
Tilak Maharashtra University, Pune 

MBA 

Syllabus- 1st Semester 

MBA -101 Essentials and Functions of Management 

 

I. Introduction to Management 

1. Evolution of Management thought 

2. Systems and contingency approach for understanding organizations 

3. Contribution to Management by Experts. 

II. Planning 

1. Nature and Purpose of Planning 

2. Objectives and Management of Objectives. 

3. Strategies and policies. 

4. Managerial Decision-making. 

III. Organizing 

1. Nature and Purpose of Organizing. 

2. Basic Departmentation. 

3. Line and Staff Authority Relationships 

4. Decentralization of Authority 

5. Co-ordination 

6. Making Organization Effective 

IV. Staffing 

1. Nature and Purpose of Staffing 

2. Selection – Matching People and Jobs. 

 



V. Leading 

1. Managing and the Human Factor 

2. Motivation 

3. Leadership 

4. Communication 

VI. Controlling 

1. Control Techniques and Information Technology. 

2. Integrating Control with other Management Processes. 

 

Books Recommended 

1. Essential of management - Koontrz 

2. Principles & Practices of Management - Saxena 

3. Principles & Practices of Management - Shejwalkar & Ghanekar 

4. Management Concepts & Practices - Hannagan 



Tilak Maharashtra University -Pune 

MBA 

Syllabus- 1st Semester 

MBA -102 Managerial Economics 

 

1. Introduction to Economics 

1.1 Introduction 

1.2 Micro & Macro Economics 

1.3 Static & Dynamic Analysis 

1.3.1 Nature of static’s 

1.3.2 Economic Dynamics 

 

2. Demand Analysis 

2.1 Introduction 

2.1.1 Demand 

2.1.2 Factors influencing Demand 

2.1.3 Types of Demand 

2.2 Law of Demand 

2.3 Variations & Changes in Demand 

2.3.1 Expansions & Contraction of Demand 

2.3.2 Increase & Decrease in Demand 

2.4 Elasticity of Demand 

2.4.1 Price Elasticity of Demand 

2.4.2 Types of Price elasticity 

2.5 Kinds of Elasticity of Demand 



2.6 Factors Determining the Price Elasticity of Demand 

2.7 Measurement of Elasticity 

2.7.1 Methods of Measurement 

2.8 Practical Significance of Elasticity of demand 

2.9 Demand Forecasting 

2.9.1 Survey Methods / Qualitative Techniques 

2.9.2 Time Series Analysis 

 

3. Cost Benefit Analysis 

3.1 Introduction 

3.2 Meaning of Cost Benefit Analysis 

3.2.1 Difficulties in estimating cost 

3.3 Steps in Cost Benefit Analysis 

3.4 Advantages & Disadvantages of Cost Benefit Analysis 

3.5 Justification for Cost Benefit Analysis 

 

4. Theory of Production 

4.1 Production is Creation Or Addition of Value 

4.1.1 Production Function 

4.2 The Laws of Production 

4.2.1 The Law of variable proportions 

4.2.2 The Law can be explained with the help of hypothetical 

production schedule 

4.3 Returns to Scale 

4.3.1 Three phases of Returns to Scale 

 



4.4 Theory of Cost 

4.4.1 Types of Cost 

4.4.2 Total Cost 

4.4.3 Average Fixed Cost 

4.4.4 Marginal Cost 

4.5 Relation between Marginal Cost & Average Cost 

4.6 Total Cost & Marginal Cost Relation 

4.6.1 Behavior of Total Cost 

4.6.2 Average Cost (AC) 

4.6.3 Long run costs 

4.7 LMC Curve 

 

5. Product Pricing 

5.1 The Essentials of a Market are- 

5.1.1 Classification of Markets 

5.1.2 Classification on the basis of time period involved 

5.1.3 Classification on the basis of degree of competition 

5.2 Pricing under Pure Competition 

5.2.1 Revenue Concepts 

5.2.2 Equilibrium of the firm & industry 

5.2.3 Equilibrium of industry 

5.2.4 Equilibrium of the firm & industry under Perfect Competition 

5.2.5 Long Run equilibrium 

5.2.6 Relevance of the model 

5.2.7 Price output under Monopoly 

 



