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MANONMANIAM SUNDARANAR UNIVERISTY,
TIRUNELVELI-12
SYLLABUS

UG - COURSES - AFFILIATED COLLEGES
Course Structure for B. Com.
(Choice Based Credit System)

(with effect from the academic year 2024-2025 onwards )

Semester-I
Subject . . Subject .
Part Status Subject Title Code Credit
F1TL11/
I LANGUAGE | TAMIL/MALAYALAM/HINDI FIMY11/ 3
F1IHD11
Il | ENGLISH ENGLISH F2EN11 3
1l | CORE FINANCIAL ACCOUNTING I FCCO11 5
1l | CORE PRINCIPLES OF MANAGEMENT FCCO12 5
1l | ELECTIVE BUSINESS COMMUNICATION FECO1A 3
IV |SEC1 MS OFFICE FSCOP1 2
FUNDAMENTALS OF BUSINESS
FC STUDIES FFCO11 2
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Total Marks: 100 Internal Exam: 25 marks + External Exam: 75 marks

A. Scheme for internal Assessment:
Maximum marks for written test: 20 marks
3 internal tests, each of I hour duration shall be conducted every semester.
To the average of the best two written examinations must be added the marks scored
in. The assignment for 5 marks.

The break up for internal assessment shall be:
Written test- 20 marks; Assignment -5 marks Total - 25 marks

B. Scheme of External Examination
3 hrs. examination at the end of the semester
A —Part : 1 mark question two - from each unit
B —Part : 5 marks question one - from each unit
C —Part : 8 marks guestion one - from each unit

» Conversion of Marks into Grade Points and Letter Grades

S.No | Marks Letter Grade (ng;j € point Performance

1 90-100 @) 10 Outstanding

2 80-89 A+ 9 Excellent

3 70-79 A 8 Very Good

4 60-69 B+ 7 Good

5 50-59 B 6 Above Average
6 40-49 C 5 Pass

7 0-39 RA - Reappear

8 0 AA - Absent

» Cumulative Grade Point Average (CGPA)
2 (GP x C)
XC
e GP = Grade point, C = Credit
e CGPA is calculated only for Part-111 courses
e CGPA for a semester is awarded on cumulative basis

CGPA =

» Classification
a) First Class with Distinction : CGPA = 7.5*

b) First Class . CGPA=6.0
c) Second Class . CGPA =5.0and =6.0
d) Third Class . CGPA=5.0
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QugI5SLOILD 1
SOILP @evsHW augeorm| 1
VG 1: SO Qev&HL, QEV&ESH6I euFeLTM| IMI(LPSLD.
1. @605 56UTLD:
Sl. QHTELSTUNWID, QeMMUIEIT, Semelluled 2 6mi, HLOLNWISL CUIT(HST,
LmUQUT(66T CeETIILIT LOME0I6D, [HEOTEMITEL & 63uTlg. UIGVMRIGTIILD,
WML &S0 S ST 608- [HIT6LS6IT
&), Qumft LHS - oMty Hailjsseo
o 6UELEVIGIILD LAIGLD QL MIS6T
o 6UELAVIGTILD LAIST @)L MIG6N
o FQIMTOM 6U(HLD GL MmIGHeT
« @0, R QUBL QL miseT
o 3G OI.G QUIHLD GLMIS6IT
o GITEST, HMD 6U(HLD QL MiGer
LUl &: eueLEdETD G QL MIGET, LNST QL RIS HEUMTS U(HLDUMSBUTL (I
usg AsMB5g oML Ny SBSE (pss C(FILSD.
2. §MHIS @S- HESHOHTMS, LTS UL (H
3. 3IM Qe0SAWLD-LSCEITIELDSMNEHS HIT6L &6l
4. sruilu @eosElwd - QCU@GR STUNWKISET, QEFMI STUNLIMKIGET,
FLOWS SMLLNWIMIS 6T

5 UG QeosHlw(pLd (UesTefl(h H(HULPEOHMET, HTeomuiy Heuauwlll NyUbSLD
- UGSHSMe] QeusAIILD (HFHFHT QeLSHILIMIGET, LIVeU] & Lphemuiest
@meuessr STEWILD)

3I6V(G 2: RS Q6ev&HSIWILD
LB SHOSHTMS
1. BOHMIMHETI-(PHL LML 6L - Hl6dTm G&FTELEVI
2. GMIHAHTHS 3 QYld UTL6L - HevsHamid QUICH
3. ¥RIGOIHIMI-QOHEL Lev QuTedls! Qume Quflg &S (Wwsed uTLe)-Call msli
U3l
4. 5691505MTMS 51 - GLIASTMe@s CHeamll - GMiEh&s 560l
5. UDBTTMI-189 QGOS0 euemmsd QuTgienuled), BTLT Q&merGmm - 187
usguurL(:
1. (WeLemeLLILTL (B ((LP(LPEUGILD)
36V 3: 3IM QL&D
HGBSGET - ST USILMISHL SASSTILD
BITEVIQWIMY -LIMTL6D 131 (SHEHFILMPGSLD)
BT EINSE S8 - Hev&HHIHEG l6unClleoL
U QM HT@IIMI-SD HeoL CHTEST]
@eflweney BHTHUG-37 QETEOLOEDII CLOLIL 6T6oTM)
360G 4 STUIW @ev&H&H WD
1. SleoluBSNID - QINSGGMIHTNS §
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W6fIGL &ML - UTHAHTD QUOMD STEng
QuUAlWIYYTERTLD- L 60 HTWIEOTTTLFTE00ILD
SLOUFTDMWETD-G &L UL 6VLD

