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Academic Year: 2016-17

O

O

NAGINDAS KHANDWALA COLLEGE

Autonomous

TERMWISE TEACHING PLAN

16-17-June/ D — TTP-SFC/BBI/FTKS
Department: SFC-BBI

Term: Sem V

DI/F-TTP/01

Class: TYBBI Subject: MARKETING IN BANKING AND INSURANCE Name of the faculty: Kavita Shah
Week June July August September
Module 1 Module 3 Factors in setting marketing Marketing on social Media Platform
1 lntmdu_ction to Goods and Service Consumer in Services marketing communication mix
Marketing Web Marketing, Rural Marketing ,

Introduction, Definition ,Classification and
Service Marketing mix and its importance
7 P’s of Marketing Mix and Service
Marketing

Introduction and Stimulus Response Model
Decision Making Unit

Social Marketing

2 Marketing of Banking and Insurance
Products and Service Marketing Mix
strategies for the same.

Importance of Personnel in Services Managing
Service Quality
Service Quality Model (CAPS model)

Post Sales services strategies Recent
Trends and Challenges in Marketing

3 Module 2: Channels of Marketing and

Marketing research :
Introduction, Process and types Of

Marketing Research

Managing Service Gaps

Ethics in marketing
Major trends in consumer services

Product, Sales, Consumer and Promotion

Major trends in product support service

Marketing in 21st century

4 research
Marketing Logistics( Logical objectives for
banking and Insurance products)
5 Module 4 )

Advertising and branding of services
Role of advertising
Determining Communication Objectives

. \

Remarks by H.O.D.: Dr. Kavita Shah

Issued by MR: Dr. Moushumi Datta
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Academic Year: 2016-17

Class: TYBBI

O

O

NAGINDAS KHANDWALZA COLLEGE
Autonomous

TERMWISE TEACHING PLAN

16-17-June/ D — TTP-SFC/BBUVFTMT
Department: SFC-BBI

Term: Sem V

Subject: FINANCIAL SERVICES MANAGEMENT

DI/F-TTP/01

Name of the faculty: Meha Todi

Week June

July

August

September

Module: 1 Financial services, merchant
banling, leasing and hire purchase

Introduction
Financial Services

Factoring And Forfeiting Factoring-
Modus Operandi, Terms, Functions, Types

Module 4-CREDIT RATING, TREASURY
MANAGEMENT, DEPOSITORIES AND
Introduction, Origin

Functions, credit rating in India, benelit ol credit
rating, credit rating agencies in India.

Depositories And Pledge
Hypothecation

2 Merchant Banking Module 3 : CRISIL-IICRA-CARE- Limitations of Rating —
SECURITISATION OF DEBT nnd Future of credit rating in India
DERIVATIVES
Introduction, Securitization of Debt
3 Leasing and Hire Purchase Structure for securitization Treasury Management Introduction . scope,
Securitization abroad , securitization in objectives , functions ,treasury management in bank
India. Future prospects of securitization. and corporate
Module 2 Derivative- cost Centre v/s profit Centre treasury, centralized v/s
4 MUTUAL FUND, FACTORING AND | Types of financial derivatives decentralized treasury
FORFEITING
Mutual Fund
5 Trading system ,clearing entities and their

role

A} v 4

Remarks by H.0.D.: Dr. Kavita Shah

[ssued by MR: Dr. Moushumi Datta
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@ O DI/F-TTP/01
NAGINDAS KHANDWALA COLLEGE
Autonomous
TERMWISE TEACHING PLAN

20-21-June/ D — TTP-SFC/BBI/FTMT
Academic Year: 2020-21 Term: Sem V Department: SFC-BBI

Class: TYBBI  Subject: INTERNATIONAL BANKING & FINANCE ~ Name of the faculty:Meha Todi

Week June July August September October November

1 e European Monetary International Equity Market Unit-3 Calculation of rates using International lending operations

system Presentations Markets and Markets difterent methods Presentations
- Presentations Participants Determinants of Exchange Rate

2 Current Exchange rate International Bond Market Forcign Exchange Unit-1V e

system Presentations Market Intro to International BanKing
Presentations Presentations
3 Unit-1 Types of Exchange rates Risk Management Role of FEDAI and Recent trends in International
Fundamentals of Presentations Internal and External Hedging | FEMA Banking

International Business

4 BOP, IMF Unit-II Foreign currency Derivative Foreign Exchange Funetions of 1B
Types of Cash Flows:FDI | instruments Arithmetic International Merchant Banking
FPI and FII Presentations

