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Courses of Reading of B.Com, (LT
54§ the scheme are given ag under: -

HH

- Examination,

B.COM. PART-|
Code No, Title of Subject

Marlks

BC-301 Business Statistics fe Mathematics 100

BC-302: Computer Application in Business 100

BC-303. Economics 100
BC-304 Financial A-:-ruuuting 100
BC-305. Functional English 100
BC-306 Introduction 1o Business ' 100
BC-307. Money, Banking ang Finante 100
BC-308 Islamic Studies (Ethical Belamior fu, liew of Isinmig Gl
Studies for MNew-Mucsling Eluri'ﬂrrs}
Total 760
B. COMPART-11.

Code No.  Tiile of Subjeci Marks
BC-401:  Adva el Finaneinl Accounting 100
BC-402; Auditing 100
BC-403 Business Communication & Report w, Hang, 100
BC-04 Business Law 100
BC-405. Business Taxation 100
BC-406: Cpgl Accounting : 100
BC-407: Economics of Pakistan 100
BC-408; Pakistan Studjes 40

_-_.-_—-—\_\_.\.
Total 740
S _ B.Com, Part 1 | 760 r
Total Marks: [—E__.'Eum. Part 1i | 740 1500

Practical 'I‘rqlnin;;, _
Twe months privtical (rai ning with a reputed Husiness, Information Technalogy
and Com,nercial urgaru,r._Ftiun will be an Intrgral Part of the B, Cam. F'rngrlrnme. The

students would be required to complete this training after APPearing In the B. Com.
———,

Part 1] Examination =0



-
DETAILS OF COURSES
BUSINESS STATISTICS & MATHEMATICS

JISTICS

Definition, Application in Business and Commerce, Classification and Tabulation.
Statistical Enquiries, Diagrams and Graphs. Measures of Central Values, Measures
ol Dispersion. Skewness, Simple Correlation and Regression. Lines of Regression,
Method of least square and curve fitting with application to Business.

Index Numbers: Kinds of Index numbers with special emphasis to consumer price
Index numbers.

Probability: Set theory. Definltion, Laws of Probability, Conditional Probability.
Independent and Dependent events; Application in Bu sigess.

Random Variables: Introdustion, Discrete amd Continuous Random variables.
Probability function. Expected values of Random variables,

4, Tests of EIEI‘I-'IHEHI.‘I.CE; Introduction,

Tests for means and proportions for single and
two populations.

Sampling , Chi-Square, Stalistical Packa ge for Social Sclepces
MATHEMATICS

Solution of simultanicous equation. Selution of yuadratie ®juntion, sequence Series
and Progression: Avithmetic & Geometrie and their application jn Business. Metrics and
delerminanys. Addition, Subtractiof and Multiplication of Matrices, Expansion of

Ueterminants, Inverse of a matrix, Fse of matrix in the solytion of system of linear
equations, Mathematics for Finance, si nple and compound inlerest and annuities.

Mote: Al least two questions from each part will have o be answared.

BOOKS RECOMMENDED (Latest Editions)

I Syed Hazsan Mirza. Rusiness Matheinalic for Management and Finance.

Z LW Sinllord. Business Mathemalics

3. Richard Lacava, Business Statistics; when & Way; Iyvan, & Publication, Illinois

d, Lavin. Business Statistics. Prentice Hall Inc.

8. Masir Ali Syed, and G.H., Gill. Siatistics & Business Mathematics. Fair
Mublication, Lahore, '

G. Zulfgar Ahmad Bowra , Business Siatistics and Mathermaljes.

1.

John Hegarty “Caleulus for Management and Social Scieppes”, Allyn and Bacon,
Ine, Boston (LISA)

8. Frank 5. Bundwick "Applied Mathematics for Business, Company, New York,
[ISA
"H'-I



Introduction: Delinition, Nature, Scope and Importanee (Micro and Macro) Economics
Descriphion, Analysis and Policy: Economic Methodology. '
Consumption: Definition and meaning, Diminishing Mapginal Utlity, Consumer's
Surplus,, Law ol Substitution; Indiffergnce Curves. Copsumer's Egullibrium  with
Indilference urves., Price and Income effect.

