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Programme 
code: 

B.COM- BPS Programme 
Title : 

Bachelor of Commerce  
(Business Process Services) 

Course 
Code: 

21 UBP 5E3 Title : Batch : 2021-2024 
CORE: XVI Semester V 

Lecture 
Hrs./Week 

or 
Practical 
Hrs./Week 

5 Tutorial Hrs./Sem. - Auditing 
Principles and 
practices 

Credits: 3 

 
Course Objective 

To expose the students to the principles and practice of auditing. 

Course Outcomes 

CO1 To keep in mind current auditing concepts, students and acceptable practice K1 

CO2 To comprehend preventative internal control measures. K2 

CO3 To implement the audit process from planning of audit to completion of audit K3 

CO4 To interpret audit through computer assisted audit technique K4 

CO5 To assess audit techniques K5 

Mapping 
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Text Book 

S.NO  AUTHOR TITLE OF THE BOOK PUBLISHERS \ 
EDITION 

YEAR OF 
PUBLICATION 

1. 
Tandon, B.N. 
Sudharsana.S, 
Sundharabahu.S  

A Hand Book of practical 
Auditing  

 

New Delhi, S.Chand 
& Co Ltd 

(2017) 

 

Reference Books 

S.NO  AUTHOR TITLE OF THE BOOK PUBLISHERS \ 
EDITION 

YEAR OF 
PUBLICATION 

1. 
De 
Paula.F.R.M 

Auditing. London: 
Auditing principles and 
practice, New Delhi, 
Kalyani publication. 

 

The English 
Language Society 
and Sir Issac 
Pitman and Sons 
Ltd. 

 

2017 

2. 
Pradeep 

Kumar 

Auditing principles and 
practice 

New Delhi, 

Kalyani 

publication 

2017 
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B.COM- BPS (2021-2024 BATCH) 

Programme code: B.COM- BPS Programme Title : Bachelor of Commerce  
(Business Process Services) 

Course Code: 21UBP6E6 Title : Batch : 2021-2024 
CORE 
ELECTIVE-II: 
 

Semester VI 

Lecture Hrs./Week 
or 
Practical 
Hrs./Week 

4 Tutorial 
Hrs./Sem. 

60 Executive 
Communication 

Credits: 5 

Course Objective 
Understand and demonstrate the use of basic and advanced proper writing techniques that 
today’s technology demands, including anticipating audience reaction. 
To provide basic exposure to various forms and materials associated with office management. 

Course Outcomes 

CO1 To recollect knowledge, skills and abilities to communicate in the business. K1 

CO2 To understand the basic concept and computation of tax liabilities including form 16.  K2 

CO3 To apply practical knowledge of banking like pay-in-slip, withdrawal, DD challan and 

cheques. 

K3 

CO4 To analyze the text and be able to summarize ideas in marketing information in 

business. 

K4 

CO5 To evaluate the modem forms of communication K5 

Mapping 

                PSO 

CO 
PO1 PO2 PO3 PO4 PO5 PSO1 PSO2 

CO1 S S S S S S S 

CO2 S S S S S S S 

CO3 H M H H H M H 
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CO5 H M H H H M H 

S-Strong, H-High; M-Medium; L-Low 



B.COM- BPS (2021-2024 BATCH) 

Units Content Hrs 

Unit I 

Business Communication: Meaning – Importance of Effective Business 
Communication Media- Types – Barriers to Communication – Communication 
Ethics – Principles of Effective Communication. 12 

Unit II 

Non- Verbal Communication – Soft Skills – Business Letters: Need – Functions - 
Kinds - Essentials – Layout- Interpersonal Communication. – Use of Capital Letters 
in writing – Use of Foreign Words and Phrases. 

12 

Unit 
III 

Interview- Appointments- Acknowledgement-Promotion- Enquires- Replies- Orders- 
Sales- Circulars – Complaints – Use of Mobile Phones in communication and 
modern application software in Mobile Phones communication.  

12 

Unit IV 

Business Correspondence - Enquiries and Reply - Order and their Execution – 
Collection Letter –Sales Letter – Circular Letter – Banking Correspondence – 
Insurance Correspondence 

12 

Unit V 

Modern Forms of Communication: Fax- e-mail- Video conferencing- Internet -
Website and their use in Business. 