5.3 The Equilibrium of the Monopolist 

5.4 Short Run Equilibrium 

5.5 Long Run Equilibrium 

5.6 Price Output Equilibrium in Discriminating Monopoly 

5.6.1 Price-output under monopolistic competitions 

5.6.2 Short Run Equilibrium 

5.7 Equilibrium under Oligopoly 

5.7.1 Effects of Oligopoly 

 

6. Types of Business Organization – I 

6.1 Introduction 

6.2 Characteristics of Business 

6.3 How Businesses are organized 

6.4 Criteria to decide the type of organization 

6.5 Sole Proprietorship 

6.6 Partnership 

6.7 Joint Stock Company 

 

7. Types of Business Organization – II 

7.1 Introduction 

7.2 Public Sector Undertakings 

7.3 Co-operative Societies 

7.4 Business Organizations in the new Millennium 

7.5 The Theory of the Firm 

7.6 Goals of the Firm 

7.7 Satisfying Theory 



7.8 Enhancing the value of the Firm 

 

8. Government & Business 

8.1 Introduction 

8.2 Consumer Protection 

 

9. National Income Accounting 

9.1 Gross National Product, Net National Product, Gross Domestic Product 

and Net Domestic Product 

9.2 Saving, Investment and Consumption Functions 

 

Books Recommended 

1) Managerial Economics - Dr. Mukund Mahajan 

2) Managerial Economics - Mote paul & Gupta 

3) Managerial Economics - Varsheny & Maheshwari 

4) Managerial Economics - D.C. Hauge 

5) Managerial Economics - Gupta 



Tilak Maharashtra University -Pune 

MBA 

Syllabus- 1st Semester 

MBA - 103 Communication Skills in Business 

1. The Types of Business Communication 

1.1 Introduction 

1.2 Business Communication 

1.3 The Classification, Functions & Scope of Business Communication 

1.4 Internal Communication 

1.5 External Communication 

1.6 Conclusion 

 

2. The Communication Process 

2.1 Elements of Communication 

2.2 The Communication Cycle 

2.3 The Barriers to Communication 

 

3. The Principles of Communication 

3.1 Introduction 

3.2 The Medium of Communication 

3.3 Accuracy 

3.4 Brevity 

3.5 Clarity 

3.6 Courtesy 

3.7 Conclusion 



4. Forms of Communication 

4.1 Introduction 

4.2 The Types of Communication 

4.3 Oral Communication 

4.4 Written Communication 

4.5 Non-Verbal Communication 

4.6 Visual Signs in Non-Verbal Communication 

4.7 Audio Signals in Non-Verbal Communication 

4.8 Silence 

4.9 Time 

4.10 Touch 

4.11 The Functions of Non-Verbal Communication 

4.12 The Merits & Demerits of Non-Verbal Communication 

4.13 Conclusion 

 

5. Verbal Skills 

5.1 Introduction 

5.2 The Language used in Oral Communication 

5.3 Verbal & Linguistic Modifiers & Regulators & Voice Culture 

5.4 The Techniques of Delivery 

5.5 Conclusion 

 

6. The Art of Listening 

6.1 Listening & Hearing 

6.2 The Value of Listening 

6.3 The Pitfalls involved in Listening 



6.4 The Functions of Listening 

6.5 The Process of Listening 

6.6 How to Listen Efficiency 

6.7 The Barriers to Efficient Listening 

6.8 The Types of Listening 

6.9 Conclusion 

 

7. Body Language 

7.1 Introduction 

7.2 The Types of Body Language 

7.3 Facial Expressions 

7.4 Kinesics related to the Body 

7.5 Touch 

7.6 Conclusion 

8. How to conduct Oral Communication 

8.1 The Classification of Oral Communication 

8.2 Dyadic Communication 

8.3 Group Communication 

8.4 Requests 

8.5 Complaints 

8.6 Inquiries 

8.7 Introduction 

8.8 Dictation 

8.9 The Telephone 

8.10 Interview: An Overview 

8.11 At the Interview Venue 



9. The Essentials of Written Communication 

9.1 Introduction 

9.2 Alignments 

9.3 Font Style 

9.4 Bold, Italic & Normal 

9.5 Font Size 

9.6 Indentation & Block Style 

9.7 Items 

9.8 Emphasis 

9.9 Letter Heads 

9.10 Continuation Sheets 

9.11 Stationery 

9.12 Presentation 

9.13 Conclusion 

 

