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Department Profile

Name of the Programme : B.A., Economics
Programme Code : 01023

Year of Establishment : 1968

E-Mail id : kceconomics20@gmail.com
College Mail Id : kamarajcoll@gmail.com
College Website : https://kamarajcollege.ac.in
Vision

% Creating Productive Human Resource Development

Mission

% Practical skills on field work and project work
% Exposure Visit to Industrial Sectors

% Toentireinto Higher studies / Self-employed and Placement
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Learning out comes-based curriculum frame work (locf)

Programme:

B.A., Economics Eligibility
1. Arts Group (Economics, Commerce, Accountancy)
2.+2 Pass

Programme
Code:

01023

Duration:

3 Years (UG)

Programme Outcomes:

PO1

Knowledge of Economics: Ability to understand Economic Theories
and functioning of Economic Models. To develop an adequate
competency in the Economic Theory and Methods.

PO2

Analytical Reasoning and Critical Thinking: Critically Analyze and assess the
way in which economists examine the real world to understand the current events
and evaluate specific proposals.

PO3

Logical Reasoning and Quantitative Ability: Ability to understand how to
collect and analyze data and use empirical evidence to evaluate the validity
of hypothesis, using Quantitative Methodology and conduct data analysis
to interpret results.

PO4

Communication and Research Skills: Developing a sense of capability

for relevant/appropriate inquiry and asking questions, synthesizing and

articulating and reporting results and to efficiently communicate
thoughts and ideas in a clear and concise manner.

PO5

Gender, Environment and Sustainability: Comprehend the
Environmental issues and Sustainable Development and strive to
achieve economic and social equity for women and be Gender Sensitive.

PO6

Employability and Leadership Skills: Become empowered individuals to
be employed in various positions in industry, academia and research and
have the potential to become Entrepreneurs and take leadership roles in
their chosen occupations and communities.

PO7

Social Interaction: Acquire the ability to engage in relevant conversations
and have the ability to understand the views of society that would help initiate
policy making.

PO8

Digital Literacy and Lifelong Learning: Capability to use ICT tools in

a variety of learning situation and use appropriate software for analysis

of data — Ability to acquire Knowledge situations and skills for life through
self-directed learning and adapt to different learning environments.
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Programme Specific Outcomes:
To enable students to apply basic microeconomic, macroeconomic and monetary
PSO1 concepts and theories in real life and decision making.
To sensitize students to various economic issues related to Development,
PSO 2 Growth, International Economics, Sustainable Development and Environment.
To familiarize students to the concepts and theories related to Finance,
PSO3 Investments and Modern Marketing.
Evaluate various social and economic problems in the society and develop
PSO4 "
answer to the problems as global citizens.
PSO5 Enhance skills of analytical and critical thinking to analyzed effectiveness of
economic policies.
Methods of Evaluation Marks
Continuous Internal Assessment Test 15
Internal
Evaluation _ _ 5
/Assignments with PPT o5
Class Participation /Group Discussion
5
External End Semester Examination 75
Evaluation
Total 100
Methods of Assessment
Recall(K1) Simple definitions , MCQ, Recall steps, Concept definitions
Understand/ MCQ, True/False, Short essays, Concept explanations, Short

Comprehend(K2) | summary or overview

Lot Suggest idea/concept with examples, Suggest formulae,
Application(K3
pplication(ks) Solve problems, Observe, Explain

Analyze(K4) Problem solving questions, Finish a procedure in many
steps, Differentiate
Between various ideas, Map knowledge

Evaluate(K5) Longer essay/Evaluation essay, Critique or justify with pros
and cons

Create(K6) Check knowledge in specific or off beat situations,
Discussion, Debating or Presentations
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Extra Credits

(:cl:l“l;:lezr Co-Curricular Activities | Extra-Curricular Activities
Paper Presentation Cultural Competitions NCC
Paper Publication NSS
Placement Training SPORTS
Quiz Domain Clubs YRC
Competitions UBA

Paper Presentation for each paper: 1 credit.