Demand & Supply: Delinibion and meaning, Curves; Elgsticity of Demand and its
measurenent. y

Income and Cross Elasticily. Supply, Changes in supply. Blasticity of Supply, Market
Equilibrium Analysis.

Production: Law of variable proportions. Factors of Prodyefion, Land, Labour and its

mobility, Capital, ils meaning, accumulation ol capital, productivity of Capital,
Entreprencur, Funchtions of Entrepreneur.

Costs of Production: Fixed, Variable, Total, Average and Marginal; Costs over time
perlod. Derivation of short and long run cost curves,

Market: Perlfect and Imperfect Competition. Demand and Supply Relationship. Market
Price  determination  under Perfect Compelition, Mnnnpuly and  Monopolistic
Campetition, Qligopoly, Duopoly (Basic Concepts),

Factor Pricing: Rent, Wages, Interest and Profit.

National Income: Measurement of National Income: Concepis pf National Income-GMNP,
National Income at markel price, at factor Cost: Measuromenl of National Product in
current price and in constant prices,

Public Finance: Meaning, Difference I.\e?.’weun Private am] Publie Finance, Kinds of Taxes
and Cannons of Taxation,

Economicd in Islam: Economic role of State in Islam, Zakat and Usher,

Mathematical Economics: Differentiation ol functions. Partial differentiation. Application
of dertvatives in Business/ Commerce, Optimization. (Maximization and Minimization)

BC.sv ECONOMICS

BOOKS RECOMMENDED (Latest Editions)

1. Lioyd G Reynolds Irwin. Micro Economics - Annlysls & Policy. Irwin
Homwood Hlinois.

Mancy Simith Barrett. The Theory of Macro Bconoimies Policy, Prentice Hall.
Edword Shapire. Macro Bconomic Analysis, Harcoypt Brace.

Mubammad | rshad, Economics, Naveed Publications Lahare.

salman Rizavi, Economics, Syed Mobin & Company

Pau L% Sameulson, Economics, McGraw Hill Book Company

Saeed Nasir Textbouk of Economics. llimi Kutab Khana, Lahore,

Sh: Manzoor All, Economics, llmi Kutab Khana, Lahpre.
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.
Compuler Application in Dusiness

Lfﬂiﬂiﬂﬂjun to Compuler: History of computer, Parts of a computer. Types of

Compreler: Analog and Digital Computers, Classification of computer, Hardwaré:
i S oftware. Components of a computer: Microprocessor, Memory: RAM,
Eﬂﬁﬁ’ -, Input/Output devices & Storage devices. Types of Software: Operation
S oftusare: DOS & Windows Operating System, Application Software, Utility
v Programmes, Programming languages: High-level, Low-level, procedural and
e —procedural languages, Object-oriented and Data base query languages.
‘ cempiler, Interpreter and assembler. Common terminology’s used in computer
e id.
D ata processing: Difference between Data & Information, Data Processing, Life

C_ycle of data processing, How data become information, The need of data
processing in business organizations.

Microsoft Windows 2000: Introduction, Task bar, Display properties, Control
panel (mouse, keyboard, regional settings) ete. -

Network: Types of Network: LAN, MAN, WAN. Communication Channels:
Analog and Digital Transmission, -

MS Office 2000 (Word, Excel and Power point).

Internet and E-mail: Concept of Internet, Services provided by Internet, Using a
web browser, Address bar, Rpfresh and Stop, Use of search engine, Saving
information from the Internet, E-mail concept, Creation of an E-mail account of’

Free Web Servers, Sending and receiving E-mails, Difference between ISP and
free server mail account

rcommended Books. (Latest Editions)

L. Dr. Liagat Ali Chaudhry and Syed Asghar Ali Bukhari. Computer
Application in Business, Syed Mobin Mahmud & Co., Lahore.

Z. Srivastava, C. Fundamentals of Information Technologies, Kalyani
Publisher, New Dalhi.

3. Norton, P. et al. Microsoft Office 2000. Techmedia, New Delhi-2.

4. Nuyoosh Software Learner. Short & Simple Guide: Find what you need
fast, Nugoosh, Lahore.

2. Robert A. Szmaski. Introduction to Computer & Information System,

6. Raymond Mcleod Jr. Management Information Svstem, (International
Edition),

7 Richard D. lrwin. Computer Information System,



8.

