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Preface 

We have been living our lives as if we will never die! 
Brakes have been applied by the Almighty using a small 

micro-agent, which has now become an agent to shake us 
up from our reverie ...and we suddenly find ourselves at a 
loss for everything we lived for or thought was right. 

Each of us be it animate or inanimate things in this 
world, have been created for a reason..that lends the innate 
value to that being or thing...like sun was made to give us 
light, flower was created to spread beauty and fragrance 
and similarly we human beings have created by the Lord 
for a specific purpose and a much higher reason...hence 
enriched with consciousness. The Lord made us as spiritual 
beings, with atman at the core, with the physical body made 
of the same five elements as the universe..hence the finality 
is the physical body going back into the earth, and the 
atman the divine ansh going back into the reservoir of 

divinity. 
Instead of trying to decode the basic truth to find out 

"who are we and what were we created for' we are running 
for something...we do not even realise what is that we are 

actually running for! 
Let us start today! 
To start with...maybe we could start thinking what 

different roles we play in this life...and align the values 
associated with each role. 

For example if I am a mother my basic role is to nurse, 
nurture, prune, handhold and love...while on the contrary 
we may be leaving our newborn infant with a bottle and 

a nurse who may try to be a mother but cannot be the 
real mother! The real mother's values will be lost on the 

" ix " 



child...if she is never there to nurse, nurture and care for 

the child with love! If I want to 

children, I have to 'be the example' 

PREFACE 

Easier said than done. But this the only way, 

I've discovered. We have to take some hard decisions and 

set examples for our children to imbibe a value system that 

we want. 

Priorities have to be set, to play our each role as 

ordained! 
But everything's not lost...waking up from the reverie. 

would just need shaking up our consciousness.and that has 

already been done for us, by the 'micro-agent'! 

insti1 values in my 

The car has a back gear, so that we can use it! ust go 

for it. Reverse the car of your life and see if you can still see 

and pick up the loose ends lying around...your loved ones 

still eagerly waiting for your love and time. 
You may like to use a pen or pencil! 
Rate yourself today on a scale of 1-5 (1 is lowest, 5 is 

highest) 

1.2.3. 4.5 
1. How you play your role in the family 

1. 2, 3. 4 5 
2. How you play your role in society 

1.2. 3. 4. 5 
3. How you rate yourself in your profession 

4. How will you rate your contribution to environment 
12. 3. 4.5 

Introspect, Analyse, Activate (the action plan for living 
each role's value) 

Write down your action plan for each role here 

"X" 
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PREFACE 

Welcome to the world of capital markets. 
Capital markets play a vital role in the global economy, 

acting as a platform for companies to raise funds and investors to 
allocate their capital. Understanding how these markets furnction is 
essential for any aspiring business professional or student as an 
investor. The purpose of this book is to demystify the world ofcapital 
markets and prouide a solid foundation to build upon. 

The book begins with an introduction to the concept of 
capital markets, explaining their significance and role in driving 
economic growth. It delves into the various types of capital markets, 
such as equity markets, debt markets, and derivative markets, 
highlighting their unique characteristics and functions. By 
understanding the distinctions between these markets, you will gain 
nsights into the different investment opportunities they offer in a 

simple language. 
The book explores key players in the capital market 

ecosysten such as investrment banks, stock exchanges, brokers, and 
other intermediaries who facilitate the smooth functioning of these 
markets. You will learn about their roles, responsibilities, and the 
egulatory framework that governs their operations. This section 
ims to provide a holistic view of the capital market ecosystem and 

he interdependencies between the various players. 

One of the highlights of this book is to present practical 
cenarios and analyze them from a capital market perspective. 
(hese examples will helpyou apply the theoretical concepts learned 
o real-life situations, enhancing your understanding and preparing 

or the challenges you may encounter in future. 
As you progress further, the book talks about the mechanics 

f capital market transactions. It explains the process of issuing 



securities, including initial publlc offerings (IPOs) and bo 

oferings. You will gain insights lnto the factors that influence pric 
and valuation, as well as the risks associated with inuesting in car markets. It also discusses the importance of due diligence 
research in making informed investment decisions. This boo 
designed for undergraduate students specifically BBA and B,C. 

(Hons.) who are eager to explore and understand the intrie 

workings ofthe capital market. 

Finally, the book is concluded by discussing the rol 
technology and innovation in shaping the future of capital marl 
including trading, settlement, and risk management. This sec 
The book explores the impact of the capital market ecosys 

capital markets, inspiring you to stay updated and adapt tca 

aims to provide you with a glimpse into the evoluing landscap 
changing dynamics of the industru. 