Total credits Under - Graduate Courses including Lab Hours- 2025to 2026

Credit
Level Participation - I !
Prize | Prize | Prize

Intra college 1 2 3 4
Intercollegiate 2 3 4 5
District 3 4 5 6
University 4 5 6 7
State 5 6 7 8
National 6 7 8 9
International 7 8 9 10
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Semester | Hours | Credits | Extra Credits

I 30 23

I1 30 23
II1 30 24
W% 30 25

Vv 30 25
VI 30 20
Total 140

Extra Credit will be given on the basis of student’s performance
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Course Structure

First Year — First Semester

Course ;
Part | Code Title of the Course Credits | Hours Eggt('mf)f
Pothu tamil — tamil Ilakiya
Part | 25ULTL11 varalaru - 1 3 6 3
Part Il [ 25ULEN11|General English-I 3 6 3
Core Paper |-
Part 11l |25UMEC11[~°" PaPer = ; ; 3
Micro economics
Core Paper I1-
Part Il | 25UMEC12[~°"¢ 8P _ c c ;
Statistics for Economics-|
25UEEC11 [Elective I-
Part 111 Fundamentals of 3 4 3
Management
Part IV | 25UsEC11 Skill Enhancement Course 1
Demography 2 2 3
Part V Foundation Course
25UFEC1] Business Communication 2 2 3
TOTAL 23 30 21

UG Economics Kamaraj College (Autonomous) Thoothukudi — 628 003

7




Micro Economics

Title of the

Micro Economics
Course

Course Type | CORE1

Course Code | 25UMEC11

Year I |Semester I Credits 5
Instructional Hours | Lecture | Tutorial | Lab Practices Total
Per week 5 -- -- 5

Learning Objectives

LO1 - To equip the economic behaviours of individual units of the Society.
LO2 - To describe the Consumer behavior and Utility analysis

LO3 - To impart knowledge on Demand and Supply concepts

LO4 - To identify the relevance of Production and returns to scale of Production

LOS - To know the costs and Profit maximization

Unit -1 Basic Concepts

Definitions of Economics— Nature and Scope of Microeconomics —Positive and
Normative Approaches - Inductive and Deductive Approaches-Consumers and Firms —
Decision Making—Rationality: Self-Interest— Trade —offs.

Unit—1II Utility Analysis

Utility—Ordinal and Cardinal Utility—Total and Marginal Utility — Law of
Diminishing Marginal Utility - Law of Equi - Marginal Utility - Indifference Curves —
Properties—Marginal Rate of Substitution- Budget Line — Price and Substitution Effects-
Optimal Consumer Choice.
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Unit — I Demand and Supply Analysis

Demand — Types of Goods -Law of Demand — Determinants —Exceptions — Giffen
Paradox—Veblen Effect. Elasticity of Demand: Types - Engel’s Law. Supply — Law of
Supply—Determinants — Elasticity of Supply and its Types-Market Equilibrium — Consumer
Surplus and Producer Surplus

Unit - IV Production Analysis

Production Function—Law of Variable Proportions-Laws of Returns to Scale-Iso-
quants-Types of Production Function—Cobb Douglas and Constant Elasticity of
Substitution (CES) Production Function —Economies and Diseconomies of Scale

Unit-V Cost and Revenue Concepts

Costs — Fixed and Variable Costs- Average, Marginal, and Total Costs—Short Run
and Long Run Costs—Implicit, Explicit, Sunk and Imputed Cost — Revenue — Total, Average
and Marginal Revenue — Relationship between AR, MR and Elasticity of Demand-Profit
Maximization Rule.

Text books

[u—

. Robert Pindyck and Daniel L. Rubin field,(2001)Micro Economics, Macmillan

. HalR. Varian (2004), Intermediate Micro Economics (East-West Press: New Delhi)
. Paul Krugman and Robin Wells, Micro Economics, Worth Publishers, 2020.

. Ahuja H.L (2016) Principles of Microeconomics, S. Chand

| e NS N \S)

. Timothy Taylor, Steven A Green law and David Shapiro
(2017)PrinciplesofEconomics,

12th Media Services.
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Reference Books

1. Koutsoyiannis (2003), Modern Micro economics Palgrave Macmillan (UK) 2nd Edition.
2. Gregory Mankiw (2012), Principles of Microeconomics Cengage India.

