management through Communication.

o Ashley,A (1992) A Handbook Of Commercial Correspondence, Oxford University
Press.

e Aswalthapa, K (1991) Organisational Behaviour, Himalayan Publication, Mumbai
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Course of B Com (Banking and Insurance)

First Year
Semester —I1

Organisational Behaviour
(with effect from 2016-17)

Modules at a Glance

Sr. No. Modules No. of
Lectures
1 Introduction of organizational Behavior 15
2 Group Dynamics 15
3 Organizational Culture and Change Management 15
4 Organizational Development. 15
Total 60

Course Objectives:

1. To provide basic knowledge of key approaches and Models relating to
Organizational Behavior.

2. To identify specific steps mangers can take to motivate the employees.

3. To understands ways of acting effectively and finding ways for controlling
human behavior.

4. To apply different concepts relating to managing of conflicts, change, time
and stress.

Course Outcome:

Upon successful completion of the course, the learner will be able to:
COLl: understand the Organisational structure of companies (level: Understand)

CO2: Effectively understand the behaviour of individuals in an organisation (level:
Understand)

CO3: Effectively understand the behaviour of groups in an organisation (level: Understand)

CO4: Comprehend the theories of motivation and resolve conflict in organisation (level:
Apply)
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Details Syllabus

Sr. No.

Modules/Units

Introduction of organizational Behavior

e Meaning, Nature and scope of OB, Models of OB,

e Theories of Motivation :

e Maslow, Herzberg, Mc.Gregor Theory X and Theory Y, William
Ouchi's Theory Z, Victor Vroom . ERG theory

e Application of the Theories

e -« Motivational techniques in Banking and Insurance Industry

Group Dynamics

« Individual Behavior ( 1Q, EQ, SQ)

* Group Formation, Team Building, Team Development.

* Goal Setting

* Soft Skills, Interpersonal Skills, Multicultural Skills, Cross Cultural Skills.
(Skill Development)

* Johari Window

Organizational Culture and Change Management

* Work Culture, Ways for Making Work Culture Effective and Lively, Work
Conflicts.

* Organizational Change, effects of Resistance to Change, ways to overcome
resistance to change.

* Time and Stress Management.

Organizational Development

* Meaning and Nature of OD.
* Techniques of OD.
* Importance of OD.

Suggested Reference Books:

e Stephen P. Robbins “Organizational Behavior” Prentice Hall of India Private Ltd.

e Mirza S. Saiyadain “Organizational Behaviour” Tata Mc. Graw Hill.

e John Bratton “Work and Organizational Behaviour *Militza Callinan Carolyn
Forshaw and Peter Sawchuk Palagrave Macmilla, New York.

® Margie Parikh and Rajen Gupta “Organizational Behaviour” Tata Mc. Graw Hill
Education Private Limited , New Delhi.

° Suja Nair “Organizational Behaviour” Himalaya Publishing House, Mumbai.
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Course of B Com (Banking and Insurance)

First Year
Semester —I

Financial Accounting —I
(with effect from 2016-17)

Modules at a Glance

Sr. No. Modules No. of
Lectures
1 Introduction to Accounting 12
2 Classification of Income & Expenses & Accounting Standards 12
3 Stock Valuation & Hire purchase 20
4 Final Accounts 16
Total 60

Course Objectives:

1. To enhance the understanding of conceptual knowledge of financial accounting and to impart

skills for recording various kinds of business transactions.

2. To understand the concept of stock valuation and Hire purchase

3. To demonstrate the preparation of final accounts of trading and manufacturing companies

4. To make them understand the whole process of issue of Shares and Debentures.

Course Outcome:

Upon successful completion of the course, the learner will be able to:

CO1: Acquire conceptual knowledge of basics of accounting in accordance GAAP. (level:

understand)

COZ2: Develop the skill of preparing stock ledgers and hire purchase accounts. (level: Apply)

CO3: Equip with the knowledge of accounting process and preparation of final accounts of

sole trader and manufacturer (level: Apply)

CO4: Determine the process of Issue of shares and Debentures, (level: understand)
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Detailed Syllabus

SE Modules / Units

No.