As an exxpert in the field, she has dedicated her time 
introduce the reader t to the fundamentals sbut also equip him wt 

expertise to prouide 
not 

necessary knowledge to navigate this complex landscape. 

prouide the comprehensive guide that will 

preparing this book, relevant material l is collected from various : exchange's portal, published and unpublished sources, be journals and articles by eminent scholars. My teachers, collec and friends offered me valuable suggestions in penninc manuscript. My sincere thanks to all of them. 
As an author, my passion for teaching has resulted ina that is accessible, informative, and engaging. t ensured complex concepts are explained in a clear and concise mG 

making this book suitable for undergraduate students with uc 
levels of prior knowledge. 

I feel great pleasure in expressing my profound gratit. 
my parents who explored this new skill in me, Smt. Veena 
and Late Shri Virender Kumar Gupta along with my in-laus 
Vipin Kumar Gupta and Late Smt. Anita Gupta who have b 

in all my new ventures. The encouragement received 
siblings, fiends, colleagues and most importantly my dear st 



preparing this book is acknowledged with great encomiums. 
No amount offootnoting can ever exonerate the debt I owe 

Prof. Lalit Aggarwal, Vice President MERI group of institutions 
or rewarding me in my career. I'm grateful to my mentor Prof. (Dr.) 
Deenshikha Kalra, Dean Management Education and Research 
stitute who guided me in all phases of doubts. Also, my sincere 
manks to Shri Vijay Prakash Nauman proprietor of M/s Shree 
Jauman Publication for timely printing of the book. 

As you embark on this journey through the world of capital 
markets, I encourage you to approach each chapter with an open 
mind and a desire to learn. Take aduantage of the practical 
xamples and case studies to deepen your understanding and apply 
ne concepts to real-life situations. Remember, the knowledge 

ained from this book will serve as a strong foundation for your 
uture endeavors in the capital market industry. 

I wish you all the best in your exploration of capital markets 
nd hope that this book serves as a valuable resource in your 
ducational journey and request all the readers to send their 
aluable suggestions for the further improvement of this book. 

Dr. Shikha Gupta 
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PREFACE 

'Be A Healthy and Happy Effective Leader' is a collection, 
in a capsule form, of the concepts and ideas which would help 
the emerging leaders and professionals in any organization 
to improve their performance, be successful to face difficult 
challenges, and achieve their organizational goals and 
objectives. 

This book is based on more than several decades of 

our personal and practical experience of playing different 
leadership roles in different organizations in different states. It 
is realized that compassion of head and heart is an important 
quality of a leader for dealing with his colleagues, team 
mates Or employees. A combination of these qualities as well 
as self awareness is an essential characteristic of an effective 

leader. The effective leaders are self-motivated, committed to 
producing quality work and strive to meet their own goals as 
well as objectives of their organizations. 

During our experiences of several decades in the field 
of leadership, we have observed that, in general, the reading 
habits are diminishing and short cuts are being sought by 
people to remain updated.This book is a short cut, but the 
fullness has been maintained. 

An effective leadership is necessary for augmenting the levels 
of satisfaction and happiness of the employees of an organization. 
In return, the satisfied and happy employees contribute to a 
better customer rating, increase in sales, increase in proits, 
morale-boosting etc. 

Most of the leadership qualities can be acquired and 
developed. A good leader should be caring and understand 
the four basic needs of his team mates viz. trust, stability, hope 
and compassion. 

The World Health Organization (WHO) has detined 
health as "a state of complete physical, mental and social well 
being and not merely the absence of disease or inlirmity." This 
book deals with these requirements also. 



The present book has three chapters. The first chapter 

deals with the achievement of goals and objectives, the second 

offers practical suggestions for keeping oneself healthy, both 

physically and mentally, so as to enable one to take right and 

effective decisions to achieve an organization's goals. Wellness 

is the act of practicing healthy habits on a daily basis to attain 

better physical and mental health. The third chapter, not less 

important, deals with divinity and spirituality. 

Chapter 1 of the book is a collection of ideas for 

understanding what leadership is and also how to deal with 

the team-mates to achieve best results. 

Chapter 2 deals with personal wellness which is important 

for physical health and can casily be achieved by the Indian 

system of Chakras and Mudras. 

Chapter 3 deals with one's mental health which can be 

achieved through simple and spiritual ways of living. 
Overall, the contents of this book are an interesting and 

useful reading for all types of leaders in any field of activity 

whether it is business, a commercial establishment, industry, 

education, administration, govt. agencies, or SOCial services. 

We will be failing in our duties if we don't put on record 

our sincere thanks to those whose works have been quoted in 
this collection. 

We are thankful to Mr. O.P Goel I.ES.(Rtd.) for providing 
valuable contributions and Ms.Pooja Bensla for secretarial 
assistance for this collection. 