3. Dwivedi, D.N (2002), Microeconomics: Theory and Applications, 2™ ed., Pearson

4. Ferguson C.E. (1970), Micro Economic Theory,(Homewood, U.S.A)

5. KarlE. Case and Ray C Fair (2007), Principles of Economics, Pearson Prentice Hall

Inc Singapore South Asia

Web Resources

1. http://www.econlib.org/library/enc/microeconomics.html

2. https://www.tutor2u.net/economics

3. https://www.economicsnetwork.ac.uk/

4. https://www.cliffsnotes.com/studyguides/economics/introduction/
microeconomics

5. http://neconomides.stern.nyu.edu/networks/micnotes/micnotes.pdf

Course Outcomes

CO1 - Understand the meaning of basic concepts and the need for the study of
Microeconomics. — K1

CO2 - Evaluate the Types of Utility and Consumer Behaviour. — K3

CO3 - Acquire knowledge on various market equilibrium, Demand and Supply
Functions —K2

CO4 - To understand the meaning of Production Functions — K1

COS5 - To understand the theory of firms, Cost and Revenue — K1
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Mapping with Programme Qutcomes

CO0/PO PO1 | PO2 | PO3 | PO4 | PO5 | PO6 | PO7 | PO8
co1 3 3 3 3 3 3 3 3
C02 3 3 3 3 3 3 3 3
COo3 3 3 3 3 3 3 3 3
C04 3 3 3 3 2 3 2 3
CO5 2 2 2 2 2 3 2 3
Weightage 14 14 14 14 13 15 13 15
Weighted
percentage of
course 2.8 2.8 2.8 2.8 2.6 3.00 2.6 3.00
contribution to
POS
S-Strong (3) M-Medium (2) L-Level (1)

Level of Correlation between PSO’s and CO’s

CO/PSO

PSO1

PS0O2

PS03

PS04

PSO5
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2.2

S-Strong (3)

Pedagogy:

M-Medium (2)

Quiz with MCQ

Case Study

Projects with Models

L-Level (1)

Assignment (PPT & Seminar Presentation)

Group Discussions etc.,
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Learning Objectives
LO1 - To impart the knowledge of data collection.

LO2 - To teach students Collection, Classification, Analyzing and Presentation of

data.

Statistics for Economics

Title of the
Course

Statistics for Economics

Course Type

Core PaperI1

Course Code

25UMEC12

Year

I Semester

Credits

Instructional Hours

Per week

Lecture

Tutorial

Lab Practices

Total

5

LO3 - The course will mainly emphasize the different statistical methods.

LO4 - To draw measurement of Dispersion and its applications

LO5 - To bring awareness on the aspects of statistics namely, correlation and

regression, probability and distributions and index numbers.

Unit -1

Definition - Nature and Scope of Statistics — Importance and Limitations of Statistics
— Data Collection — - Sources of Secondary Data - Primary and Secondary Data—

Introduction and Collection of Data

Methods of Collecting Primary Data — Questionnaire.

Unit — 11

Classification and Tabulation of Data - Types - Frequency Distribution - Cumulative
Frequency Distribution - Class Interval. Diagrams - General Rules for Constructing
Diagrams - Types of Diagrams - Histogram - Frequency Polygon — Curve - Lorenz

Curve - O give
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Unit — III Measures of Central Tendency

Measures of Central Tendency- Requisites of a Good Average— Arithmetic Mean,
Median, and Mode — Relative Merits and Demerits.

Unit — IV Measures of Dispersion

Absolute and Relative Measures of Dispersion — Range — Quartile Deviation — Mean
Deviation — Standard Deviation — Variance - Coefficient of Variation —-Skewness and
Kurtosis.

Unit -V Correlation and Regression Analysis

Meaning - Definition and Types of Correlation - Methods of Studying - Karl
Pearson's Co- efficient of Correlation - Rank Correlation - Regression - Meaning -
Regression Equation X on Y and Yon X - Difference between Regression and
Correlation.

Text books

1. Gupta.S.P (2005) Statistical Methods, Sultan Chand and Sons, New Delhi.

2. Sancheti. D.C and Kapoor V.K (2005) Statistical Theory Method and Application,
Sultan Chand and Sons, New Delhi.

3. Dr. TK.V. Iyengar, Dr.B. Krishna Gandhi S. Ranganantham, Dr. M.V.S.S.N Prasad,
Probability and Statistics, S.Chand and Co, 2020.