FOIULITEID - MEISGL LNenesor Hl6TM LIL6VLD
ACwe& smailwibd-eagmillifemenen

I T

3IVG 5 USHH QeosAW (LD, UGSHSM e eSS (LHLD
us g @QevsH&Hwid:
1. S(pBTeYSSTE] CHEUMTLD-HTOMTEGLD GlguIeLCEVMLD 6T6TE CGMLRIGLD
urLev L (HLD
2. LOMEUN&SEUTES] S(HEUTFHD - HLOFEFIUTI UT SYLDS BHITSHEITSHT6H 6UMTLDS
WL Ar@ealeun hGals&@GL FCImT &6 (aU6Ls QM)
3. QUMTEHSWITLDEUMT-mallh SHeHaflm eumysL Geo
4. USSSTDITT - Sl6oTGL H&euTlm
5. GUWIMpeumy - Hk&HSENGCL 65T CUTeTGLO6TT &H6voTGL 65T
6. SYEUUILITET - S(HLLTMEN LOMISH6NE SRS (PGL LML 6D )
LUGSsMe @evéHLLD;
1. Sl@peLpevl - HGBLHATLD (270,271,274,275 285)
2. ULeTssMy - SeNenl @GN (STCL Sflbh - 616185 QG RIEGLD
LIML_6L LIT. 6T600T; 279,280)
3. &RCeuell 85T - UTUEHAFIW TSIl LDEIGL (LML6D (LP(LPEUSILD)
4. @omeuswt STl - SMUCMAL uLed 18 gEHm& 6L FleLemev
PGBV - 22 QFHSLOID UMTHSTT QUMY

Reference Books:
o (. urHNTESH, HOD QeSS eugeoNm), FTHSUW AUSHHTHLO, LGHIEL 6060
o DG & eleorsahger, D QevddH eugeorm), WM & Usss Heneowld, geni.
o gLilpeiotesoIed, S Crrs&ed SO QevusHuwl eugeonm, WMl & LUsss Hemeowid, gIem;.
o SO Qe eugeorm) - (pemesTeu AMUN LMLSLITLOETIILIEH, (LPemesTeul].QEm. CagILg
o U WD QeusHil eugeonml - (pemeseuj HMIN Lmev&LITLO6uNLI6T, H60. LISLOBTLIEH

Web Sources:
o  emeuoill HLOLD MILBLD - QF6OTEN6W MIGVHLD - Online Tamil Library - Chennailibrary.com
o  (PSBLIL - HMISHNGHH6N (sirukathaigal.com)

o www.tamilvirtualuniversity.org

. Buy tamil books online 10% to 50% discount, Tamil Novels, Tamil Audio Books online - Buy tamil

books online - Established 2010 (noolulagam.com)

e  www.katuraitamilblogspot.com
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MALAYALAM
PAPER I- PROSE, COMPOSITION AND

TRANSLATION

Unit 1
This unit focus on the importance of Malayalam fiction, -the origin and development
of Malayalam Short story —renaissance in short story—Thakazhi-Basheer-Karoor- -
Navothana katha:
For detailed study:

1. Marappavakal- Karoor Neelakantappilla.

2. Uthuppante kinar.-Karoor Neelakantappilla.

3. Ezhunnallathuduty-Karoor Neelakantappilla.
Unit 11
Kathayum adhunikathayum- To familiarize — Romanticism -Modernism, Plot and
narration in modern short stories
For detailed study:

1. Neippayasam —Madhavikutty

2. Kadaltheerathu-.0.V.Vijayan

3. Radha radhamathram-M.Mukundan
Unit 111
Samakala katha— Post modernism- Globalization-Women —Dalit- Cyber -
Environmental issues in short stories-
The theme, structure and narrative style of the authors -comparison-
For detailed study:

1. Viyarppadayalangal-Sara Joseph

2. Jwala - Priya .A.S

3. Vartha sareeram —Santhosh Echikkanam

4. Otta vaikkol viplavam —V.J.James
Unit IV
This unit briefs the history of Malayalm Novel- major works, romantic period- of M T
Vasudevan Nair , narrative style of Nalukettu- craft and characterization in Nalukettu
Unit VvV
This unit focus on Translation, Word level and syntactic level and also discuss the
writing style of Essay- introduce proverbs and paraphrasing in Malayalam

Recommened Texts
1. Marappavakalum mattu kathakalum — Karoor Neelakantapilla. (only 3 stories (a.)Marappavakal
(b)Uthuppante kinar (c) Ezhunnallathuduty))
2. Nalukettu- .Novel -M.T.Vasudevan Nair

Reading list (print and online)

Adhunika Malayala Sahithya Charithram Prasthanangalilude — Dr. K.M.George ( Ed.)
Cherukadha Innale Innu - M.Achuthan

Kadha Thedunna Kadha - N.Prabhakaran

M.T. Vakkinte Vismayam — V.R.Sudheesh
Kadhayum Kalavum —K.S.Ravikumar

Malayala Novalilee Desakaalangal- E. Ramkrishnan
Maranunna Malayala Noval- K.P. Appan
Andhanaya Daivam- P.K.Rajasekharan

Shyalee shilppam- Dr.K.M. Prabhakra Warier
Bhasha gadhyam- C.V. Vasudeva Bhattathiri

Karur Kadha patanam- M.M.Basheer

RBooNoogR~wNE
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HINDI - Hindi ka Samanya Gyan, Vyakaran aur Nibandh

Unit |
Buniyadi Hindi
» Swar
» Vyanjan
» Barah Khadi
» Shabd aur
» Vakya Rachna

Unit 11
Hindi Shabdavali
» Rishto ke Naam
» Gharelu padartho ke Naam

Unit 11
Vyakaran
» Sadharan Vakya aur Sangya
» Sarvanam
» Visheshan
» Kriya aadi shabdo ka prayog

Unit IV
Chote Gadyansh ka Pathan
» Bacho ki Kahaniya (1 to 5)
» Patra-Patrikao mein prakashit Gadyansho ka Pathan

Unit VvV
Nibandh
» Sant Tiruvalluvar
» E.V.R Thandai Periyar
» Naari Sashaktikaran
» Paryavaran Sanrakshan
» Vibhinna pratiyogi parikshao ke bare mein jaankari dena
Pratiyogi priksha par adharit nibandho dwara bhasha ki kshamta badhane vale
prashikshan kary.

