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Pachal is a commercial centre and is situated on the State
High Way No. 111 Oni-Pachal-Anuskura. It is connected by
S. T. buses to all important places in the Taluka of Rajapur,
i SES 4 R Si Lanja, Shahuwadi and Vaibhavwadi. Pachal occupies a place
Add-on COUR R of great importance in the educational, social and political life.
« Certificate Course in Communication Skills In English (8 Months) Shri Manohar Hari Khapane College of Arts and Commerce,
L Cerﬁﬁcale Course in Business Admlﬂlﬁ"ﬂ"on ‘ﬂ Monih.) Pachal is known for excellent educational services to the causes
e Certificate Course in Marathi (3 Months) - | of Higher Education and the facilities it offers to the students.
Marathiche Mudritshodhan Ani Lekhan Koushalyn 3 The college is full-fledged in situation affiliated to the University
« Cetificate Course in Travel & Tourlsm Managemont {3 Months) of Mumbai and provides instruction in courses of studies
: leading to the B. A. and B. Com.
% VISION:
The college has strong conviction that, it is its
*;’ responsibility as well as privilege to render a high quality
;E;; service to the students’ community and the society at large in
i %j the field of educatio its development.
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NOTICE

All the students of the college are hereby informed that English Speaking Course will be
started from 11/08/2022. Interested students can contact Prof. N. G. Devan for their enrollment

for the course up to 22/07/2021. Please take note.
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Certificate Course in Spoken English
Part I - Phonology of English

Objective:-

) :

by To e:_aabie the students to acquire phonetic skills required for oral skills,

2) To give ear tramning to students to help them to listen sounds which arenot there in
their regional languages.

3) To ac'qua'ml the students with the phonological structure of modernEnglish.
4) To orient the students to word accents and speech rhythm and spokenEnglish.

This paper wiif cover the foliowing components:-
1) Vowels and consonants

ii)  Rules for word accent. |
1i1)  Weak forms & strong forms. 5
iv)  Accent patterns in connected speech. f
V)  Kising tone, falling tone & intonation. %
vi)  Transcription. |
vii)  Pronunciation. |
Books:- %
I) Spoken English for India k
By — R.K. Bansal & J.B.Harrison ( Orient Longman, Mumbai, 2000) i
2) An English Phonetic Reader :‘
By R.K. Bansal & Cive Brsneet (Orient Longman, Mumbai, 1976) o
3) Better English Pronunciation ]
By J.D.0. Connor. (Universal Book Stail, New Delhi, 199Z) i
4) Spoken English :_‘:
By V. Sasikumar & P.V.Dhamija (Tata Mc Grow Hill, New Delhi, 2001) -
5) A Book of Structure and Function of Madern English °
By. Prof. Sarita Bobade — Mane (Phadake Prakashan, Kolhapur, 2006)
6) Oxford, Advanced Learner’s Dictionary of Current Engfish ‘

By. A.S. Hornby ( Oxford University Press, Calcutta Fourth Edition, 1989).
7) Better Spoken English
By. S. Chaudhary (Vikas Publishing House, New Delhi, 2004)
8) A Textbook of English Phonetics For Indian Students By. T.
Baisubramaniam (Macmilian, New Deihi, 1999).
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Part IT - Conversational English

Objectives:-

1) To improve communicative competence ?f the sfudejlls.
Z) To enable the students to converse in their [ife situations.

3) To train the students to use English for the practical purposes.

Syllabus:-

a) Patterns:-
1)  Greeting
ii)  Introducing one self
i) Invitation - Accepting - Declining
iv)  Making Request
V) Expressing Gratitude
Vi) Complimenting and Congratulating
vii) Expressing Sympathy
viii) Apologizing
iX)  Asking for Information
X)  Seeking Permission

Complaining and Expressing Regret

b)  Using English in Real life Sitvations:-
i) At the Bank / post — offi
i) At the Green Grocer
i) At the Temple
iV) At the College Canteen or Restaurant
V) At the Police — station
vi) At the Railway — station / Bus - station
Vi) At the Medica[ Shop
Viii) At the Garage
iX) At the Air Port
X) At the Library
Xi) Interviews

Xii) Booking a Room In 4 Hotel
Xiii) At the Trave] Agency

ce / College — office

Books:-

. English for Practical py 0ses

by.Z.N. Patil, Dr. Ashok (Macmillan [ngd. Ltd))
Spoken En lish for yoy
By G. Radhakrishpa » Pillai, K, Rajeevan.(ElEPL,
Emerald Publication ),
3. En lish Conversational

Sunita | Annie Pothen. §
Private 4 )

4, Success with Spoken English for Undergraduates
by Dr. Saraswat;_ (Commonwealth Univcrsity Books).

-
“";I‘:;:.:?‘l
e

89

Practice byK.S .
(Sterling Publication
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Part IIT - Basic English Grammar
Objectives:-
1) To acquaint the learner with the modern English usage.
2) To take remedial steps to correct the errors that enter the learner’sLanguage
system while learning English as a foreign language.
3) To make them aware of the peculiarities of English language.

Syllabus:-
i) Parts of speech and their uses.
i) Word formation
i)  Tenses and their uses.
iv)  Articles and their uses.
V) Types of sentences and sentence patterns.
vi)  Synonyms and their uses.
Vii)  Antonyms and their uses.
viiij Antonyms and their uses.

Books :-
1) English Grammar for Today
By Geoffrey Leech, Margarat Deushar and Robert Hoogenraad ( Pub.
Paigrave)
2) Living English Structure
By W.S. Allen ( Orient Longman 1997 )
3) A Remedial English Grammar for Foreign StudentsBy F. T.
Wood ( Macmillan ).
4) High school English Grammar and Composition
By P.C. Wren and H. Martin ( S. Chand Co. Mumbai 2006 )
5) A Practical English Grammar
By Thomson and Martinet ( Oxford University Press, 1986).

IQAC - Ccordinator
Shri- M. H. Khapane College of
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Certificate Course in Spoken Engiish

Instruction: 1) All Questions are compulsory.
2) Numbers to the right side indicate marks.

Q.1. Filt in the blanks. 10
1. CanlI help you? ---------- .
2.What a beautiful flower.
3.Happy Birthday to you.
4.1 get your cell phone for a moment.
5. Whereare you from?
6. May [ introduce myself? ;
7. How was your Hyderabad trip? ------=-=----.
8
9

. You are looking=========---.
. lam very-- --.