Our sincere thanks to Dr. S.K. Bhatia for his very valuable 
suggestions to make the book effective and a pleasant reading. 
New Delhi-18 LP Aggarwal 
144 January, 2023 Prof. Lalit Aggarwal 
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Preface 

We all are acting as a consumer in one way or the other, all the time. It is very truly said by 
Blackwell, Miniard and Engel that "Consumer Behaviour is everything and everything is 
Consumer Behaviour". Whether we buy a loaf of bread for breakfast or buy a nice outfit for 
a weekend party or even when we watch an advertisement on TV or talk to a friend about 
a movie we just saw, we are acting and behaving as consumers all the time. In fact being a 
Consumer reaches into every part of our lives. 

Consumer Behaviour' is an omnipresent field that affects all aspects of the society, be it 
Business marketing, public policy, ethics etc., to name a few. The study of 'Consumer 
Behaviour' not only tells us about Why' but also about 'how' of the behaviour of consumers. 
It underlines the factors that motivate consumers. It captures attention, gives an idea 
about how they show and maintain their loyalty towards a particular brand, how others 
such as peers, family, even culture affects the shaping of consumer behaviour. Equipped 
with all this knowledge a person can choose any career because this information and 
knowledge can be applied not only in taking business, marketing and sales decisions but 
also helps a person in taking wise, personal decisions asa consumer. 
Over the last two decades the Indian economic scenario has changed drastically. Especially, 
the last decade has seen Indian markets being influenced greatly by the global economy and 
global markets. Now India has entered the third decade after liberalization, buffeted by 
changes on all fronts: consumption structures, consumer behaviour, citizen aspirations, 
digital media and youth boom etc., to name a few. Ironically enough, 'India is a land of many 
opposing truths' because the consumer base in India is such that lives over four centuries at 

the same time, where majority of consumers are caught between a 21st century economy 

and 18th century society. Despite of all odds, this country still offers, one of the world's 

most promising markets and largest consumer base. To capture the untapped potential 

offered by the large urban markets and still larger rural markets in India, a marketer 

whether national or international, has to develop a thorough insight into the minds, psyche, 
attitudes and behaviour of Indian consumers. 
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Foreward 
When India got freedom in the vear 1947, Indian economic policy was influenced to large extent by colonial experience. Economic policies tended towards protectionism, with a strong emphasis on import substitution, industrialization under state monitoring and state intervention at the micro-level in all businesses especially in labour and financial markets, public sector, business regulation, and central planning. Due to this, India's growth rate was low. In the year 1991, under the leadership of P V Narasimha Rao, liberalization, privatization, and globalization took place, which allowed other countries to start their businesses in India. The mushrooming of start-ups indicates bright future impetus for becoming a super economic superpower. Marny Indian companies have registered their presence in global map. Top management of many Fortune 500 comparies are Indians. For the foreseeable future, Indians are going to teach contemporary business to the world. Many business thinkers and entrepreneurs see the future of world's business in India's hand. 

The conference "RTMSS" covers a wide range of present management and social sciences concepts to which we have 
to adapt, learn and utilize them as a path towards corporate and personal excellence. A plethora of knowledge is at your disposal, an opportunity to get acquainted with the current management and social sciences trends even before stepping in actual organization's scenario. Management and social science studies encompass the study of orgarizations fromn multiple viewpoints, methods, and levels of analysis. Whenever 
people interact in organizations, many factors come into play. 
Modern management studies attempt to understand and 
model these factors. Like all modern social sciences researchers. 
organizational studies seek to control, predict, and explain. 
There is always controversy over the ethics of controlling 
workers' behaviour. 

Now, organizations have entered a new era characterized by 
rapid, dramatic and turbulent changes. The accelerated pace of 
change has transformed how work is performed by employees 



iv 

in diverse organizations. Change has truly become an inherent and integral part of organizational life. Several emerging trends are impacting organizational life. I find this compilation of 
conference papers very useful. It highlights the emerging trends in management and social sciences ranging from organization behaviour to marketing, finance, economics, innovation and sustainability. 
I hope, this National Conference on Recent Trends in 

Management and Social Sciences will serve as a foundation for 
all varieties of researchers, technicians, scientists and academics, scholars and experts to examine the advancement of knowledge from multidisciplinary perspective in management and sOCial sciences. This conference is also intended for policymakers, professors, senior administrators, specialists, and others, to serve as a comprehensive program that presents and reviews the freshest findings, mutations, and concerns, as well as functional challenges and resolutions in specific domains. In my academic career, I learnt and firmly believe that the research would not create any impact until scholars apply it to real life problems and issues. More than 80 research papers/ extended abstracts received in the conference and around 60 were considered suitable for presentation, and a few were selected for publication in this book. This book carries the blend of full papers and extended abstracts from different area of management and social sciences. I would like to recommend researchers to go through different ideas incorporated in this book so that they become acquainted with recent trends in different areas. 
My good wishes to the authors, researchers/readers, and organizers of RTMSS-2021. 