Reference Books

Hindi ke Avyay Vakyansh — Chaturbhuj Sahay
Subodh Hindi Vyakaran — Phoolchand Jain
Sankshipt Hindi Vyakaran — Kamta Prasad
Vyavaharik Hindi — Nagappa

Abhinav Hindi Vyakran — Nagappa

Saral Hindi Vyakaran — Shyamchandra Kapur
Vyakaran Pradeep — Ramdev

Laghu Bal Kathaye — Ramashankar

'3
Nesamony Memorial Christian College, Marthandam
4

Nk wWNE



Page 7 of 18

9. Manoranjak Kahaniya — Premchand
10. CONCISE GRAMMAR OF THE HINDI LANGUAGE - H.C Scholberg

11. Hindi Grammar — Edwin Greaves
Related Online Contents (MOOCs, SWAYAM, NPTEL, YouTube, Websites, etc.)
1. fritoYyqoj%https://bharatdiscovery.org/india/%E0%A4%A4%E0%A4%BF%EQ0%A
4%B0%E0%A5%81%E0%A4%B5%E0%A4%B2%E0%A5%8DY%E0%A4%B2%E0%5%81%E0%A4%B5%E
0%A4%B0#:~:text=%E0%A4%A4%E0%A4%BF%E0%A4%B%E0%A5%81%E0%A4%B5%E0%A4%B2%E
0%A5%8D%E0%A4%B2%E0%A5%81E0%A4%B5%E0%A4%B0%20(%E0%A4%85%E0%A4%82%E0%A
4%97%E0%5%8DE0%A4%B0%E0%A5%87%E0%A4%9CY%E0%A4%BCYEN%AS5%80%3A%20Thiruvaluv
ar)%20%E0%A4%A6%E0%A4%95%E0%A5%8DY%E0%A4%B7%E0%A4%BFWHEY%A4%A3, %E0%NALNAA
%E0%A4%BFY%E0%A4%AL%E0%ALA%BEY%20E0%A4%AEY%E0%A5%87%E0%A4%82%20%E0%A4%B5
%E0%A4%BFY%E0%A4%B6%E0%A5%8D%E0%A4%B5%E0%A4%BEY%E0%A4%B8%20%E0%A4%B0%
E0%A4%96%E0%A4%A4%E0%A5%87%20%E0%A4%A5%E0%A5%87%E0%AS% AL
2. bZ-os-jkelkeh
https://hi.wikipedia.org/wiki/%E0%A4%AAY%E0%A5%87%E0%A4%BO%EN%ALY%BFYHE0%AL%AFYHEDNY%
A4%BEY%E0%A4%B0O#:~:text=%E0%A4%87%E0%A4%BOY%EQ%A5%8BY%EQ0%A4%A1%20%E0%A4%B5
%E0%A5%87%E0%A4%82%E0%A4%95%E0%A4%IFY%20%E0%AL%ABYEQ%ALY%BEYENY%AL%AF%E
0%A4%95%E0%A4%B0%20%E0%A4%B0%E0%A4%BEYEQ0%ALI%NAEYE0%ALI%BEYECN%AL%BE%EQ
%A4%BE%E0%A4%AE%E0%A5%80%20(17,%E0%A4%B5%E0%A4%BEY%E0%A4%B2%E0%AS%87%2
0%E0%A4%B9%E0%A4%BFYHE0%A4Y%A8%E0%AS5%8DYEQ0%AL%AEYEN%AS%E1%EQ0%NALIY%AL%EQD
%A5%8DY%E0%A4%B5%20%E0%A4%95%E0%A4%BE %20%E0%A4%B5%E0%A4%BF%E0%A4%B0%
E0%A5%8B%E0%A4%AT7%20%EQ0%A4%ASYEQ%A4%BEWENY%AS%AL
3. ukjh I’kfDrdj.k%
https://www.hindikiduniya.com/essay/women-empowerment-
essayinhindi/#:~:text=%E0%A4%AE%E0%A4%BI%EC%A4%BFY%EQ%A4%B2%E0%A4A%BEY%20%EQ0%A4
%B8%E0%A4%B6%E0%A4%95%E0%AS5%8DY%EQ0%A4%ALY%E0%ALY%BFY%E0%A4%95%E0%A4%B0%
E0%A4%A3%20%E0%A4%95%E0%A5%8DY%E0%AL%AFY%E0%AL%BEY%20%E0%A4%BI%E0%A5%88
%20%3F &text=%E0%A4%AEYE0%A4%BI%EQ0%ALY%BFHEQ0%A4%B2%E0%A4%BEY%20%E0%A4%B8
%E0%A4%B6%E0%A4%95%E0%A5%8DYE0%A4%ALWEN%ALY%BFWHE0%AL%I5SYE0%AL%BO%ENY
A4%A3%20%E0%A4%95%E0%A5%8B%20%E0%A4%ACHEO%AS%87Y%E0%AL%BIYEN%AL%A6%20
%E0%A4%86%E0%A4%B8WE0%A4%BEYEN%A4%AS, %E0%A4Y%BEY%E0%A4%I5%E0%A5%8DY%ENY
A4%B7%E0%AL%AEY%20%E0%AL%ACYHEN%AL%ABYENY%AL%BEYECNY%AL%ABYENYAL%BEY%20%E
0%A4%AEYE0%A4%BI%E0%AL%BFYHEN%ALY%B2%E0%A4%BE%20%E0%A4%B8%E0%A4%B6%ED
%A4%95%E0%A5%8D%E0%A4%ALI%E0%AL%BFY%EOA%ISYENY%AL%BO%EQN%AL%A3%20%EQ0%AL
%B9%E0%A5%88%E0%A5%A4
4. i;kZoj.k laj{k.k%
a.https://hi.wikipedia.org/wiki/%E0%A4%AAY%E0%A4%BO%E0%A5%8
D%E0%A4%AF%EC%A4%BEY%E0%A4%B5%E0%A4%B0%EN%A4%A3_%E0%A4%BEY%ENY%A4%88%E
0%A4%B0%E0%A4%95%E0%A5%8D%E0%A4%B7%E0%A4% A3 ~:text=%E0%A4%AAWEN%A4%BO
%E0%A5%8D%E0%A4%AFY%EN%A4%BEY%E0%A4%B5%E0%A4%B0%E0%A4%A3%20%E0%A4%B8%
E0%A4%82%E0%A4%B0%E0%A4%95%E0%A5%8D%E0%A4%B7%E0%A4%A3%20%E0%A4%95%EQ
%A4%BE%20%E0%A4%B8%E0%A4INAEE0%A4%BEYE0%AS%EDYUEN%A4%ALY%20%E0%AL%AA
%E0%A5%8D%E0%A4%B0%EC%A4%BEYE0%A4%A3IWNEN%AL%BFWHE0%ALI%AFYEQNY%AS%SBIEQ
%A4%82,%E0%A4%AA%EN%A5%83%E0%A4%A5%E0%AS5%8DIE0%A4%B5%E0%A5%80%20%E0%
A4%B8Y%E0%AL%AEYE0%AS%EDYE0%ALIYAEWEN%AS%87%E0%AL%B2%E0%A4%A8'%20%E0%A
4%86%E0%A4%AF%E0%A5%8BY%E0%A4%ICYHEN%AL%BFHE0%AL%AL%20%E0%AL%ISYEC%NAL%
BF%E0%A4%AF%E0%A4%BE%20%E0%A4%97%E0%A4%AF%E0%A4%BEY%E0%AS%AL
b.http://gadyakosh.org/gk/%E0%A4%86%E0%A4%88%E0%A4%AF%EN%A5%87!_%E0%A4%AAYEN%A
4%B0%E0%A5%8D%E0%A4%AF%EC%A4%BEY%E0%A4%B5%E0%A4%B0%EN%A4%A3_Y%E0%ALYNA
CY%E0%A4%9A%E0%A4%BEY%E0%A4%8FHEC%A4%81_/ %E0%A4%85%E0%A4%A8%EN%AS%8D%
E0%A4%A4%E0%A4%B0%E0%ALA%BE_%E0%A4%95%E0%A4%B0%E0%A4%B5%E0%A4%AL%ENY
A4%BCY%E0%A5%87