12 

 Total Contact Hrs                                                                                     60 

*Italicized texts are for self study 

Pedagogy and Assessment Methods: 

 Group discussions, Seminar and Assignment 

Text Book 

 

S.NO  AUTHOR TITLE OF THE BOOK PUBLISHERS \ 
EDITION 

YEAR OF 
PUBLICATION 

1. 
Ramachandran Business Communication,  

 

Macmillan 
Publishers, New 
Delhi 

2007 

2. 
AshaKaul Effective Business 

Communication 
Prentice Hall of 
India, New Delhi 

2006 
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Reference Books 

S.NO  AUTHOR TITLE OF THE 
BOOK 

PUBLISHERS \ 
EDITION 

YEAR OF 
PUBLICATION 

1. 
Randolf H Hudson Business 

Communication,  

 

Jaico Publishing 
House, New Delhi  

1994 

2. 
Meenakshi Raman, 
Prakash Singh 

Business 
Communication,  

 

Oxford University 

Press, New Delhi. 

2012 

3. 
Jain, V K 
&OmprakashBiyani 

 Business Ethics 
and 
Communication,  

S Chand Co, New 
Delhi.  

 

2012 
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B.COM- BPS (2021-2024 BATCH) 

Programme 
code: 

B.COM- BPS Programme 
Title : 

Bachelor of Commerce  
(Business Process 
Services) 

Course Code: 21UBP6E9 Title : Batch : 2021-2024 
CORE 
ELECTIVE 
–III 

Semester VI 

Lecture 
Hrs./Week 
or 
Practical 
Hrs./Week 

5 Tutorial 
Hrs./Sem. 

- Financial 
Management 

Credits: 5 

Course Objective 

 To understand the various finance sources. 

  To understand how to take capital budgeting and investment decisions  

 
Course Outcomes 

CO1 To define the overall role and importance of the finance function. K1 

CO2 To discuss  basic finance management knowledge K2 

CO3 To apply the various kinds of dividend K3 

CO4 To analyse the investment decision K4 

CO5 To evaluate the concept of working capital K5 

 Mapping 
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CO 
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S-Strong, H-High; M-Medium; L-Low 

 



B.COM- BPS (2021-2024 BATCH) 

Units Content Hrs 

Unit I 

Nature and scope of financial management – Profit and Wealth management 
objectives – Key decisions - Functions and responsibilities of finance manager. 15 

Unit II 

Time value of money – Valuation– Capital structure decisions – Traditional and 
MM approaches – Current views – Determine of capital structure – Over trading 
– Over and under capitalization – Leverage analysis EBIT – EPS analysis. 

15 

Unit III 

Cost of capital measurement WACC – MCC and value of the firm – Factors in 
dividend policy of firm – Kinds of dividend – Walter’s Model – MM Approach. 15 

Unit IV 

Investment decisions – Risk – Required rate of return – Estimating cash flows – 

Present value of cash flows – Evaluation of alternative investment proposals – 

Sensitivity analysis – Simulation – Decision making under conditions of risk and 

uncertainty – Inflation and investment decision 

15 

Unit V 

Meaning and concept of working capital – significance – Determinants of 

working capital – Receivable and Payable management – Treasury management 

and functions 

15 

 Total Contact Hrs                                                                                         75 

*Italicized texts are for self study 

Pedagogy and Assessment Methods: 
  

 Group discussions, Seminar and Assignment 

Text Book 

S.NO  AUTHOR TITLE OF THE BOOK PUBLISHERS \ 
EDITION 

YEAR OF 
PUBLICATION 

1. 
Shashi K. Gupta 

& Sharma R.K., 

Financial Management,  KalyaniPulishers, 
New Delhi. 

2005 
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Reference Books 

S.NO  AUTHOR TITLE OF THE 
BOOK 

PUBLISHERS \ 
EDITION 

YEAR OF 
PUBLICATION 

1. 
Maheswari 

S.N 

Elements of Financial 
Management Financial 
Management;  

 

Sultan Chand and 
Sons, New Delhi 

2003 

2. 
Khan M.Y 

and Jain P.K 

Financial Management, 
Text and Problems 

Tata McGraw Hill, 

New Delhi 

2006 
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