10.

LH: Financial Accounting n C/

Field of accounting, Accounting lerminology. Accounting cycle. Accounting
Equation. ‘s
Recording the business transactions: Journal, Ledger and Trial Balance.

Subsidiary Ledgers, Banking Transactions, Bank Reconciliation and’ Megotiable
Instruments, Biyls of Exchange etc.

Depreciation Methods and Accounting Treatment

The periodical adjustment and closing process-Accruals, pre-payments, invenlory,

depreciation, discounts, uncollectables. Correction of errors. Capital and Revenue.
Provisions and Reserve,

The Worksheet and its Com puterized Mrocess |
Final Accounts, Income Statement, Statement of chan
Retained Earning Statement and Balance Sheet.
Partmership Accounts - Formation. Ad mission, Retirement, Death and Dissolution,

Accounting for MNon-trading ms, Receipts and Payments Account, Income
and Expenditure Account.
Incomplete records, sin Ele ent Ej.-fﬂfem}__

ges in owners' equity,

BOOKS RECOMMENDED (Latest Editions)

M. Arif & Suhail Afzal, Accounting, Azim Academy Lahore,

Ghavi, M.A. Principles of Accounting, Salman Publishers, Lahore.

Meigs and Meigs| Accounting. The Basi§ for Business Decisions.
MeGraw-Hill Book Company. :

Niswonger and Fess, Accounting Principles, South-Wastern,

5, ChMuhammad Hanif and Azam Shafig, Fundamentals of Accounting,
Etisam Publishers, Lahore, '

b, Horngren, Harrison JR & Rabinson, Accounting.

7, William Pickles, Accounting, Pitman Publishing,

8. Frank Wood & Alan Sangster, Business Accounting, Pitman Publishing,

9,

International ﬁr:muntiﬁg Standards,

10.  Dempsey Dupree & Matthew Marder,

Principles of Accounting,
Addispn-wesley Publishing,



/; FUNCTIONAL ENGLI (

Vocabulary: Antonyms, Synonyms, Homon yms, One word Substitute,

Practical Grammar - Sentence Structure: types of sentences - based on
function eg. Interrogative sentences, based on structure eg. Compound
sentences, Marts of a Sentence - subject, predicate, complements, direct indirect
Objective, Rules for structuring sentences, Phrases - types and functions,
Clauses - types and functions.

Parts of Speech: Major word classes, Nouns - with further classifications
(regular, countable; uncountable; singular; plural), Pronouns - with further
classifications, Verbs - emphasis on three forms of verbs, Adjectives - with
further classification - {hree degrees of comparison, Adverbs - with further
classifications. Minor word ilnm:: Prepasition, Conjunctions - with further

classifications, Interjections, uxiliary verbs, Determiners, Infinitive, Participle,
Gerund, Genitives - types andl functions

Punctuation: Tenses - Types, Structure,
and interrogative.
Active and Passive voice

I Direct and Indirect speech.

: Articles: Definite, Indefinite

b Composition (cumpreh&nutun]' Précis Writing, Essay Writing

Function, Conversion inte negative

‘Rec, amended Books (Latest Editions) :

1, Atta-ur-Rehman, Functional English, Furrukh & Brothers, Iahore,

2, “]. Chilver”, English for Business: A Functional Approach DI Publication
Limited,

3, “Wren & Martin”, High School English Grammar & Composition: 5. Chand
& Company Limited. r .

4. “Michael Swan”, Practical English Usage, Oxford University Press.

2. A.J. Thomson & AV. Martinet , A Practical English Grammar:

6.

"Robert E. Barry”, Basic Business English, Prentice [all In. Englewood
Cliffs, New Jerssy. .



