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ORDINANCE NO.25
(AMENDED) (C.C.5-5-94)
The diploma courses will be of full time one yeat duration. The eight diploma courses

will be under commerce faculty out of which four diploma courses namely- i. Diploma
in businaess management, Il. Diploma in Matetrial management, I, Diploma ifi Thdustrial

management and Human reletions, 1V. Dtploma in marketing m management will be under
the management board of studias, and four diploma courses namely- {. Diploma in
banking, !l. Diploma in Financial Accounting, 1fl. Diploma in Taxation, lV Diploma in
Advertising and Public Relations will be under commerce Board of studies.

The Diploma courses can be started by colleges having post Graduate Teaching in
commerce and atleast six Teachers in commerce. The maximum number of students
in each diploma course, will be 20 for one Academic Year ‘
A candidate who after taking his/her bachelors degree of master's degree possessing
atleast 50% marks in commerce, or any other facuity of the University or any other
statutory University in India, has completed a regular course of study in an affiliated
college or in the teaching department of the University for one Academic year shall be
eligible for appeaing at the University for one academic year shall be eligible for appearing
at the diploma Examination. Those candidates engaged in research work in commerce
may also join this course simuftaneously. Provision of ordinance No. 6 will apply to the
candidates. :

The Examinations shall consist of five written papers,each carrying 100 marks of 3-hours
furation and internal evaluation of 20 marks in each paper and Viva Voce test of half
and hour duration for each candjdate carrying 100 marks, and study report shall carry
100 marks. the candidates will be required to submit the study report based on actual
working of 60 days in any Business/Industrial undertaking and on the basis of it he is
to submit his study report which will be evaluted by the external and Internal examiner
at the time of Viva Voce Jointly. The candidates will be required to submit two copies
of the study report through their guide so as to reach the University before the
commencement of theory examinations. The study report will be on the subject matters
of elective papers opted by the candidate.

the Scheme of Internal Evaluatuon for each paper shall be as under

{.  Field Visit Report to be evaluted by the head of department. 05 marks
I, Assignments, "10 marks
. Term Evaluation (Observation of the subject Teacher) 05 marks
Total marks of Internal Evaluation of each Paper - 20 marks

Candidates secuing atleast 40% marks in each written paper and 50% marks in each
Internal evaluation, 50% marks in study report and viva vace taken together, and 50%
the aggregate, shall be declared to have passed, in second division and those securing
60% per more marks in aggregate shall be declared 1o have passed in first division.
A candidate failing at the diploma examination will not be required-to appear in written
paper internal Evaluation of study Report and Viva Voce provided he/she has secured

- 50% in that written paper and internal Evaluation and Viva Voce.. However, if a candidate

fails to ‘pass in as many as three written papers he will be dropped from the diploma -
course. Those who fails only in one or two Papers will be given two chances to clear
the papers. Matters not provided for this Ordinence shall be governed by the provisions
of general Ordincnces. Matters not provided for even in the general Ordinances shall be

governed by the order passed by the vice chancellor either on a reference made to him
of suomoto.
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DIPLOMA IN BUSINESS MANAGEMENT
FACULTY OF COMMERCE
(Applied Economics and Business Management) :

ONE YEAR
SYLLABUS. : .
Paper - | Principles and Practice of Mana'gement.‘ ‘
Paper - Il Managerial Economics & Business Environment.
Paper - il Financial Management & Control.
Paper - IV . Personnel Management and Financial Accounting.
Paper - V Production Management & Marketing Management
Duration : : : 3 Hrs.™ :
Max. Marks : © 100