Prof. (Dr.) Yoginder S Verma 
Former VC/PVC and Dean of Management Central UIniversity of Himachal Pradesh, Dharamshala 
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COURSE / 

TEACHING PLAN 



  
 

 

 

MANAGEMENT EDUCATION & RESEARCH INSTITUTE 

 

MASTER OF BUSINESS ADMINISTRATION (MBA) 

SEM 1 BATCH:  2023-25 

 

101-Management Process & Organizational Behavior 

 

Course Code: MBA 101 L - 4, Credits - 4 

 

COURSE OUTLINE 

 

Course Instructor – Dr Pooja Singh Negi 
 

Course Objectives: 
 

This course is designed to expose the students to fundamental concepts of management, its processes and behavioral dynamics in organizations. 

 

The objective of this paper is to provide a strong foundation for understanding key management issues and developing practical approaches 

towards solving management problems. 

 

Course Outcomes: 

CO1. To impart knowledge of management theories and practices for solving business problems. 

CO2.To Foster analytical and critical thinking abilities for data-based decision making. 

CO3. To develop value based leadership skills & ability. 

CO4. To develop practical approaches towards solving management problems. 

 

 

 



  
 

 

PEDAGOGY 
 

The pedagogy will be Lectures, Case Studies, Role-plays and Group Activities. 

 

The course objective will be achieved through theoretical discussions, case analysis, project, presentations and midterm test. 

 

EVALUATION 
 

Besides the semester end- examination, the students will be continuously assesses during the course on the following basis: 

 

(a)  Quiz/Assignment/ Project  :  5 marks 

(b)  Case study    :  5 marks 

(C)  Capstone Project  :  15 Marks 

(d) External University  Exams :  75 marks 

        Total  :   100 marks 
       

Management Process & Organizational Behavior 
 

Teaching Plan 

DETAILED COURSE OUTLINE  Reference Sessions 

UNIT I 

 

Management: Meaning and Nature of Management, Evolution of Management (in 

India and Abroad), Managerial Functions, Skills, Tasks and Responsibilities of a Professional 

Manager, Management by Objectives 

 

Robbins:- 1, 8, 9, 11, 12 

C B Gupta:- 1-5,7,10, 13-

17, 

T.NChhabra  

Chapters 1,2,3,4,6,32 

 

14 



  
 

 

Written Assignment + Quiz1+Case Studies 

 

Assignment:- 

Case Study: Explain the vision given by Robertson’s at Zappos. 

Timeline: 7 days 

 

Case Studies:- 

1. Power of KNACK 

2. Carnival corporations 

3. MILAAP 

UNIT II 

Planning-Process and Techniques, Directing-Principles and Process, Controlling-Process and 

Techniques, Decision Making Models 

 

Written Assignment + Quiz1+Case Studies 

 

Assignment:- 

Case Study: Workplace TCS and WIPRO in India 

Timeline: 7 days 

 

Case Studies:- 

1. Bajaj Finance 

2. United Airlines Network Operations Center 

Robbins:-12,17, 18 

C B Gupta:- 27-41 

TN Chhabra  

Chapters 

5,7,8,9,10,28,29,31 

 

 

14 



  
 

 

Unit III 

Organisational Behaviour-1: Concept and nature of Organisational behaviour, Importance, 

Challenges and Opportunities, 

 

Individual Behaviour: Personality- Determinants and traits: Learning- Theories and Process, 

Perception- Process and Errors, Attitudes-Formation, relationship between individual 

determinants like personality learning, perception and attitudes with behaviour. 

 

Written Assignment + Quiz1+Case Studies 

 

Assignment:- 

Case Study: Southwest airlines 

Timeline: 7 days 

 

Case Studies:- 

1. Short case study Xerox 

2. Psychometric Tests of Personality: Big Five, FIRO – B 
3.  Amul 

. 

T.NChhabra  

Chapters 

11,17,23,24,30,31 

 

14 



  
 

 

Unit IV 

 

Interpersonal Process and Behaviour 

Communication, Work Teams and Group Dynamics, Leadership, Conflict Management, 

Interpersonal Behavior and Relations, Transactional Analysis. 