5 | - Euro Currency Markel =~ | =e=se=weseenes Exchange rate | ==--eerememee-
Presentations Quotations

N P
; ) = ) \“""/ R TSTEAD
Remarks by H.O.D.: Dr. Kavita Shah Sign. : Date: 13/6/2020
[

MANAGEMENT REPRESENTATIVE
[ssued by MR: Dr. Moushumi Datta S KLADWALY
NAGINDAS KHANDWAL A COLLEGE
(AUTONOMUS)
MALAD (W), MUMBAI - 400 084



@ ®
paplof
NAGINDAS KHANDWALA COLLEGE F/TTP
TERMWISE TEACHING I'-"L_Aln
fB-hd- /D — TNy epC-88) PTmi
Academic Year: X016~ &01% Term:  FIRsT
Department: 8FC- BB Name of the Faculty: Ms. ™MEZ zirl KHad
Topics to be covered g TR
Sr.No.| Class | Subject June _ duyly, August ] Septtmber ~ October
TYRR) | Anancied peepal i U Abaiaduc t"“n"‘-‘""h-*?"—‘* :‘\‘“‘- ‘-«'-‘_ 1“(""& "
RepoAbingy | | - - WWM Kinhipu;;._-:,. ,j LJ?,[
- g,,‘d U L?C}Jmilnﬁcmﬁ Gl Cﬁ-‘v S".Q—b— od [-»1 eyl 'I‘_ JQ; f{_’.
Aratsycs Froal Accovntiy C-JE’HCQIMC- |
! l I
Stdy Hody o rcif-,mw_ﬁs ¢ j_’V wa!;l?s B
Accounting | A ccountin %im.,;hg____ phadie]
paLfCLoe:S FEEM pab-...c-‘hi }-»éc"am F—]’Y‘Jt &S _ N e L .
‘P_mnt.udz ﬁe.pa:{*j f—bfanu.q_w epo}'f-f . I - o Ll .|} s
of Beruys ! o] L& = !
IdurnnCe Corpaniy B e
/
Remarks by H.O.D.: A Ve mfm%p .&(if,&(a.;é}bu' Sign C@/
\Guﬁ“ Date ;zglce)&ot.s \ |
==
* Reference of case studies whenever required as per syllabus /"
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Academic Year: 2016-17

Class: TYBBI

@,

Q)

NAGINDAS KHANDWALA COLLEGE

Autonomous

TERMWISE TEACHING PLAN

Term: Sem V

Subject: Security Analysis and Portfolio Management

DI/F-TTP/01

16-17-June/ D — TTP-SFC/BBI/FTGHR

Department: SFC-BBI

Name of the Faculty: G.H. RAO

Week June July Aupust September
1 Module:1 An Overview of Investment, Mndul?:l The Time_Value of an_ M_oquh::J . Portfolio Theory and Capital Asset Efficient Market Hypothesis
. Alternatives, Introduction to Analysis and valuation of Debt: Equity | Pricing Model:
Securities Market: Yaluation, Risk and Return:
Investment-Investment versus Speculation, Efiiiinition Introduction
Objectives of investment, The Time Value of Money Portfolio Theory- Portfolio Return, Portfolio Risk
2 Meaning of Porifolio, Portfolio management | Analysis and valuation of Debt Capital Asset Pricing Model
Portfolio Management Process, Approaches | Equity Valuation
to Investment Decision making Risk and Return-
3 [nvestment Alternatives: Module:3 Financial Statement Analysis: | Capital Asset Pricing Model
Introduction
Financial Statement Analysis
4 Securities Market- Fundamental Analysis Efficient Market Hypothesis
5 Technical Analysis

Remarks by H.O.D.: Dr. Kavita Shah

Issued by MR: Dr. Moushumi Datta
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Sign. :