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https://hi.wikipedia.org/wiki/%E0%A4%AA%E0%A5%87%E0%A4%B0%E0%A4%BF%E0%A4%AF%E0%A4%BE%E0%A4%B0#:~:text=%E0%A4%87%E0%A4%B0%E0%A5%8B%E0%A4%A1%20%E0%A4%B5%E0%A5%87%E0%A4%82%E0%A4%95%E0%A4%9F%20%E0%A4%A8%E0%A4%BE%E0%A4%AF%E0%A4%95%E0%A4%B0%20%E0%A4%B0%E0%A4%BE%E0%A4%AE%E0%A4%BE%E0%A4%B8%E0%A4%BE%E0%A4%AE%E0%A5%80%20(17,%E0%A4%B5%E0%A4%BE%E0%A4%B2%E0%A5
https://hi.wikipedia.org/wiki/%E0%A4%AA%E0%A5%87%E0%A4%B0%E0%A4%BF%E0%A4%AF%E0%A4%BE%E0%A4%B0#:~:text=%E0%A4%87%E0%A4%B0%E0%A5%8B%E0%A4%A1%20%E0%A4%B5%E0%A5%87%E0%A4%82%E0%A4%95%E0%A4%9F%20%E0%A4%A8%E0%A4%BE%E0%A4%AF%E0%A4%95%E0%A4%B0%20%E0%A4%B0%E0%A4%BE%E0%A4%AE%E0%A4%BE%E0%A4%B8%E0%A4%BE%E0%A4%AE%E0%A5%80%20(17,%E0%A4%B5%E0%A4%BE%E0%A4%B2%E0%A5
https://hi.wikipedia.org/wiki/%E0%A4%AA%E0%A5%87%E0%A4%B0%E0%A4%BF%E0%A4%AF%E0%A4%BE%E0%A4%B0#:~:text=%E0%A4%87%E0%A4%B0%E0%A5%8B%E0%A4%A1%20%E0%A4%B5%E0%A5%87%E0%A4%82%E0%A4%95%E0%A4%9F%20%E0%A4%A8%E0%A4%BE%E0%A4%AF%E0%A4%95%E0%A4%B0%20%E0%A4%B0%E0%A4%BE%E0%A4%AE%E0%A4%BE%E0%A4%B8%E0%A4%BE%E0%A4%AE%E0%A5%80%20(17,%E0%A4%B5%E0%A4%BE%E0%A4%B2%E0%A5
https://hi.wikipedia.org/wiki/%E0%A4%AA%E0%A5%87%E0%A4%B0%E0%A4%BF%E0%A4%AF%E0%A4%BE%E0%A4%B0#:~:text=%E0%A4%87%E0%A4%B0%E0%A5%8B%E0%A4%A1%20%E0%A4%B5%E0%A5%87%E0%A4%82%E0%A4%95%E0%A4%9F%20%E0%A4%A8%E0%A4%BE%E0%A4%AF%E0%A4%95%E0%A4%B0%20%E0%A4%B0%E0%A4%BE%E0%A4%AE%E0%A4%BE%E0%A4%B8%E0%A4%BE%E0%A4%AE%E0%A5%80%20(17,%E0%A4%B5%E0%A4%BE%E0%A4%B2%E0%A5
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https://www.hindikiduniya.com/essay/women-empowerment-essayinhindi/#:~:text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%20%E0%A4%B8%E0%A4%B6%E0%A4%95%E0%A5%8D%E0%A4%A4%E0%A4%BF%E0%A4%95%E0%A4%B0%E0%A4%A3%20%E0%A4%95%E0%A5%8D%E0%A4%AF%E0%A4%BE%20%E0%A4%B9%E0%A5%88%20%3F&text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%
https://www.hindikiduniya.com/essay/women-empowerment-essayinhindi/#:~:text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%20%E0%A4%B8%E0%A4%B6%E0%A4%95%E0%A5%8D%E0%A4%A4%E0%A4%BF%E0%A4%95%E0%A4%B0%E0%A4%A3%20%E0%A4%95%E0%A5%8D%E0%A4%AF%E0%A4%BE%20%E0%A4%B9%E0%A5%88%20%3F&text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%
https://www.hindikiduniya.com/essay/women-empowerment-essayinhindi/#:~:text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%20%E0%A4%B8%E0%A4%B6%E0%A4%95%E0%A5%8D%E0%A4%A4%E0%A4%BF%E0%A4%95%E0%A4%B0%E0%A4%A3%20%E0%A4%95%E0%A5%8D%E0%A4%AF%E0%A4%BE%20%E0%A4%B9%E0%A5%88%20%3F&text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%
https://www.hindikiduniya.com/essay/women-empowerment-essayinhindi/#:~:text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%20%E0%A4%B8%E0%A4%B6%E0%A4%95%E0%A5%8D%E0%A4%A4%E0%A4%BF%E0%A4%95%E0%A4%B0%E0%A4%A3%20%E0%A4%95%E0%A5%8D%E0%A4%AF%E0%A4%BE%20%E0%A4%B9%E0%A5%88%20%3F&text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%
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https://www.hindikiduniya.com/essay/women-empowerment-essayinhindi/#:~:text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%20%E0%A4%B8%E0%A4%B6%E0%A4%95%E0%A5%8D%E0%A4%A4%E0%A4%BF%E0%A4%95%E0%A4%B0%E0%A4%A3%20%E0%A4%95%E0%A5%8D%E0%A4%AF%E0%A4%BE%20%E0%A4%B9%E0%A5%88%20%3F&text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%
https://www.hindikiduniya.com/essay/women-empowerment-essayinhindi/#:~:text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%20%E0%A4%B8%E0%A4%B6%E0%A4%95%E0%A5%8D%E0%A4%A4%E0%A4%BF%E0%A4%95%E0%A4%B0%E0%A4%A3%20%E0%A4%95%E0%A5%8D%E0%A4%AF%E0%A4%BE%20%E0%A4%B9%E0%A5%88%20%3F&text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%
https://www.hindikiduniya.com/essay/women-empowerment-essayinhindi/#:~:text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%20%E0%A4%B8%E0%A4%B6%E0%A4%95%E0%A5%8D%E0%A4%A4%E0%A4%BF%E0%A4%95%E0%A4%B0%E0%A4%A3%20%E0%A4%95%E0%A5%8D%E0%A4%AF%E0%A4%BE%20%E0%A4%B9%E0%A5%88%20%3F&text=%E0%A4%AE%E0%A4%B9%E0%A4%BF%E0%A4%B2%E0%A4%BE%
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PAPER Il -GENERAL ENGLISH - |