Organizational Processes and Structure 

Organizational Design & Structure, Organizational Culture & Climate, Organizational Change 

and Development, Cross Cultural OB 

 

Written Assignment + Quiz1+Case Studies 

 

Assignment:- 

Case Study: Cricket team-India 

Timeline: 7 days 

 

Case Studies:- 

1. Google 

2. Assignment on Models of Leadership by Wipro, Infosys and JK. 

Robbins:-13 

C B Gupta:-37 

14 

TOTAL NO. OF SESSIONS  52 

 

Text Books: 



  
 

 

 

 

1. Robbins, S.P., Judge, T.A.,Vohra,N. S (2016). Organizational Behavior,16 e  Pearson Education. 

2.  Nahavandi, Afsaneh. Denhardt, Robert B, Janet V. Aristigueta, and Maria P. (2015),Organizational Behaviour ,Sage Publications 

 

Reference Books: 

 

 

1. Nelson, Debra L. , Quick ,James Campbell, Khandelwal, Preetam 2014,  ORGB,2 e ,Cengage Learning 

2. Green Berg, J. and Baron, R.A. (2015), Behavior in Organization, 10/e ,Pearson Education 

3. Newstrom, John W.; Davis, Keith,Organizational Behavior Human Behavior at Work,12/e,Mc Graw Hill Education 

4. George, J. M. & Jones, G.R. (2009). Understanding and Managing Organizational Behavior 5th Edition,Pearson Education. 

 

 

 

 

 

 

 

 

 

 

https://www.abebooks.com/servlet/SearchResults?an=Newstrom%2C+John+W.%3B+Davis%2C+Keith&cm_sp=det-_-bdp-_-author


  
 

 

 

MANAGEMENT EDUCATION & RESEARCH INSTITUTE 

BACHELORS IN BUSINESS ADMINISTRATION 
 

SEMESTER I 

BATCH: 2023-2026 

 

Financial Accounting & Analysis  

Course Code: BBA 105       

Credits –4 

 

COURSE OUTLINE 

 

Course Instructor:  Ms. Sarita Yadav 

 

Course Outcome 

 

CO1: To understand the Basic Accounting Principles and techniques 

   

CO2:  To understand journalising of transactions and preparation of Final Accounts 

 

CO3:  To calculate depreciation on assets and deal with various Contemporary issues and challenges in Accounting  

 

CO4: To learn the issue of Shares and Debentures in Company 

 

 



  
 

 

PAEDAGOGY 

 

The course objective will be achieved through theoretical discussions, Practical Practise, project, presentations and midterm 

test. 
 

EVALUATION 

 

Besides the semester end- examination, the students will be continuously assesses during the course on the following basis: 
 

(a)  Quiz/Assignment/ Case Study  : 5 marks 

(b)   Attendance and Discipline  :         5 marks 

(C)      Internal Marks    :         15 Marks 

(d)  External University Exams           : 75 marks 

        Total                                :          100 marks 

       

 

 

 Contd….2….. 

TEACHING  

Detailed Course Outline Sessions Timelines 

Unit I 
Introduction: Meaning and Scope of Accounting, Objectives, Nature, Book-Keeping 

and Accounting, functions, Limitations, Branches of Accounting, Relationship of 

Accounting with other disciplines 

Accounting Principles and Standards: 
Concepts and Conventions, GAAP, Accounting Standards issued by ICAI 

  Written Assignment on Accounting Concepts and conventions and accounting 

standards + Quiz 1 

 

 

 

 

14 

 

 

 

 

Complete by 3rd week 

 

 



  
 

 

Submitted by the end of 4th week. 

Unit II 
Journalising Transactions 
Journal Entries, Compound Journal Entries, Opening Entries, Ledger Posting and 

Trial Balance; Preparation of Ledger, Cash Book, Purchase Book, Sales Book and 

Trial Balance 

Company Final Accounts 
Preparation of Final Accounts with Adjustments, Trading Account , Profit and Loss 

Account and Balance sheet as per schedule of companies Act 2013 

  Numerical Based Assignment on Journal Entries + Quiz 2 

 

 

 

 

14 

 

 

 

 

 

Complete by 9th week 

 

Will be given on completion of each topic 

and checked just next day  

Unit III 

Depreciation, Provisions and Reserves 

Concept, Causes, features and Objectives of  Providing Depreciation, Method of 

recording and providing Depreciation, Depreciation Policy, AS-6, Provisions and 

Reserves, change of method of Depreciation (by both current and retrospective 

effect). 

Contemporary issues & Challenges in Accounting 
Human Resource Accounting, Green Accounting, Inflation Accounting, Price Level 

Accounting, Social Responsibility Accounting 

Assignment on Contemporary issues in Accounting  

 

 

 

 

 

14 

 

 

 

 

Complete by 12th of week 

 

 

 

Will be given 10th week and collected on 

end of 12th week and numerical 

assignment will be given on completion of 

each topic and checked just next day 

Unit IV 

Shares and Share Capital 
Introduction to Joint Stock Company, Shares, Share Capital, Accounting Entries, 

Under Subscription, Oversubscription, Calls in Advance, Calls in Arrears, Issue of 

shares at premium, Issue of Shares at Discount, Forfeiture of Shares, Surrender of 

Shares, Right Shares, Issue of Debentures, Methods of Redemption, Redemption of 

Debentures, Overview of Stock Exchanges of India and role of SEBI 

Case study on Jio Finance  

 

14 

 

 

Complete by 16th of week 

 

 

 

 

 

 



  
 

 

 

 

Case study by the end of 15th week. 