8 | L

Er:-;ti:le: INTRODUCTION TO BUSINESS

£ usiness: Meaning, Nature, Scope and Importance. Problems, Functions o Qualities of
A Businessman,

vle Proprictorship: Features, Importance, Merits and Demerits.
({Parinership: Features, Merits and Demerlts, Lo-awnership vs. Partnership; Classification
/| of Partners; Rights, Duties and Liabilities of Partners, Dissolution of Pa rinership.

! | Joint Stock Company:  Fealures, N:‘rilﬁ and Demerits, Formation, Memorandum of
0

Association; AffMes of Associati Prospectus, Capital, Management, Meetings,
Winding up,

Couperative Soclety: Features, Kinds, Merits ard Deémerils.

Combination: Meaning, Causes and Purposes,

Advantages and Disad vantages. Types of
Combination. Forms of Combination,

Trade: Home and Foreign  Import  and Export Wholesales, Hetall, Channels of
Distribution: Meaning, Function, Kinds, Selection of C hannels, Advantages.

Marketing: Definition, Functions, Types, Scope, Advantage and Disadvantage, Selling,
Sales Fromation: Meaning , Objects and methods, Advertising,

Business Risk: Definition, Types, Me

thods of Handling Risk, Insurance: Meaning, Principles,
Kinds (Life, Fire, Marine) Imporiance.
E-Commerce: Introduction and Significance,

Stock Exchange: Functions and working in Pakistan

BOOKS RECOMMENDED (Latest Editions)

-

. Nisar-ud-Din. Business Organization, Aziz Mublishers, Lahore,
2, Mubhammad lrshad, Introduction 1o Business, Naveed Publications Lahore,

3. Khalid Melunood Cheema, Introduction o Dusiness, Syed Mobin Mahmood &
company. Lahore.

. q, Theodore J. Sielaff and John W. Aberle Introduction to Business. Belmont
Californin. Wardsworth Publishing Company, Inc,

Ashkar Zaidi 5.A. Fundamenials of Business. Orient Publishers, Karachi—
3. Cilass & Baker, Introduction to Business, South Western Publishing Company.
T M.H. Ali Business Organization, PRC, Dhaka,

8. saeed Nasir M. A. Introduction to Business. [limi Kutab Khana, Lahore,

W Pickle / Abrahamson, Introduction to Business, Good Year Publishing Company
Calilomia



8367 MONEY, BANKING AND FINANCE
Money

ImEraduction: Evolution. forms and Issuance, Functions, Importance and Role of Money.
VALUE OF MONEY:

Defrrmination of the Value: Quantity ory of Money, Cash Balance Theory of Money, Modern
theory of Money, ;

Changes in Value: Inflation, Kinds,
stagflation, .
Measurement of nges in Value: Index Numbers, Devaluation of Meney.

Foreign Exchange: lritroduction, Determination of Rates of Exchange and factors involved.
Introduction to Money and Capital Markets:

Trade Cycle: Phases, Causes, Remedies, Theory of Trade Cycles,

International Monetary Systems: IMF, IBRD, Asinn Development Bank, Islamic Development
Bank

BANKING
Introduction: Evolution, Definition, Kindg of Banks. Scdpe of Banking,

Commercial Bank: Functions, Impartance, Role of Banks, Credit Instruments & Credit Creation,
Scope of E. Banking.

Bank Accounts: Opening, Operations and Clasure of Various Types of Accounts.

Banker-Customer Relationship: Differen Types of Customers, Nature of Relationship, Rights
and Duties of Both Parties. ' :

Bank Advances: Running Finance, Cash Finance, Demand Finance, Term Finance, Discounting of
Bills, Purchase of Bills. Principles, Precautions and Procedures for advancing,.
Letter of Credits: Kinds, Operations, Advantages.