Learning Objectives
e To enable learners to acquireself awareness and positive thinking required in
various life situations.
e To help them acquire the attribute of empathy
e To assist them in acquiring creative and critical thinking abilities
e To enable them to learn the basic grammar
e To assist them in developing LSRW skills
Unit |
SELF-AWARENESS (WHO)&POSITIVE THINKING (UNICEF)
Life Story
1.1 Chapter 1 from MalalaYousafzai, | am Malala
1.2 An Autobiography or The Story of My Experiments with Truth (Chapters
1, 2 & 3) M.K.Gandhi
Poem
1.3 Where the Mind is Without Fear — Gitanjali 35 — Rabindranath Tagore
1.4 Love Cycle — Chinua Achebe

Unit 11
EMPATHY
Poem
2.1 Nine Gold Medals — David Roth
2.2 Alice Fell or poverty — William Wordsworth
Short Story
2.3 The School for Sympathy — E.V. Lucas
2.4 Barn Burning — William Faulkner

Unit 11
CRITICAL & CREATIVE THINKING
Poem
3.1 The Things That Haven’t Been Done Before — Edgar Guest
3.2 Stopping by the Woods on a Snowy Evening — Robert Frost
Readers Theatre
3.3 The Magic Brocade — A Tale of China
3.4 Stories on Stage — Aaron Shepard (Three Sideway Stories from Wayside
School” by Louis Sachar)
Unit IV
Part of Speech
4.1 Articles
4.2 Noun
4.3 Pronoun
4.4 Verb
4.5 Adverb
4.6 Adjective
4.7 Preposition

¥
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Unit V
Paragraph and Essay Writing

5.1 Descriptive
5.2 Expository
5.3 Persuasive
5.4 Narrative

Text books (Latest Editions)

1.
2.

3.

4.

S.
6.

MalalaYousafzai. | am Malala, Little, Brown and Company, 2013.

M.K. Gandhi. An Autobiography or The Story of My Experiments with Truth
(Chapter — I), Rupa Publications, 2011.

Rabindranath Tagore. "Gitanjali 35" from Gitanjali (Song Offerings): A
Collection of Prose Translations Made by the Author from the Original
Bengali. MacMillan, 1913.

N.Krishnasamy. Modern English: A Book of Grammar, Usage and
Composition Macmillan, 1975.

Aaron Shepard. Stories on Stage, ShepardPublications, 2017.

J.C. Nesfield. English Grammar Composition and Usage, Macmillan, 2019.

Web Resources

1.

2.

MalalaYousafzai. | am Malala (Chapter 1) https://archive.org/details/i-am-
malala

M.K Gandhi. An Autobiography or The Story of My Experiments with
Truth(Chapter-1)- Rupa Publication, 2011
https://www.indiastudychannel.com/resources/146521- Book-Review-An-
Autobiography-or-The-story-of-my-experiments-with-Truth.aspx
Rabindranath  Tagore.  "Gitanjali 35"  from  Gitanjali  (Song
Offerings)https://www.poetryfoundation.org/poems/45668/gitanjali-35
Aaron  Shepard.Stories on  Stage, Shepard Publications, 2017
https://amzn.eu/d/9rVzINv

JC Nesfield. Manual of English Grammar and Composition.
https://archive.org/details/in.ernet.dli.2015.44179

Nesamony Memorial Christian College, Marthandam %yﬁ
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FINANCIAL ACCOUNTING |

Learning Objectives

To understand the basic accounting concepts and standards.