 

Total no. of Sessions 56 May need extra Classes for doubts and 

numerical problem solving 

 

 

Text Book: 

1. Goel, D. K., Goel, R. and Goel, S., Financial Accounting, Avichal Publishing Company 

 

 

References 

 

1. Maheshwari, S.N. and Maheshwari, S.K., Financial Accounting, Vikas Publishing House. 

2. Bhattacharyya, Asish K., Essentials of Financial Accounting, Prentice Hall of India. 

 

 

 

 

 

 

 



  
 

 

 

 

 

MANAGEMENT EDUCATION & RESEARCH INSTITUTE 

BACHELOR OF COMPUTER APPLICATIONS 

SEMESTER I 

FUNDAMENTALS OF COMPUTERS AND IT 

Course Code: BCA 105 

Credits – 3 

COURSE OUTLINE 

 

Course Instructor: Ritu Sawanni 

 



  
 

 

COURSE OBJECTIVE 

Students should be able   

CO1: To Describe the Concept of Computer (Characteristics, usage, limitations  and benefits, Computer Memories and its 

type, Software and its type)  

CO2: Acquire knowledge about Number Systems, Various Computer languages  and Operating System DOS  

CO3: Attain skills in Applications Software used for word processing,  spreadsheet and presentation  

CO4: Understand network fundamentals and various communication network,  Advance trends in IT  

PEDAGOGY 

The course objective will be achieved through theoretical discussions  and presentations, quizzes and 

mid- term tests. 

 

 



  
 

 

EVALUATION 

Besides end term examination the regular assessment of students  will include:  

a) Assignment/Quiz : 10 Marks  

b) Mid –Term Test : 10 Marks  

c) Discipline /Attendance : 5 Marks  

d) External University Exam: 75 Marks  

Total Marks: 100 Marks  

TEACHING PLAN 

Detailed Course Outline  Sessions  Timeline 



  
 

 

UNIT 1  

a)Fundamentals of Computers:  

Definition and Characteristics of  Computers, Computer 
Generation from  First Generation to Fifth Generation,  
Classification of Computers: Micro, Mini,  Mainframe and super 
computers  

b) Computer Hardware: Major  Components of a digital 
computer, Block  Diagram of a computer, Input/output Devices 
(Hardware , Software ,  

2 1 And 2  
Week 

 

 



  
 

 

Humanware,Firmware), Description of  Computer Input 
Units, Output Units, CPU c) Computer Memory: Memory  
Hierarchy, Types of Memory- Primary  Memory(RAM and 
ROM), Secondary  Memory, Cache memory, Secondary 
storage Devices-Hard Disk, Compact Disk,  DVD, Flash 
memory 

2  

Quiz on Memory system  2  



  
 

 

UNIT 2  

Computer Software:  

a) System Software: Assemblers,  Compilers, Interpreters, 
linkers,  loaders  

b) Application Software: Introduction to  MS Office (MS-
Word, MS PowerPoint,  MS-Excel)  

c) Operating System: Introduction to  Operating System, 
Need, Functions  and Types of OS  

d)DOS: Booting Sequence, Concepts of  File and Directory, 
Types of DOS  Commands  

e) Computer Languages: Introduction to  Low-Level 
Languages and High-Level  Languages 

2  

2  

2  

2  

1 

3 And 4  
week 



  
 

 

 

 

   

Cases study on Different Operating  System available 2  5 week 



  
 

 

UNIT 3  

a) Computer Number System:  Positional and Non-
positional  number systems, Binary, Decimal,  Octal and 
Hexadecimal Number  Systems and their inter-
conversion  

b) Binary Arithmetic: Addition,  subtraction, multiplication 
and  division.   

c) Use of complement method to  represent negative 

binary numbers,  1’s complement, 2’s complement,  
subtraction using 1’s complement  and 2’s complement.   

d)Introduction to Binary Coded  Decimal (BCD), ASCII 
Codes, EBCDIC  codes 

1  

3  

3  

2 

6 And 7  
week  

8 week 



  
 

 

Assignment on Advanced Excel And  Discussion  2  9 week 

UNIT 4  

a) Computer Networks And Internet: Basic elements of a 
communication  system, Data Communication  

2 10 and   

11 week 

 

 



  
 

 

Concepts, Types of Communication  media  

b) Data transmission modes, Data  Transmission speed, 
Data  transmission media, Digital and  Analog 
Transmission  