1 Introduction to accounting
Meaning, scope, objectives, need, importance and limitations of accounting. Basic
accounting terminology. Branches of accounting. Accounting concepts,
Conventions and Principles. Double Entry System, Classifications of accounts,
Rules of debit and credit. Writing of journal Entries and Ledger, Sub division of
journal and Trial Balance

2 Classification of Income & Expenses & Accounting Standards
Classifications of Income, Expenditure and Receipts on the basis of capital and
revenue. Source documents required for practical accounting. Introduction to Bank
Reconciliation Statement and Errors and their Rectification. Accounting Standard 1,
2, 6, 8, 9, 10. Understanding Fair value concept, Overview of Ind-AS vis-a-vis
International Financial Reporting Standards (IFRSs).

3 Stock Valuation & Hire purchase
Stock valuation (FIFO and Weighted Average Method only) Hire Purchase
Transactions (calculation of interest, accounting as per asset purchase method only,
exclude repossession)

4 Final Accounts
Trading Account, Profit and Loss Account, Balance Sheet, Adjustment Entries.
(Skill Development)

Suggested Reference Books:

« Introduction to Accountancy by T.S. Grewal, S. Chand and Company (P) Ltd., New Delhi

* Advance Accounts by Shukla and Grewal, S. Chand and Company (P) Ltd., New Delhi

* Advanced Accountancy by R.L Gupta and M. Radhaswamy, S. Chand and Company (P)

Ltd., New Delhi
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Course of B Com (Banking and Insurance)

First Year
Semester —I

Financial Accounting —I
(with effect from 2016-17)

Modules at a Glance

Sr. No. Modules No. of
Lectures
1 Introduction to Accounting 12
2 Classification of Income & Expenses & Accounting Standards 12
3 Stock Valuation & Hire purchase 20
4 Final Accounts 16
Total 60

Course Objectives:

1. To enhance the understanding of conceptual knowledge of financial accounting and to impart

skills for recording various kinds of business transactions.

2. To understand the concept of stock valuation and Hire purchase

3. To demonstrate the preparation of final accounts of trading and manufacturing companies

4. To make them understand the whole process of issue of Shares and Debentures.

Course Outcome:

Upon successful completion of the course, the learner will be able to:

CO1: Acquire conceptual knowledge of basics of accounting in accordance GAAP. (level:
understand)

CO2: Develop the skill of preparing stock ledgers and hire purchase accounts. (level: Apply)

CO3: Equip with the knowledge of accounting process and preparation of final accounts of

sole trader and manufacturer (level: Apply)

CO4: Determine the process of Issue of shares and Debentures. (level: understand)
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Detailed Syllabus

Sr. Modules / Units

1 Introduction to accounting

Meaning, scope, objectives, need, importance and limitations of accounting. Basic
accounting terminology. Branches of accounting. Accounting concepts,
Conventions and Principles. Double Entry System, Classifications of accounts,
Rules of debit and credit. Writing of journal Entries and Ledger, Sub division of
journal and Trial Balance

2 Classification of Income & Expenses & Accounting Standards

Classifications of Income, Expenditure and Receipts on the basis of capital and
revenue. Source documents required for practical accounting. Introduction to Bank
Reconciliation Statement and Errors and their Rectification. Accounting Standard 1,
2, 6, 8, 9, 10. Understanding Fair value concept, Overview of Ind-AS vis-a-vis
International Financial Reporting Standards (IFRSs).

3 Stock Valuation & Hire purchase

Stock valuation (FIFO and Weighted Average Method only) Hire Purchase
Transactions (calculation of interest, accounting as per asset purchase method only,
exclude repossession)

4 Final Accounts

Trading Account, Profit and Loss Account, Balance Sheet, Adjustment Entries.
(Skill Development)

Suggested Reference Books:
* Introduction to Accountancy by T.S. Grewal, S. Chand and Company (P) Ltd., New Delhi
* Advance Accounts by Shukla and Grewal, S. Chand and Company (P) Ltd., New Delhi

* Advanced Accountancy by R.L Gupta and M. Radhaswamy, S. Chand and Company (P)
Ltd., New Delhi

GE OF COMMERCE
HES AND SHANTAREN
{0 ‘LIZEGE OF SCIENCE

{(AUTOMOMUS)
MALAD (W), MUMEAS - 400 084



_A\

o

Course of B Com (Banking and Insurance)

First Year
Semester —I

Financial Accounting —I
(with effect from 2016-17)

Modules at a Glance

Sr. No. Modules No. of
Lectures
1 Introduction to Accounting 12
2 Classification of Income & Expenses & Accounting Standards 12
3 Stock Valuation & Hire purchase 20
4 Final Accounts 16
Total 60

Course Objectives:

1. To enhance the understanding of conceptual knowledge of financial accounting and to impart

skills for recording various kinds of business transactions.

