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BHARATHIAR UNIVERSITY,COIMBATORE-641 046

M.Com- CorporateSecretaryship with *Diploma in Foreign Trade /

*Diploma in Hospital Management / *Diploma in Réfdanagaement

(For the students admitted during the academic 3@@98-2010 and onwards)
SCHEME OF EXAMINATIONS (CBCS Pattern)

Study ' Ins. Examinations Ju
Components Course Title Hrs/ [ pur an | ek I 3
week | o arks | Tota O
Semester |
General Law and Practice 6 3 25 75 100 4
Company Law and Practice 6 325 | 75 100 4
Securities Laws and Financial Markets 7 325 | 75 100 4
Company Accounts Theory and Practice 8 325 | 75 100 4
Elective/Diploma-I : 3 3 125 75 100 3
Semester-I|
Tax Law — | 8 3] 25| 75 100 4
Advanced Company Law and Practice 6 325 | 75 100 4
Industrial Laws 6 3 |25 75 100 4
Cost and Management Accounting v 325 75 100 4
Elective/Diploma : Il : 3 3 | 25 75 100 3
Semester-I|
Company Secretarial Practice 5 325 | 75 100 4
Economic and other Legislations 5 8325 | 75 100 4
Corporate Restructuring Law and Practice 6 325 | 75 100 5
Information Technology & Computer Application 5 3 | 25| 75 100 5
Secretarial and Management Audit ) 325 | 75 100 5
Elective/Diploma-lil : 3 3 | 25 75 100 3
Semester-1V
Tax Law — I 7 3 25| 75 100 5
Corporate Financial Management (5 3 5 75 100 5
Human Resources Management 6 3 25 75 100
Industrial Training (6 weeksjTraining Repor.t 4150+50 8 3 i i 200 3
(Viva —Voce)
Elective/Diploma-IV : 3 3 25| 75 100 3
TOTAL 2200 | 90

* Colleges can choose any one of the followi

ng GrpiDiploma Papers as Electives

A. Diploma in Foreign Trade
1. Export Trade Procedure
2. Import Trade Procedure
3. Internatioanal Marketing
4. Foreign Exchange Management

C. Diploma in Retail Managaement
1. Retail Environment
2. Consumer Behaviour
3. Merchandise Management
4. Customer Relationship Management

B. Diploma in Hospital Managaement

1.Health Policy and Indian Public Health Careitnibns
2. Hospital Operations

3. Hospital Architecture, Planning & Design

4. Hospital Support Services
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SEMESTER — |
PAPER — 1.1. GENERAL LAWS & PRACTICE

Unit — | Interpretation of statutes

General principles of interpretation — Internaldaexternal aids to interpretation —
Primary and other rules.

Constitution of India

Nature of Indian Constitution — Fundamental RighBirective Principles of State Policy
— Freedom of Trade — Commerce and Intercourse -stiational provisions relating to state
Monopoly.

Unit — |1 Civil Procedure Code — 1908

Elementary knowledge of the structure of civil deu— their jurisdiction - basic
understanding of certain terms — orders judgemedtdecree, stay of suits — resudicate basic
under — standing of summary proceedings — appe&ference — review and revision.

Limitation Act, 1963

Computation of period of limitation for differebtpes of suits — extension of periods of
limitation.

Unit 111 Transfer of Property Act — 1882

Movable and immovable property — Properties wliahnot be transferred — Provisions
relating to sale — Mortgage — charge — Lease —Gaftd Actionable claim.

Indian Trust Act 1882

General concepts relating to trusts creation ustsy; duties and liabilities of trustees and
beneficiaries rights and power of trustees, digaslof trustees.

Unit IV Arbitration Act — 1940

Arbitration agreement — Definitions — Appointmeot arbitrator — Powers of the
arbitrator — award — remission —setting — abideodification and filling there of — stay of legal
proceedings.

Reqistration Act — 1908

Registrable documents — Compulsory and optiomak tand place of registration —
Consequences of non-registration — Miscellaneoogigions.

Unit -V Indian Stamp Act 1989

Methods of stamping — Consequences of non-stam@ind under stamping —
impounding of instruments construction of instrutsefor stamp duty payable — allowance &
refund.

Consumer protection Act 1986

Definitions — Consumer protection councils, Consurisputes Redressal Agencies
Chapter | to V of the Act.
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BOOKS RECOMMENDED

1 A manual of Mercantile Law’s, Chand & Company (lL.- M.C. Shukla.
2 Commercial Law — The World press Ltd — Sen and aitr

3. Mulla on the Transfer of Property Act — 1882 — N.Mipathy (p) Ltd.,

4, Civil procedure code — Allahabad Law Agency — MIBnton.
5
6
7
8

V.N. Shukal’s the constitution of India — Dr. D.BINGI.

Principles of statutory interpretation — G.P. Singh

All Indian Reporter—Published by All Indian Reparted.,Congress Nagar—Nagpur.
Relevant bare Acts.

SEMESTER — |
PAPER - 1.2. COMPANY LAW AND PRACTICE

Unit — | Introductory

The Company as a business medium — nature anddbbusiness enterprise: types of
business enterprises. Nature and functions of campaconcept of corporate personality and
nature of corporateness — company as a persodergscitizen.

Unit — I Incorporation and its Consequences

Formation of a company and types of companies -mtandum of Association —
Articles of Association, additional documents regqdi for incorporation, certificate of
incorporation, commencement of business.

Government and foreign companies — Alteration oémdrandum and Articles and
Limitations on power of alteration — Promoters —amag and importance: Position, duties and
liabilities — Corporate transactions — Pre-incogbi@n contracts: doctrine of ultra-vires and
common seal. Protection of persons dealing withompany — the doctrine of constructive
notice: doctrine of indoor management and liftiigarporate veil.

Unit — 1l Financial Structure and membership

The concept of capital and financing of companri€&ources of capital; classes and types
of shares; equity with differential rights; issueshares at par, premium and discount; bonus
issues, rights issues, issue of sweat equity shamployee stock option scheme; private
placement.