10. Reading Skills 

10.1 Introduction 

10.2 The Speed of Reading 

10.3 Eye Span 

10.4 Ascertaining the Type of Communication 

10.5 Ascertaining the Burden of Communication 

10.6 The Structure of the Communication 

10.7 Ascertaining the Details of Communication 

10.8 Ascertaining the Meaning of Communication 

10.9 Conclusion 

 



11 How to Go About Written Communication 

11.1 Introduction 

11.2 Alignment 

11.3 Complaints & Adjustment Letters 

11.4 Précis – Writing 

11.5 Report Writing 

11.6 Conclusion 

 

Books Recommended : 

1) Business correspondence & Report writing - R.C. Sharma 

2) Business Communication - M. Balasubramanyam 

3) Essentials of Business Communication - R. Pal & Kolahalli 

4) Business Communication & Report Writing - Sharma , Mohan 

5) Business Communication - Urmila Rai. & S.M. Rai 

 



Tilak Maharashtra University -Pune 

MBA 

Syllabus- 1st Semester 

MBA – 104 Management Accounting 

1. The concept of Management Accounting 

1.1 Introduction 

1.2 Definitions 

1.3 The Management and Financial Accounting Differs from each other 

1.4 Difference between Management Accounting and Cost Accounting 

1.5 Structure and use of Management Accounting 

1.6 Overview of Planning, Control and Decision – Making based on 

 

2. Principles of Double Entry Bookkeeping and Accountancy 

2.1 Introduction 

2.2 Double Entry System of Book-keeping 

2.3 Classification of Accounts 

 

3. Journal and Subsidiary Book 

3.1 Journal 

3.2 Purchase Book 

 

4. Cash Book 

4.1 Introduction 

4.2 Meaning of Cash Book and its advantages 

4.3 Bank Transactions in a Cash Book 



4.4 Honour and Dishonour of a Cheque 

4.5 Cash Book with two columns- Cash and Bank 

4.6 Cash Book with three Columns 

4.7 Cash Book with Bank column only 

 

5. Trial Balance 

5.1 Trial Balance 

 

6. Preparation of Final Accounting 

6.1 Preparation of Final Accounts 

 

7. Fixed Assets and Depreciations 

7.1 Fixed Assets and Depreciation 

7.2 Depreciation 

7.3 Auditor’s Duty as regards Depreciation 

 

8. Inflation Accounting 

8.1 Inflation Accounting 

8.2 Objectives of Inflation Accounting 

8.3 Determination of current cost profit attributable to shareholders 

 

9. Basic Concept of Management Control 

9.1 Introduction 

9.2 Budgetary Control 

9.3 Classification of Budgets 

9.4 Cash Budget 



9.5 Flexible Budgets 

9.6 Capital Budgeting and Investment Decisions 

9.7 Master Budget Fixed Budget 

9.8 Zero Based Budgeting 

 

10. Elements of Costs 

10.1 Elements of marginal costing 

10.2 Break even Analysis 

 

11. Job Costing 

11.1 Introduction 

11.2 Batch Costing 

11.3 Contract Account 

11.4 Recording of Value of Contract 

11.5 Cost Plus Contract 

 

12. Process Costing 

12.1 Introduction 

12.2 Waste, Scrap, Spoilage, Defectives 

12.3 Normal Losses, Abnormal Losses, Abnormal Gains 

12.4 Equivalent Units 

12.5 Inter Process Profits 

 

13. Labour cost control and Incentives Schemes 

13.1 Labour Cost 

13.2 Labour Remuneration 



13.3 Labour Turnover 

13.4 Cost of Labour 

13.5 Labour Turnover 

13.6 Bin-Card 

13.7 Utility of Ledger 

13.8 Slandered Cost 

13.9 FIFO System of Pricing Issues 

13.10 Time Recording 

 

14. Marginal Cost 

14.1 Marginal Costs 

14.2 Inventory Turnover Ratio 

14.3 Machine Hour Rate 

14.4 Perceptual Inventory System 

Summary………. 