Date: 15.06.2016

U EMENT REPRESENTATWE

ISO 9001 :
NAGINDAS KHANDWALA COLLEGE
(AUTONOMUS)
MALAD (W), MUMBAI - 400 084



O © DI/F-TTP/01

NAGINDAS KHANDWALA COLLEGE
Autonomous

TERMWISE TEACHING PLAN
16-17-June/ D — TTP-SFC/BBI/FTPP

Academic Year: 2016-17 Term: Sem V Department: SFC-BBI
Class: TYBBI Subject: AUDITING Name of the Faculty: Poonam Popat
Week June July August September
1 Module:1 Introduction to Auditing Maintenance of Books of Account - Module:4 Other Thrust Arens Role of Auditor vis a vis Audit committees &
Related Party Disclosures- Segment corporate Governance principle
Meaning, Objects, Basic Principles and Reporting., Divisible Profit, Dividend Systems Audit- Social Audit- Environment Audit
Techniques. Classification of Audit, Audit | and Depreciation (Companies Act, Energy Audit- Forensic Audit-Peer review
#Llanning. Internal Control, Internal Check | Standards on Accounting, Legal Ethics in Auditing — Auditor’s Independence,
and Internal Audit Decisions and Auditor’s Responsibility Auditing in CIS Environment
2 Audit Procedure Representations by Management-Contents | Standards on Auditing
Special features of Cost audit. Tax audit . | of Annual Report, Definition-Distinction Professional Liability of Auditors: Code ol Ethics
and Management audit. between Report and Certificate with special reference to the relevant provisions of
Types of Reports/Opinion The Chartered Accountants
3 Recent Trends in Auditing: Basic Module:3 Audit of Bank and Insurance | Standards on Auditing
considerations of audit in EDP Companies b Professional Liability of Auditors: Code ol Ethics
Environment Banks- Legislation Relevant to Audit of with special reference to the relevant provisions of
Banks, Approach to Bank Audit The Chartered Accountants
Internal Control Evaluation
Module:2 Audit of Limited Companies: | Insurance Companies- Legislation CLAUSES On professional misconduct
4 Relevant to Audit of Insurance companies
Qualification, Disqualification, (Life and General Insurance), Review of
Appointment, Removal, Remuneration of | Internal Control
Auditors
Audit Ceiling
5 Audit Report Matters as per IRDA).

Sign.: _ \, M ' a\"’a

Remarks by H.O.D.: Dr. Kavita Shah Date: 15.06.2016
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TERMWISE TEACHING Plrﬁt\g]
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Academic Year: 206 —=201% Term: _pFigs—T (1) _
Department: SFC- 85| Name of the Faculty: (s SHECTAL  DESA
Topics to be covered ] ]
Sr.No. | Class | Subject June July August i Septmnbe_r_____ ~ October
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NAGINDAS KHANDWALA COLLEGE F/TTP

TERMWISE TEACHING F’Lﬁ\_\l
1!;5,1j / D —TT[duny/ SFC /gsifF'T/RHl

Academic Year: 2016 - 20[ / Term: HRST ‘.
Department: _ SFc - B8 Name of the Faculty: RA mna Tk . [YER
Topics to be covered ___ byt T T
Sr.No. | Class __§ubjec;t June July August ! ~ September |  October |
g}fﬁ.&f Fio ao Gedl Cash E»urﬂ.r;ezp' To 0!5 of> Kroancid an.ﬂ{,} o) Foxew) i._S_uv;-:(.-:f:_éa_ =i
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* vep| GTIPP
Lecture Plan for the Academic year 2016-2017
CLASS: SYBBI SEMESTER : 3
SUBJECT : MANAGEMENT ACCOUNTING
SR. DATE TOPIC HOURS ) REMARKS
NO.
UNIT |
Chapter 1 - Overview of management accounting
1 16/6/2016 | Management Accounting — Meaning & Scope, Functions, 145
Qualities of management accountant, Objectives of
management accounting
i s
| 1 Chapter 2 — Treasurer & Controller
2 18/6/2016 | Role & Function 1.5
|
(j \ Chapter 3 — Meaning & use of different costs for different
purposes
2 23/6/2016 | Meaning of cost & classification of cost - theory
3 24/6/2016 | Meaning of cost & classification of cost —Sums 1.5
25/6/2016 | Meaning of cost & classification of cost - Sums 1.5
UNIT Il
Chapter 1 — Marginal & Absorption costing
5 30/6/2016 Meaning, advantages & limitations, Formula explanation 15
6 2/7/2016 | Cost Volume Profit Analysis- meaning & Computation of 15
BEP & MOS - Sums g
7 4/7/2016 | ----------- SUMS-=====""
8 | 6/7/2016 B — 15 |
9 | 7/7/2016 | --=--=---=- Sums-—-=- 1.5
10 9/7/2016 | -------===- SUMS-—-—-""""" 1.5
11 | 18)/7/2016 | —=—— SUMS---=====-=" 1.5
(" } (—_12 16/7/2016 | Single Limiting Factor analysis where a company has 1.5
: restricted freedom of action — Cost Sheet - theory
13 21/7/2016 | Cost Sheet —Sums 1.5
14 23772008 || ——==em Sums ------—---=- 1.5
15 1:28/7/2016)| sz SUMS ===-======= 1.5
16 30/7/2016 | =smmrmrmmee Sums =-------- - 155
17 1/8/2016; |—crsrmn= SUmMs --=-==----- 15
18 3/8/2016 | LPP - ———"— Sums --=-------- 15
19 4/8/2016 | - - SUMS -m-mmmmme 1.5
i UNIT IV
Chapter | Managerial Decision Making
20 6/8/2016 | Product mix decision 1:5
51| 11/8/2016 | Make or buy , operate or shut down decision 1.5
22 13/8/2016 | Accept or reject export order 1.8
'
a“—e’ v WW
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' RESENTATIVE
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MALAD (W), MUMBAI - 400 084