10- Y our are loeking :

Q. 2. Match the following. 10
A B
1. Good night 1)you are welcome
Z. Congratuiations Z) Tt was pleasure meeting you.
3. How is everything? 3) Thank you.
4. Nice to meet you 4) Night
5. Thank you 5) Fine, thanks.
Q.3. Answer the following question (Any two) 20

by You want to-book roomy in Hotet Surya. Write the-conversation
between you andconcerned officer.
2) Write a conversation between you and your friend meet at the Navi peth.

3) You want to get your ‘Adhar card’ from Municipal Corporation .Write the
conversationyou and concerned officer.

(J.4. Answer the following questions (any four) 20
1) How you will ask for help in formal & informal situation. Write a request two
differently.

2) Write a dialogue between you and your college librarian regarding book-bank
scheme.

3) H somebody asks you about sotapur city. What the Spectalties’ you with him/ker.
4) Make a list of questions you will ask to the candidate in an interview for the

post of juniorclerk.

5) Write a dialogue between you and Railway Booking clerk about train Enquiry?

6) Write a dialogue between you and college office clerk about admission
proeedure?

Q.5 write a Short notes (any four)
1. How to express apologizing?

20

g —  ma



Certificate Course in Spoken English
Question Paper

R ,
Instruction: 1) All Questions are compulsory.
2) Numbers (o the tight side indicate marks.

Q. 1. Name the parts of speech to which the underlined words
belong in thefollowing sentence.
1) Gathering was over last month.
2) She objected to my plan of a picnic.
3) He carefully arranged his life.
4) thank you very much, my boy.
5) I am not interested in your proposal.
6) The movie is based on the real life.
7) I wanted to be an actor, but my father opposed.
8) Hush! We are free at the end.
9) They are neighbours to the Thakurs.
10) He wants me to meet him urgently.
Q.2 Match the following. 10
A . B
I) They I} Relative Pronoun
2) Love 2) Material noun
3) Kolhapur 3) Pronoun
4) Silver 4) Proper noun
5) Whom 5) Abstract Noun

10

.3 Answer in brief (Any two) 20
1. Usage of simple future tense.
2. How to talk about Simple Present tense.
3. Usage to “To be”.
Q.4. Answer the following questions (Any five) 20
1y Give five commrands to yoar friend.
2) Usage of definite articles.
3) What is interrogative sentence?
4) What is exclamatory sentence?
5) Write any four sentences in simple present tense
6) Usage of indefmite articles
Q.5 Answer the following questions (Any four) 20
1) What is Bound morpheme?
2) Give two examples of Simple sentence
3) Give two examples of acronyms.
4}y What is ‘base’ er ‘root’ werd?
5) Write any four words with prefixes
6) Write any four words with Suffixes
7) Give two examples of exclamatory sentence
8) Give two antonyms of “Beautiful”
9) Give any two synomyms of “goal”.
10) Give any two examples of definite articles.
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Certificate Course in Spoken English

Instruction: 1) All Questions are compulsory.
2) Numbers to the right side indicate marks.

Q.1. Fill in the blanks. 10
1. Can 1 help you? -==----- -,
2.What a beautiful flower.
3.Happy Birthday to you.
4.1 get your cell phone for a moment.
Where are you from? —————— — ;
. May I introduce myself? -—---====---z--=---= .
. How was your Hyderabad trip? ---=-=-------.
8. Youare looking ----—--=- == )

~ W

9. Iam very-----.
10. Yous are looking ——!
Q. 2. Match the following. 10
A B
1. Good night 1)you are welcome
2. Congratulations Z) It was pleasure meeting you.
3. How is everything? 3) Thank you.
4. Nice to meet you 4) Night
5. Thank you 5) Fine, thanks.
Q.3. Answer the following question (Any two) 20

1} You want to-book room in Hotel Surya. Write the conversation

between you andconcerned officer.

2) Write a conversation between you and your friend meet at the Navi peth.
3) You want to get your ‘Adhar card’ from Municipal Corporation .Write the
conversationyou and concerned officer.

Q.4. Answer the following questions (any four] 20
1) How you will ask for help in formal & informal situation. Write a request two
differently.

2) Write a dialogue between you and your college librarian regarding book-bank
scheme.

3} H somebody asks you about sotapur city. What the Specialties’ you with him/ker.

4) Make a list of questions you will ask to the candidate in an interview for the

post of juniorclerk.

5) Write a dialogue between you and Railway Booking clerk about train Enquiry?

6) Write a dialogue between you and college office clerk about admission
procedure”? B

Q.5 write a Short notes (any four)
1. How to express apologizing?




Z. How to greet people in Formal & Informal situation?
3. How to asking for Information?

4. How to express gratitude?
5. How to invite your friend for New Year Celebration Party

7 PRINCIPAL
SHRI MANOHAR HARI KHAPANE
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DEPARTMENT OF HISTORY
Name of the Course: Certificate Course in Travel and Tourism Management

Duration: Three Months (35 Hours)

Medium: English/Marathi
Course Coordinator: Dr. Ashok Dnyandeo Patil

(, ' SYLLABUS OF COURSE

Topic 1. Introduction of Travel and Tourism —
Definition, Nature and Scope of Tourism

Topie 2. Types and Forms of Tourism-
Domestic, Regional, National and International

Topic 3. Tourism Industry in India -
Basic Factors, Tourism Market and Hotel Industry & Management

Topic 4. Tourism Resources-
Religious, Cultural, Historical, Geographical and Fair Centers

Topic 5. New Trends in Tourism- y
Ecofriendly, Agriculture, Adventure, Holyday, Rain Tour, Camel Safari etc. A

Topic 6. Travel Agency and Management
History of travel agency, Types of Travel Agency, Travel Agents Manegement

. REFERENCES

A K. Bhatia- Tourism Development

P.C. Sinha — Tourism Management

Jagmohan Negi- Travel Agency and Tour Operation
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SHRI. MANOHAR HARI KHAPANE COLLEGE

OF ARTS & COMMERCE. PACHAL
At\Post — Raypatan, Tal - Rajapur, Dist Ratnagiri -416704 Qg5

» Course : Certificate Course In Business Administration

%+ Objective of the Course :
A. To Introduce Students to —
i, Basic Principles of Business Administration at the
Conceptual Level.
ii. To epuip such students with up to date techniques of
Business Communications &Correspondence ‘
B. To acquit Students with day to day requirements in the
field for accounts finance and marketing.
C. In general to develop students as vital business inputs
assisting the main managerial system in its day to day
functioning —

% Duration Duration will be six month and instruction session
two days per week.