 

15. Standard Costing 

15.1 Introduction 

15.2 Variance Analysis 

 

16. Overheads 

16.1 Introduction 

16.2 Allocation, Apportionment and Absorption of Overhead 

16.3 Over and Under Absorption of Overheads 

16.4 Disposal of Overheads 

 



17. Materials 

17.1 Introduction 

17.2 Concept of Inventory 

17.3 Price 

17.4 Economic Order Quantity(EQO) 

17.5 Purchasing 

17.6 The Materials Management Concept 

17.7 A. B. C. Analysis 

17.8 Types of Financial Analysis 

17.9 Limitations of Financial Analysis 

 

18. Introduction to Financial and cost Audit 

18.1 Introduction to Financial and Cost Audit and Activity based costing 

18.2 Cost Audit (Report) Rules 1968 

18.3 Cost Control 

18.4 Cost Reduction 

18.5 Cost Control and Reduction 

18.6 Cost Reduction Program 

 

Books Recommended : 

1) Principles of Management Accounting – Manmohan & Goyal 

2) Introduction to Management Accounting - Harngren and Sundlem 

3) Cost and Management Accounting - S.M. Inamdar 

4) Management Accounting - Dr. Mahesh Kulkarni 

5) Double Entry Book Keeping - T.S. Grewal. 

 



Tilak Maharashtra University -Pune 

MBA 

Syllabus- 1st Semester 

MBA – 105 Organizational Behaviors 

(Design, Development and Change) 

1. Organisation And Organisational Behaviour 

1.1 Introduction 

1.2 Organisation 

1.3 Organisational Behavioural 

1.4 Intuition and Systematic Study 

1.5 Organisation and Organisational Behaviour 

1.6 Discipline Organisational Behaviour 

1.7 Historical Evolution of Organisational Behaviour 

1.8 Organisation Behaviour To-day 

1.9 Models of Organisational Behaviour 

 

2. Perception and Individual Decision Making 

2.1 Introduction 

2.2 Factors influencing perception 

2.3 Attribution theory 

2.4 Frequently used shortcuts in judging others 

2.5 Specific applications in organizations 

2.6 The link between perception and individual decision making 

2.7 Improving creativity in decision making 

2.8 How are decisions actually made in organizations? 



2.9 Individual differences: decision making styles 

2.10 Organizational constraints 

2.11 Ethics in decision making 

 

3. Personality And Attitude 

3.1 Introduction 

3.2 Definition 

3.3 Theories on personality 

3.4 The shaping of personality 

3.5 Assessment of Freud's stages 

3.6 Immaturity to maturity 

3.7 Determinants of personality 

3.8 Personality traits 

3.9 The Myers - Briggs framework 

3.10 Major traits influencing Organisational Behaviour 

3.11 Personality and Organisational Behaviour: 

3.12 Attitudes 

3.13 Formation of attitude 

3.14 Types of attitudes 

3.15 Functions of attitude 

3.16 Changing attitude 

3.17 Ways of changing 

3.18 Types of change 

3.14 Attitude and OB 

3.20 Job satisfaction 

3.21 Job involvement 



3.22 Organisational commitment 

3.23 Values 

3.24 Job satisfaction 

 

4. Motivation 

4.1 Introduction 

4.2 Intrinsic and extrinsic motivation 

4.3 Some theories on motivation 

4.4 Motivation and Performance 

4.5 Motivation strategies 

4.6 Importance of motivation 

4.7 Motivational drives 

 

5. Stress 

5.1 Introduction 

5.2 Model of stress 

5.3 Stress manifestation 

5.4 Coping strategies 

5.5 Coping and personality 

5.6 Sources of stress 

5.7 Stress management 

5.8 Organization approaches to stress management 

 

6. Team 

6.1 Foundations of group behavior 

6.2 Key group concepts 



6.3 Implications for performance and satisfaction 

6.4 Group behavior model 

6.5 Personal Systems (PS) 

6.6 Towards improved group decision making 

6.7 Group cohesiveness 

6.8 Cohesiveness and group productivity 

6.9 Team 

6.10 Organizational context for teams 

6.11 Team work 

6.12 Life cycle of a team 

6.13 Ingredients of effective teams 

6.14 Potential team problems 

6.15 Team building 

6.16 Self-Managing teams 

 

