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1. Course Objectives: 

The objectives of Practical Studies at the Bachelors of Business Administration level is to 

give a perspective about the organization and functioning of the Personnel Department, 

Marketing Department and Finance & Accounts Department area of management in an 

industrial unit.  

 

2. Teaching Scheme (Hours per week) 

Lecture 

(Hrs.) 
Tutorial Practical Credit 

Evaluation Scheme (Marks) 

University 

Assessment 

Internal Assessment 

Theory Practical Theory Practical 

- - 8 4  60 -- 40 

 

3. Guidelines:  

 

The student shall be place in different types of industrial undertaking, where they study and 

report on the following aspects pertaining to the unit in which they are placed for the 

purpose of Practical Training. 

 

4. Syllabus: 

Module 

No. 
Contents 

Total 

Hours 
Weight 

1 

General Information :  

1. History and Development of The Unit.  

2. Size of The Unit and Form of Organization.  

3. Manufacturing Processes and Product.  

4. Time-keeping System.  

5. Employee Services.  

6. Contribution of The Unit to The Industry.   

 

24 25% 

2 

 Personnel Management : & 

1. Organization of Personnel Department.  

2. Recruitment, Selection and Induction.  

3. Training and Management Department.  

24 25% 
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4. Job Description (Managerial Level Only).  

5. Promotion and Transfer Policy.  

6. Performance Appraisal mechanism.  

7. Wage and Salary Administration.  

8. Working of E.S.I. Scheme.  

9. Study of Provident Fund Scheme.  

10. Grievance Handling Procedure.  

11. Collective Bargaining and Agreements.  

12. Trade Unions.  

13. Personnel Records.  

 

3 

 Marketing Management :  

 

1. Organization of Marketing Department.  

2. Product Planning.  

3. Market Segmentation.  

4. Pricing Policies.  

5. Channels of Distribution.  

6. Sales Promotion.  

7. Advertising.  

8. Marketing Research.  

  

24 25% 

4 

 Financial Management :  

 

1. Organization of Finance and Accounts Department.  

2. Financial Planning.  

3. Capitalization.  

4. Capital Structure-use Financial Leverage to Magnify 

    Equity earnings.  

5. Management of Fixed Assets : 

     - Capital Budgeting.  

     - Review of Latest Capital Project With Reference to 

  Project Cost, Project Financial and Its Implementation.  

6. Management of Working Capital : 

- Inventories.  

- Receivables.  

- Case and Bank Including Cash Budgeting.  

7. Operating Leverage Analysis.  

8. Profitability and Dividend Distribution  

24 25% 
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   - A Trend Analysis of Past Several Years.  

9. Right Issue, Bonus Issue, Convertible Bonds Issue, 

   Fund Raising Thought Public Deposit Etc.  

10. Any Special Financial Characteristics of The Unit.  

 

 

 

5. Suggested Readings 

Books: 

1. Comprehensive Statistical Methods  by P. N. Arora, Sumeet Arora & S. Arora, 

Sultan Chand & Sons, New Delhi. 

2. Practical Business Statistics  by Frederick F. Croxton & Dudley, Asia publishing 

House, Delhi.  

 

6. Note:  

 
1. The duration of the training shall be at least two weeks.  

2. All students shall write the report covering the aforesaid particulars about the units in 

which they are placed.  

3. All students shall draft their report independently.  

4. A certificate regarding the attendance for practical, issued by the industrial unit shall 

be attached with the report and to be submitted to the University for the purpose of 

assessment.  

5. The Practical study report shall be assessed exclusively at the end of the year by the 

Panel of examiners appointed by the University wherein the following criteria shall be 

considered for evaluation.  

- Evaluation of the Report 70%.  

- Performance in the Viva-Voce 30%.  

6. The Industrial Training curriculum shall be assigned an overall weekly eight hour's 

equivalent teaching work-load.  

 