< Medium Medium will be English or Marathi.
| ' < Eligibility HSC
= « Intake Capacity: 20
| « Course Fess : 100/-
| % Grade System:

a. 70% & Above
b. 60to 69 %

c. 45 to59 % -
d. 35t044%

AN mw >» O




“* Note

¢

o

}QAC - Coordinatof

“* For Passing Minimum % required is 35%

Shri- M. H. Khapane College

Atts & Commerce, Pacha

If a candidate fails to appear for the exar_h_in_;ation,
Or fails in the examination, he/she will be given one
more chance to complete the course. If he/she will be
given one more chance to complete the course. If
he/she fails in the examination in this attempt also.
he/she will have to join the course a fresh, Complete it
and appear for examination. '

PRlﬂ P;i-

SHRI MANOHA
GE OF ARTS & N
EgL:aEWatnn"l’ﬂl- Rajapur,DIst nnmas

SHRI MANOHAR HARI KHAPANE
COLLEGE OF ARTS & COM.PACHAL
AP Reypatan,Tel- Aempur, Diet- Ratmnagir!




SYLLABUS

Section Fi
Unit 1 First

Meani i A

o O?SB O.f Business Administration, Concept, Function & Scope.
: usiness. Economic & Social, Business Environment concept &
rtance. Components of Business Environment -

Impo

Internal & External.

Unit 2. 15 Lect.,

.Business Management - Concept. Administration & Management
meaning & Defination. Charcterstics of Administration, Features of
Management. Management is an Art & Science. Importance of Management.
Planning meaning & concept. Charcterstics, Importance, Types of planning.

ki
i 15 Lect.
Unit 3
Production Concept, Modern Technology. Business — Structure, Raw
Material, Production Control. i 37 10
' v 05 Lect.
Unit 4
Marketing-mean‘lng-Types- Concept, Function. Advertising — Importance,
Sales . Management. _
' - 05 Lect.

Reference Books:

1) Business Management: Dr. C.J.Joshi, A.c.Joshi

2) Business & Service Sector Introduction: M.H Liman, D. P. Raverkar,
Seth Publication

3) Business Administration & Management : Saxena S.C., Sahitya
Bhavan, Agra

4) Marketing & Human Resource Management : Prof. M.H. Liman, Prof.
D.P. Raverkar — Seth Publicaiton.

By

/g—% PR‘NC‘PRl KH.&""'-
HRI MANOHAR HAR] I
i CS('DLLEGE OF Anﬁ’iuﬁgm_
IQAC - Coordinator bLLEGE OF ART:
Shri- M. H. Khapane Cofiege of _
Arts & Commerce, Pachal SHRI MANOHAR MARI KM

COLLEGE OF ARTS & COM.PACHAL
A/P Asypatan,Tei- Rejmpur, Dist- Ratnagir
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Section Second

50 Mar
Unit 1

Business  Correspondence 'meaning, - Importance, type. Internal

Correspondence i.e. memos, circulars, notices. External i.e. Business inquiries,

business replies, correspondence with the government, correspondence with
tracte association correspondence vis-a-vis media

: 15 Lect.
Unit 2

Meaning of communication — methods of communication, Importance of
communication. Traditional communication and Modern communication

05 Lect.
Unit3

Human Resource — meaning, Recruitment and selection process —
Training. Importance, work classification.

08 Lect.
Unit 4

Basic Accounts — Accounting Process — Trial Balance and Preparation of
financial statement. Raising of Capital — Sources of capital i.e. Internal &
External — Financial [nstitution.

12 Lect.

Reference Books

1) Business communication - Dr. Mamata Muthal & others

2) Communication skills in English —Aspih. Doctor. '

3) A comprehensive course in communication skills in English — Prin. Dr.

S.K.Shinde.
4) Marking & Human Resource Management : Prof. D.P. Raverkar.
5) Book — Keeping & Accountancy : L.N.Chopade, D.H.Choudhari.

PRINCIPA

SHRI MANOHAR HARI KHAPANE
COLLEGE OF ARTS & COM.PACHAL
A/P RsypatanTal- Rajapur,Dist- Ratragir
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Add-on COURSES
« Certificate Course In Communication 8
« Certificate Course in Businass Adminisiration (8 Months)
« Cortlficate Coursa In Marathl (3 Monthe) -

Marathiche Mudritshodhan Anl Lekhan Koushalys
« Certificate Coursa In Traval & Tourlam Managemant (3 Months)

B.A. Thres years Dagree Course

1. Marathi (8 Units)
2. Hindl (8 Unita)
3. History (6 Unlts)

B.Com. Threa Years Degree Course

Accountancy

it a7

killa In English (6 M

— AVAILABLE COURSES —

......
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C - Coordinator
College of

Shri- M. H. Khapane
Arts & Commerce,

Pachal.
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pachal is a commercial centre and is situated on the State
High Way No. 111 Oni-Pachal-Anuskura. Itis connected by
S. T. buses to all important places in the Taluka of Rajapur,
Lanja, Shahuwadi and Vaibhavwadi. Pachal occupies a place
of great importance inthe educational, social and political life.

Shri Manohar Hari Khapane College of Arts and Commerce,
Pachal is known for excellent educational services fo the causes
of Higher Education and the facilities it offers to the students.
The college is full-fledged in situation affiliated to the University
of Mumbai and provides instruction in courses of studies

leading to the B.A. and B. Com.

VISION:
The college has strong conviction that,

it is its
responsibility as well as privilége to render a high quality

E e field of education and its development.

ervice to the students’ community and the society at large in
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D

NOTICE

All the students of the college are hereby informed that English Speaking Course will be
started from 10/08/2021. Interested students can contact Prof. N. G. Devan for their enrollment
for the course upto 30/07/2021. Please take note.

e
Prof. N. G. Devan fgwm ait
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Certificate Course in Spoken English
Part I - Phonology of English

Objective:-
1) Fo enable the students to acquire phonetic skills required: for oral skills.
2) To give ear training to students to help them to listen sounds which arenot there in
their regional languages.
3) To acquaint the students with the phonological structure of modernEnglish.
4) To orient the students to word accents and speech rhythm and spokenEnglish.

This paper will cover the foifowing components:-
i) Vowels and consonants
i) Rules for word accent.
iii)  Weak forms & strong forms.
Iv)  Accent patterns in connected speech.
v)  Kising tone, falling tone & intonation.
vi)  Transcription.
vii)  Pronunciation.