4. Prof S.G. Vekatachalapathy and Dr. H.Premraj (2018) Statistical Methods
Margham Publications.

5. Dominick Salvatore and Derrick Reagle, Theory and problems of Statistics and

Econometrics, Mc Graw Hill, (2002)
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Reference Books
1. Saxena H.C, (2016) Elementary Statistics, S Chand and Company New Delhi.
ElhanceD.N, (2004), Fundamentals of Statistics Kitab Mahal, New Delhi

ManoharanM (2010), “StatisticalMethods”,Palani Paramount Publications, Palani.

el

R.S.N. Pillai and V. Bagavathi(2010),Statistics, Sultan Chand and Sons, New Delhi
5. Dr.S.Sachdeva(2014)Statistics —Lakshmi Narain Agarwal.

Web Resources
1. https://www.cuemath.com/data/statistics/
https://stattrek.com/statistics/resources

https://testbook.com/learn/maths-mean-median-mode/

Sl

https://www.statistics.com/

5. https://thisisstatistics.org/students/

Course Qutcomes

CO1 - Understand the overview of statistics and basic knowledge of Statistical tools —K1
CO2 - Differentiate Types of Data and its Classification — K4

CO3 - Explain the concept of Averages and its application — K2

CO4 - Know the concept of Dispersion and its application — K1

COS - Calculate Correlation and estimate value suing Regression — K3
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Mapping with Programme Qutcomes

CO/PO POl1| PO2 | PO3 | PO4 | PO5| PO6 | PO7 | PO8
CO1 3 3 3 3 3 3 3 3
CO2 3 3 3 3 3 3 3 3
CO3 3 3 3 3 3 3 3 3
CO4 3 3 3 3 2 3 2 3
CO5 3 2 2 2 3 3 3 3
Weightage 15 14 14 14 14 15 14 15
Weighted percentage
of course 3.00 2.8 2.8 2.8 2.8 3.00 2.8 3.00
contribution to POS

S-Strong (3)

M-Medium (2)

L-Level (1)

Level of Correlation between PSO’s and CO’s

CO/PSO PSO1 |PSO2 | PSO3 |PSO4 | PSO5

CO1 3 3 3 3 3

CO2 3 3 3 3 3

COo3 3 3 3 3 3

CO4 3 3 3 3 3

CO5 3 3 3 3 3

Weightage 15 15 15 15 15
Weighted percentage

of Course 3 3 3 3 3
Contribution to PSOs

S-Strong (3) M-Medium (2) L-Level (1)
Pedagogy:

e Quiz with MCQ

e (ase Study

e Projects with Models

e Assignment (PPT & Seminar Presentation)
¢ Group Discussions etc.,
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Fundamentals of Management

Title of the
Course Fundamentals of Management

Course Type Elective 1

Course Code | 25UEEC11

Year I |Semester I Credits 3
Instructional Hours | Lecture | Tutorial | Lab Practices Total
Per week 4 -- - 4

Learning Objectives

LO1 - To provide students with the basic concepts of Management.

LO2 - The student understands Techniques and Process of decision making.
LO3 - To analyze the Organizational Levels in an Organization

LO4 - To describe the Motivation and Satisfaction and its elements

LOS5 - To know the importance of Quality Checks.
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Unit -1 Introduction

Meaning- Definition — Importance — Scope- Characteristics Management-

Principles of management

Unit — IT Planning

Planning: Concept, Objectives, Nature, Limitation, Process of planning,

Importance, Forms, Techniques and Process of decision making.

Unit — ITI Organizational Levels

Types of Business Organizations— Structure- Span of Control—

Departmentalization - Selection, Training and Development, Performance
Management, Career Planning, and Management

Unit - IV Directing

Creativity and Innovation — Motivation and Satisfaction — Organization

Culture— Elements and Types of Culture — Managing Cultural Diversity.

Unit -V Controlling

Process of Controlling — Types of Control — Budgetary and non- budgetary,

Control Techniques — Managing Productivity — Cost Control — Purchase Control —
Maintenance Control-Quality Control— Planning Operations.

Text books

1.