PAAPER -1-

PRINCIPLES AND PRACTICE OF MANAGEMENT

The role of professtional manager: Concept of management - Levels of Management-
management, Administration and Organisation-Functions of Manager-Propriotory Man-
ager-Advantage and Disadvantages- Professmnai manager-Significance of professwnal
Manager's Role-managerial styles-Qualities of -Successful Manager-Progrss of Manage-
ment Education in India.
Management Planning : Concept of management - Planning-objects- -The Nature of
management-Planning Componants of Planning-steps mvolved in-planning- Charactens-
tics of goods plan-importance of planning.
3. Decision making : Concept-characteristics: of decision- Types of dems;ons steps
involved in decision making- lmportace of decision ‘making usmg commxty in decnslon'
making. ‘
Organising : Concept of orgamsatlon-PnnCIples or orgamsaﬂomlmportance of organisation - -
in management-Organisational relationships-span of control-line otjgamsatlon -line ‘and
staff organisation-Functional Organlsatlon Line and staff conflict.
Departmentation-Different Methods of departmentation-Their-Advantages and disadvan- ,
tage-delegation of authonty, imprortance of delegation-Obstacles in the process -of
delegation, Oraganisation charts-Types of organisation charts- preparatlon of Organlsatlon
charts advantages of orgamsatlon gharts -Their limitation.

Informal organisation-Distinction between a formal and an Informal organlsatlon- '

Advantages and disadvantages of Informal. orgamsa’non harminising Informal Orgamsa’uon
and formal organisation.

Communication : Communicaiton 9n Management Elements scope and Essentla!s of
communication-lmportace of communication- Communlcatlon and lndustnal Peace-
Communicaiton on gap in management.

Co- ordination : Concept-Need for co- ordlnatlon pnncxples of co-ordination achieving
effective co-ordination. ‘
7. Motivation : Concept-Nature of Human needs kind of motivation - Fmanmalt;on-Group
motivation-Positive and negative motivation.The concept of Human relations Approach-
[t's principles and -importance.
-Workers'morale-Determinant of morale-morale and Industrial productivity- Measurement
of morale-morale of executives and supervisors job satisfaction.
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8. Leadership : Concept of Leadership - characterics of leadership- Importance of leadership
-types of leaders-Qualities of leadérship

9, Direction : Meaning of direction-Nature of direction-Techniques-Consulatative teachnique-
Autocratic Technique. Free-rein technique-importance of derection-characteristics of
goods directices.

10. Control : meaning-Need for control- steps mvolved in estabhshmg control procedure—
Types of control.

11.  Skil! Development : The need for skill development -skills reqired of manager-
classification of skills-the process of manager development -methods of developing skills
of managers-performance appraisal.

12. Profile of indian managers.

13. management of change and conflict: Reasons for organisation change- Resnstance to
change, management of change-Overcoming Resistance to change. Organisational
conflict constructive and destructive conflict- confhct management.

BOOKS :

1. E.F.L Brech : Princip!es and Practice of management

2. Shubin . Principles of management.

3. Mcfarland . management Principles and Practice.

4. George Terry :  Principles of Management.

5 James Lundy . Effective Industrial management. "

6. Lonis A.Allen . Management and Organisation.

7. Theo Haimann . Professional Management-Theory. -

8.  Koontz O’Donnell - :_ Principles and Practice of management. .’

9.  Peter Drucker v . The Practice of Management.

10. Peter Drucker ° -+ managing for result. o

11. B.P. singh and T. N. Chhabra : Essentials of Management.

12. Peter F Ducker .+ The Practice of Management (Delhi Alhed)

13. Koontzy H.& O. , :
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18. Sarlekar & Sarllekar : Principles of Managment
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PAPER - lI
MANAGERIAL ECONOMICS AND BUSINESS ENVIRONMENT
SECTION - A - MANAGERIAL ECONOMICS

Nature and scope of managerial Econornic- His role and -responsibilities.

Demand Forecastings & Business farecasting '

Characteristics of a Business firm. General character of the firm, activities and objects.
Costand Production, Analysis, cost consepts and classification, cost-output relationship,
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sbjects.