Share capital alteration — alteration of shareitahpreduction of paid-up capital;
forfeiture and surrender of shares. Prospectudinitilen; abridges prospectus; statement in lieu
of prospectus; shelf prospectus; information memaduan; contents, registration,
misrepresentations and penalities therefore. Dapitadl — debenture, debenture stock, bonds;
new developments in corporate debt financing delentrust deed and trustees; conversion of
and redemption of debentures, creation of charde®d, floating and registration thereof.

Allotment and certificates — contracts to subseribr shares, debenture and other
securities, letters of allotment and renunciaticalls and forfeitures; share certificates and share
warrants. Membership — modes of acquiring membgersigluding through depository mode;
restriction on membership, rights and privilegesnoédmbers. Transfer and Transmission of
securities in physical and depository modes.

Unit — IV Management and control of companies
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Directors — appointment / re-appointment of divest— qualifications, disqualifications
remuneration, vacation of office, retirement, rasigon and removal; loans to directors; their
powers and duties office or place of profit; rofedoectors. Managing and whole-time directors
manager, company secretary — appointment, re-ajppeirt, powers and duties. Meetings of
directors and committees — frequency convening prateedings of Board / Committee
meetings, minutes and evidence.

General meetings — kinds of meetings and resolutaw, practice and procedure relating
to convening and proceedings at general and otleetings; recording and signing of minutes;
role of chairman; teleconferencing; postal balldistribution of powers of a company — division
of powers between Board and general meetings; lagtslirectors in excess of authority;
monitoring and management.

Unit -V Deposits

Invitation, acceptance, renewal, repayment, detand remedies. Law relating to making
investments in and giving guarantees and provideayirity.

BOOKS RECOMMENDED

Ramiah; Companies Act 2000.

Kapoor N.D., Elements of Company Law.

Gogna P.P.S., A Text of Company Law.

Ghosh. P.K. & Balachandran. V., Company Law & Hcact
ICSI Study material on Company Law.

arwnE

SEMESTER — |
PAPER — 1.3. SECURITIES LAWS AND FINANCIAL MARKETS

Unit — | An Overview of Financial System

Constituents of financial system; significanceyelepment and growth of financial and
capital markets in India; Financial reforms andspré scenario, regularly authorities governing
financial and capital markets.

Unit -1l Capital Market

An introduction, meaning and significance of capinarket; capital market vis-a-vis
money market; market players — investors and compagecurities laws / regulatory framework
governing Indian Capital Market; an overview ofemtational capital market.

Unit — I Securities and Exchange Board of India and Invdatotection

Role and Powers of SEBI. Meaning and significaotévestor protection, regulatory
measures to promote investor confidence.

Unit - IV Financial Instruments and Instruments issued datsidia

Capital market instruments — equity, debenturesfepence shares, sweat equity shares,
non-voting shares, new instruments of capital markeure, hybrid and derivatives; money
market instruments - treasury bills, commercidlspcertificate of deposits; new money market
instruments. Foreign currency convertible debestugtobal Depository Receipts, American
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Depository Receipts External Commercial Borrowingt,., - their characteristics, advantages
and disadvantages, procedure for issue of varimsisuiments and their cost.
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Unit—-V Primary market and secondary market

Meaning, Significance and scope, developmentsimary market; various agencies and
institutions involved in primary market; role oftemmediaries — merchant bankers, registers,
underwriters, bankers to issue, portfolio manageehentures, trustees, etc., - their rules,
regulations and code of conduct framed by Secaraied Exchange Board of India. Meaning,
significance functions and scope of secondary ntagdezondary market intermediaries — stock
brokers, sub-brokers, advisors, their rules, raguia and code of conduct framed by Securities
and Exchange Board of India.

BOOKS RECOMMENDED

1. Balakrishnan & Narta. S., Securities Market in &di

2. Machiraju H.R., Merchant banking

3. Gordon & Natarajan, Financial Service.

4. Maheswari, S.N. Financial Management.

5. Donald & Fisher & Ronald T.Jordan, Security Anasysand Portfolio
Management.

6. ICSI study material, Securities Laws and RegulatibRinancial Markets.

SEMESTER — |
PAPER — 1.4. COMPANY ACCOUNTS — THEORY AND PRACTICE
Unit — |

Accounting for share capital & loan capital — treant of preliminary expenses.
Acquisition of business and treatment of profit®pto incorporation.
Unit — I

Preparation and presentation of final accountscahpanies. Divisible profits and
accounting treatment for dividends — issue of bashase.
Unit — 11l

Accounting treatment for amalgamation — absorp®omeconstruction of Companies
Accounts of holding and subsidiary companies.
Unit — IV

Valuation of goodwill and shares, Liquidation adr@panies — Accounting treatment.
Unit -V

Final accounts of Banking Companies — Insurancepamies, Electricity Companies and
Hotel Companies.

BOOKS RECOMMENDED

1. M.C. Shukla & T.S. Grewal : Advanced Accounts.
2. R. L. Gupta & S. Radhaswamy : Advanced Accourya
3. H. Chakrabothy : Advanced Accountancy.

William Pickles : Accountancy.
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SEMESTER - |l
PAPER —2.1. TAX LAW — |

Unit — | Income tax Act 1961

Definition — Basis of charge (a) Scope of totalame, (b) Residential status of Assessee
and the effect of taxation in respect of variousidential status of assesses. Importance of
income received or deemed to have been receivedrome accrued or deemed to have arisen
with levy of income tax — Exempted incomes.
Unit — I Computation of income under various heads

Salaries — House Property — profits and gainsusfress or Profession — Capital Gains —
Other Sources.
Unit — I

Income of other persons included in assesseeitmame — Aggregation of income and
set off or carried forward of loss — Arrival of G Total Income — Deductions under chapter VI.
A.
Unit — IV

Computation of total of income and Assessment rafividual’s — Registered and
Unregistered firms — Companies.
Unit -V Income Tax Authorities

Their appointments and control — Jurisdiction gralvers of various Income Tax
Authorities — Appeals — Revisions and reference.