Central Bank: Functions, Monetary Policy, State Bank of Pakistan, Functions and Role in the
Economic Development of Pakistan,

Banking in Pakistan: Brief History, Mationalization, Privatization, ADBE, IDBP.
Islamic Banking: Evolution of Islamic Banking System in Pakistan,

FINANCE :
Importance, Kinds & Sources of Interest Based and Interest Free Financing,
Hooks Recommended: (Latest Editions)

auses, Remedies, Deflation, Reflation, Disinflation,

L Israr . Siddiqui, Practice snd Law of Banking in Pakistan, Royal Book Co., Karachi
Z S.A Menai, Banking and Finance in Pakistan, Oxford University Press, Karachi.
3. Crowther, An Qutline of Money, Thomas Nelson & Sons Lid, [ondon, "-
4 M. Saeed Nasir, Money & Banking, Kital Markaz Faisalnbad
5. Hassan Mobeen Alam, Money Banking and Financing, Syeed Mubin Malhmood & Co.,
Lahore
. Muhamumat Irshad,Money & Banking, Naveed Publication, Lahore,
7. ML) Henderson, Banking Operations, D I” Publishing, Ltd.
8. Zia-ud-Din, Munawar Igbal & M. Falim, Money and Banking in Islam, International

Centre for Research in Islamic Economics, King Alxlul Aziz University, Jeddah & Institute
of Policy Studies, Islamabad,

g, Miller & Pulsinelll, Modern Miuey & Banking, McGraw Hill.
0. M.Akram Khan, Islamic Banling in Pakistai, All Pakistan lslamic BEducntion Congress,
Lahore

11. Abdul Jabbar Khan, Five Decades of Banking In Pakistan, NOP, Karachi.



Be- Aos: ISLAMIC STUDIFES
o

5 adopted for B.A/B.Sc Examination )
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L: Ethical Behaviour in lieu of Iflamic Studies for Non-Muslim Students

ical Behaviour;

,.'r 1. Meaning and Scope of Ethics,
[ 2. Relation of Ethics with:
' a) Religion )] Science c) law
3 Historical Development of Morality:
a. Instinctive Moral Life.
b. Customary Morality
c. Reflective Morality.
4. Moral Theories: .
a. Hedonism (Mill) ' :
b. Intuitionism (Butler)

¢. Kant's Moral Theory
5. Moral Ethics and Society:

a. Freedom and Responsibility.

b. Tolerance

c. Justice

d. Punishment (Theories of Punishment)
0. Moral Teachings of Major Religions:

Judaisim

|.1. Christianity

c. Islam
7. Protessional Ethics:

a. Medical Ethics

b. Ethics of Students
c. Ethics of Teachers
d. Business

8. Islam’s attitude towards Minorities.

BOOKS RECOMMENDED: (Latest Editions)

L

1 William Lille. An Introdudtion to Ethics, London Methuen & Co.

2 Titus, 5, PL.H. 'Ethics i in Theory and Practice’ N.Y. Thomas Y. Crowel.
3., Hill, Thomas. ‘Ethics in Theory and Practice’ N.Y. Thomas Y. Crowel.
q Ameer Ali, 5. "The Ethics of Islam. Culcutta: Noor Library Publisher.
5 Donaldson, D.M, ‘Studies in Muslim Ethics’ London .

6 Sayed, 5.M. A. (Tr.) "Ta"aruf-e-Akhlagiat. Karachi: BCC&T, Kar, Univ..
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Company Accounts,
Bomus anmd right shares.
Preparation ol loal accpunis

the vt thereod.

B. COM. PART-II

Addvanced Finangial Acconnling,

lssue of Shares, Boinls, oved sulscnplion, Retuind, Issine ol

mider Conmypanies O 180 Dhvidenads amld
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Ratio Analysis: Solvency, Profitability, Efficieney, Marketalulity.
Branch accounts.
Departimental Accounts.

[ Live Puschase, Installment Sales,
Meriters, acyuisitivns el chang

b E-
o i diancial steuchiioes, Valualion vl Choondwll

did Slares,

Liguictation of Joint Stuck Cuompanies,

L

Consiggnmuents & Joint Venlunes Accounts.
- i ; .
Contract Accounls,
! \
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1

C Rup Kam Gupla, Aslvanced Accounting, Agra Book Slon.