Books:-
[) Spoken English for India

By - R.K. Bansal & J.B.Harrison ( Orient Longman, Mumbai, 2000)
2) An English Phonetic Reader

By R.K. Bansal & Cive Brsneet (Orient Longman, Mumbai, 1976)
3) Better English Pronunciation

By J.0.0. Connor. (Universal Book Staif, New Delhi, 1992)
4) Spoken English

By V. Sasikumar & P.V.Dhamija (Tata Mc Grow Hill, New Delhi, 2001)
5) A Book of Structure and Function of Madern English

By. Prof. Sarita Bobade — Mane (Phadake Prakashan, Kolhapur, 2006)
6) Oxford, Advanced Learner”s Dictionary of Current English

By. A.S. Hornby ( Oxford University Press, Calcutta Fourth Edition, 1989).
7) Better Spoken English

By. S. Chaudhary (Vikas Publishing House, New Delhi, 2004)
8) A Textbook of English Phonetics For Indian Students By. T.

Balsubramaniam (Macmillan, New Delhi, 1999).




Part IT — Conversational English

Objectives:-

1) To improve communicative competence of the students.
Z) To enable the students to converse in their [ifé situations.
3) To train the students to use English for the practical purposes.

Syllabus:-

a) Patterns:-
i)  Greeting
il)  Introducing one self
iii)  Invitation :- Accepting — Declining
iv)  Making Request
v)  Expressing Gratitude
vi)  Complimenting and Congratulating
vii) Expressing Sympathy
viii) Apologizing
ix)  Asking for Information
X)  Seeking Permission
xi)  Complaining and Expressing Regret

b) Using English in Real life Situations:-
i) At the Bank / post — office / College — office
ii) At the Green Grocer
iii) At the Temple
iv) At the College Canteen or Restaurant
v) At the Police — station
vi) At the Railway — station / Bus — station
vii) At the Medical Shop
viil) At the Garage
iX) At the Air Port
X) At the Library
Xxi) Interviews
xii) Booking a Room In a Hotel
xiil) At the Travel Agency

Books:-

I.  English for Practical purposes
by. Z. N. Patil, Dr. Ashok (Macmillan Ind. Ltd.)

2. Spoken English for you
By G. Radhakrishna , Pillai, K. Rajeevan.(EIEPL,
Emerald Publication ),

3. English Conversational Practice by K. S .
Sunita , Annie Pothen. S. (Sterling Publication
Private Ltd )

4.  Success with Spoken English for Undergraduates
by Dr. Saraswati. (Commonwealth University Books).




Part TIT - Basic English Grammar
Objectives:-
1) To acquaint the learner with the modern English usage.
2) To take remedial steps to correct the errors that enter the learner’sLanguage
_ System while learning English as a foreign language.
3) To make them aware of the peculfarities of English fanguage.

Syllabus:-
) Parts of speech and their uses.
ii)  Word formation
iiij  Tenses and their uses.
1Iv)  Articles and their uses.
v)  Types of sentences and sentence patterns.
vi)  Synonyms and their uses.
vii) Antonyms and their uses.
viii) Antonyms and their uses.

Books :-

1) English Grammar for Today
By Geoffrey Leech, Margarat Deushar and Robert Hoogenraad ( Pub.

Palgrave)

2) Living English Structure
By W.S. Allen ( Orient Longman 1997 )

3) A Remedial English Grammar for Foreign StudentsBy F. T.
Wood ( Macmillan ).

4) High school English Grammar and Composition
By P.C. Wren and H. Martin ( S. Chand Co. Mumbai 2006 ).

5) A Practical English Grammar
By Thomson and Martinet ( Oxford University Press, 1986).
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DEPARTMENT OF HISTORY
Name of the Course: Certificate Course in Travel and Tourism Management
Duration: Three Months (35 Hours)
Medium: English/Marathi
Course Coordinator: Dr. Ashok Dnyandeo Patil

SYLLABUS OF COURSE

Topic 1. Introduction of Travel and Tourism —
Definition, Nature and Scope of Tourism

Topic 2. Types and Forms of Tourism-
Domestic, Regional, National and International

Topic 3. Tourism Industry in India —
Basic Factors, Tourism Market and Hotel Industry & Management

Topic 4. Tourism Resources-
Religious, Cultural, Historical, Geographical and Fair Centers

Topic S. New Trends in Tourism-
Ecofriendly, Agriculture, Adventure, Holyday, Rain Tour, Camel Safari etc.

Topic 6. Travel Agency and Management
History of travel agency, Types of Travel Agency, Travel Agents, Manegement

REFERENCES
A K. Bhatia- Tourism Development
P.C. Sinha — Tourism Management
Jagmohan Negi- Travel Agency and Tour Operation
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» Course : Certificate Course In Business Administration

% Objective of the Course :
A. To Introduce Students to -
i. Basic Principles of Business Administration at the
Conceptual Level. “
ii. To epuip such students with up to date techniques of
Business Communications &Correspondence
B. To acquit Students with day t6 day requirements in the
field for accounts finance and marketing.
C. In general to develop students as vital business inputs
assisting the main managerial system in its day to day
functioning —

-
-
-

» Duration

Medium

- Eligibility

» Intake Capacity:

Course Fess :
Grade System :

Duration will be six month and instruction session

two days per week.
Medium will be English or Marathi.

HSC

100/-

a. 70% & Above
b. 60to69 %
Cc
d

. 45 to59 %
. 35t0d44%
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** For Passing Minimum % required is 35%
** Note e 2 If a candidate falls to appear for the exammatzon
* O fails in the exa mmatton, he/she will be glven one

more chance to complete the course. If he/she will be
given one more chance to complete the course. If
he/she fails in the examination in this attempt also.
he/she will have to join the course a fresh, Co mplete it
and appear for examination.
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Communication Skills in English —Aspi H Doctor A Comprehensive Communication
Skills in English — Prin. Dr. S. K. Shinde.
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SYLLABUS >

. Section First 50 Marks
Unit1

Meaning of Business Administration, Concept, Function &” Scope.

Objectives of Business. Economic & Social, Business Environment concept &

Importance. Components of Business Environment — Internal & External.
15 Lect.

Unit 2.

Business Management — Concept. Administration & Management
meaning & Defination. Charcterstics of Administration, Features of
Management. Management is an Art & Science. Importance of Management.

Planning meaning & concept. Charcterstics, Importance, Types of planning.
15 Lect.

Unit 3
Production Concept, Modern Technology. Business — Structure, Raw
Material, Production Control.

05 Lect.

Unit4
Marketing-meaning-Types- Concept, Function. f}dy_ertising — Importance,
Sales . Management. o
05 Lect.