7 Organisation Structure and Design 

7.1 Organization 

7.2 Organization structure 

7.3 Organization environment 

7.4 Environmental sectors 

7.5 Characteristics of the environment 

7.6 Organizations as systems 

7.7 Generic types of organizations 

7.8 Formal organizations: design and structure 

7.9 Division of labour and task interdependence 

7.10 Work specialization 



7.11 Departmentation choices 

7.12 Product and functional organizations 

7.13 Some differences between functional and product organization 

7.14 Matrix organization 

7.15 Project organization 

7.16 Distribution of authority 

 

8. Leadership 

8.1 Introduction 

8.2 Leadership theories 

8.3 Types of leaders 

8.4 Leadership styles 

8.5 Relevant conditions for leadership styles 

8.6 Contingency model of leader effectiveness 

8.7 Fred Fiedler's contingency model 

8.8 Functions of leadership 

8.9 Technique of leadership 

8.10 Path goal theory 

8.11 Leader behaviours 

8.12 Contingency factors 

8.13 The managerial grid 

 

9. Conflict Management 

9.1 Definition 

9.2 Individual conflict 

9.3 Organizational conflict 



9.4 Types of organizational conflict 

9.5 Saran’s conflict model 

9.6 Integration 

9.7 Diffusion 

9.8 Complementarily 

9.9 Other resolution technologies 

 

Books Recommended : 

1) Human Behaviour at work - Davis & Newstrom 

2) Organizational Behaviour - Uma Sekaran 

3) Organizational Behaviour - Fred Luthans 

4) Organizational Behaviour - Sharma 

5) Organizational Behaviour - Mr. Shane 



Tilak Maharashtra University -Pune 

MBA 

Syllabus- 1st Semester 

MBA - 106 Quantitative Methods         

Chapter 1: Statistics and its utility 

1.0 Objectives 

1.1 Introduction 

1.2 Data collection 

1.3 Presentation and analysis of data 

1.4 Check Your Progress A 

1.5 Structuring of data 

1.6 Relative Frequency Distribution  

 1.7 Solved example 

1.8 Check your Progress B 

1.9 Summary 

1.10Check Your Progress – Answers 

1.11Questions for Self Study 

 

Chapter 2: Measures of Central Tendency and Dispersion 

2.0 Objectives 

2.1 Introduction 

2.2 The requisites of a good average 

2.3 Measures of Central Tendency 

2.4 Data Analysis: Describing Data - Descriptive Statistics 

2.5 Check Your Progress A 

2.6 Meaning of dispersion 

2.6.1 Importance of the measure of dispersion 

2.6.2 Range 

2.6.3 Quartile Deviation 



2.6.4 Inter-quartile Range  

 2.7Concept of Percentiles 

2.8 Concept of Mean Deviation 

2.9 Check your Progress B 

2.10 Summary 

2.11Check Your Progress – Answers 

2.12Questions for Self Study 

 

 Chapter 3: Simple and Multiple Regression and Correlation Analysis 

3.0 Objectives 

3.1 Introduction 

3.2 Simple Regression 

3.3 Check Your Progress A 

3.4 Multiple Regressions 

3.5 Correlation Analysis 

  3.5.1 Types of Correlation 

  3.5.2Pearson’s Correlation Coefficient (r) 

3.6 Check your Progress B 

3.7 Summary 

3.8 Check Your Progress – Answers 

3.9 Questions for Self Study 

 

Chapter 4: Association of Attributes 

4.0 Objectives 

4.1 Introduction 

4.2 Notation and terminology 

4.3 Relations between the class frequencies 

4.4 Association 

4.5 Check Your Progress A 

4.6 Check your Progress B 



4.7 Summary 

4.8Check Your Progress – Answers 

             4.9Questions for Self Study 

 

Chapter 5: Theory of Probability 

5.0 Objectives 

5.1 Introduction 

5.2 Areas of utilization of Probability in business 

5.3 Simulation of Discrete Probabilities 

  5.3.1Simulation 

5.3.2 Random Numbers 

5.4 Check Your Progress A 

5.5 Poisson Distribution 

5.6 Binomial Distribution 

5.7 Normal Distribution 

5.8Check your Progress B 

5.9 Summary 

5.8Check Your Progress – Answers 

5.9Questions for Self Study 

 