To know the basis for calculating business profits.

To familiarize with the accounting treatment of depreciation.

To learn the methods of calculating profit for single entry system.
To gain knowledge on the accounting treatment of insurance claims.

UNIT I

Fundamentals of Financial Accounting

Financial Accounting — Meaning, Definition, Objectives, Basic Accounting Concepts
and Conventions - Journal, Ledger Accounts— Subsidiary Books — Trial Balance -
Classification of Errors — Bank Reconciliation Statement - Need and Preparation

UNIT 11

Final Accounts

Final Accounts of Sole Trading Concern- Capital and Revenue Expenditure and
Receipts — Preparation of Trading, Profit and Loss Account and Balance Sheet with
Adjustments.

UNIT 111

Depreciation and Bills of Exchange

Depreciation - Meaning — Objectives — Accounting Treatments - Types - Straight Line
Method — Diminishing Balance method — Conversion method.

Units of Production Method — Cost Model vs Revaluation

Bills of Exchange — Definition — Specimens — Discounting of Bills — Endorsement of
Bill — Collection — Noting — Renewal — Retirement of Bill under rebate

UNIT IV

Accounting from Incomplete Records — Single Entry System Incomplete Records -
Meaning and Features - Limitations - Difference between Incomplete Records and
Double Entry System - Methods of Calculation of Profit - Statement of Affairs
Method — Preparation of final statements by Conversion method.

UNIT V

Royalty and Insurance Claims

Meaning — Minimum Rent — Short Working — Recoupment of Short Working — Lessor
and Lessee — Sublease — Accounting Treatment.

Insurance Claims —Calculation of Claim Amount-Average clause (Loss of Stock only)

'3
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Textbooks
1. S. P. Jain and K. L. Narang Financial Accounting- I, Kalyani Publishers, New
Delhi.
2. S.N. Maheshwari, Financial Accounting, Vikas Publications, Noida.
3. Shukla Grewal and Gupta, “Advanced Accounts”, volume 1, S. Chand and
Sons, New Delhi.
4. Radhaswamy and R.L. Gupta: Advanced Accounting, Sultan Chand, New
Delhi.
5. R.L. Gupta and V.K. Gupta, “Financial Accounting”, Sultan Chand, New
Delhi.
Reference Books
1. Dr. Arulanandan and Raman: Advanced Accountancy, Himalaya Publications,
Mumbai.
2. Tulsian, Advanced Accounting, Tata McGraw Hills, Noida.
3. Charumathi and Vinayagam, Financial Accounting, S. Chand and Sons, New
Delhi.
4. Goyal and Tiwari, Financial Accounting, Taxmann Publications, New Delhi.
5. Robert N Anthony, David Hawkins, Kenneth A. Merchant, Accounting: Text
and Cases. McGraw-Hill Education, Noida.
NOTE: Latest Edition of Textbooks May be Used
Web Resources
1. https://www.slideshare.net/mcsharmal/accounting-for-depreciation-1
2. https://www.slideshare.net/ramusakha/basics-of-financial-accounting
3. https://www.accountingtools.com/articles/what-is-a-single-entry-system.html

PRINCIPLES OF MANAGEMENT

Learning Objectives
e To understand the basic management concepts and functions
e To know the various techniques of planning and decision making
e To familiarize with the concepts of organization structure
e To gain knowledge about the various components of staffing
e To enable the students in understanding the control techniques of management

UNIT I

Introduction to Management

Meaning- Definitions — Nature and Scope - Levels of Management — Importance -
Management Vs. Administration — Management: Science or Art —Evolution of
Management Thoughts — F. W. Taylor, Henry Fayol, Peter F. Drucker, Elton Mayo -
Functions of Management - Trends and Challenges of Management. Managers —
Qualification — Duties & Responsibilities.

'3
Nesamony Memorial Christian College, Marthandam
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UNIT 11

Planning

Planning — Meaning — Definitions — Nature — Scope and Functions — Importance and
Elements of Planning — Types — Planning Process - Tools and Techniques of Planning
— Management by Objective (MBO). Decision Making: Meaning — Characteristics —
Types - Steps in Decision Making — Forecasting.

UNIT IH1

Organizing

Meaning - Definitions - Nature and Scope — Characteristics — Importance — Types -
Formal and Informal Organization — Organization Chart — Organization Structure:
Meaning and Types - Departmentalization— Authority and Responsibility —
Centralization and Decentralization — Span of Management.

UNIT IV

Staffing

Introduction - Concept of Staffing- Staffing Process — Recruitment — Sources of
Recruitment — Modern Recruitment Methods - Selection Procedure — Test- Interview—
Training: Need - Types— Promotion —Management Games — Performance Appraisal -
Meaning and Methods — 360-degree Performance Appraisal — Work from Home -
Managing Work from Home [WFH].

UNIT V

Directing

Motivation —Meaning - Theories — Communication — Types - Barriers to
Communications — Measures to Overcome the Barriers. Leadership — Nature - Types
and Theories of Leadership — Styles of Leadership - Qualities of a Good Leader —
Successful Women Leaders — Challenges faced by women in workforce - Supervision.
Co-ordination and Control

Co-ordination — Meaning - Techniques of Co-ordination.

Control - Characteristics - Importance — Stages in the Control Process - Requisites of
Effective Control and Controlling Techniques — Management by Exception [MBE].