Reference Books:

1) Business Management: Dr. C.J.Joshi, A.c.Joshi

2) Business & Service Sector Introduction: M.H Liman, D. P. Raverkar,
Seth Publication

3) Business Administration & Management : Saxena S.C., Sahitya
Bhavan, Agra

4) Marketing & Human Resource Management : Prof. M.H. Liman, Prof.
D.P. Raverkar — Seth Publicaiton.
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Section Second

Unit1

Business Correspondence meaning, ..Importance, type.
Correspondence i.e. memos, circulars, notices.
business replies, correspondence with the gov
tracte association correspondence vis-3

Intecnal
External i.e. Business inquiries,

ernment, correspondence with
-vis media

. 15 Lect.
Unit 2

Meaning of communication —

methods of communication, Importance of
communication. Traditional commu

nication and Modern communication

05 Lect.
Unit3

Human Resource — meaning, Recruitment and selection process —
Training. Importance, work classification.

08 Lect.
Unit4

Basic Accounts — Accounting Process —
financial statement. Raising of Capital
External - Financial Institution.

Trial Balance and Preparation of
= Sources of capital i.e. Internal &

12 Lect.
Reference Books

1) Business communication — Dr. Ma mata Muthal & others
2) Communication skills in English —Aspih. Doctor.

3) A comprehensive course in Communication skills in English — Prin, Dr.
S.K.Shinde.

4) Marking & Human Resource Management : Prof. D.P. Raverkar.
5) Book - Keeping & Accountancy : L.N.Chopade, D.H.Choudhari.
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— AVAILABLE COURSES —

B.A. Threo yoars Degroe Courseo

1. Marathi (6 Units)
2. Hindi (6 Unils)
3. Hislory (6 Unlts)

B.Com. Threo Years Degrae Course
Accountancy

Add-on COURSES s

ferd

* Certificate Course In Communication 8kills In English (6 Months)
* Certificate Course in Business Adminlstration (8 Months)
* Certificate Course in Marathl (3 Months) -
Marathiche Mudritshodhan Anl Lakhan Kaushalya
* Certificate Course in Travels & Tourlsm Management (3 Months)
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. Pachalis a commercial center and is situated on the State
High Way No. 111 Oni-Pachal-Anuskura. It is connected by
S. T. buses to all important places in the Taluka of Rajapur,
Lanja, Shahuwadi and Vaibhavwadi. Pachal occupies a place
of great importance in the educational, social and political life.

Shri Manohar Hari Khapane College of Arts and Commerce,
Pachal is known for excellent educational services to the causes
of Higher Education and the facilities it offers to the students.
The college is full-fledged in situation affiliated to the University

of Mumbai and provides instruction in courses of studies
leading to the B. A. and B. Com.

VISION:

The college has strong conviction that, it is its
responsibility as well as privilege to render a high quality

\ service to the students’ co nity and the society at large in
x~\Jihe field of education an g
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o

NOTICE

All the students of the college are hereby informed that English Speaking Course will be
started from 06808/2019. Interested students can contact Prof. N. G. Devan for their enrollment

for the course upto 25/07/2019. Please take note.

GRT

- Prof. N. G. Devan
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Certificate Course in Spoken English

Part 1 — Phonology of English

Objective:-

LIS AL T O

1} To enable the students to acquire phenetic skills required for oral skills.

2) To give ear training to students to help them to listen sounds which arenot there in
their regional languages.

3) To acquaint the students with the phonological structure of modernEnglish.

4) To orient the students to word accents and speech rhythm and spokenEnglish.

This paper will cover the foilowing components:-
1) Vowels and consonants
11) Rules for word accent.
iii)  Weak forms & strong forms.
iv)  Accent patterns in connected speech.
V) Rising tone, falling tone & intonation.
vi)  Transcription.
vii)  Pronunciation.

Books:-

I
2)
3)
5
5)
6)
7
3)

Spoken English for [ndia

By — R.K. Bansal & J.B.Harrison ( Orient Longman, Mumbai, 2000)

An English Phonetic Reader

By R.K. Bansal & Cive Brsneet (Orient Longman, Mumbai, 1976)

Better English Pronunciation

By J.D.0. Connor. (Universal Book Staif, New Deifi, 1992)

Spoken English

By V. Sasikumar & P.V.Dhamija (Tata Mc Grow Hill, New Delhi, 2001)

A Book of Structure and Function of Madern English

By. Prof. Sarita Bobade — Mane (Phadake Prakashan. Kolhapur, 2006)
Oxford, Advanced Learner’s Dictionarv of Current Enelish |

By. A.S. Homby ( Oxford University Press, Calcutta Fourth Edition, 1989).

Better Spoken English

By. S. Chaudhary (Vikas Publishing House, New Delhi, 2004)

A Textbook of English Phonetics For Indian Students By. T.
Balsubramaniam (Macmiilan, New Deihi, 1999). )
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Part IT — Conversational English

Objectives:-

1) To improve communicative competence of the students.
Z) To enabie the students to converse in their fifé situations.
3) To train the students to use English for the practical purposes.

Syllabus:-

a) Patterns:-

i)  Greeting

ii) Introducing one self

iii)  Invitation :- Accepting — Declining
1v)  Making Request

V)  Expressing Gratitude

vi)  Complimenting and Congratulating
vil)  Expressing Sympathy

viil) Apologizing

IxX)  Asking for Information

X)  Seeking Permission

xi)  Complaining and Expressing Regret

b) Using English in Real life Situations:-

Books:-

i) At the Bank / post — office / College — office
i) At the Green Grocer

iii) At the Temple

iv) At the College Canteen or Restaurant
v) At the Police — station

vi) At the Railway — station / Bus — station
vii) At the Medical Shop

viii) At the Garage

ix) At the Air Port

X) At the Library

xi) Interviews

xii) Booking a Room In a Fotel

xiii) At the Travel Agency

English for Practical purposes

by. Z. N. Patil, Dr. Ashok (Macmillan Ind. Ltd.)
Spoken English for you
By G. Radhakrishna , Pillai, K. Rajeevan.(EIEPL,

Emerald Publication ),

English Conversational Practice by K. S .

Sunita , Annie Pothen. S. (Sterling Publication
Private Ltd )
Success with Spoken English for Undergraduates

by Dr. Saraswati. (Commonwealthﬁgmversny Books).

f‘b“”
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Part TIT - Basic English Grammar
Objectives:-
1) To acquaint the learner with the modern English usage.
2) To take remedial steps to correct the errors that enter the learner’sl.anguage
system while learning English as a foreign language.
3) To make them aware of the peculiarities of English [anguage.

Syllabus:-
1) Parts of speech and their uses.
ii)  Word formation
iii)  Tenses and their uses.
iv)  Articles and their uses.
V) Types of sentences and sentence patterns.
vi)  Synonyms and their uses.
vii)  Antonyms and their uses.
viil) Antonyms and their uses.

