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CPA 1403                             BUSINESS COMMUNICATION                       5 Hrs/ 4 Cr 

Objective:  

This course provides the students with an elaborate knowledge of office Management, Business 

Communication and Report writing. It also develops their learning, reading, listening, and 

writing skills and ability to communicate on their respective fields of business. 

UNIT I 

Essential of Communication: Introduction- Objectives-Communication- Media –Types - Barriers 

to Communication- Non-verbal Communication-Principles of Effective Communication. 

ChristyDeva
Highlight

ChristyDeva
Highlight

ChristyDeva
Highlight

ChristyDeva
Highlight



UNIT II  

Enquires: Need- Functions and Kinds of a Business Letter -Lay-Out- Enquires and Replies - 

Orders and their Execution- Credit and Status Enquires-Complaints and Adjustments-Collection 

Letters- Circular Letters and Sales Letters 

UNIT III 

Business Correspondence: Bank Correspondence, Insurance correspondence – Fire – Marine – 

Life Insurance; Import – Export Correspondence- Agency Correspondence.  

UNIT VI 

 Employment Communication: Job Application Letters and Resume, Interview Letter, 

References, Testimonials, Letters of Appointment, Confirmation, Promotion, Retrenchment and 

Resignation. Characteristics of a Good Speech; Interview Techniques; Group Discussions and 

Presentation Skills 

UNIT V 

Reports: Introduction – Importance – Oral and Written Reports – Functional Areas – Special 

Features – Types – Short and Long Report – Characteristics of a Good Report; Proposals, 

Agenda, Minutes. Correspondence with Public Authority: Electronic Media – Internet – Email – 

Telecom Technology 

TEXT BOOK 

1.  Rajendra Pal and Korlahalli, Essentials of Business Communication , Sultan Chand & Sons, New 

Delhi, 2016. 

REFERENCE BOOKS 

1. Rodriquez M.V., Effective Business Communication Concept, Vikas Publishing Company, New 

Delhi, 2013.  

2. Sinha K.K., Business Communication , Galgotia Publishing Co, New Delhi, 2015. 

3. R.S.N. Pillai Bagavathi, Business Communication, S Chand, New Delhi, 2011. 

 

 

CPA 1404 BUSINESS LAW 4 Hrs / 4 Cr 

 

Objective:  
To enable the students to understand the fundamentals of law relating to commercial 
activities. 

 

UNIT I  
Indian Contract Act 1872 – Contract – Definition – Obligation and Agreement – Nature of 

Contract and Classification – Components of Valid contract – Offer and Acceptance – 
Consideration- Capacity – Free consent – Unlawful Agreements – Quasi Contracts. 
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UNIT II  
Different Modes of Discharge of Contract – Remedies for Breach – Principle for Awarding 
Damages. Contract of Indemnity and Guarantee – Rights of Surety – Discharge of Surety – 
Pawn or Pledge – Rights of Pawnee – Rights and Liabilities of Finder of Lost Goods. 

 

UNIT III  
Law of Agency – Kinds of Agency – Export Facto Agency Requirements – Rights 
and Liabilities of Principals and Agents. 
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UNIT IV  
Indian Partnership Act 1932 – Definition and Tests of Partnership –Implied Authority of 

Partners – Limitations - Firm’s Debts and Private Debts – Priority in Discharge- Rights and 

Liabilities of Partners – Dissolution of Partnership firm. The Limited Liability Partnership 

(LLP) Act, 2008 - Definitions – Origin – LLP in India - Salient features of LLP - Difference 

between LLP and Partnership - LLP Versus Company - LLP agreement - Nature of LLP - 

Partners and Designated Partners – Partners and Their Relations -Incorporation Document - 

Incorporation - Registered Office of LLP – Advantages and Disadvantages of LLP. 