Textbooks

1. Gupta. B, -Principles of Management-L.M. Prasad, S. Chand& Sons Co. Ltd,
New Delhi.

2. DinkarPagare, Principles of Management, Sultan Chand & Sons Publications,
New Delhi.3

3. P.C. Tripathi& P.N Reddy, Principles of Management. Tata McGraw, Hill,
Noida.

4. L.M. Prasad, Principles of Management, S. Chand & Sons Co. Ltd, New Delhi.

¥
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5. R.K. Sharma, Shashi K. Gupta, Rahul Sharma, Business Management, Kalyani
Publications, New Delhi.
Reference Books
1. K Sundhar, Principles of Management, Vijay Nichole Imprints Limited,
Chennai
2. Harold Koontz, Heinz Weirich, Essentials of Management, McGraw Hill,
Sultan Chand and Sons, New Delhi.
3. Grifffin, Management principles and applications, Cengage learning, India.
4. H.Mintzberg - The Nature of Managerial Work, Harper & Row, New York.
5. Eccles, R. G. & Nohria, N. Beyond the Hype: Rediscovering the Essence of
Management. Boston The Harvard Business School Press, India.
NOTE: Latest Edition of Textbooks May be Used

Web Resources
1. http://www.universityofcalicut.info/syl/management
2. https://lwww.managementstudyguide.com/manpower-planning.htm
3. https://www.businessmanagementideas.com/notes/management-
notes/coordination/coordination/21392

BUSINESS COMMUNICATION

Learning Objectives

e To enable the students to know about the principles, objectives and importance
of communication in commerce and trade.
To develop the students to understand about trade enquiries
To make the students aware about various types of business correspondence.
To develop the students to write business reports.
To enable the learners to update with various types of interviews

UNIT I
Introduction to Business Communication
Definition — Meaning — Importance of Effective Communication — Modern

Communication Methods — Barriers to Communication — E-Communication -
Business Letters: Need - Functions — Essentials of Effective Business Letters — Layout

UNIT I

Trade Enquiries

Trade Enquiries — Orders and their Execution — Credit and Status Enquiries —
Complaints and Adjustments — Collection Letters — Sales Letters — Circulars

UNIT 11
Banking & Insurance Correspondence
Banking Correspondence — Types — Structure of Banking Correspondence — Elements
of a Good Banking Correspondence — Insurance — Meaning and Types —
Nesamony Memorial Christian College, Marthandam
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Insurance Correspondence — Difference between Life and General Insurance —
Meaning of Fire Insurance — Kinds — Correspondence Relating to Marine Insurance —
Agency Correspondence — Introduction — Kinds — Stages of Agent Correspondence —
Terms of Agency Correspondence

UNIT IV
Secretarial Correspondence
Company Secretarial Correspondence — Introduction — Duties of Secretary —

Classification of Secretarial Correspondence — Specimen letters — Agenda and
Minutes of Report writing — Introduction — Types of Reports — Preparation of Report
Writing

UNIT V

Interview Preparation

Application Letters — Preparation of Resume — Interview: Meaning — Objectives and
Techniques of Various Types of Interviews —Creating & maintaining Digital Profile

Textbooks

1. Rajendra Pal & J.S. Korlahalli, Essentials of Business Communication-Sultan
Chand & Sons- New Delhi.

2. Gupta and Jain, Business Communication, Sahityabahvan Publication, New
Delhi.

3. K.P. Singha, Business Communication, Taxmann, New Delhi.

4. R. S. N. Pillai and Bhagavathi. S, Commercial Correspondence, Chand
Publications, New Delhi.

5. M. S. Ramesh and R. Pattenshetty, Effective Business English and
Correspondence, S. Chand & Co, Publishers, New Delhi.

Reference Books
1. V.K. Jain and Om Prakash, Business communication, S. Chand, New Delhi.
2. Rithika Motwani, Business communication, Taxmann, New Delhi.
3. Shirley Taylor, Communication for Business-Pearson Publications - New
Delhi.
4. Bovee, Thill, Schatzman, Business Communication Today - Pearson
Education, Private Ltd- New Delhi.
5. Penrose, Rasbery, Myers, Advanced Business Communication, Bangalore.
NOTE: Latest Edition of Textbooks May be Used

Web Resources
1. https://accountingseekho.com/
2. https://www.testpreptraining.com/business-communications-practice-exam-

questions
3. https://bachelors.online.nmims.edu/degree-programs

'3
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MS OFFICE

Learning Objectives:

e To enable the students to acquire knowledge in creating documents for
printing, sharing, presentation and store data in a spreadsheet

e To equip the students themselves with the skills in MS Excel program, which is
used to save and analyses the numerical data.

e To engage the students themselves with advanced, MS excel Functions and
productivity tools to assist in developing Work sheets and consolidation to
summarize and report results from multiple work sheets

¢ ToidentifythenamesandfunctionsofthePowerPointinterfaceandcreateaslideprese
ntati on that includes text, graphics, animation and transition

e To plan, design, create, manipulate and analyses and compile data in various
ways.

Unit I: Microsoft Word -1

Working with Microsoft Word: Constructing a new document — Revising and
Formatting a document — Alter the Page Layout, Watermark - Background and
Borders — Headers &Footers — Page Numbering

Unit I1: Microsoft Word -11

Applying Templates - Formulating Tables — Editing tables —Incorporate Word Art,
Clip Arts, Smart art& Pictures — Search & Replace — Transferring and Receiving
Documents, sharing information to others — Encrypt and Decrypt a document -Mail
Merge.

Unit I11: Microsoft Excel-I

Microsoft Excel - create a spreadsheet using Auto fill, setting margin, adding and
Removing Rows and Columns, creating and copying formulae, changing column
widths and row heights, using Auto format, creating and printing a chart, Page Layout,
converting files into a different format, finding total in rows and columns and
Mathematical Expression Such as Add, Subtract, Multiply and Divide.

Unit IV: Microsoft Excel-11

More Advanced Excel Functions: Normal, Page Layout, Page Break View -
Employing the Freeze Panes Tool — Employing Financial Functions: PMT, RATE,
NPER, PV, FV — Logical Functions: AND, FALSE, IF, NOT, OR, TRUE-BAHTT
EXTT ext. Function —LEFT Concatenation — Using LOWER and UPPER - Value
Function — Examining Date & Time Functionality.

Unit V: Microsoft Power Point:

Applying the Auto-content wizard to Create and Store a presentation - Design
template —Creating a Blank presentation — Opening a Previously- made presentation —
Adjusting the Background—-Choosing the Presentation Layout —Establishing the
Presentation Style;

List of Practical:
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MS-WORD

1.

no

4.