Books :-
1) English Grammar for Today
By Geoffrey Leech, Margarat Deushar and Robert Hoogenraad ( Pub.
Paigrave)
2) Living English Structure
By W.S. Allen ( Orient Longman 1997 )
3) A Remedial English Grammar for Foreign StudentsBy F. T.
Wood ( Macmillan ).
4) Tigh school English Grammar and Composition
By P.C. Wren and H. Martin ( S. Chand Co. Mumbai 2006 ).
5) A Practical English Grammar
By Thomson and Martinet ( Oxford University Press, 1986).
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Estd. 1924

Sahyadri Parisar Shikshan Prasarak Mandal's
SHRI. MANOHAR HARI KHAPANE COLLEGE
OF ARTS & COMMERCE, PACHAL
AUPost — Raypatan, Tal - Rajapur, Dist - Ramagiri - 416 704
First Time Affiliation No. AFF/Recog./5323 of 1994 Dated 18* October 1994
* Re-Accredited by NAAC with 'B' Grade < Recognised under Section 2(f) & 12(b) of the UGC Act, 1956

DEPARTMENT OF HISTORY
Name of the Course: Certificate Course in Travel and Tourism Management
Duration: Three Months (35 Hours)
Medium: English/Marathi
Course Coordinator: Dr. Ashok Dnyandeo Patil
SYLLABUS OF COURSE

Topic 1. Introduction of Travel and Tourism —
Definition, Nature and Scope of Tourism

Topic 2. Types and Forms of Tourism-
Domestic, Regional, National and International

Topic 3. Tourism Industry in India —
Basic Factors, Tourism Market and Hotel Industry & Management

Topic 4. Tourism Resources-
Religious, Cultural, Historical, Geographical and Fair Centers

Topic 5. New Trends in Tourism-
Ecofriendly, Agriculture, Adventure, Holyday, Rain Tour, Camel Safari etc.

Topic 6. Travel Agency and Management
History of travel agency, Types of Travel Agency, Travel Agents, Manegement

REFERENCES
A K. Bhatia- Tourism Development
P.C. Sinha — Tourism Management
Jagmohan Negi- Travel Agency and Tour Operation
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Communication Skills in English —~Aspi H Doctor A Comprehensive Communication
Skills in English — Prin. Dr. S. K. Shinde.

SHRI MANOHAR HAﬁI KHAPANE
COLLEGE OF ARTS & !_:C)M.PACHAL
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SYLLABUS
Section First 50 Marks
Unit 1

Meaning of 'Business Administration, Concept, Function &™Scope.
Objectives of Business. Economic & Social, Business Environment concept &
Importance. Components of Business Environment — Internal & External.

15 Lect.
Unit 2,

Business Management — Concept. Administration & Management
meaning & Defination. Charcterstics of Administration, Features of
Management. Management is an Art & Science. Importance of Management.
Planning meaning & concept. Charcterstics, Importance, Types of planning.

15 Lect.

Unit 3 _
Production Concept, Modern Technology. Business — Structure, Raw
Material, Production Control.

05 Lect.

Unit4
Marketing-meaning-Types- Concept, Function. Advertising — Importance,
Sales . Management. "
Vs Leet.
Reference Books:
1) Business Management: Dr. C.J.Joshi, A.c.Joshi
2) Business & Service Sector Introduction: M.H Liman, D. P. Raverkar,
Seth Publication
3) Business Administration & Management : Saxena S.C., Sahitya
Bhavan, Agra

4) Marketing & Human Resource Management : Prof. M.H. Liman, Prof.

D.P. Raverkar — Seth Publicaiton.
pjiClPAL
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Section Second
50 Marks

Unit1

Business Correspondence meaning, --Importance, type. Internal
Correspondence i.e. memos, circulars, notices. External i.e. Business inquiries,
business replies, correspondence with the government, correspondence with
tracte association correspondence vis-a-vis media
; 15 Lect.
Unit 2

Meaning of communication — methods of communication, Importance of
communication. Traditional communication and Modern communication

@ 05 Lect.

] Unit3

Human Resource — meaning, Recruitment and selection process —
Training. Importance, work classification.

08 Lect.
Unit4
Basic Accounts — Accounting Process — Trial Balance and Preparation of
financial statement. Raising of Capital - Sources of capital i.e. Internal &
External - Financial Institution.

12 Lect.
Reference Books

4 1) Business communication — Dr. Mamata Muthal & others
é 2) Communication skills in English <Aspih. Doctor.
3) A comprehensive course in communication skills in English = Prin. Dr.
S.K.Shinde.
4) Marking & Human Resource Management : Prof. D.P. Raverkar.
5) Book — Keeping & Accountancy : LN.Chopade, D.H.Choudhari.
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*+ For Passing Minimum % required is 35%
| < Note g5 If a candidate fails to appear for the examination,
" ™ Orfails in the examination, he/she will be given one
more chance to complete the course. If he/she will be
given one more chance to complete the course. If
he/she fails in the examination in this attempt also.
he/she will have to join the course a fresh, Complete it
and appear for examination.

IQAC - Coordinator
Shri- M. H. Khapane College of -7~ madie:
Arts & Ccmmerce, Pachal, g
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SHRI. MANOHAR HARI KHAPANE COLLEGE
OF ARTS & COMMERCE. PACHAL
At\Post — Raypatan, Tal - Rajapur, Dist Ratnagiri -416704

» Course : Certificate Course In Business Administration
* < Qbjective of the Course :
: A. To Introduce Students to -
I i. Basic Principles of Business Administration at the
| e\ ‘ Conceptual Level. .
f | ii. To epuip such students with up to date techniques of

| Business Communications &Correspondence

B. To acquit Students with day:to day requirements in the

| field for accounts finance and marketing.

C. In general to develop students as vital business inputs
assisting the main managerial system in its day to day

functioning -

< Duration Duration will be six month and instruction session

two days per week.