UNIT |
Chapter 4 — Management Information System
23 18/8/2016 | Concept, need, characteristics, role, limitations 1.5
24 20/8/2016 | MIS & Computers, Different type of reports 15
UNIT 1l
Chapter 1 - Interpretation of Financial Statements
25 22/8/2016 | with the help of i) Notes to Accounts 1.5
26 24/8/2016 | with the help of i) Notes to Accounts 1.5
27 25/8/2016 | with the help of i) Director’s report & Auditor’s report 1.5
Chapter 2- Cost Audit
28 27/8/2016 | Theory 1.5
29 Extra Revision
30 Extra Revision
@

Marking scheme: Internal 25 and External 75

REFERENCE BOOKS:
Accounting for management ( Maheshwari & Maheshwari)
Management Accounting (Bhagvathi & Pillai)

Advanced Financial Management ( I.M. Pandey)

Advanced Financial Management ( Khan & Jain) "{JOUQJ/“)')

1)
2)
3)
4)
5)

Cost Accoutnig — TYB.Com (Aainapur & Aainapure)
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A NAGINDAS KHANDWALA COLLEGE F/ZTTP
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Academic Year. Rt —[7 Term: FiR5T
Department: S_F—C-ﬁ@f Name of the Faculty: %%’ Anchy Tindaf
Topics to be covered |
Sr.No. | Class | Subject June July August | S_ptember ~ October
1o 1s48eT | CRM |Hidericat Patfechil —Reasiio, - CAM- q tost heus k- Corelonnes i
_. |y CRM , Meading %M o R:M cualjod |ca.g___ —
= i/ o Bese)'E L C'-uA'. Capp
hitnivg Ul = oy Rl dind, . cagté 7 haie
Hisy @iectve z’w@mm_&wk&mwlm“; r-ﬂ. £ foner Sery,
CRN Derefik of | Srotet by alfly la 8, & | vips hie
-C{Rf'_f/ ﬁ.— * Neeof l-ri{ Werg tamesl o U 1ok, tevnen Leavt
- Tyfes el 4 Latibion Cesdric onan Ehr: !mpﬁaw
A V| sfomes oeloution |« focst o e Mutpimedi
—Wb@%w- s.‘mﬂw,c gign Spr - | ol o0 G
Covnpopt- phuspeedl o Lo 0¢ I petsubin o U B YY1
g I /[ [ v Resapl E-(a-v.-"‘ . p— s BJivsctin sha
d B [.8- ya%&
- eflechve &M i
__________ A;W&MMML
Remarks by H.O.D.: _fs , o, Mﬁﬁm;% g?!,ugb,” Sign et
‘(9‘;‘_’,9 Date 2¢)\ &\ 16
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NAGINDAS KHANDWALA COLLEGE F/ TTP

TERMWISE TEACHING Pli-dé"i\“lf
18-~/ D TTJON/SRC 7 R pTITS

F TLP/o

Academic Year: 0?0{6 K0{ % Term : T”lf\-v'l" ol ¥
Department: Se[f- Linance ~ Name of the Faculty: s . Truph Shah
amkmq [ Runra ce L
Topics to be covered
Sr.No. | Class | Subject June July August . September October
{ SYBI | [nfpvmde) Infoducken [E-Comym . Protex C1 berw COvime. [ DDL, DML
%chndoq., Hoohcaha-nm IT D DD Componmi 03 berr (a0 |RDRMA.
- 0 “IMeanling & [DNs URL r‘rﬂﬂrci_;&nog Data mining
Banliag [lnsunanc oom‘alf:oeb\l!-e, ERFP ~ WOy C&_!_‘fuio,(@c*
0 £ brunatie] RTHS ngz«% ped RNy ,_PG'J SA
[ (ontepd DM : ~ 2 ¢y ggm 20| Y} g
Fuxn chom lm:»qmwa dannn UIN~ COO):L(D"!QL_’_DOub'f Qn(um?
Typex o, RTOS  [YN 4 . YNeaninyg, 9 FQFJ:K p:cﬁ:}ezﬁ
(= bash mq ¥ Avchitechunt. Need ol