5.

Enter the chairperson's speech, auditor's report, minutes and agenda, and
implement the following processes: emboldening, underscoring, varying font
size, adjusting the style, altering the background and text color, varying line
spacing, verifying spellings, arranging, adding headers and footers, inserting
pages and page numbers, finding and replacing words.

Prepare an invitation for the college function using text boxes and clipart.
Prepare a class time table and perform the following operations: Inserting the
table, data entry, alignment of Rows and Columns, inserting and deleting the
rows and columns, and Changing of Table Format.

Prepare a shareholders’ meeting letter for 10 members using mail merge
operation.

Prepare Bio-Data by using Wizard and Templates.

MS-EXCEL

1.

Generate a roster of your class (a minimum of5 topics) and perform the
following activities: Data entry, Grand total, Mean, Result and Ranking
through arithmetic and logical functions and sorting.

Utilizing the chart wizard, create various charts (line, pie, bar) to show the
annual performance of sales, purchase, and profit of the company.

Prepare a declaration of Bank customer’s account indicating simple and
compound interest estimations for 10 different customers using mathematical
and logical functions.

Make an Excel spread sheet to do various financial operations PMT, RATE,
NPER, PV, FV.

Generate an excel sheet to accomplish numerous text, value, and date & time
functions.

MS-POWERPOINT

1.

2.

Construct presentation slides that display the five levels of a company's
hierarchy utilizing an organization chart.

Create slides for the news headlines of a well-known television network. The
presentation ought to include the following transitions: Topto Bottom, Bottom
to Top, Zoom In and Zoom Out. The presentation should be able to run in
custom mode.

Create slides for the Seminar/ Lecture Presentation featuring animation and
complete the following: Develop multiple slides, alter background colour, and
in corporate word art to adjust font colour.

Text Books:

1.

2.

3.

A First Course in computers Based on Windows 8 and MS Office2013) by
Sanjay Saxena, Edition2015, Vikas Publishing House Pvt. Ltd. New Delhi.
Fundamentals of Information Technology & MS Office by Bhullar MS,
RamanpreetKaur, Edition2015, Kalyani Publishers Ludhiana
Excel2019-All-in-one by Lokesh Lalwani, Edition 2019, BPBPublications;1st
edition(1Jauary2019); BPB Publication

Jordan Gold meter 2014Advanced Excel Essentials Friends of a Press USA
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Supplementary Readings:
1. Sterling Libs Fcca 2016 Advanced Excel: How to use V lookup & Index Match
function Straight Publications USA
2. Chris Urban 2016 Advanced Excel for Productivity USA
3. Lokesh Lalwani 2019 Excel 2019 All in One); BPB Publication USA
4. RituArora2018 AdvancedExcel2016 BPB Publications New Delhi

Web Reference:
1. https://www.klientsolutech.com/list-of-microsoft-word-exercises-for-students/
2. https://lwww.guru99.com/logical-functions-operators-and-conditions-in-
excel.html
3. https://www.educha.com/text-function-in-excel/
4. https://www.cours-gratuit.com/powerpoint-courses/ms-powerpoint-exercises-
for- college-students-pdf

FOUNDATION COURSE (OR) BRIDGE COURSE

FUNDAMENTALS OF BUSINESS STUDIES

Objective
e The bridge course aims to act as a buffer for the new entrants with an objective
to provide adequate time for the transition to hard core of degree courses. This
gives them a breather, to prepare themselves before the onset of courses for
first year degree programmed.

Unit I Commerce-Introduction
Definition of Commerce -Importance’s of Commerce -Meaning of barter system --
business-industry-trade-hindrances of trade-branches of Commerce.

Unit Il Accounting-Introduction

Book-Keeping-Meaning -Definition —Objectives-Accounting-Meaning —Definition-
Objectives-Importance-Functions-Advantages-Limitations-Methodsof ~ Accounting-
Single Entry Double Entry-Steps involved in double entry system-Advantages of
double entry system-Meaning of Debit and Credit-Types of Accounts and its rules-
Personal Accounts- Real Accounts-Nominal Accounts.

Unit 111 Marketing & Advertising

Meaning of Marketing-Definition-Functions of Marketing-Meaning of Consumer —
Standardization and Grading -Pricing —Kinds of Pricing -AGMARK-ISI- Advertising:
Meaning, Characteristics, Advertising Objectives, Advertising Functions Advantages
of advertising, Kinds of Advertising, Advertising Media, Kinds of media

Unit IV Auditing & Entrepreneurial Development

Introduction of Auditing -Origin and Evolution —Definition -Features of Auditing -

Objectives of Auditing Advantages of Audit -Limitations of Auditing -
Nesamony Memorial Christian College, Marthandam
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Distinction between Auditing & Investigation -Distinction between Accounting
&Auditing -Basic Principles of Audit-Classification of Audit- Entrepreneurial
Development- Characteristics of an entrepreneur-Functions of an entrepreneur-Types
of an entrepreneur -Problems of Women entrepreneur-Concept of Women
Entrepreneurs

Unit V: Income Tax Law and Practice

Tax history-Types —Various Terms in Tax-Exempted Income U/S 10-Canons of
Taxation-Income Tax Authority and Administration-Slab Rate -Filing of Returns-
Residential Status.

Text Books:
1. L.M. Prasad, Principles of Management, 2022 S. Chand &Sons Co. Ltd, New
Delhi.
2. S. P.Jain and K. L. Narang 2023 Financial Accounting- I, Kalyani Publishers,
New Delhi.

3. Dr. N. Rajan Nair, 2023 Marketing, Sultan Chand & Sons. New Delhi

4. Jayashree Suresh, (Reprint 2017) Entrepreneurial Development, Margham
Publications. Chennai

5. Sundar K. and Paari, 2016 Auditing Vijay Nicole, Imprints Private Ltd,
Chennai.

6. T. Srinivasan 2024 Income Tax & Practice —Vijay Nicole Imprints Private
Limited, Chennai.
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