< Medium Medium will be English or Marathi.
< Eligibility = HSC

(( < Intake Capacity : 20
< Course Fess : 100/-

< Grade System :

a. 70% & Above
b. 601069 % -
c. 45 to59% =
d. 35t044%

N o > 0
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» For Passing Minimum % required is 35%
“* Note

If a candidate falls to appear for the examlnatlon
g

Or fails in the exarmnatlon he/she will be gwen “one
more chance to complete the course. If he/she will be
given one more chance to complete the course. If
he/she fails in the examination in this attempt also.

he/she will have to join the course a fresh, Complete it
~ and appear for examination.
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Sahyadri Parisar Shikshan Prasarak Mandal’s

| SHRI. MANOHAR HARI KHAPANE
COLLEGE OF ARTS & COMMERCE,
_ , PACHAL - RAYPATAN

—— AVAILABLE COURSES 5

Permanently Affiliafed to University of Mumbai
Recognized under 2 (f) 12 (b) of UGC Act 1956
B. NAAC Reaccredited Grade ‘B’
A.Three yoarg Degroa Coy :
1 138 AUPost Raypatan, Tal. Rajapur, Dist. Ratnagiri — 416 704,
: M.aralhi (6 Units)
2. Hindl (6 Unts)
3. History (5 Unlts)
Accountancy

0gree Coursg

Pachal is a commercial center and is situated on the State

A d % . High Way No. 111 Oni-Pachal-Anuskura. It is connected by
d-on COURSES S e S. T. buses to all important places in the Taluka of Rajapur,

* Certificate Course I Commung e o “ Lanja, Sﬁahuwadi a1_1d Vaibhavw_adi. Pachf'al occupieis_a plz?ce
* Certficate Coree e catlon Skilig |n English (6 Months) of greahrnporlance in .the educational, social and political life.
R — - 85 Administration (6 Months) St?ﬂ Manohar Hari Khapane Col!ege of Arls and Commerce,
Marathiche — arathi (3 Months) - F'aci?al is known fu?r excellent edungflon?I services tothe causes
e s odhan An| Lokhan l(flush.;q],,.1 : of Higher Ec?ucatlon and t.he Tamll.tles it qffers to the S’EL.Iden?S.
urse in Travels & Tourism Mana , ] The college is full-fledged in situation affiliated to the University

gemant (3 Months) @IO of Mumbai and provides instruction in courses of studies

leading to the B. A. and B. Com.

VISION:

The college has strong conviction that, it is its
respansibility as well as privilege to render a high quality
2| service to the students’ community and the society at large in
\&f the field of education and its development.

AL SHRI MANOHAR HARI KHAPANE

IQAC - Coordinator &\ .
: Khapane College of N e
Hfﬁ; £ e i RINCIPAL

COLLEGE OF ARTS & COM.PACHAL
AJP Reypatan,Tal- Rajapur,Dist- Ratnagiri
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SHRI. MANOHAR HARI KHAPANE COLLEGE

OF ARTS & COMMERCE, PACHAL
At/Post — Raypatan, Tal — Rajapur, Dist — Ratnagiri — 416 704
First Time Affiliation No. AFF/Recog./5323 of 1994 Dated 18" October 1994

%+ Re-Accredited by NAAC with 'B' Grade +* Recognised under Section 2(f) & 12(b) of the UGC Act, 1956
«+ Best NSS Unit Award at University Level for the year 2017-2018 < ISO 9001:2015 Certified

Principal DR. M. A. Yellure Telefax - 02353-299181 Permanent Affiliation No.
M.A., M. Phil., Ph.D., DIHT E-Mail — mhkcollegepachal@gmail.com Aff-IL/ICD/2015-2016/1121
Cell No. 9403392105 Web — www.khapnecollege.com dated 16" Scptember 2015

Date: 10/07/2018

G,
NOTICE
All the students of the college are hereby informed that English Speaking Course will be
started from 06/08/2018. Interested students can contact Prof. N. G. Devan for their enrollment
for the course. Please take note.
Roar— LR,
Prof. N. G. Devan PRgigabA L
& SHRI MANOHAR HARI KHAPANE

COLLEGE OF ARTS & COM.PACHAL

Course Coordinator
A/P Raypetan,Tal- Rajapur,Dist- Ratnagir:
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SHRI. MANOHAR HARI KHAPANE COLLEGE

OF ARTS & COMMERCE, PACHAL

At/Post — Raypatan, Tal - Rajapur, Dist — Ratnagiri — 416 704
First Time Affiliation No. AFF/Recog./5323 of 1994 Dated 18" October 1994

+ Re-Accredited by NAAC with 'B' Grade < Recognised under Section 2(f) & 12(b) of the UGC Act, 1956
« Best NSS Unit Award at University Level for the year 2017-2018 < ISO 9001:2015 Certified

Certificate Course in Spoken English
Part I — Phonology of English

Objective:-
1} To enable the students to acquire phonetic skills required for orat skills.
2) To give ear training to students to help them to listen sounds which arenot there in
their regional languages.
3) To acquaint the students with the phonological structure of modernEnglish.
4) To orient the students to word accents and speech rhythm and spokenEnglish.

This paper will cover the folfowing components:-
i) Vowels and consonants
ii)  Rules for word accent.
iii)  Weak forms & strong forms.
iv)  Accent patterns in connected speech.
v)  Rising tone, falling tone & intonation.
vi)  Transcription.
vii)  Pronunciation.

Books:-
i) Spoken English for [ndia

By — R.K. Bansal & J.B.Harrison ( Orient Longman, Mumbai, 2000)
2) An English Phonetic Reader

By R.K. Bansal & Cive Brsnect (Orient Longman, Mumbai, 1976)

3) Better English Pronunciation
By 1.D.O. Connor. (Universal Book Stall, New Delhi, 1992)

4) Spoken English

By V. Sasikumar & P.V.Dhamija (Tata Mc Grow Hill, New Delhi, 2001)
5) A Book of Structure and Function of Madern English

By. Prof. Sarita Bobade — Mane (Phadake Prakashan, Kolhapur, 2006)
6) Oxford, Advanced Learner’s Dictionary of Current Engfish

By. A.S. Homby ( Oxford University Press, Calcutta Fourth Edition, 1989).
7) Better Spoken English

By. S. Chaudhary (Vikas Publishing House, New Delhi, 2004)
8) A Textbook of English Phonetics For Indian Students By. T

Balsubramaniam (Macmillan, New Deihi, 1999).




Part IT — Conversational English
Objectives:-

1) To improve communicative competence of the students.
Z) To enable the students to converse in their [ifé situations.
3) To train the students to use English for the practical purposes.