Meigs aoul Johnson, Advanced Accounting, McGraw Hisl.
Karrenbrock amd Simon Advaneed Accounling, Soulh Westem Palalicatiom

Cuo
Karrenbirock & Simon, Intermediale Accounting, St liwestern Pulbibcatson
o

MLA. Gl Advancad Accounting, Sulinan Publicatin, Lakong,
Adtaly Alataed 1han, Advanead Accounting, Orienl ubddisidwees, B
Mise-undalTim, Advanced Avcounting, Labore,
Usair Flassan, Advanced Accounting, Karachi
Carter, Adlvancad Accounts, Pilman 1Palad lshawws, L loa
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Shukla & Grewal, Advanced Accounts, Unwn [Simaks Sl
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Introduction Definition Seape and Objocts

Internal Audil, Tntecnal Checls Internal Conteal Lot wasly, purchaims,

linternal Controk
: store amd sales departimenis.

Continuous, Final and Interim aughit. Audit Progran, Tust checking,

Kinds of Audit:

Audit Working Papers, Audit Nate Dook.
Vaouching: Technhques and Applications.
Verilications; Verification of Assels amd Liabilities.

Audiloes In Makistan: Appointment, vigshits, slutics and liabilitics.

€ Jalilnsd meporis,

.r’mdi*l Reporls: Stalubory, Prospecius, Annal, Lhulu.ﬂili-«.-d AT
Specialized Audil: Aucdit of Textile, Sugar, Dank, Newspaper Cement ol nsuraned
Companies,
.-'-uditufu:nnqmlurixcd Accounting Records y =
Investigation: Meaning, differerice witl audit, Detection of Feauls,
| |

BOOKS RECOMMENDED (Latest Editons) )

1. Khawaja  Amjad - Saced,  Auditing, Accountancy & Taxation Servivens

Institute, Lahore.
Muhammad Irshad, Auditing Maveed Publication, Lalwe

. 2.

1. Zafar M. Fandi. Auditing. :

5 Meigsée Larson. Pribciples of Auditing, University of Congraes, Richand, 11
lrvwir '

5. Attwoad and Stein, N.D.de Paula's Auditing, Principles amd Practice.

Pitman Publishing Lidd., London.

0, Einile Wooll, Auditing Today, Frenl
Wanda A, Wallicw, Auditing Macivillan Publishing

B, Kamal Cupla, Contemporary Auditing, Tatn Melarasw-

Company Linited, Delhi
0, Mubianued  Aslam Khan, KRelresher Couise

Publications, Lahare.

ice Hall Internatianal,
Cuomipranues, Blew Yook,
Flitl Publishing

o Addiliog', GA. Salam



BC03:  BUSINESS COMMUNICATION
1 snportance uf Business Communication: lntrowdict o, L pesrtance.
¢ The Irucess of communication and  Miscommomication:  Dlements  of

communicalion,  Genweral  Conwnlinicalion,  Concepls  amd  Problems,

Mowverbal Communication.
Pripeiples m" Business  communication:  Completengis,  Condiseness

Considleration, Conerelencss, Clarity, Courtesy, Correciness,
Process of Preparing effeclive business ménsages: Steps in planning effeclive
business  messapes,  Basic  organizativnal - plans, Heginming  and  encdings,
compasition of the message.

Lirect Requests: Ouvganizational plan, Inguires, Claims  and royuesls  aor
adjustiments, Rn:quuﬂ regarding routine business, lnvitations, Ordurs, Reservations
Letters. ' e LY
Good news and Neutral Mm-...‘lﬂi:h, Favourable r replies to thae reguest,

Bad “rws messages: [he n!.,l‘.ll altitude, Plan  for s bad  mews TS,
Unifavourable replics to request,

Sales Lellers: Solicited sales letter, Unsolicited sales letter,

Collection Messages: Right attitude lor effcctive collections, Collection stapes,
Official letlers: Parts amnd composition. |

Business Reports: Moeaning and clagsilication, Main parts of (he repont,
erganizalivnal and vatline of report,

Market Reports: Definition, Scape, Im}u:rrmnc::, Conlents, Market Terny,
Successful oral Presentation and Successlul Lislcmn;_,, Prosentation = Description
ancl hluhndulag}f Listening = Descriplion, | T ——

Successful Informalive Epﬂakhlnh. Purpose, Kinds, Ibr:._,_-u'll"l.l..‘..u.lln.u.‘i ad Outlines of