Cnsnip,

economies and diseconomics of scale, Producion fFunction.
5, Pricing Decision-Pricing (a) Under perfect competition, (b) Under Iimperfoct competition

and, (c) Under Monopoly. Pricing Monopolies and profit Managemunt price desctinination,
Pricing of public Utility services.

: 'SECTOPM - B-BUSINESS ENVIRONMENT
BUSINESS ENVIRONMENT :

1. Economic environment of business, economic environment and business managemaont
critical elements economic and noneconomic environment : socio-cultural anvironment,

socio-cultural environment, sociological environment : social responsrbrlmes the Indian
scene.

2. Political economy :

Government and Business - theory ot Government intervention ; forms of intervention-
traditional and non-traditional intervention: Government- busmess relatlonshlp in India-
concept of liberalisation and privatisation.

3. Control and regulations :
Need for regulating economic and industrial activities- regulatory role of the government-
through regislative framework control of capital issues, price controls, industrial licesing
policy; monopolies and restrictive trade practices act concetration of economic power.

4, Monetary & Fiscal system : o
Credit structure of Indian economy orgamsed and unorganised financial sectors Indian
banking system.. its devalopment; RBI- monetary policies and credit management. Fiscal
system public revenue, public debt, public expenditure and flscal policy.

5. planning Policies and programmes :

Planning and its impact on enterprise ‘management, instruments . of public policy-

Government policy for small scale industries-institutional and developmental aspects;

public sector in India-concepts, philosophy and objectives, performance and pitfalls,

problems and constraints : environment of public enterprises management. '
‘SUGGESTED READINGS : i

1. Kherass. ; Government in business

2. Chopra B.S. ‘ : Business- Policy for Indian Industries (The times
research foundation) '

3. Amarchand : Government and business.

4, Aram J.D. o Managing Business and public policy (PITAM)

5. Agrawal P.N. : The history of Indian business (Vikas)

6.  Cherunilam F. T Business and society.

7. Joel dean : Managerial economics.

8. Boulding : Economic analysis .

9. Varshney and maheshwari Managerial economics.

10.  Dafti : : Mangerial economics.

11. Savage and smaH Co Introduction to managerial economics.
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PAPER - 11

FINANCIAL MANAGEMENT AND CONITIIO]
Concept, Nature, scope and objectives of financial Managerent fiigs
management. '
Financial needs of the business Unit. Formation of corporation corpoiate -
shares ‘and debentures, Other sources of obtaining finance-short il g i,
requirements. Types of working capital. The roles of commercial banks.
financial instruction in India.” ,
Financial plan, characteristics of an ideal financial plan estimation of financial
requirements. Aspects of Financial planning. ’
Capitalistion- Over b_apitalisfidn and under capitalision. concept of cost of capital.
Study .of financial statements. Ratio analysis. concept of financial ratio analysis.
classificaiton of financial ratio’s Some important ratios and their Utility, lmportance of

iteiiv « Pl

Spor tahe e

- financial ratio analysis, It's limitations.

o

10.
11,
12.

~d

Fund flow analySIS Schedule of changes in workmg capital statement. cash flow
statement."

Break-even point émalysns Importnace of break even point Analysis. {t's limitation.
Decision - Making - The Accountant and decisions. Establishment-decisions, operating

decision, financial and Non-Financial considerations, New Aids to decision making,
including C.P.M. , PERT and LINEAR PROGRAMMING.

Stock exchanges - The role of stock exchange in a capitalistic .economy, listing of |

-securities. Growth of stock exchanges in India.
. Capital Market - The role of capital market, growth of capital market in India.

Capital formation - Process of capital formation capital formation in India.