Collection and Recovery of Tax — General — Taxugd#idn at source — Advance payment
of Tax — Refunds. Penalities and prosecutions.
BOOKS RECOMMENDED
S. Bhattacharya — Indian Income Tax law & Practice.
Dr. V.K. Singhania — Direct Taxes Law & Practic@ximan Pub.
B.B. Lal — Income Tax law and practice — Allied Raditions.
Dr. Bhagwathi Prasad, Law & Practice of Income iralndia.
Taxman Journal — Taxman — New Delhi.
Direct Tax — law and Practice — Dr. H.C.Mehrotr&yal.
Dr. V.K. Singhania — Satudents Guide to Income Tax.
Dinkar Pagare — Tax Laws

N~ WNE

SEMESTER -l
PAPER - 2.2. ADVANCED COMPANY LAW AND PRACTICE

Unit — | Petitions, Applications and Appearances before Gompaw Board

Procedure for making and filing petitions, apgiica and making appearances before
Company Law Board as well as matters related tbeniatluding specimen petitions,
applications and resolutions.

Unit — I Applications to the Central Government and Peidito the Court
Procedure for making various applications to tleatfal Government. Making and filing
petitions to the court for reduction of capitalriation of shareholders rights and other matters.

Unit — 1l Inspection and Investigation

Inspection of documents, books of account, regisetc., power of the Registrar of
Companies to call for information, investigation tbe affairs of the company, power of the
inspector, seizure of books and documents, inspgsctport.

Unit — IV Corporate Collapse
Winding up concept; necessity and types of windupm Organisational set up of
administrative machinery for winding up; winding ppocess; role of liquidators, consequences
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of winding up and winding up unregistered compgni@s of corporate insolvency and process
in United Kingdom and United States of America.

Unit—V Buy-back of Shares and Insider Trading

Detailed procedure and practice for buy-back o&red covering Government and
Securities and Exchange Board of India Guidelin@encept, rational behind prohibition,
Securities and Exchange board of India’s anti stdading regulations and major actions taken
by Securities and Exchange Board of India so far.

BOOKS RECOMMENDED

Romaiah, Companies Act 2000.

Kapoor N.D., Elements of Company Law.

Gogna P.P.S., A Text of Company Law.

Ghosh. P.K & Balachandran V., Company Law & Pragctic
ICSI Study material on Company Law.

agrwbnPE

SEMESTER - llI
PAPER — 2.3. INDUSTRIAL LAWS
Unit — | The Factories Act 1948
Definitions — provisions relating to health — sgfand welfare of workers. Working
hours and leave benefit provisions — approval ensing and registration of factories.

Unit — I The Industrial Disputes Act — 1947

Definitions — authorities for settlement of dispsit- methods of settlement — reference of
disputes. Strikes and Lock-outs — retrenchment@dnsure — awards and settlements — unfair
labour practices — other miscellaneous provisions.

Unit — 1l Employee’s State Insurance Act — 1948

Important definitions — Employee’s State Insura@mrporation — standing committee
and medical benefit council — provisions relatireg dontribution — benefits under the Act
adjudication of disputes and claims. Objects — Eyges’s Provident Fund and other schemes
made under the Act.

Unit — IV Payment of Bonus Act 1965

Important definition — eligibility for bonus andapment of bonus — deductions from
bonus — computation of available surplus —set-omth set-off allocable surplus miscellaneous
provisions.

Payment of Gratuity Act 1972
Objects — Payment of gratuity — exemption — deiteatron and recovery.

Unit -V Trade unions Act 1926
Registration — Status — duties — functions — imitesrand liabilities of registered trade
unions — Payment of Wages Act — Minimum Wages Act.

BOOKS RECOMMENDED
1. Commercial Law — Sen and mitra.
2. An Introduction to labour and Industrial laws — SNisra.
3. Industrial Law — Mallik
4. The Law of Industrial Disputes — O.P. Malhotra.
Journals
1. Labour Law Journal digest — R. Venkatraman — Nagpur
2. Relevant Bare Acts — Rules and Regulatons.
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SEMESTER -l
PAPER — 2.4. COST AND MANAGEMENT ACCOUNTING

Unit — |

Meaning and nature of cost accounting — variou concepts and installation of cost.
Components of costMaterial cost — meaning of inventory — methodsinsentory control —
pricing of issues and receipts of materials — aoting and control of normal and abnormal
wastages — spoilage and defectives.

Labour cost — meaning and control of labour codteatment and control of labour
turnover — idle time — leave with pay — casual veosk— overtime — apprenticeship — and training
cost — labour cost control reports to the managémen

Direct expenses — meaning and control.

Overheads — classification of overheads — cobbectand allocation of overheads —
absorption and control of overheads.

Unit — I Methods of Costing
Single or output costing — operating costing —gobtract.
Process costing — treatment of by — products aind products.

Unit — 11l
Control and integrated accounts — reconciliatiboast accounts with financial accounts.

Budgets and budgetary control
Preparation — advantage — various types of budgetatrol reports to management.

Unit — IV Standard Costing and Various Analysis

Meaning and advantages — distinguishing standasting from budgetary control —
tyoes of standards — determination of standardariarnce analysis — disposal and reporting of
vcariances to management.

Marginal Costing
Meaning and uses of Marginal costing — determamatf income under marginal and
absorption costing — application of marginal cagtia contribution and decision making —
limitations of marginal costing — cost — volume roffi relationship — break even analysis —
profit planning and pricing — meaning uses and tans8on of break even charts — profit
planning and price decisions.

Unit—V Management Accounting

Meaning and nature of management accounting — geamant accounting distinguished
from financial and cost accounting — scope and mjlenanagement accountant — nature —
importance and techniques of financial management.

Financial Statement Analysis
Meaning — nature preparation — analysis and ind&gipon of financial statements —
effects of changes in the price level on the fimanstatements — limitations of financial
statements.

Tools of Financial Statement Analysis
Statements — Ratio Analysis cash flow and furide# analysis — meaning and nature —
steps involved in the preparation of these statésnen
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BOOKS RECOMMENDED

1. N.K. Prasad, Principles & practice of cost accaumtBook Syndicate.
2. Bierman & Drebeng, Managerial Accounting, Macmitjon
3. .M. Pandey, Managerial Accounting, Vikas Pub. Haus
4. Advanced Cost Accounting, Jain and Narang, kalfpa.
5. Management Accounting and Financial Control, S.Mhkkwari, Sultan Chand.
6. Hobert N. Anthony, Management Accounting — Text &s€s, Irwin.
SEMESTER Il
3.1 COMPANY SECRETARIAL PRATICE
Unit I

Company Secretary - Qualificationsed@dure for appointment and dismissal of a
secretary - Role of a secretary practicing to &acy — Role of company secretary - Powers -
Duties and Liabilities of a Secretary.