EET, NEET | EDI~cooalyne| FRP~ P1Is

Coedid Card [Adu . F-3ec 5?—Déb_imp((;{¢.;_' "

LoEling E= Paq e = |ndahon %L_E_&E-_-__ ot
Pmce»&‘@ﬁj F-¢ofnm. Adv. I“fb _
T - &liitahony | Data Copnmum-
Adv. EDisadv| 7T Ref 2000 pafion - DBMS |
Remarks by HO.D.: D Sk Mmmmd:p M{a,éa.( Sign. : %E:——’//
=
Cawj& Date : {D!é{f b
* Reference of case studies whenever required as per syllabus ‘\b &
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Lam vt I__.:
¢ I SYBBI 2 g\ :

g,;"g SEMESTER-III w--\@
ORGANISATION BEHAVIOUR
SR. NO. DATE TOoPIC LECTURE SIGN
DURATION

1. 3/6/16 Introduction to OB 1.5 hrs

2 7/6/16 Meaning & Features [.5 hrs

3. 10/6/16 Scope of OB 1.5 hrs

4. 14/6/16 Advantages & Limitations 1.5 hrs

5. 17/6/16 Models of OB 1.5 hrs

6. 21/6/16 Theories of OB- Maslow, Herzberg 1.5 hrs

i 24/6/16 Mc.Gregor, Theory X & Theory Y, 1.5 hrs

Victor Vroom, ERG theory
8. 28/6/16 Application of theories 1.5 hrs
9. 1/7/16 Motivational techniques in Banking & 1.5 hrs
Insurance

10. 5/7/16 Individual Behaviour 1.5 hrs

11. 8/7/16 Group Formation, Team building 1.5 hrs

12. 12/7/16 Team Development, Goal Setting 1.5 hrs

13. 15/7/16 Soft Skills, Interpersonal skills 1.5 hrs

14. 19/7/16 Multicultural & Cross cultural skills 1.5 hrs

15. 22/7/16 Johari Window 1.5 hrs

16. 26/7/16 Work Culture 1.5 hrs

17. 29/7/16 Ways to make work culture effective 1.5 hrs

& Lively

18. 2/8/16 Work Conflicts 1.5 hrs

19, S/8/16 Organisational Change 1.5 hrs T

20. 9/8/16 Resistance to change 1.5 hrs

21, 12/8/16 Ways to overcome resistance to 1.5 hrs

. change \ [
A
WANKGENENT REPRESENTATIVE
. ISO 9001 : 2015
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22. 16/8/16 Time management 1.5 hrs
23, 19/8/16 Stress management 1.5 hrs
24, 23/8/16 Organisational Development 1.5 hrs
25. 26/8/16 Meaning & Nature of OD 1.5 hrs
26. 30/8/16 Presentations 1.5 hrs
27. 2/9/16 Presentations 1.5 hrs
28. 6/9/16 Techniques of OD 1.5 hrs
29. 9/9/16 Importance of OD 1.5 hrs
30. 13/9/16 Revision 1.5 hrs

REFERNCE BOOKS:

1. Stephen P. Robbins, “Organisational Behaviour”, Prentice Hall of India Private Ltd.

(S8

Suja Nair, “Organisational Behaviour”, Himalaya Publishing House, Mumbai.

3. Joan V. Gallos, “Organisational Development”, John Wiley and Sons Publications, San
Francisco.

INTERNAL MARKS ALLOCATION
10 Marks - Internal written test

10 marks — Project Presentation & Viva

05 marks — Attendance & Class Participation

A e
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o . TERMWISE TEACHING Pl}"r‘ﬂ\\\‘j‘[
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Academic Year: &0\t~ 01 F Term: __ F\RS T
Department; SF¢- 881 Name of the Faculty: _ Mc. Brumisa  PaTeL
Topics to be covered |
Sr.No. | Class | Subject June July August | September Octoher
SN PR (r . g4 - T wrne fvem unie 32 —— IAVARE N s
& - Basic Tenw s Selan | PN NN,
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ProMisto Y15, )
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Lecture Plan for Academic Year 2018-201%9