 

UNIT V:  
Rights and Duties of Common Carriers – Contract of Carriage of Goods by Sea – Bill of 

Lading and Charter Party- Distinction. Sale of Goods Act 1930 – Definition of Sale – Sale 
and Agreement to Sell – Rules Regarding Passing of Property in Goods. Condition and 

Warranties – Actual and Implied – Principle of “Caveat Emptor” and its Limitations - Rights 
of Unpaid 

 

TEXT BOOK  
1. Kapoor N.D., Business Laws, Sultan Chand & Sons, New Delhi, 2013 

 

REFERENCE BOOKS 
Tuteja S.K, Business Law for Managers, Sultan Chand & Sons, New Delhi, 2006.  
Kapoor G.K, Lectures on Business and Corporate Laws, Sultan Chand & Sons, New Delhi, 2005. 
Kuchhal M C, Mercantile Law, Vikas Publishing House Pvt. Ltd, New Delhi, 2004. 

Agarwal, Indian Business Laws, Galgothra Publications, 2006. 
 
 

CPA 1405        BUSINESS ECONOMICS                   4 Hrs / 4 Cr 

Objective: 

To acquire knowledge and understanding of various economic principles and its applications in 

the real life of business 

UNIT I  

Introduction: Meaning and Definition of Business Economics - Scope and Nature of Economics 

– Methods of Economic Study – Basic Economic Concepts - Utility, Value, Cost, Price, Scarcity, 

firm, industry, supply, demand, production, consumption and  market - Central Problem of an 

Economy – Production Possibility Curve – Objectives of Business Firm. 

UNIT II  

Demand and Supply Analysis:  Demand: Meaning – Determinants of Demand – Laws of 

Demand – Elasticity of Demand : Types and Measurement – Consumer Equilibrium : Marginal 

Utility Theory – Indifference Curve Analysis – Demand Forecasting : Methods –Criteria for 
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Good Forecasting Method – Supply: Meaning – Determinants – Law of Supply – Elasticity of 

Supply –Types - Market Equilibrium - Changes in Demand and Supply. 

UNIT III  

Production, Cost and Revenue Analysis: Production Analysis:  Production Function- Factors of 

Production – Features – Laws of Production : Law of Variable Proportions – Law of Returns to 

Scale –Scale of Production - Economies and Diseconomies of Scale – Cost Analysis: Cost 

Concepts - Types of Costs - Short and Long Run Cost Curves  – Relationship Between Average 

and Marginal Cost Curves and Total, Fixed and Variable Costs. Revenue Analysis: Revenue 

Concepts - Total Revenue, Average Revenue- Marginal Revenue - Revenue Curves – 

Relationship between Average and Marginal Revenue - Break-Even Analysis  

UNIT IV  

Pricing and Market Analysis: Pricing: Definition - Pricing of Products: Meaning -  Methods -

Factor Pricing - Meaning -  Marginal Productivity Theory of Distribution - Modern Theory of 

Distribution - Market Analysis: Meaning of Market - Classifications -  Market Structure: Perfect 

Competition : Features – Price, Output and Profit Determination in Short and Long Run – 

Monopoly : Features – Price, Output and Profit Determination in Short and Long Run – Types of 

Monopoly - Price Discrimination - Dumping – Monopolistic Competition : Features – Product 

Differentiation - Oligopoly : Features – Types. 

UNIT V  

Macro Economic Analysis: National Income: Basic Concepts - Methods of Measurement - 

Problems of National Income Analysis - Business Cycle: Meaning – Features – Phases of 

Business Cycle – Causes – Measures to Control Business Cycle. Inflation: Meaning - Types - 

Causes - Control Measures- Economic Reforms: Meaning - LPG Strategy - Reform Initiatives  

TEXT BOOK 

1. Varshney R.L and Maheswari K.L., Managerial Economics, Sultan Chand & Sons, New  Delhi, 

2014. 

REFERENCE BOOKS 

1. Sankaran S., Managerial Economics, Margham Publications, Chennai, 2015. 

2. Sankar VG, Business Economics, Macmillan India Ltd, Chennai, 2008 

3. Samuelson P. A, Business Economics,  Macgraw Hill-Kgakwsia Co. London, 1999 

4. Mankar, G. Business Economics, Vikas Publishing House, Mumbai, 2013.  

5. Sundaram KPM, Business Economics, Sultan Chand & Sons, New Delhi,2014.  



6. Seth ML, Lakshmi Narain, Principles of Economics, Agarwal Education Publishers, Agra, 

 2008 

 

 

 

CPA 1501 FINANCIAL ACCOUNTING – I 5 Hrs / 5 Cr 
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Objective:  
The objective of this course is to acquaint the students with Accounting Concepts, Tools 
and Techniques used in business organizations. 