Stephen A. Robbins & David A. Decenzo & Mary Coulter, (2011)“Fundamentals Of

Management”7thEdition,PearsonEducation

. Tripathy PC & Reddy PN, (1999) “Principles of Management”, Tata McGraw Hill

Pillai R.S.N and Kala.S (2013) Principles and Practice of Management S. Chand
&Co and Company.
Ricky Griffin, “Fundamentals of Management”, Cengage Learning, (2016)

5. Pardeep Kumar and Amanjot Sachdeva, “Fundamentals of Management”,

S.Chand Publishing, (2012)
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Reference Books

1. Dr. C.B. Gupta and Dr. Shruti Mathur (2022) Management Principles and
Applications,
Scholar Tech Press

2. Neeru Vasisth and Vibhuti Vasishth (2019) Principles of Management Text &
Cases,
Taxman Publication
3. R.C Bhatiya, “Fundamentals of Management”, S. K Kataria & Sons, 2013

4. LM Prasad, “Principles and Practice of Management, 2021

5. Dr. N. Mishra and Dr. O.P. Gupta, “Fundamentals of Management”, SBPD
Publishing House, 2022

Web Resources
1. http://www.mim.ac.mw/books/Fundamentals%200f%20Management.pdf

2. https://theintactone.com/2019/09/18 /fom-u1-topic-1-fundamentals-of-
management-introduction- and-concepts/

3. https://rccmindore.com/wp-content/uploads/2015/06/Fundamentals-of-
Management.pdf

4. https://in.sagepub.com/en-in/sas/journal-of-management/journal201724

5. https://www.managementstudyhq.com/evolution-management-thought-
theories.html

Course Outcomes

CO1 - Understand the foundations and importance of Management — K1
CO2 - Demonstrate an understanding of Planning — K2

CO3 - Analyze the organizational levels and Process of selection — K4
CO4 - Discuss the relevance of Organizational Culture — K3

COS5 - Examine the importance of quality control — K2
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Mapping with Programme Outcomes

CO/PO PO1 | PO2 | PO3| PO4 | PO5| PO6 | PO7 | POS8
CO1 3 3 3 3 3 3 3 3
CcO2 3 3 3 3 3 3 3 3
CO3 3 3 3 3 3 3 3 3
CO4 3 3 3 3 2 3 3 3
CO5 3 2 3 2 3 2 3 3
Weightage 15 14 15 14 14 14 15 15
Weighted percentage
of course contribution | 3.0 2.8 3.0 2.8 2.8 2.8 3.0 | 3.00
to POS
S-Strong (3) M-Medium (2) L-Level (1)

Level of Correlation between PSO’s and CO’s

CO/PO PSO1 | PSO2 | PSO3 | PSO4 PSO5
CO1 3 3 3 2 2
CO2 3 3 3 2 3
CO3 3 3 3 2 3
CO4 3 3 2 2 2
CO5 3 3 3 3 3
Weightage 15 15 14 11 13
Weighted percentage of
Course Contribution to 3 3 2.8 2.2 2.6
PSOs
S-Strong (3) M-Medium (2) L-Level (1)
Pedagogy:

¢ Quiz with MCQ

e Case Study

e Projects with Models

e Assignment (PPT & Seminar Presentation)
e Group Discussions etc.,
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Demography

Title of the
Course

Demography

Course Type Skill Enhancement Course

Course Code | 25USEC11

Year I |Semester I Credits 2
Instructional Hours | Lecture | Tutorial | Lab Practices Total
Per week 2 - -- 2

Learning Objectives

LO1 - To Understand the meaning and scope of Demography

LO2 - To Discuss the basic concepts of demographic measurements.

LO3 - To Describe the concepts of Urbanisation and Migration

LO4 -To Evaluate the international aspects of Population growth and tis environment

LOS5 -To Analyse the trends in Population policy in India

Unit -1 Introduction

Meaning-Scope of Demography — Components of Population Growth—Theories of
Population: Malthusian Theory, Optimum Theory and Theory of Demographic Transition.

Unit — 11 Birth Rate, Death Rate and Fertility

Census Data - Life Tables: Meaning and Uses — Reproductive and Child Health in India
— Crude Birth and Death Rate-Age Specific Birth and Death Rates — Standardized Birth and
Death Rates — Fertility —Total Fertility Rate — Gross Reproduction Rate Net Reproduction Rate
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Unit — 11T Migration and Urbanisation

Migration and Urbanisation — Concept - Types of Migration- Effects of Migration and
Urbanisation on Population— Recent Trends in Migration.

Unit -1V Population Trends

Population Trends— International Aspects of Population Growth and Distribution —
Population and Environment Pattern of Age and Sex Structure in Developed and Developing
Countries—Age Pyramids and Projections.