Class: FYBBI

Subject: Principles of Management

SrNo | Date & Signature Toics Duration(Hr) | Remark
1 02/07/16 Importance, meaning, definition of 1.5
management, process
2 6/07/16 Levels of management, managerial skills 1.5
3 9/07/16 Management Art, Science, Profession, 15
professional Vs Family Management
4 13/07/16 Basis of Departmentation 1.5
5,6,7 | 16/07/16,20/07/16 | Organization structure 4.5
O ,23/07/16
8 27/07/16 Staffing A L5
9,10 | 30/07/16,3/08/16 Recruitment, sources of recruitment, 3.0
process, criteria,
11 6/08/16 Authority and responsibility 15
12 10/08/16 Directing concepts, importance, features 1.5
13,14 | 13/08/16,20/08/16 | Motivation theories 3.0
15 24/08/16 Control pracess, effective r:ontrol 1.5
techniques
16 27/08/16 Leadership style, traits 1.5
17, 31/08/16 Control techniques 3.0
18 3/09/16
19 7/09/16 Co-ordination 1.5
20,21 | 10/09/16 Classical theories 3.0
14/09/16
22,23 | 21/09/16,24/09/16 | Modern theory of management 3.0
24,25 | 26/09/16 Planning, planning process, techniques 3.0
i; 20N 27/09/16
o 26,27 | 28/09/16 Concepts, importance, steps 3.0
29/09/16
28,29 | 30/09/16 Definition of business plan, Preparation of | 3.0
4/10/16 business plan, practical examples of
business plan
30 5/10/16 Case study and syllabus discussion 1.5

Examination pattern;

External: 75 marks and Internal :
attendance 05 marks)

25 marks (Internal test 10 Marks, Project and assignment 10, and

Reference books: 1) Principles of management by T. Ramaswamy

2) Wisdom of Indian Business Leaders by G. Naraygna %?
¢ 'H—o-. S
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BUSINESS COMMUNICATION-I A
Sr. No | Date & Sign Topie Duration Remarks
[~ L 4/7/16 The Concept of Communication 1 % Hr.
2. 57116 The Concept of Communication 1 % Hr.
< 11/7/16 The Concept of Communication 1 %2 Hr.
4. 12/7/16 Channels and Objective of 1 ¥ Hr.
Communication
v | 18/7/16 Channels and Objective of 1 Y2 Hr.
Communication
6. 19/7/16 Channels and Objective of 1% Hr.
Communication
T 19/7/16 Methods and Modes of Communication 1 % Hr.
g. 25/7116 Methods and Modes of Communication 1 ¥ Hr.
9. 26/7/16 Methods and Modes of Communication 1% Hr.
10. 26/7/16 Barriers to Communication 1 % Hr.
| 8 1/8/16 Barriers to Communication 1 % Hr.
[ 12, 2/8/16 Barriers to Communication 1 % Hr.
13. 8/8/16 Listening Skills 1 ¥ Hr.
14. 9/8/16 Listening Skills 1 Y2 Hr.
15. 16/8/16 Listening Skills 1 %2 Hr.
16. 22/8/16 Introduction to Business Ethics 1 % Hr.
17.| 23/8/16 Introduction to Business Ethics 1 %2 Hr.
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18.| 23/8/16 Introduction to Business Ethics 1 %2 Hr.
19.| 29/8/16 Introduction to Business Ethics 1% Hr.
20.| 30/8/16 Introduction to Business Ethics 1Y% Hr.
21 5/9/16 Introduction to Business Ethics 1 Y2 Hr.
22, 6/9/16 Theory of Business Letter Writing 1 %2 Hr.
23. 12/9/16 Theory of Business Letter Writing 1 Y Hr.
24. 13/9/16 Theory of Business Letter Writing 1 % Hr.
25. 19/9/16 Personnel Correspondence 1 %2 Hr.
26. 19/9/16 Personnel Correspondence 1 %2 Hr.
27. 20/9/16 Personnel Correspondence: 1 2 Hr.
28.| 20/9/16 Some Commercial Terms 12 Hr.
29.| 26/9/16 Paragraph Writing 1 %2 Hr.
30.| 27/9/16 Remedial Grammar 1 %2 Hr.

Internal Evaluation : 25 Marks

1) 20 Marks : Written Test

2) 5 Marks — Attendance.
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