Secretarial procedure for incorpamnaidf companies - Certificate of incorporation and
commencement of business - procedure for incorjporatf a public company and a private
company — Procedure for issue to prospectus.

Unit Il

Secretarial procedure for issue ofesha Procedure for allotment of shares - procedure
for issue of share certificate and duplicate skaréficate - share warrant - procedure for
forfeiture of shares and re-issue of forfeited ekarissue of further shares - Guidelines and
procedure for issue of bonus shares - proceduredosfer and transmission of shares -
procedure for buying back - procedure in depositnogle of transfer.

Methods of borrowing - Ultraviresrtmwing - Debentures - Trust deed - Procedure for

redemption of debentures and conversion pf debesituRegistration of charges - Effect of
registration - Satisfaction and modification of ies - Returns of charges.

Unit Ill:

Types of meetings - Secretarialeduin connection with SM, AGM, EGM and Board
Meeting Practical aspects of drafting: Agenda,itdot Explanatory statement - Minutes of
different types of meetings - Resolutions.

Unit IV:

Secretarial procedure for appointment of Directord their removal - Appointment -
Re-appointment of Managing Director/ Whole timeedior / Manager in a public company or a
private company which is a subsidiary of public gamy - procedure for appointment - re-
appointment of sole selling agents.

Secretarial duties with regard ¢ocnts of the company procedure for appointment of
auditors - Re-appointment and removal of auditd?socedure for appointment of a cost auditor
- Audit of Government Companies.

Unit V:

Compromise and arrangement - Recocistn and Amalgamation - Procedure for
compromise and arrangement - Various ways of rénastson.

Winding up - Procedure for winding afpcompanies - Duties of Secretaries in respect
of winding up - Procedure after the winding up osde
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BOOKS RECOMMENDED

Company Law Procedures - K.V. Shanbhogue

Company Notice, Meetings and Resolutions - Chakthb& Bhangara
Company Meeting Law Procedures - B.K. Sen Gupta

Guide to Company Law Procedures - M.C. Bhandari

Company Meetings - S.K. Tuteja

ICSI's Monthly Journal Executive ‘Chartered Seargt

o0 hAWNE

SEMESTER I
3.2 ECONOMIC AND OTHER LEGISLATIONS

Unit I

Monopolistic Trade Practice- MTP under the Act - control over MTP - investiga
into MTP, Remedial orders - MTP exemptions, ingsiireo MTP.

Restrictive Trade Practices- Registration of certain agreements relating IR
categories of register able agreements, Refusiddt Tie-up sales, exclusive dealing, collective
price fixation, discriminatory dealing, resale grimaintenance, territorial allocation, controlling
of manufacturing process, boycott, price controkagent - Exemption from registration.

Unfair Trade Practice - definition - detailed analysis of various unfaade practices.

Unit 11
The Competition Act 2002- definition- Anti competitive agreements, protiidn of

abuse of competitive position, combinations - Cottipea Commission of India - Benches of the
Commission - Procedure for inquiry on complaimseistigation of combination, power to grant
interim relief, compensation - Appearance befoeedbmmission.

Consumer Protection act 1986 objects - definitions- district forum, state cmmssion
and national commission - Nature and scope of resadder the act - Limitation period for
filing complaints.

Unit IlI:

Industrial (Development and Regulation) Act, 195% objects and definition - central
advisory council and development council - regolaiof scheduled industries - registration and
licensing of industrial undertaking Investigatiametake over of management of industrial
undertaking by central Government - effect of canBovernment’s order - Management/control
of undertaking owned by companies - liquidation poto provide relief measures power to
exempt in special cases - penalties.

Pollution Control Laws

a) Object and salient features of the Air (Prevenaiod control of pollution Act) 1981 -
Various Board and their functions and powers -afutif occupier of specified industries
to ensure adhersance to standard - offences byarueg

b) Object and salient features of the Water (Prevarditd control of pollution Act) 1974 -
functions and powers of Central, State and Joistr&®- Compliance regarding
discharges causing pollution - penalties and offsnc
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Unit IV:

Foreign Exchange Management Regulatigkct, 1999 -definition - Regulation and
Management of Foreign Exchange - Dealing holdingeru and capital account transactions -
Export of goods and services - Realisation andtrigpian of Exemptions authorized persons -
RBI powers, penalties, appeals and enforcement.

Unit V:
Intellectual Property Laws

a) Trade Mark Act, 1999 - objects of trade mark law - registration of traderks -
licensing and assignment of trade mark - rectificatind removal of marks from the
register - passing off and infringement of marleridication of trade marks.

b) Indian Patents Act, 1970 -objects of patents - registration of patents -ecdirections
- powers of controller of patents - surrender awbcation of patent - infringement of
patents and remedies therefore patent agentshati@nal arrangements.

c) Copy Right Act, 1957 -objects and schemes of the Act - important deéingi(secs 2-8)
- copy right office and copyright board - Workswhich copyright subsists (sec 13) -
Ownership of copyright and rights of the owner ednsing and registration of copyrights
- International copyrights - Infringement of comghit - civil remedies.

BOOKS RECOMMENDED

1. Bare Act of all relevant legislations.
2. MRTP - A Manual - ICSI's publications.
3. Foreign Exchange Law and Practice - Texman pub &&ptain
4. ACS study material on “Economic Labour and Indasttaws” 2005 - Edn.
SEMESTER Il
3.3 CORPORATE RESTRUCTURING - LAW AND PRACTICE
Unit I

Introduction - Meaning of Corporate restructuring, need scoperaodes of
restructuring historical background, global scemaaind national scenario.

Unit 11

Strategies- Strategic planning, competitive advantage arrd competence, strategy
formulation, routes for executing strategy - stgrt mergers, acquisitions, takeovers,
disinvestments and strategic alliances.