Unit-V Human Capital Development

Education, skill development, health and nutrition, employment, gender and human
capital, technology and digital skilling, government investment in health and education, and
sustainable development

Text books
1. Jhingan, M.L, B.K. Bhatt, J.N. Desan (2003) Demography, Vrinda Publications,
New Delhi

2. Rajendra K. Sharma (2007), Demography and Population Problems, Atlantic
Publishers and Distributors Pvt. Ltd.

3. Jennifer Hickes Lundquist, Douglas L. Anderton and David Yaukey,
“Demography: The Study of Human Population”, Wave land Press Inc, 2015

4. Dudley L. Poston, Jr. and Leon F. Bouvier, “Population and Society: An
Introduction to Demography”, Cambridge University Press, 2015

5. Richard. K Thomas, “Concepts, Methods and Practical Applications in Applied
Demography”, Springer, 2018
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Reference Books

1.
2.

Agarwala S. N. (1985), India’s Population Problem, Tata McGraw-Hill, Bombay.

Bhende, A. and T.R. Kanitkar (1982), Principles of Population Studies, Himalaya
Publishing House, Bombay.

Bogue, D.J. (1969), Principles of Demography, John Wiley, New York
Sarah Harper (2018), Demography: Avery Short Introduction, Oxford Press 2018.
Peter R. Cox, Demography-5th Edition, Cambridge University Press

Web Resources

1.

N

AN S

https://data.worldbank.org/indicator/SP.POP.TOTL
https://www.iom.int/

https://censusindia.gov.in
https://www.nationalgeographic.org/encyclopedia/demography/

https://www.nature.com/scitable/knowledge/library/introduction-to-
population- demographics-83032908/

Course Outcomes

CO1 - Describe the various theories of Population Growth — K4

CO2 - Understand Demographic Indicators — K1

CO3 - Assess the causes and impact of Migration on rural-urban population

distribution -K2, K3

CO4 - Analyse the major demographic trends and their determinants — K2,K3

COs5 - Evaluate Population Policy of India and analyse recent trends. — K2
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Mapping with Programme Outcomes

CO/PO PO1 | PO2 PO3 | PO4 PO5 PO6 PO7 | PO
co1 3 3 3 3 3 3 3 3
CO2 3 3 3 3 3 3 3 3
CO3 3 3 3 3 3 3 3 3
CO4 3 3 3 3 2 3 2 3
CO5 3 3 3 2 3 2 3 3
VVeightage 15 14 15 14 14 15 14 15
Weighted percentage
of course contribution | 3.00 | 3.00 | 2.8 2.8 2.8 2.8 2.8 3.00
to POS
S-Strong (3) M-Medium (2) L-Level (1)

Level of Correlation between PSO’s and CO’s

CO/PO PSO1 | PSO2 | PSO3 | PSO4 | PSO5
Cco1 3 3 3 2 2
CO2 3 3 3 2 2
CO3 3 3 3 3 3
CO4 3 2 2 3 3
CO5 3 3 3 3 3
Weightage 15 14 14 13 13
Weighted percentage of
Course Contribution to 3 2.8 2.8 2.6 2.6
PSOs
S-Strong (3) M-Medium (2) L-Level (1)
Pedagogy:

¢ Quiz with MCQ

e (ase Study

e Projects with Models

e Assignment (PPT & Seminar Presentation)
¢ Group Discussions etc.,
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Business Communication

Title of the

Business Communication
Course

Course Type [Foundation Course

Course Code | 25UFEC11

Year I |Semester I Credits 2
Instructional Hours | Lecture | Tutorial | Lab Practices Total
Per week 2 - -- 2

Learning Objectives

LO1 - To know the meaning, objectives and role of Communication and Media
LO2 - To understand the need and importance of Communication in Management
LO3 - To acquire knowledge on Business letter

LO4 -To study the business correspondence with Insurance and other Organisation

L OS5 - To understand the meaning and importance of Report Writing

Unit -1 Communication

Communication: Meaning and Definition - Objectives - Role of Communication
— Process and Elements of Communication - Communication Networks - Types and
Media of Communication — Barriers to Communication - Characteristics of Successful
Communication

Unit — II Communication in Management

Management and Communication: Need and Importance of Communication in
Management — Corporate Communication - Communication Training for Managers -
Communication Structure in an Organization.

Unit — 11 Business Letters
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Business Letter: Need — Functions — Kinds — Essentials of effective Business
Letter - Language and Layout — Planning, Enquiries and Replies - Sales Letter -
Orders, Tender and Notice- Complaints - Letter of Appointment.