Chapter 6: Linear Programming 

6.0 Objectives 

6.1 Introduction 

6.2 Requirements for application of linear programming   

6.3 Assumptions in developing linear programming   

6.4 Formulation of LP problems 

6.5 Solved Examples 

6.6 Check Your Progress A 

6.7 Solution of LP Problems “Graphical Method” 



 6.7.1Constituents of a General L.P. Problem 

 6.7.2 Formulation of Linear Programming problem 

 6.7.3 Solved examples 

6.8 Check your Progress B 

 6.9 Linear Programming “Simplex method” 

 6.10 Linear Programming Simplex method 

 6.11 Simplex Method Examples 

6.12 Check your Progress C 

 6.13 Transportation Problems and Models 

6.14 Summary 

6.15Check Your Progress – Answers 

6.16Questions for Self Study 

 

Chapter 7: Queuing Theory 

7.0 Objectives 

7.1 Introduction 

7.2 Requirements for application of linear programming   

7.3 Assumptions in developing linear programming   

7.4 Classification 

7.5 Role of Poisson process, exponential distributions 

  7.6 Check Your Progress A 

  7.7 Queuing networks, models and some fundamental relations 

  7.8 Useful Formulae  

7.9 Markov models 

7.10 Solved Examples 

  7.11 Check Your Progress B 

  7.12Summary 



Chapter 8: Markov chain 

8.0 Objectives 

8.1 Introduction 

8.2 Formal definition 

8.3 Few Markov chains 

 8.3.1Reducibility 

 8.3.2Periodicity 

 8.3.3Recurrence 

8.4 Check Your Progress A 

 8.5 Markov Example 

8.6 Monte Carlo methods and simulation  

8.7Check Your Progress B 

8.8Summary 

8.9Check Your Progress – Answers 

 

8.10Questions for Self Study 

 

Chapter 9: Games Theory 

9.0 Objectives 

9.1 Introduction and History 

9.2 Definitions of games 

9.3 Check Your Progress A 

9.4 Strategic and extensive form games 

9.4.1 Dominance 

9.4.2 Extensive form 

9.4.3 Normal form 

9.4.4 Quality choice 

9.4.5 Nash equilibrium 

9.4.6 Extensive games with imperfect information 



9.4.7 Examples of 2x2 Games 

9.5 Check Your Progress B 

9.6 Summary 

9.7 Check Your Progress – Answers 

9.8 Questions for Self Study 

 

Chapter 10: Decision Analysis and decision Tree  

10.0 Objectives 

 10.1 Introduction  

 10.2 Types of Decision Making Environments 

   10.2.1 Decision Making Under Uncertainty 

10.3 Check your Progress A. 

10.4 Decision Tools 

10.4.1 Influence diagram 

10.4.2 Decision Tree  

 10.5 Check Your Progress 

 10.6 Summary 

 10.7 Check Your Progress – Answers 

 10.8 Questions for Self Study 

 



Tilak Maharashtra University -Pune 

MBA 

Syllabus- 1st Semester 

MBA - 107 English Languages 

Contents : Theory 

Name of the Topic 

Unit – I : Text 

1. Vocabulary : Name of Fruits, Vegetables, Spices, etc 
2. Comprehension : Responding to the questions from the text 

Unit – II : Application of Grammar 

1. Identifying Parts of Speech 

2. Verbs – weak Verbs, Strong Verbs,  Transitive – Intransitive, Non Finite 

Verbs 

3. List of Weak Verbs 

4. Agreement of the Verb with the Subject 

5. Correct use of some Adjectives e.g. : little, a little, the little 

6. Order of Words in English 

7. Order of Spellings in English 

8. Tenses 

9. Active Passive Voic3e 

10. Direct-Indirect 
11. Sentences – Simple, Compound & Complex 
12. Sentences – Affirmative, Negative, Assertive, Question tag, Remove ‘too’ 
13. Use of Articles 
14. Preposition 
15. Conjunction 
16. Interjection – Exclamation 
17. Punctuation 
18. Some commonly used Figures of Speech 
19. A few Greek and Latin Roots of English words 
20. Common Errors in English sentences 
21. Common Errors in the use of Prepositions 
22. Miscellaneous Errors including ambiguities and Indianism 