Unit 111

Mergers and Amalgamation- Concept, need and reasons, legal aspects, piated
aspects relating to commencing of meetings andeptason of petition including
documentation, economic aspects, stamp duty aied atlatters, payment of consideration, bail
out takeover of sick units - Difference between degar and reconstruction, modes of demerger
- by agreement, under scheme of arrangement, liytaoly winding up, tax reliefs, Indian
scenario - reverse mergers.
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Unit IV:

Takeover Meaning and concept, types of takeovers, legalaspesecurities and
Exchange Board of India takeover regulation procgldaspects, economic aspects, financial
consideration bailout takeover of sick units.

Unit V:
Revival and Restructuring of Sick Companies the problem of sick industries and their
revival with special reference to the law relatingick industrial companies.

BOOKS RECOMMENDED
1. Dr. KR Chandratre - Corporate Restructuring
2. S Ramanujam - Merger (Ta McGraw Hill publication)
3. Dr.J C Verma - Corporate Merger and Takeovers (@haPublishing)
4. L M Sharma - Amalgamations, Mergers, Takeovers,udgiion (Company Law Journal)
Nerma JC, Corporate Mergers, Amalgamations andohas.
ICSI publication - Hand book on Merger and Amalgéores.
ICSI study material - Corporate Restructuring LavPéactice.

oo

SEMESTER Il
3.4 INFORMATION TECHNOLOGY AND COMPUTER APPLICATION

Unit I

Management Information Systera Meaning - Nature and basic requirements of MIS -
Its needs - Purpose and significance - Recogniniegeed to provide different types of
information at different levels of management.

Unit 11

Word Processors and Word ProcessingWhat it is and the can do getting started word
star - Entering and editing texts - Finding andaejng texts - Marking and moving blocks -
Formatting - text on screen - Special print feadur®ot commands - Mail merge.

Unit 111

Electronic Spreadsheet Concept of an electronic spreadsheet - introdadt Lotus 1-
2-3 - Basic worksheet screen - Entering informati@mtering formula - Changing entries and
formula - Marking calculations - Replication - Ghilthanges - Leading, saving, printing and
erasing a worksheet.

Unit IV:

Database Management Systentntroduction to dbase Il - Record structure - Gireg
a database - Entering and edit data viewing distadifying data - Base structure - Duplication
printing formatted reports working with multipletdhases - Common files - Setting up screen
displays.

Unit V:

Introduction to Internets - Resources of internet - Hardware and software rements
of internet - Internet Service Providers (ISP)tetnet addressing - Mail - Using mail from self
account - Introduction to web - Using web.
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BOOKS RECOMMENDED

1. Joyce Cox, Pollyurban, “Quick course in Microsofti€e”, Galgotia Publications Pvt
Lts 1996

2. R K Taxali “PC Software for windows made simplegtd McGraw Hill Publications Pvt
Lts 1998

3. Fundamentals of Information Technology - Alexis hedathews.

4. Information Technology C S V Murthi

5. The Internet - complete reference - Harley HahataT™cGraw Hill.

SEMESTER I
3.5 SECRETARIAL AND MANAGEMENT AUDIT

Unit I

Need objectives and scope of secretarial auditgse Periodicity and format for
secretarial audit report - Appointment, duties padrer of secretarial auditor - Check list work
sheet for secretarial audit under various corpdeats and covenants of loan agreements entered
into with financial institutions.

Unit 11

Preparation of search and status tépmon registrar of companies record for banks and
financial institutions scope and importance - Meafion of documents relating to charges -
Requirements of various financial institution artkdey corporate lenders.

Unit [lI:

Secretarial Audit - Meaning need and scope - Ensuring proper congaiaih provisions
relating to issue and transfer of securities - Enéng fraudulent and unfair trade practices
including Securities and Exchange Board of Indgutation framed thereon - Protecting the
interest of investors.

Unit IV:

Management Audit Meaning, nature and scope - Principals and fundéatseof
management audit - Appraisal of management metandgerformance - Organizing needs for
management audit.

Unit V:

Corporate Governance -Listing agreement - Clause 49 - Compositions ofrBea
Independent Directors - Audit Committee - Whistlewding - Compliance of Corporate
Governance.

BOOKS RECOMMENDED:

1. Dr. V.Balanchandran & Dr.K.S.Ravinchandran - Searat, Securities and Management Audit
2. ICSI Publications - Guidance notes on secretatdita
3. A R Ramananthan - Cost and Management Audit.
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SEMESTER IV

4.1 TAXLAW I
Unit I
Wealth Tax Act — definition — basis of charge — asset exempt finggalth tax —
valuation of various assets under wealth tax. ibhwealth tax return assessment procedure
penalties and prosecution appeal

Unit 11

Central Excise Act, 1944- excise duty — levy and collection of excise dutgentral
excise traffics act 1985- special features — ekdésgoods — concept of manufacture and
manufacturer — classification — valuation of exbleagoods — normal price — exemption form
excise duty.

Registration law under central excise procedurnaéets of registration — clearance or
removal of excisable goods — methods of removabéeich goods- concept of MODVAT —
procedure for availing MODVAT facility — powers addties of central excise officer — appeals
to various authorities — offences and penalties

Unit 111

Customs Act, 1962- Customs duty — prohibition on importation ang@xation —
deduction illegally imported goods and export obdg® and their prevention — levy of and
exemption from customs duty — valuation of goodgdaurcustoms act.

Clearance of imported goods and export goods —egiraf customs duty draw —
conditions and procedures for availing duty drawkiba powers of customs officer — search &
seizure — confiscation of goods — appeals, offedcpenalties.

Unit IV:

Central Sales Tax Act, 1956- objects of CST — levy and collection of tax ogptcof
inter state sales and intra state sales — satbg icourse of import and export — liability to t@x
inter state sales.

Registration of dealers — taxable turnover andrdeteation of turnover — goods of
special importance of declared goods — appealsnodls and penalties.

Unit V:

Tamil Nadu General Sales Tax Act Definition of business, dealer, casual trader,
goods, sales, turnover — registration of dealgrseedure for registration — methods of charging
sales tax — single point and multi point tax — siches.

Levy of purchase tax — surcharge on sales taxesas®ent of goods — authorities and
their powers — offences and penalties and prosetutappeals.