 

c) Concepts of Computer Networks ,Network Types (LAN, 
WAN and  MAN) ,Internet, Intranet & Extranet, Network 
Topologies  

d)Internet: Terminologies related to  Internet: Protocol, 
Domain name,  Internet Connections, IP address,  URL, 
Repeater, Bridge, Hub, Switch,  Router, Gateway, 
Firewall,  Bluetooth technology  

e) Advance Trends in IT Applications:  Brief Introduction to 
Cloud  Computing, Internet of Things  

f) Data Analytics, AI and Machine  Learning 

2  

2  

2  

2  

2 

 



  
 

 

Case Study on any one Management  System and discussion 2  12 week 

Total Sessions  42  

 

 

Text Books:  

1. P.K. Sinha, “Computer Fundamentals”  

2. Goyal, Anita , Computer Fundamentals, Pearson Education  

Reference Books:  

1. B.Ram Computer Fundamentals Architecture and  Organization, New Age Intl.  

2. Alex Leon & Mathews Leon, “Introduction to Computers”,  Vikas Publishing.  

3. Norton Peter, “Introduction to computers”, 4th Ed., TMH,  2001.  

4. Vikas Gupta, “Computer Kit”, Willey Dreamtech, Delhi,  2004. 



  
 

 

 

MANAGEMENT EDUCATION & RESEARCH INSTITUTE 

BA (JMC)   II SEMESTER 

 

BA (JMC) 102- PRINT JOURNALISM 

COURSE OUTLINE 

 

COURSE OBJECTIVE:  

 Understand the concept of journalism.  

 Learn Evolution and Growth of Print Journalism in India.  

 Understand Roles and Responsibilities of a Journalist/ Reporter. 

 Understand Yellow Journalism.  

 Gain knowledge of News, Features, Articles and Backgrounders. 

 Understand; analyze difference between Investigative and Interpretative news. 

 Learn Use of Graphics, Cartoons and Info graphics in Print.  

 Design and Layout for Newspaper, Magazine and Journal.  

 Learn Structure and Style of News Writing. 

 Understand functions and responsibilities of a News Editor, Sub-Editor and Chief Sub-Editor 



  
 

 

 

Methodology: - 

   Primarily lectures; Explanatory & contextual based learning with practical exposure & assignments 

Evaluation:- 

 

(a) Class Test –Unit Wise / Quiz/Assignment/  

Project/Case Study/GD/Extempore    05 Marks 

(b)  Mid Term Test       10 Marks 

(c)  Internal Assessment     10 Marks     

(d) External University Exams      75 marks 

        

 Total                           100 marks 

 
 

 

 

 

 

 

 



  
 

 

S. No Description Number of Sessions REFERENCES 

1.  UNIT- 1 

[Introduction to Journalism and News]  

1. Evolution and Growth of Print 

Journalism in India  

2. Journalism: Definition, Roles and 

Responsibilities of a Journalist/ Reporter  

a. Journalism as a Fourth Estate  

b. Citizen Journalism, Penny Press and 

Yellow Journalism 

 3. News: Meaning, Definition and 

Nature  

a. Elements of News and News Values  

b. Types of News: Hard and Soft  

c. Difference between News, Features, 

Articles and Backgrounders  

4. News Sources: Attribution and its 

types; Credibility and Quotations, By 

Line, Credit Line and Embargo 

 

12 Hours 

 

 

2 

1 

1 

 

2 

 

3 

 

3 

 

 

 

 

Ahuja, B. N. “History of Indian Press: Growth of Newspapers in India”, S.S. 

Chhabra for Surjeet Publications 

 

Aggarwal, V. B., & Gupta, V. S, “Handbook of Journalism and Mass 

Communication”, New Delhi: Concept Publications. 

 

Ambriish Saxena  

“Fundamentals of Reproting & Ediiting “ 



  
 

 

 

 Assignment 1.   To be submitted by the student within 1 week of the completion of unit 1. 

Faculty to evaluate and provide the feedback within next 1 week. 

2.   

UNIT- 2 

 

[News Reporting and Writing] 1. 1.News 

Reporting: Reporting for Various Beats  

2. Types of News Reports: Objective, 

Investigative and Interpretative  

3. Reporting for Newspapers, Magazines 

and News Agencies  

4. Structure and Style of News Writing  

a. Types of Headlines, Leads and Body  

b. Guidelines for Headline Writing 

 

12 Hours 

    

      2 

 

2 

3 

 

3 

 

2 

 

 

 Longman, New York 

 

 

Ahuja, B. N. “History of Indian Press: Growth of Newspapers in India”, S.S. 

Chhabra for Surjeet Publications 

 

Aggarwal, V. B., & Gupta, V. S, “Handbook of Journalism and Mass 

Communication”, New Delhi: Concept Publications. 