 



Unit – III : Word Formation – Vocabulary 

1. Compound words – Nouns, Adjective, Verbs, Gerund 

2. Vocabulary Building – Abstract Nouns, Verbs, Adverbs 

3. Gender 

4. Homonyms 

5. One Word substitutes 

6. Synonyms 

7. Antonyms 

8. Idiomatic Phrases – words used in Pairs : Rhyming Doubles (with 

meaning) 

9. Idiomatic Comparisons – Similes 

10. Proverbs with meanings 
11. Letter writing – Formal, Informal, Business Letters 
12. Essay Writing 
13. Summary writing, Précis Writing 
14. Report writing 
15. Dialogue writing & Note writing 

Unit – IV: Paragraph Writing 

1. Paragraph writing – Definition 
2. Types of Paragraphs 
3. How to write a Paragraph 

 

Recommended Books : 

Sr. # Title Author Publisher 

1 Contemporary English Grammar, 

Structures and Composition 

David Green Macmillan 

2 English Grammar and Composition RC Jain Macmillan 

3 Thesaurus Rodgers Orient/Longman 

4 Dictionary (English-English) Oxford Oxford University 

5 Dictionary (English-English) Longman Orient – 

Longman 

6 English for Practical Purposes ZN Patil et el Macmillan 

7 English at Workplace Editor-Mukti 

Sanyal 

Macmillan 

8 English Grammar & Composition Wren & Martin Chand 

 

 



Tilak Maharashtra University -Pune 

MBA 

Syllabus- 1st Semester 

MBA-108: Computer Applications in Management 

1. Introduction To Computer System 

• Introduction  

• Characteristics of computer 

• A Computer System 

• Organization of Computer System 

• Generations of Computers 

• Classification of Computers 

• Application of Computers 

• Limitations of Computers 

 

2. Computer Software, Programming Languages and Program 

Development 

• Introduction  

• Classification of Software 

• Programming languages 

• Software Development Process 

• Program Development Process 

• Introduction to Operating system 

 

3. Introduction to Computer Networking 

• Introduction 

• Client Server Model 

• Network Topology 

• Types of Networks 

 

4. Text Processing Software : Word Processor 

• Introduction 

• Features of Text processing Software 

� Entering Text 

� Editing Text 

� Formatting Page Style 

� Formatting Text 

� Inserting Mathematical Symbols 

� Displaying Documents 

� Saving, Retrieving and Deleting Documents 



� Printing Documents 

� Searching and Replacing Text String 

� Checking Spelling 

� Checking  Grammar 

 

5. Beginning with Excel 
• Introduction 

• Creating Worksheet 

• Entering and Editing Text 

• Formulas 

• Rearranging Worksheets 

 

6. Formatting Features of Excel 

• Introduction 

• Page Setup 

• Changing Column Width and Row Height 

• Styles 

• Using Standard and Formatting Toolbar 

• Page Breaks 

• Hiding Rows and Columns 

• Using Names 

• Splitting Windows 

 

7. Introduction to Functions, Charts and Graphics 
• Introduction 

• Functions in Excel 

• Charts in Excel 

• Graphics in Excel 

 

8. Business Data Processing 
• Introduction 

• Basics of Data Processing 

• Modes of Data Processing 

• Management of Data Processing 

• Organization of Data 

• Report Generation and Label Generation 

 

9. Beginning  with Microsoft Access 
• Introduction 

• Basic Terminology 

• Creating Database 

• Data Types and Properties 



• Modifying Fields 

• Changing Appearance of Text 

• Primary Key fields 

• Indexing fields 

 

10. Advance Features of Microsoft Access 
• Introduction 

• Forms 

• Entering and editing Data in Tables 

• Queries 

• Printing 

• Introduction to Relational Databases 

• Introduction to Expressing 

 

11. Beginning With Power Point Presentation 

• Introduction 

• Slide Show 

• Transitions 

• Showing Slides Out of Sequence 

• Deleting Slides 

• Printing Presentation 

 

12. Graphics and Multimedia in Power Point 

• Introduction 

• Improving Images 

• Drawing in Power Point 

• Inserting Photos 

• Inserting Videos 

• Inserting Sound 

 

 

 

 

 

 