Syllabus:-

a) Patterns:-
1) Greeting
i)  Introducing one self
iii)  Invitation :- Accepting — Declining
iv)  Making Request
v)  Expressing Gratitude
vi)  Complimenting and Congratulating
vii)  Expressing Sympathy
viii) Apologizing
ix)  Asking for Information
X)  Seeking Permission
xi)  Complaining and Expressing Regret

b) Using English in Real life Situations:-
i) At the Bank / post — office / College — office
ii) At the Green Grocer
iii) At the Temple
iv) At the College Canteen or Restaurant
v) At the Police — station
vi) At the Railway — station / Bus — station
vii) At the Medical Shop
viii) At the Garage
iX) At the Air Port
X) Atthe Library
xi) Interviews
xii) Booking a Koom [n a Hote[
xii) At the Travel Agency

Books:-

1.  English for Practical purposes
by. Z. N. Patil, Dr. Ashok (Macmillan Ind. L.td.)

2. Spoken English for you
By G. Radhakrishna , Pillai, K. Rajeevan.(EIEPL,
Emerald Publication ),

3.  English Conversational Practice by K. S .
Sunita , Annie Pothen. S. (Sterling Publication
Private Ltd )

4.  Success with Spoken English for Undergraduates
by Dr. Saraswati. (Commonwealth University Books).




Part IT - Basic English Grammar
Objectives:-
1) To acquaint the learner with the modern English usage.
2) To take remedial steps to correct the errors that enter the learner’sLanguage
system while learning English as a foreign language.
3) To make them aware of the peculfarities of English language.

Syllabus:-
1) Parts of speech and their uses.
1) Word formation
1)) Tenses and their uses.
iv)  Atticles and their uses.
V) Types of sentences and sentence patterns.
vi)  Synonyms and their uses.
vii)  Antonyms and their uses.
vili) Antonyms and their uses.

Books :-
1) English Grammar for Today
By Geoffrey Leech, Margarat Deushar and Robert Hoogenraad ( Pub.
Paigrave)
2) Living English Structure
By W.S. Allen ( Orient Longman 1997 )
3) A Remedial English Grammar for Foreign StudentsBy F. T.
Wood ( Macmillan ).
4) High school English Grammar and Composition
By P.C. Wren and H. Martin ( S. Chand Co. Mumbai 2006 ).
5) A Practical English Grammar
By Thomson and Martinet ( Oxford University Press, 1986).
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IQAC - Coordinator
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DEPARTMENT OF HISTORY
Name of the Course: Certificate Course in Travel and Tourism Management
Duration: Three Months (35 Hours)
Medium: English/Marathi
Course Coordinator: Dr. Ashok Dnyandeo Patil
SYLLABUS OF COURSE

Topic 1. Introduction of Travel and Tourism —
Definition, Nature and Scope of Tourism

Topic 2. Types and Forms of Tourism-
Domestic, Regional, National and International

Topic 3. Tourism Industry in India —
Basic Factors, Tourism Market and Hotel Industry & Management

Topic 4. Tourism Resources-
Religious, Cultural, Historical, Geographical and Fair Centers

Topic 5. New Trends in Tourism-
Ecofriendly, Agriculture, Adventure, Holyday, Rain Tour, Camel Safari etc.

Topic 6. Travel Agency and Management
History of travel agency, Types of Travel Agency, Travel Agents, Manegement

REFERENCES
1. A K. Bhatia- Tourism Development
2. P.C. Sinha - Tourism Management
3. Jagmohan Negi- Travel Agency and Tour Operation
4. o . . B v i
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> Course : Certificate Course In Business Administration

< Objective of the Course :
A. To Introduce Students to —
i. Basic Principles of Business Administration at the
Conceptual Level.
ii. To epuip such students with up to date techniques of
Business Communications &Correspondence
B. To acquit Students with day to day requirements in the
field for accounts finance and marketing,.
C. In general to develop students as vital business inputs
assisting the main managerial system in its day to day
functioning —

< Duration Duration will be six month and instruction session
two days per week.
» Medium Medium will be English or Marathi.
< Eligibility HSC
< Intake Capacity: 20
< Course Fess : 100/-
< Grade System :
a. 70% & Above
b. 60to 69 %
c. 45 to59%
d. 35 t0d44%




-

44
+
+

.
‘C

For Passing Minimum % required is 35%

Note

AR

If a candidate fails to appear for the examination,
Or fails in the examiﬁgifbd, he/she will be giveln%#é
more chance to complete the course. If he/she will be
given one more chance to complete the course. If
he/she fails in the examination in this attempt also.
he/she will have to join the course a fresh, Complete it
and appear for examination.

%, N

SHRI MANOHAR HARI KHAPANE
COLLEGE OF ARTS & COM.PACHAL
A/P Raypatan,Tal- Rajapur, Dist RayregiFl
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SYLLABUS
Section First 50 Marks
Unit 1

Meaning of Business Administration, Concept, Function & Scope.
Objectives of Business. Economic & Social, Business Environment concept &
Importance. Components of Business Environment — Internal & External.

15 Lect.
Unit 2,

Business Management — Concept. Administration & Management
meaning & Defination. Charcterstics of Administration, Features of
Management. Management is an Art & Science. Importance of Management.
Planning meaning & concept. Charcterstics, Importance, Types of planning.

15 Lect.

™

Unit 3

Production Concept, Modern Technology. Business — Structure, Raw
Material, Production Control.

05 Lect.
Unit4
Marketing-meaning-Types- Concept, Function. Advertising — Importance,
Sales . Management. Al
C 05 Lect.

Reference Books:

1) Business Management: Dr. C.J.Joshi, A.c.Joshi

2) Business & Service Sector Introduction: M.H Liman, D. P. Raverkar,
Seth Publication

3) Business Administration & Management : Saxena S.C., Sahitya
Bhavan, Agra

4) Marketing & Human Resource Management : Prof. M.H. Liman, Prof.
D.P. Raverkar — Seth Publicaiton.




W

Section Second
50 Marks
Unit1
Business Correspondence meaning, -Importance, type. Internal
Correspondence i.e. memos, circulars, notices. External i.e. Business inquiries,
business replies, correspondence with the government, correspondence’ with
tracte association correspondence vis-a-vis media
. 15 Lect.
Unit 2
Meaning of communication — methods of communication, Importance of
communication. Traditional communication and Modern communication
05 Lect.
Unit3
Human Resource — meaning, Recruitment and selection process —
Training. Importance, work classification.
08 Lect.
Unit4
Basic Accounts — Accounting Process — Trial Balance and Preparation of
financial statement. Raising of Capital — Sources of capital i.e. Internal &
External — Financial Institution.
12 Lect.
Reference Books
1) Business communication — Dr. Mamata Muthal & others
2) Communication skills in English ~Aspih. Doctor.
3) A comprehensive course in communication skills in English — Prin. Dr.
S.K.Shinde.
4) Marking & Human Resource Management : Prof. D.P. Raverkar.
5) Book —Keeping & Accountancy : L.N.Chopade, D.H.Choudhari.

Rl MANOHA HAL
C%T.LEGE OF ARTS & COM':::E--..r-
A/P Raypatan.Tal- Rajapur,Olst:
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i Communication Skills in English =Aspi H Doctor A Comprehensive Communication

p Skills in English — Prin. Dr. S. K. Shinde.
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