Uu:llﬂulnmlmjpa.wh & Yo . \
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Herta A, Murphy, FI;'[url.‘iwr Business communication, MeGraw [Hill.
sh.Alla-ur-Rehman, Effeclive Business Communication and repeit wriling.
Farrakh Brothers, Lahwore. . -
John V. Thill Courlland L. Douec”, Excellence in Business communication,
MueGraw Flill e, H
Norman Sigband & David Bateman, '::Llll'l'i,t':,‘u.lniln..ﬂmLr in Business, Scolt,
Foresman and Compiay, Glenview, Hlinols,
Raymoiwd Lesikar & John Peutit Jr, Business Conununication, ISichard 1. Lewin,

Inc, Homewood, Hlinois,
Chester Wollond & Grotchen Vanneman, Business Conunuaication, The

Drvden Press,
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sportance of Business Communication: lntroduction, 1 TR AT
Miscomimumicabion:  Plumengs  of

i ||.||,';:| il aiwl Probdems,
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The Prucess of communication  and
commiucalion,  General Comimlinication,
: Munverbal Comununication.
i Prigeiples  of  Dusiness ' communication: Complutencis,
Consileration, Conereteness, Clarily, Cou esy, Correctness,
d. Process of Preparing cffeclive business mestages: Stops in
business  messages, Basic  organizational plans,  Ueginaing  and  endings,
. compaosilion of the messape, -
3. Diirect Requesls: Organizational plan, Inguires, Claims ol
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planning effective
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. adjustiments, Reguest reganding routhwe business, Invitations, Orders, Reservations
Letters, o : o 50 B
6. Goud news and Neutral Messages: Eavauralle replies to Une request
7 Bad “Thws miessages: The right altitude, Plan  for - bad  pews IS,

Uifavourable replics to request,
8. Sales Letlers: Solicited sales letter, Unsoliciled salos letter
Collection Messages: Right atlitude for elfiective collections, Collection e,

10.  Official letters: Pasts and composition.
Business Reports: Meaning and clagsification, Main parls of (he report,

arganizational and oatline of report.

12, Market Reports: Definition, Scope, Imporiance, Conlents, Market Terms
Successful oral Presentation and Successful Listening: Preseotation - Deseription
and Muthodology, Listening - Deseriplion. : -~ = '

1d.  Successful Informative Speaking: Purpose, llﬂhmﬁ..'l_'}ri;.u\i'.:.l.ljun and Outhines of

the Informative Speech . . | \
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BOOKS RECOMMENDED (Latest Editions)

. .
Herta A. Murphy, Elfective Business communication, McCrave HHIL

1.
amd repest wriling,

2 sh.Alta-ur-Rehman, Effective Business Communication

Farrakh Brothers, Labore. |
A Joln V. Thill Courtland L. Bouee”, Excellence in Business communication,
MueGraw Hill L, t

|
4. Norman Sigband & David Nateman, Communicating i Business, Scolt,

Faresman ancd Compiay, Glenview. lllinuis.
5 Raymond Lesikar & Jobhn Peltit Jr, Business Conunmmnication, Richard 12, lrwin,

Inc. Homewood, lllinois,’

G. Chester Wollford & Gretchen Vanneman, Business Commmication, The

Drvden Press,
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Law of Conlract

I:I:-i-.'i.i'."l'lﬂu'iiﬁ of a Valid Contrawt, |'|.'|'f|1ri|1.1|]ll;!,'__ul .

Delinilions. Formation of conlmaet,
Dreach of Contracl:  Law Comvermg, bdemnily,

Conteact,  Discharge of Contraet.
Guarantee, Ballment and Apgency.

Sale of Gouds Act
Phetinatoon, Ty pes ol Contract of sales: Conditions and Warrantics clivels of Hwe conteact ol

siles. Performuioce ol the conlracl. Righis ol Lingaaind saellir. -

MNegutiable Instooments Acl

Definitions, Characteristics and  Types  of - Negotiable  Instruments, Nepotiation,

Filovsemuent. Liabilities ol parties. Discharge from Liability.

Carriage of Goods

Comimon Carrier, Essentals of a Common Carvier, Rights, and Duts of o conunon
Cavrier. Resteictd Liability of Railway C.m'i.lun: il by Sua.