BOOKS RECOMMENDED

1. Law of Central Sales Tax - Eastern book camgphucknow- SD- Singh

2. Commentaries on Customs Act, 1962 with rulesraotdication - Eastern book company,
chapter | — XVI- P.L.Malik.

3. Central Excise Law Guide (1982 edition), Cenitial of Office, Delhi — R.K.Jain

4. Gift and Wealth Tax - Mehrotra & Goyal, Sahi§aavan, Agra.

5. Tax Laws - Dinker Pagare, Sultan Chand Son’sy Relhi.

6. Datey Vs Indirect Taxes — Taxmann Publicatidvesy Delhi
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SEMESTER IV
4.2 CORPORATE FINANCIAL MANAGEMENT

Unit I

Nature of financial management- scope of financial functions — changing role of
financial manager — traditional role — new role eaming and definition of objectives of
financial management — profit maximization & weattlaximization — scope of financial
management — the art and science of financial meanagt.

Financial analysis— financial leverages — operating and combinedriayes in financial
forecasting

Unit 11

Management of working capital— determination of the size of working capitalskr
factor management cash including bank credit.

Management of accounts receivable — managemenveniory effects of inflation on
working capital management — financing of workirgital requirements.

Unit [lI:

Methods of financing— instruments of long term finance — equity anefgrence shares
— debentures — marketing of corporate securitieasic considerations of rights issue — leasing
and sub-contracting — financial institutions — intd financing — depreciation and retained
earnings.

Dividend polices and decisions- nature and factors — affecting dividend decisien
different theory of dividend — alternative formdif’idend — developing dividend policies of
corporate enterprises with special reference talnd
Unit IV:

Investment in capital structure decisions- meaning and significance of capital
budgeting — difficulties — rational of capital exyiture — kinds of capital budgeting decisions —
its various components — methods of appraisingstmeent proposals — buy back period —
accounting rates of returns — discount cash flowhows - net present value method - internal
rate of returns and profitability index - Analysisrisk and uncertainty.

The concept of cost of capital - cost of equitycktodebt capital, retained earning and
preference stock - Weighted average cost of caprtlonal of optimum capital structure and
financial decision
Unit V:

Preparation of Project Report - Analysis the economic feasibility and commercial
profitability - Estimation of markets - ProspectuSapital cost - Working capital - Needs - Sales
revenues -Operating costs - Earning and cash flows.

Project Appraisal By Financing Institutions - Financing and other aspects of appraisal
- Criteria for judging the value of industrial pecs to the economy the main terms of loan and
underwriting covenants with financing institutionSecurity against loans - Special problems
regarding terms pf lending to small scale enteegtis

BOOKS RECOMMENDED:

1. I M Fardey, Financial Management - Vikas Pub. House

2. S C Kuchal, Financial Management - An Analysticadl &onceptual approach -
Chaitanya Pub. House.

3. Prasanna Chandra - Project Preparation -Appraimghlmaplementation - Tata McGraw Hill.

4. James C Van Horne, Fundamental of Financial ManagerPrentice Hall.
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SEMESTER IV
4.3 HUMAN RESOURE MANAGEMENT

Unit I

Concept of HRM - HR philosophy - Changing environment of HR - Evaatand
development of HRM - Functions of HRM - Organisataf HR department - Role of HR
managers.

Unit 11
Job analysis- Methods, process - Human Resource Planning ruRe®nt - sources,
process - Selection - Process, tests, intervigNacements - Induction.

Unit [lI:

Training & Development - Need analysis, training process, techniques,dgament
development - Performance appraisal - Methodsppednce interviews - Potential appraisal
managing careers - Career planning and developnfnoimotions and transfers.

Unit IV:

Compensation management Factors determining pay rates - Job evaluatigimancial
incentives - Plans for operatives and executiesnge benefits - Statutory and non Statutory
benefits - Welfare measures.

Unit V:
Trends in HR - HRIS - HR outsourcing - Talent management - PCMiviowledge
management - Learning organizations - Virtual orgaions - Flexible employment.

BOOKS RECOMMENDED:

Rao VSP 2000, Human Resource Management, Textamss cNew Delhi, Excell.
Decenilzo D A & Robbins S 1999 Personnel/ HumanoBe Management, Text and
cases, New Delhi, Prentice Hall.

Dessler, G, 2000, Human Resource Management, Nétv, Peentice Hall.

Tripathi 1999 Personnel Management and Industrightions, New Delhi, Himalaya.
Pattanyak, B.2001, Human Resource Management, Nedhi, [Prentice Hall.
Venkataratnam & Srivastava, Personnel Managemetiti®an Resource, New Delhi,
Prentice Hall.
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1.Diploma in Foreign Trade

Paper | Export Trade Procedure

Paper Il Import Trade Procedure

Paper Il International Marketing

Paper IV Foreign Exchange Management

Paper —| Export Trade Procedure

Unit |
Export trade — Different categories of exporteiSxport Licencing Procedures — Role of ECGC
in Export promoter — Deemed export and its benefits

Unit Il

Export promotion council — functions and role ofetltouncils in India Foreign trade —
commodity board and its function

Unit 11

Project exports and consultancy exports — warehguaid customs procedure for exports

Unit IV

Registered exporters — Export hours and tradingé®y 100% EOU, EPZ —Salient features —
Benefits — Rules governing the establishment afsuni

UnitV : Export procedures - Documents and procedures

Text Books
Export Marketing - TAS Balagopal
How to Export- Wab hps publication
Paper —Il : Import Trade Procedure
Unit |

Import trade — Licence — Advance licencing — Sgled¢mport lincences — Duty
Entitlement pass book scheme — Import trade cortigohs — classification and its IEC code
number.

Unit Il

Import of goods under EPLG scheme — Import of raaterials and components under
OGL — Restricted and banned items for import — Masicanalizing affairs
Unit Il

Import documentation — Documents and Procedureapproved methods of RBI
regulations — Suppliers credit.