2. To understand the concept of stock valuation and Hire purchase

3. To demonstrate the preparation of final accounts of trading and manufacturing companies

4. To make them understand the whole process of issue of Shares and Debentures.

Course Outcome:

Upon successful completion of the course, the learner will be able to:

CO1: Acquire conceptual knowledge of basics of accounting in accordance GAAP. (level:
understand)

CO2: Develop the skill of preparing stock ledgers and hire purchase accounts. (level: Apply)

CO3: Equip with the knowledge of accounting process and preparation of final accounts of
sole trader and manufacturer (level: Apply)

CO4: Determine the process of Issue of shares and Debentures, (level: understand)
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Detailed Syllabus

Sr. Modules / Units

1 Introduction to accounting

Meaning, scope, objectives, need, importance and limitations of accounting. Basic
accounting terminology. Branches of accounting. Accounting concepts,
Conventions and Principles. Double Entry System, Classifications of accounts,
Rules of debit and credit. Writing of journal Entries and Ledger, Sub division of
journal and Trial Balance

2 Classification of Income & Expenses & Accounting Standards

Classifications of Income, Expenditure and Receipts on the basis of capital and
revenue. Source documents required for practical accounting. Introduction to Bank
Reconciliation Statement and Errors and their Rectification. Accounting Standard 1,
2, 6, 8, 9, 10. Understanding Fair value concept, Overview of Ind-AS vis-a-vis
International Financial Reporting Standards (IFRSs).

3 Stock Valuation & Hire purchase

Stock valuation (FIFO and Weighted Average Method only) Hire Purchase
Transactions (calculation of interest, accounting as per asset purchase method only,
exclude repossession)

4 Final Accounts

Trading Account, Profit and Loss Account, Balance Sheet, Adjustment Entries.
(Skill Development)

Suggested Reference Books:
» Introduction to Accountancy by T.S. Grewal, S. Chand and Company (P) Ltd., New Delhi

« Advance Accounts by Shukla and Grewal, S. Chand and Company (P) Ltd., New Delhi

» Advanced Accountancy by R.L Gupta and M. Radhaswamy, S. Chand and Company (P)
Ltd., New Delhi
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Course of B Com (Banking and Insurance)

First Year
Semester —I1

Organisational Behaviour
(with effect from 2016-17)

Modules at a Glance

Sr. No. Modules No. of
Lectures
1 Introduction of organizational Behavior 15
2 Group Dynamics 15
3 Organizational Culture and Change Management 15
4 Organizational Development. 15
L Total 60

Course Objectives:

1. To provide basic knowledge of key approaches and Models relating to
Organizational Behavior.
2. To identify specific steps mangers can take to motivate the employees.

3. To understands ways of acting effectively and finding ways for controlling
human behavior.

4. To apply different concepts relating to managing of conflicts, change, time
and stress.

Course Outcome:

Upon successful completion of the course, the learner will be able to:
CO1: understand the Organisational structure of companies (level: Understand)

CO2: Effectively understand the behaviour of individuals in an organisation (level:
Understand)

CO3: Effectively understand the behaviour of groups in an organisation (level: Understand)

CO4: Comprehend the theories of motivation and resolve conflict in organisation (level:
Apply)
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Details Syllabus

Sr. No. Modules/Units

1 Introduction of organizational Behavior

e Meaning, Nature and scope of OB, Models of OB,

e Theories of Motivation :

e Maslow, Herzberg, Mc.Gregor Theory X and Theory Y, William
Ouchi's Theory Z, Victor Vroom . ERG theory

e Application of the Theories

e -+ Motivational techniques in Banking and Insurance Industry

2 Group Dynamics

» Individual Behavior ( IQ, EQ, SQ)

* Group Formation, Team Building, Team Development.