 

UNIT I  
Financial Accounting – Double Entry System – Definition – Accounting Principles, Concepts 
and Conventions – Rules – Accounting Equation – Advantages of Double Entry System-

Bank Reconciliation Statement - Preparation of Final Accounts- Trading, Profit and Loss 
Account and Balance Sheet – Adjustments. 

 

UNIT II  
Bills of Exchange and Promissory Notes- Features-Types of Bills-Trade Bills-
Accommodation Bills-Accounting for Bills of Exchange-Retiring Bills Under Rebate-

Dishonor of Bills- Renewal of Bills and Insolvency of Drawee- Sale of Goods on Approval 
or Return Basis-Methods 

 

UNIT III  
Depreciation: Meaning – Causes –Methods, Computation and Accounting Treatment of 
Depreciation- Change in Depreciation Methods 

 

UNIT IV  
Accounting for Non-Profit Organization- Receipts and Payments Account- Income and 
Expenditure account- Preparation of Income and Expenditure and Balance Sheet- Receipts 

and Payments Account and Balance sheet – Preparation of Opening and Closing Balance 
Sheet. 

 

UNIT V  
Inventories- Basis of Inventory Valuation and Record keeping- Rectification of Errors – 
Effects- Types- Suspense Account 

 

TEXT BOOK  
 Shukla M. C., Grewal T.S. Gupta S.C., Advanced Accounts (Volume - 1), S.Chand 

Publications, New Delhi, 2014. 

 

REFERENCE BOOKS  
 Gupta R.L., Radhaswamy M., Advanced Accountancy, Volume I, Sultan & Sons 

Publications, New Delhi, 2015  
 Reddy T.S. &Murthy A., Advanced Accountancy – Volume I, Margham Publications, 

Chennai, 2014. 

 Jain & Narang, Financial Accounting, Kalyani Publishers, Punjab, 2012. 
 

CPA 1502 FINANCIAL ACCOUNTING –II 5 Hrs / 5 Cr 

 

Objective:  
To impart fundamental knowledge of accounting and introduce the accounting procedure 
applicable to various forms of organizations 
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UNIT I  
Single Entry System - Concept of Single Entry System-Computation of Profit Under 
Statement of Affairs Method- Conversion of Single Entry System Into Double Entry System 
of Accounting. 
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UNIT II  
Consignment Accounts- Features – Distinction between Sale and Consignment –Account 
Sales- Recurring and Non - Recurring Expenses-Accounting Treatment of Consignment 
Transaction. 

 

UNIT III  
Joint ventures- Features-Joint Venture Vs Partnership-When Separate Books are Kept-When 
Separate Books are not Kept- Memorandum Joint Venture. 

 

UNIT IV  
Partnership Accounts- Deed-Profit and Loss Appropriation Accounts- Final Accounts of 
Partnership Firms – Basic Concepts of Admission- Calculation of Ratios-Adjustments on 
Reserves- Goodwill- Accumulated Profit- Problems 

 

UNIT V  
Retirement and Death of a Partner Including Treatment of Goodwill- Profit Sharing Ratio-
Memorandum of Revaluation Account- Joint Life Policy- Accounting Treatment. 

 

TEXT BOOK  
3. Shukla M. C., Grewal T.S., Gupta S.C., Advanced Accounts (Volume - 1) S.Chand 

Publications, New Delhi, 2014. 

 

REFERENCE BOOKS  
 Gupta R.L., Radhaswamy M., Advanced Accountancy, Volume I, Sultan & 

Sons Publications, New Delhi 2015  
 Reddy T.S. & Murthy A., Advanced Accountancy – Volume I, Margham Publications, 

Chennai, 2014.  
 Jain & Narang, Financial Accounting, Kalyani Publishers, Punjab, 2012. 
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