Unit IV

Warehousing in connection with imports — bondedelausing — provision relating to

NRI and their imports.
Unit VvV

Customs practice and procedure settlement ofnatemal trade disputes.
Text Book

1. Francis Cherrunilam
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Paper —Ill : International Marketing

Unit |

International marketing — meaning, definition —ffBience between domestic and
international marketing — Features of Internatiomaérketing — Barriers in international
marketing — Future of global marketing.
Unit Il

Channels of Exports marketing — The growth andebenof direct marketing — Indirect
marketing — Major channels of direct marketing di@nmarketing.
Unit 11

International marketing decision — Product strieegnd product planning — Branding
and packaging decision
Unit IV

Pricing strategies in international marketing
Unit V

INMKS information, MIS — source of foreign markajinntelligence — methods of
identifying foreign market.

Text Books

International Marketing : Varshney and Bhaltacharya
In Trade and Export Management — Francis oherunilam

Paper IV : Foreign Exchange Management

Unit |

Foreign exchange — Meaning — definition — Admison of foreign exchange — Foreign
exchange transaction — Purchases and sales triansactAuthorized dealers of foreign currency
accounts — vostra accounts

Unit Il

Foreign exchange Market functions — exchange ratgsort and forward transaction — merchant
rates — TT buying and selling rate

Unit Il

Fixed Vs Floating exchange rate — Managing foregohange reserves — fiscal and monetary
polices in India.

Unit IV

Inter bank deals — Cover deals trading — Swap dedaldbitrage operations — Devaluation — Pros
and cars.

Balance of payment — meaning — BOP account — divrsum — reasons for disequilibrium in
BOP — measures to control disequilibrium

Unit VvV

Theories of foreign exchange—mint parity theorylabee of payment theory —Hitcher obtain theory

Text Books
Foreign — exchange and international finance — R&jwade
International economics — Methatie
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2. Diploma in Hospital Managaement

Paper | Health Policy and Indian Public HealtmeJastitutions

Paper Il Hospital Operations

Paper IlI Hospital Architecture, Planning & Design

Paper IV Hospital Support Services

|. Health Policy and Indian Public Health Care itogions

Unit | : Overview of health care delivery system ad holistic approach

Overview of Health care delivery systems — Brieftbily of evolution — Growth of Health care
services after independent salient features obuarcommittees — Bhore Committee — Mudaliar
Committee — Chadha Committeee — 1963

Unit Il : Health care infrastructure

Shrivatsa Committee -Health care Infrastructureatidwhal level — state level — district level —
Block level, primary health centre level — sub ceme¢vel — village level — Role of private sector
& voluntary organisations — Holistic approach ta@ltte — Role and advantages of alternate form
of medicines — Concepts only Yoga, Naturopathydela vaidya — Unani — Homeopathy.

Unit 11l : Health and population policy and strategies

National Health Policy 1983 — Salient Features -pufation policy 2000 District Health
Organisation — Health for all (2000) Primary Heaitlre — Principles — Components of Primary
Health care infrastructure.

Unit IV :Drug policy

Pharmaceutical legislation in India — Historicaldi®pment of Pharmaceutical education in India
and its present status. Pharmacy Act — Drugs aysin€tics Act — Narcotics and psychotropic
substances Act—-Drug and Magic remedies Act—Poi8ahand Rules—New Drug Policy.

Unit V: National health programmes

Programme related communicable and non-communichbéases — Overview — Achievements
— Progress — Malaria control programme — Nationdderculosis control programme — National
Leprosy eradication programme — Programme agaili3fA

Reference:

Drug and Pharmacy Laws in India - H.K.Bhhrat
Government of India Publications regarding Drugdol

Planning a Community Health Program - Mabristher

[l. Hospital Operations

Unit | : Meaning and scope of patient care services — gigni¢e of patient care — Role of
administrative in patient care — ClassificatiorHafspitals.

Unit Il: Front office services — Out Patient services —dtidnt services — Accident &
Emergency services — Billing services

Unit lll: Lab services — Radiology & Imaging services — Réltation services — Blood Bank
services — Nursing services — Radiation Hazardsleriedicine.

Unit IV: Operation Theatre — Intensive Care Units — Hospitguired infections — Sterilisation
services — Nursing services — Ward management.

Unit V : Concept of quality — Quality control — Quality Asance — ISO 9000 standards — TQM
— Accreditation — NABL — JCAHO — Quality manual -elical tourism.

Reference:

Management process in Health Care - S.Srinivasan

Hospital department Profiles - Gold Berry A.J.
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lll. Hospital Architectures, Planning & Design

Unit I: Introduction

Concept of Hospitals — Planning and Design of apttak(Building & Physical Layout) — Space
Required for Separate Functions — Different type$lospitals — Problems and Constrains in
different types of Hospitals — History of Hospit@levelopment — Departmentation and
organization structure of different types of hoaisit

Unit 1l: Concept of project management — Concept of a fdrejecategories of projects —

projects life cycle phases — project managementeqs — tools and techniques for project

management. (PERT/CPM) The project manager.

Unit lll: Project formulation — stages — bottlenecks — eltyi report — financing arrangements

— finalization of project — implementation schedule

Unit IV: Organizing human resources and contracting — proj@nager — project manager’'s

authority — project organization — accountabilityproject execution — contracts — tendering and

selection of contractors — team building.

Unit V : Organizing systems and procedures — working ofesyst— design of systems —

projects work systems design — work break downcsire — project execution plan — project

procedure manual project control system — plansicigeduling and monitoring — monitoring

contracts and projects diary.

References:

1. Planning & Management of Medical Care Hospitvi&es (Back Ground Papers) Conducted
by Department of Medical Care and Hospital Admnaibn NIH & FW, New Delhi.

2. John Rea, J, Jeffrey J Fronmelt, Malcolm D MacocBuilding a Hospital — A premier for
Administrator

3. James Lifton, Owen H Hardy, Site SelectionHealth Care Facilities

4. Janet Reinstein Carpmgan, Myro A Grant, Deb&&mmons, Planning Health facilities for
Patients and Visitors

V. Hospital Support Services

Unit I: Nutrition and Dietary services — Pharmacy ServieedMedical records services
Transportation services

Unit Il : Facilities Engineering — Maintenance of Civil dsse Electrical supply, water supply —
Medical gas pipeline — Plumbing and sanitation Fcdinditioning system — Hot water and steam
supply — Communication systems

Unit Il : Laundry service — House-keeping services — En€ayservation methods — Cost
containment measures in a hospital. Hospital Secservices

Unit IV : Marketing Of Hospitals- Developing positional $&igy — promotional methods- image
building — advertising — Public relations and réitemmanagement.