 

Ambriish Saxena  

“Fundamentals of Reproting & Ediiting “ 

 Assignment 2    To be submitted by the student within 1 week of the completion of unit 2. 



  
 

 

 Faculty to evaluate and provide the feedback within next 1 week. 

3.   

UNIT 3 

 

[Structure of a News Room]  

1. Set up and functions of a City 

Reporting Room in a Daily and a Bureau  

2. Functions and Responsibilities of a 

News Editor, Sub-Editor and Chief Sub-

Editor  

3. Editorial Writing and its Importance  

a. Letter to the Editor  

b. Book Review and Film Review  

4. Style sheet: Definition, Purpose and 

Relevance 

 

 

 

12 Hours 

2 

   

2 

2 

2 

1 

1 

1 

1 

 

 

 

 

 

 

Ahuja, B. N. “History of Indian Press: Growth of Newspapers in India”, S.S. 

Chhabra for Surjeet Publications 

 

Aggarwal, V. B., & Gupta, V. S, “Handbook of Journalism and Mass 

Communication”, New Delhi: Concept Publications. 

 

Ambriish Saxena  

“Fundamentals of Reproting & Ediiting “ 



  
 

 

  Assignment 3.  To be submitted by the student within 1 week of the completion of unit 3. 

Faculty to evaluate and provide the feedback within next 1 week. 

4.   UNIT 4 

 

[Editing and Layout Design]  

1. Editing: Definition, Objectives and 

Principles  

a. Editing Symbols and Proofreading 

Symbols  

b. Advent of Electronic Editing       2. 

Copy Editing for Newspapers, Magazines 

and Journals  

3. Use of Graphics, Cartoons and Info 

graphics in Print  

a. Photo Caption and Cutline: Definition, 

Relevance and Guidelines  

4. Design and Layout for Newspaper, 

Magazine and Journal 

 

 

 

12Hours 

           2 

 

       2 

      1 

      1 

 

       1 

       2 

 

       1 

 

       2 

 

 

 

Ahuja, B. N. “History of Indian Press: Growth of Newspapers in India”, S.S. 

Chhabra for Surjeet Publications 

 

Aggarwal, V. B., & Gupta, V. S, “Handbook of Journalism and Mass 

Communication”, New Delhi: Concept Publications. 

 

Ambriish Saxena  

“Fundamentals of Reproting & Ediiting “ 



  
 

 

 Assignment 4  To be submitted by the student within 1 week of the completion of unit 4. 

Faculty to evaluate and provide the feedback within next 1 week. 

5.  Tutorial class 1   

6.  Tutorial class 2   

7.   Tutorial class 3   

8.  Tutorial class 4   

9.  Tutorial class 5   
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Dr Deepshikha Kalra posted a new material: unit4
Jan 21, 2021 (Edited Jan 21, 2021)

Dr Deepshikha Kalra posted a new material: unit3
Jan 21, 2021 (Edited Jan 21, 2021)

Dr Deepshikha Kalra posted a new assignment: CRM Presentations
Dec 17, 2020

Dr Deepshikha Kalra
Aug 18, 2020 (Edited Dec 1, 2020)
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Nov 24, 2020
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Oct 20, 2020

Dean MERI posted a new assignment: Mid term paper (CRM)
Oct 14, 2020

Dr Deepshikha Kalra posted a new material: Unit 2
Oct 6, 2020

Dr Deepshikha Kalra posted a new material: Unit 1
Oct 6, 2020

Dr Deepshikha Kalra posted a new assignment: CRM Quiz 1
Sep 29, 2020 (Edited Sep 29, 2020)

Dr Deepshikha Kalra posted a new assignment: Coke Goes Green
Sep 29, 2020

Dr Deepshikha Kalra
Sep 9, 2020
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Dr Deepshikha Kalra posted a new assignment: Case Study
Sep 8, 2020

Dr Deepshikha Kalra posted a new material: CRM introduction
Sep 8, 2020

Dr Deepshikha Kalra posted a new material: e- book of CRM
Sep 1, 2020

Dr Deepshikha Kalra posted a new assignment: Customer Experience
Aug 31, 2020

Dr Deepshikha Kalra
Aug 31, 2020

watch the video

Dr Deepshikha Kalra posted a new assignment: Case Study on customer Service
Aug 24, 2020 (Edited Aug 24, 2020)

Class video meeting
https://meet.google.com/h

Add class comment…

Love Actually - The …
YouTube video •  3 minutes

Add class comment…
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Dr Deepshikha Kalra posted a new assignment: Customer Expectations
Aug 17, 2020

1 class comment

Dr Deepshikha Kalra
Aug 16, 2020 (Edited Aug 16, 2020)

Dear Students
Let's delve deeper in to relationship dyad and develop strategies for customer retention

Add class comment…
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