Industrial Law

Lavws relating te Favtowies, Warkamen Compensation, Soclal Sceurity, Payient of Wapes.

BOOKS RECOMMENDEL (Latest Editivns)
1 AL Choudhey, Mewcandile Law in Pakistan, Pakigtan Pablishieg | loase,

K.
3 Flavwaja Aol Sawead, Mercamlilie Law o akistan, .!"|.L|.'::-L||il.un}-' &
Taxaliom Serviees lastitute, Lalore.
b Y Khalid Mabsuwsd Cheema, Businesis Faw, Syl NMobin hMalioe! & O,

| ailwpe,

Coovl, ol Pakiston. Boelevant Acts msd Ordinanees

LI ) Lashimad, A Rlanasal of h’i‘l-."l'l.'iillll.jllu.lt..l'lﬁ'

e Avtar Siagh, Campany Law, Lrfan Law Book Howse, Laliore,
i Uheinis e, Saatl aimd Keenan's Campany Law, Pitisan
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Painces
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HOOKS RECOMMENIIED (Latest Editions)
I Khawajn  Amjad_ Saeed, | Inconwe Tax dawe with  Practical  Prablem.
Accoiniancy and Taxation Services | Etite, Lahore.
v Mubanstnad Muazzin Mughal, lnconie Tae Privaiphe and Practioe,, Hiyed
Idobin Malwnud & Ca, Laliovre. :
A% Muhaad Muazzam Mughal, Seie Tass, byed Mokiu Mabiod & Q.
Lalwre,
i ! | asgmnan Baiy, Ineome Tax: Probsfeesis deSauolutione, Farachi
) .1, Maggv, bcore Tax Lav. ‘Faration | louse, Lalune.
fh. W1 g, s Tax Davw, Taxalia | o, Lahuone,
7. Covt, of Pakision. Sales Tax At
i Govt, of Pakintan, Income Tax Bedinane.

u. L ooy B, Brwwriog Tax Lave, Gliazaniar Avademy, karachil,
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Material Costing and Control,

1 RECOMMENIDED (1avtest Faditior i)

s ke uf Cual Awcounting, Distinclion Dt ot &

Fisaneial Acoounting,
Elements of Cost, Cosd Classilieation amd Cautingg sysienn,

& Costing Teclunigues,
Visncher syslem a s Control Accouinlzs,

Job Owder Costing and il Cyele.

Cosl Avvouding Cywle

Faclary anid Geraeral (iicy boolas,

Labout costs Accounling and Icetive Wages Plang

Factary Overhwad Costing, Accumulation, Ajrplication and Bepaitie

inchuling vanance aalys.
Process Costingy including treatment ol

Loparbineinl.

alaliraljon

aildition of material in o spleasip i

gk, Pulilisduers, Upilu Bavar, Laabwne

1 SBjmaruddin Coal Accounling A
bt Puldishing G tlon,

Minte A, Uury, Cusl ﬁ!.-'.t:mmiiu;_-_,. Sonth-We

2

a G, e Al Coeit Acconnting,

4. | fuvngseen,  Poster & Dalar, ©ast Acconntingg "4 Plrbnigiat ol Lantplatans,
Sl Western Pubdizhing S,

5 | amier, Carter & Usrye Sl Aceonnting, ol le=WWesibezen uliizlang

s Joacks Gray & Wi ket Cost and Mianagerial Avcouiing, Moo - Ll Pk
Cran] sy, :

7. Broack & Palover, Cosl Mecunnling, Pringiples wl A Jicatnomrs, Mk -
i Bl Boals Comapangs, '

i, T, Ly, Cusling,
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Awricaltural Developawil: - .
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puliches, collective wind conperative Fanming Aprienliural Finaoce Praldenis gl
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AL Sl Nasir, Balviusini Probileies of Pakistaae R Bk | Lontasar, |anbwnnee

Cuoverpmenl ol Palaiisan: Eeommnm: vy,
Covernment of Bakistan, The Five-ypoar plas,
bl Ansfind S Pevamy of Pakistan.
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