* Goal Setting

* Soft Skills, Interpersonal Skills, Multicultural Skills, Cross Cultural Skills.
(Skill Development)

= Johari Window

3 Organizational Culture and Change Management

* Work Culture, Ways for Making Work Culture Effective and Lively, Work
Conflicts.

* Organizational Change, effects of Resistance to Change, ways to overcome
resistance to change.,

* Time and Stress Management.

4 Organizational Development

* Meaning and Nature of OD.
* Techniques of OD.
¢ Importance of OD.

Suggested Reference Books:

e Stephen P. Robbins “Organizational Behavior” Prentice Hall of India Private Ltd.

e Mirza S. Saiyadain “Organizational Behaviour” Tata Mc. Graw Hill.

® John Bratton “Work and Organizational Behaviour “Militza Callinan Carolyn
Forshaw and Peter Sawchuk Palagrave Macmilla, New York.

e Margie Parikh and Rajen Gupta “Organizational Behaviour” Tata Mc. Graw Hill
Education Private Limited, New Delhi.

e Suja Nair “Organizational Behaviour” Himalaya Publishing House, Mumbai.
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Course of B Com (Banking and Insurance)

First Year
Semester —I1

Business Communication — I1
(with effect from 2016-17)

Modules at a Glance

Sr. No. Modules No. of Lectures
2 1 Presentation Skills 10
{_) 2 Group Communication 15
3 Business Correspondence 10
4 Language and Writing Skills 15
60

Course Objectives:

1. To develop awareness of the complexity of the communication process in group.

2. To develop effective presentation skills in students so as to enable them to
comprehend topics and present them in a simple and lucid manner.

3. To develop effective writing skills so as to enable students to write in clear, concise
and persuasive manner during business correspondences.

4. To demonstrate effective use of communication technology

Course Outcome:

Upon successful completion of the course, the learner will be able to:
CO1: Apply conceptual the presentation skills in real life business problems. (level: Apply)

CO2: Effectively use the communication skills in group meetings, conferences and public
speaking (level: Apply)

CO3: Construct different types of letters used in daily course of business (level: create)

CO4: Comprehend with better report writing skills (level: Apply)




0023
\ 3
l‘*-._,f

Detailed Syllabus

Sr. No. Units/Modules
1 Presentation Skills ( Skill Development)

Presentations: (to be tested in tutorials only) 4 Principles of Effective
Presentation Effective use of OHP Effective use of Transparencies How to
make a Power-Point Presentation

2 Group Communication
Interviews: Group Discussion Preparing for an Interview, Types of Interviews
— Selection, Appraisal, Grievance, Exit

Meetings: Need and Importance of Meetings, Conduct of Meeting and Group
Dynamics Role of the Chairperson, Role of the Participants, Drafting of Notice,
Agenda and Resolutions
Conference: Meaning and Importance of Conference Organizing a Conference
Modern Methods: Video and Tele — Conferencing
Public Relations: Meaning, Functions of PR Department, External and Internal
Measures of PR

3 Business Correspondence( Skill Development)

Trade Letters: Order, Credit and Status Enquiry, Collection (just a brief
introduction to be given)

Only following to be taught in detail:- Letters of Inquiry, Letters of
Complaints, Claims, Adjustments Sales Letters, promotional leaflets and fliers
Consumer Grievance Letters, Letters under Right to Information (RTI) Act

[Teachers must provide the students with theoretical constructs wherever
necessary in order to create awareness. However students should not be tested
on the theory.]

4

Language and Writing Skills (Skill Development)

Reports: Parts, Types, Feasibility Reports, Investigative Reports
Summarisation: Identification of main and supporting/sub points Presenting
these in a cohesive manner
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Suggested Reference Books:

o Agarwal, Anju D (1989) A Practical Handbook for Consumers, IBH.
o Alien, R.K. (1970) Organisational Management through Communication.
o Ashley,A (1992) A Handbook Of Commercial Correspondence, Oxford University

Press.
e Aswalthapa, K (1991) Organisational Behaviour, Himalayan Publication, Mumbai

- OF SCIENCE

064