-Installing Information system in a business House.
‘Reporting -Presentation of accounting and Financial data to management through reports

and- statements, Interp‘retatioq of peporis and statements.
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. PAPER - IV
PERSONNEL MANAGEMENT & FINANCIAL ACCOUNTING
1. The nature and functions of personnel management :
Definition, evolution and approaches ;Challenges to personnel management Personnel

funtions of management ; Place of a personnel department in and organisational structure
Il.  Recruitment, Training and Human resource developments:

Man-Power planning ; Placement ; Recruitment and selection-tests, interviews ; Training

methods ; promotion and transfers ; performace appraisal ; Human resource development
III.  Compensation and grievance Handiing :

Wage and salaries administration ; Job evaluation ; Merit rating’; Incentives- Monetary
and non -Monetary ; Fring Benefits ; Bonus and proflt sharing ; co-partnership ; collective
Bargaining ; settiement of disputes - negotiation, mediation and arbitration ; methods and

procedure of domestic enquires ; discipline ; code of conduct and disciplinary action.
IV. Motivation and welfare :

Employee and employer expectatlons Intregrating People with the organisation ; Job
satisfaction ; Motivating Emp!oyees ; communication and ‘counselling, -workers
participation in -management. I ' '
(B) Financial accounting
1. Principles of Double entry system. - :
2. Cash Book, Journal, Ledger and subsndlary Books.
3. Trial Balance and Final accounts.
4

Recelpts and payment account and lncome and Expendlture account
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PAPER -V
PRODUCTION MANAGEMENT AND MARKETING MANAGEMENT
| PART - A
PRODUCTION MANAGEMENT

Introduction :

Concept and scope of Producnon Managemnt Development of production management
thought ; Production process & orgamsa‘uon for production ; Interrelation between -
production and other fuction.
1ocation and layout : '
(a) Location: A .

Objectives ;. Theories of lacation ; Major factors ; selection

‘(b) Layout:

Meaning and objects ; Types ; Considerations.
Production Planhing and controfi :
Meaning and functions ; Organisation ; Techniques - routing scheduling, despatching and
followup; control objectives ; consideration in production control ; Problems in production

* control.

(Iv)

V)

T

—
.

R

Inventory and Quality Control

(a) Inventory control:
Meaning and objects ; Techmques limitations.

(b) Quality control : ‘
Concepts, Objects and organisation ; Establishment of Quality standars and
inspection ; SQC ; Quality circle ; Zero defects.

Cost control and plant maintenance :

(a) Cost control - Objects and Techniques.
(b} Plant Maintenance - Need and scope ; Organisation & systems.
H.n. Broom" . Production Management
Buffa - : . .E.S. Readings in Production & Operation Managment.
K.C. Batra . Production Management.
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: " PART-B - _;
: MARKET!NG MANAGEMENT R
Introduction : :

Marketing concepts‘ phllosophles functlons and system marketmg env:ronment

system’s approach to marketmg marketlng plannmg process goals problems and’

opportunities.
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- . . LControllable and uncomroHable ‘variables ; Appraisal of dillerent ks

: | " -
] quaé;j (Dﬂ/”/qqﬁz3
aelez) 22 ﬂkﬂ“’

Marketing strategy and control :

bt

se!ectmg marketmg Qtrategy ‘marketing mix ; Types of marketing continl

1R S RTH AETE R VRS PR
'marketmg control. o

Consumer behaviour and marketmg of services :

_Buying motives Buymg process and consumer behaviour ; market and marhoting

- research ; Promotion ‘mix and its determmants ; advememg decisions
'-progrdmmes of marketing of services.

; Nature o -

Channels of dustributlon and. market segmentatlon ' e

‘Nature-and types of marketmg channels; selection of channel; Physical distribution
managemem 5 Market- sefmentahon -basxs of - segemetaﬂon

benefits  of ‘market
sefmentaﬂon segmentataon strategy :

- Marketing Decisions : -~ :_ R
: -(a) Product decxsmn

“The -concepts ot a Prcfduct diﬁerentatlon Product hne strategles concept of

product life- cycie T New: product development and -product mix; Ancillary-product
decisions; Packag.ng brandmg produr‘t services,
(b) —APrlcmg Decision :

. Pncmg objeccﬂves Procedure for pnce determmaﬂon Pncmg in practlce

N