Unit - IV Correspondence

Correspondence: Bank Correspondence — Insurance Correspondence — Agency
Correspondence — Import - Export Correspondence

Unit-V Report Writing

Report Writing: Meaning and Importance - Purpose - Types of Business
Reports - Characteristics of a Good Report - Agenda and Minutes of Meeting.

Text books

1. Korlahalli, J.S., & Pal, R. (1979) Essentials of Business Communication. S. Chand,
New Delhi.

2. Kaul A, (2015) Eftfective Business Communication. Second Edition Prentice Hall

India Learning Private Limited.

3. Raymond Lesikar and John Pettit, Jr. (2016) Report Writing for Business McGraw

Hill Education
4, Scott McLean, “Business Communication for Success”, Flat World Knowlegde, 2010
5. Virander K. Jain, “Business Communication”, S. Chand Limited, 2008

Reference Books

1. Kumar, R. (2010).Basic Business Communication. Excel Books India.

2. Bovee, C.L. (2008).Business Communication today. Pearson Education India

3. Lesikar, R.V., & Pettit, J.D. (1989).Business communication: Theory and application.
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4. Mary Ellen Guffy and Dana Loewy (2012) Essentials of Business Communication
Ceng age Learning

5. C.B. Gupta (2019), Essentials of Business Communication Cengage Learning India
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Web Resources

1. https://www.managementstudyguide.com/business_communication.htm
2. https://studiousguy.com/business-communication/
3. https://www.indeed.com/career-advice/resumes-cover-letters/business-

communication- skills

4. https://www.softskillsaha.com/what-is-meaning-of-business-
communication-skills.php

5. https://www.mindtools.com/page8.html

Course Outcomes

CO1 - Understand the basics of Communication and its process, elements, and
its importance. — K1

CO2 - Acquire Communication skills. — K2,K3
CO3 - Apply the art of writing Business Letters — K2

CO4 - Use appropriate technology for business presentations and digital
Communication and write E-mails in a structured pattern. -K2,K3

COS - Employ the art of report preparation — K2

Mapping with Programme Qutcomes:

CO/PO PO1 | PO2 | PO3 | PO4 | PO5| PO6 | PO7 | PO8
CO1 3 3 3 3 3 3 3 3
CO2 3 3 3 3 3 3 3 3
CO3 3 3 3 3 3 3 3 3
CO4 3 3 3 3 2 3 2 3
CO5 3 3 3 2 3 2 3 3
Weightage 15 14 15 14 14 15 14 15
Weighted
percentage of course | 3.00 | 3.00 | 2.8 28 | 2.8 28 | 2.8 3.00
contribution to POS

S-Strong (3) M-Medium (2) L-Level (1)
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Level of Correlation between PSO’s and CO’s

CO/PO PSO1 | PSO2 | PSO3 | PSO4 | PSO5
Cco1 3 3 2 3 3
CO2 3 3 3 3 3
Cos3 3 3 2 3 3
CO4 3 3 3 2 2
CO5 3 2 3 4 3
Weightage 15 14 13 15 14
Weighted percentage of
Course Contributionto | 3 2.8 2.6 3 2.8
PSOs
S-Strong (3) M-Medium (2) L-Level (1)

Pedagogy:

e Quiz with MCQ

e C(Case Study

e Projects with Models

e Assignment (PPT & Seminar Presentation)
e (Group Discussions etc.,
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Blue Print
Semester - 1

Class: U.G. Time : 3 Hours Max. Marks: 75

Section A (10x1=10)

Answer All questions.
Choose the correct answer. (With four options)

Unit I Uﬁlt Unit Il | UnitIV | UnitV

Question

1&2 3&4 5&6 7&8 9&10
Nos.

Section B (5x5=25)

Answer All questions choosing either (a) or (b).
Answer should not exceed 250 words

Unit I Unit II UnitlII | UnitIV | UnitV

11 (a) 12 (a) 13 (a) 14 (a) | 15(a)
& & & & &
11 (b) 12 (b) 13 (b) 14 (b) | 15 (b)

Question
Nos.

Section C (5x8=40)

Answer All questions choosing either (a) or (b).
Answer should not exceed 500 words

Unitl | Unitll | Unitlll | UnitIV | UnitV

16 (a) | 17 (a) 18 (a) 19 (a) 20 (a)
& & & & &
16 (b) | 17 (b) 18 (b) 19 (b) 20 (b)

Question
Nos.
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