Unit V : Disaster Management — Fire Hazards — Engineeragakdls — Radiological hazards

References:

1.Hospital and facilities planning and Design D&uders

2. Hand Book of Bio-Medical Engineering - JacdnkK

3. Clinical Engineering Principles and Practices Webster J.G. and Albert M.Cook
4. Maintenance Planning and Control - Antonylel

5. Hospital Engineering in Developing Countries Hans Pfeiff, Vera Damman

kkkkkkkkkkkkkkhkkkhkkk



M.Com- —Corp.Secretaryship -2009-10 -Colleges Annexure No. 38 C

Page 22 of 24 SCAA - Dt.21.05.200
3. Diploma in Retail Managaement
Paper | : Retail Environment
Paper Il : Consumer Behaviour
Paper Ill . Merchandise Management

Paper IV : Customer Relationship Management

|. Retail Environment

UNIT |

Retail: Meaning — Functions and special charadiesiof a Retailer — Reasons for studying.
Retailing — Marketing-Retailer Equation — Marketic@ncepts applied to retailing — Retailing as
a career — Trends in Retailing.

UNIT II

Retail Model and Theories of Retail Developmentife Icycle and phase in growth of retail
markets — Business models in retail — other Retailels.

UNIT Il

Strategic Planning in Retailing: Situation Analysi©bjectives — Need for identifying consumer
needs — Overall strategy, feedback and controhswmer decision-making process.

UNIT IV

Retail in India: Evolution and Size of retalil india — Drivers of retail change in India — Foreign
Direct Investment in retail — Challenges to reti@Velopments in India.

UNIT V

Global retail markets: Strategic planning processgiobal retailing — Challenges facing global
retailers — Challenges and Threats in global ieta+ Factors affecting the success of a global
retailing strategy

Reference Books:

Swapna Pradhan—Retailing Management —Text and JasadicGraw Hill-2° edition, 2004
Barry Berman and Joel R Evans — Retailing Managémei Strategic Approach, Prentice Hall
of India, 8" Edition, 2002.

James R. Ogden, Denise Ogden — Integrated, Retaihlyement — Biztantra 2005

Gibson G Vedamani — Retail Management — FunctiBnalciples and Prectice, Jaico Publishing
House, Second edition, 2004.

Il. Consumer Behaviour

UNIT-I

Introduction - Consumer Behaviour — definition epe of consumer behaviour — Discipline of
consumer behaviour — Customer Value SatisfactioRetention — Marketing ethics.

UNIT —lI

Consumer research — Paradigms — The process oficmnsresearch - consumer motivation
— dynamics — types — measurement of motives — cmesyperception

UNIT — 1lI

Consumer Learning — Behavioural learning theoriesMeasures of consumer learning —
Consumer attitude — formation — Strategies fortade change

UNIT — IV

Social class Consumer Behaviour — Life style Pegfibf consumer classes — Cross Cultural
Customers Behaviour Strategies.

UNIT-V

Consumer Decision Making — Opinion Leadership — &mwics — Types of consumer
decision making — A Model of Consumer Decision Muaki
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Reference Books:
Leon G. Schiffman and Leslie Lazar Kanuk, ConsuBehaviour, Prentice — Hall of India,
Sixth Edition, 1998.

Paul Green Berg-Customer Relationship Managemexta-Wic Graw Hill , 2002

Barry Berman and Joel R Evans — Retail Manageme#§ Strategic Approach- Prentice Hall
of India, Tenth Edition, 2006

Gibson G Vedamani — Retail Management — FunctioRehciples and Practice, Jaico
Publishing House, Second Edition, 2004

I1l. Merchandise Management

UNIT-I
Merchandising — meaning — concept — factors affgrtimerchandising function —
merchandise manager functions — merchandise mix emponents of merchandise

management — merchandise strategies

UNIT —II
Merchandise Planning — steps involved — merchand@&rol — assortment planning —
merchandising stages

UNIT — 1lI
Merchandise buying — types — sources of supply -eniiflying and contracting - evaluating
sources- branding strategies — category management

UNIT —IV
Merchandise performance — retail pricing — merchsaallocation — analyzing merchandise
performance — methods.

UNIT-V

Visual Merchandising — types of display — displalaqming — methods of display —
Wwdiyand interior display — space management —ilamnlay out

Reference Books:

Chetan Bajaj and Ranjith — Retail Management — @kfdniversity Press, Second Edition, 2005

Gillespie Hecht and Lebowitz — Retail Business Mgaraent, Mc Graw Hill Book Company,
Third Edition, 2002

James ROgden, Denise T.Ogden - Integrated Retablyament, Wiley Pvt Ltd, 2005

Gibson G Vedamani — Retail Management — FunctioRahciples and Practice, Jaico
Publishing House, Second Edition, 2004
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V. Customer Relationship Management

UNIT — |
Overview of Relationship marketing — Basis of bunfgirelationship — Types of relationship
marketing — customer life cycle

UNIT — I
CRM — Overview and evolution of the concept — CRM &elationship marketing — CRM
strategy — importance of customer divisibility @RM

UNIT — 1lI
Sales Force Automation — contact management — pordenterprise Marketing Management —
core beliefs — CRM in India

UNIT — IV
Value Chain — concept — Integration Business Mameage — Benchmarks and Metrics — culture
change — alignment with customer eco system — fesglection

UNIT -V

Database Marketing — Prospect database — Data swgeland Data Mining — analysis of
customer relationship technologies — Best praciic@sarketing Technology — Indian scenatrio.

Reference Books:

S. Shajahan — Relationship Marketing — Mc Graw,Hi#97

Paul Green Berg — CRM — Tata Mc Graw Hill, 2002

Philip Kotler, Marketing Management, Prentice H2D05

Barry Berman and Joel R Evans — Retail ManageménStrategic Approach- Prentice Hall of
India, Tenth Edition, 2006
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