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(11.5) COST ACCOUNTING X? %

BLOCK - I: COST ACCOUNTING: NATURE AND SCOPE

Unit — 1: Introduction to Cost Accounting

Definition — Nature and Scope — Objectives — Distinction between Cost Accounting and
Financial Accounting — Distinction between Cost Accounting and Management Accounting.

Unit — 2: Importance and Installation of Cost Accounting

Advantages — Limitations — Objections against Cost Accounting System — Principles of Cost
Accounting — Essentials of Good Costing System — Installation of Costing System — Practical
Difficulties in installing Costing System — Methods of Costing — Techniques of Costing.

Unit — 3: Elements of Cost

Meaning of Cost — Cost Concepts — Elements — Cost Analysis — Total Cost and Cost of Sales
— Cost Classification.

BLOCK - II: MATERIAL COST
Unit — 4: Material Cost: Meaning and Control

Meaning of Material and Stores — Definition of Material Control — Objectives of Material
Control — Organisation for Material Control — Essentials of Material Control — Importance of
Material Control.

Unit — 5: Purchasing and Storing: Procedure and Accounting

Functions of Purchase Department — Purchase Procedure — Centralised Vs. Decentralised
Purchasing — Advantages and Disadvantages of Centralised Purchasing — Purchase Budget -
Functions of Stores Department — Organisation of Stores Department — Issue of Materials —
Return and Transfer of Materials — Stores Accounting.

Unit — 6: Inventory Control

Definition — Need — Objectives — Techniques: Periodic Inventory System, Perpetual
Inventory System, Stock levels — EOQ — ABC Analysis — VED, FSN Analysis - Two Bin
System — Control of Waste, Scrap, Defectives and Spoilage.

Unit — 7: Pricing of Material Issues

Need for pricing of Issues — Factors Influencing the choice of a method — Methods of Pricing:
FIFO, LIFO — Simple Average — Weighted Average and Base Stock Methods .

BLOCK-III: LABOUR COST
Unit — 8: Labour Cost: Meaning and Control

Concepts of Labour Cost, Overtime, Idle Time and Labour Turnover — Labour Cost Control
- Pre-requisites of Labour Cost Control — Organisation for Labour Cost Control —
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Techniques of Labour Cost Control: Efficiency Ratio — Utilisation Ratio — Cost Ratio —
Absenteeism — Control of Idle Time, Overtime and Labour Turnover.

Unit — 9 : Methods of Remuneration and Incentives

Time Rate System — Piece Rate System — Incentive Wage Systems : Halsay Premium Plan —
Rowan Premium Plan — Taylor’s Differential Piece Rate System — Merric’s Multiple Piece
Rate System.

BLOCK-IV: OVERHEADS

Unit — 10 : Introduction to Overheads
Definition — Importance — Classification .
Unit-11: Factory Overheads

Meaning, Allocation and Apportionment of Factory Overheads — Re-apportionment of
Service Departments Cost to Production Departments — Absorption of Factory Overheads.

Unit-12: Administration, Selling and Distribution Overheads

Meaning of Administration, Selling and Distribution Overheads — Methods of Treatment of
Administration , S&D Overheads — Under-absorption and Over-absorption of Overheads —
Treatment.

BLOCK -V: METHODS OF COSTING
Unit-13: Unit Costing

Definition and Features of Unit Costing - Preparation of Cost Sheet, Production Account and
Quotations — Merits and Limitations of Unit Costing.

Unit-14: Job Costing

Definition - Features of Job Costing — Distinction between Job Costing and Unit Costing -
Preparation of Job Cost Sheet— Advantages and Disadvantages of Job Costing.

Unit-15: Contract Costing

Definition - Features of Contract Costing — Distinction between Job Costing and Contract
Costing - Preparation of Contract Account — Profit on Incomplete Contracts — Work-in-
Progress — Escalation Clause - Cost-Plus Contracts — Merits and Limitations of Contract
Costing.

Unit — 16: Process Costing

Definition — Features of Process Costing — Distinction between Process Costing and Job
Costing — Preparation of Process Accounts - Accounting Treatment of Normal and Abnormal
Losses and Gains — Treatment of Scrap, Spoilage and Defectives — Merits and Limitations of
Process Costing.
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DISCIPLINE SPECFIC ELECTIVE (DSE) \@
APPROVED SYLLABUS of B.COM Ill YEAR / %

11.9 INDIAN ECONOMY
BLOCK -1 UNDERSTANDING INDIAN ECONOMY

Unit — 1: Introduction to Economic Development
Economic Growth — Economic Development — Characteristics — Under Development —
Meaning Characteristics of under Development.

Unit — 2: Human Development
Human Development — Meaning — Human Development Index — Millennium Development
Goals — Sustainability Development Goals.

Unit — 3: Resources Structure
Natural Resources - Meaning — Land — Forest — Water — Minerals — Environmental
Degradation — Infrastructure — Energy — Power — Transport — Social Infrastructure.

BLOCK - II: PLANNING , INVESTMENT AND EMPLOYMENT GENERATION

Unit — 4: Economic Planning in India
Economic Planning — Objectives — 50 years of Planning in India — Achievements — Failures
—NITI AAYOG - Objectives — Structure - Functioning.

Unit — 5: Saving, Investment and Capital Formation
Concept of Saving and Investment — Mobilisation of Savings — Capital Formation — Meaning
— Centre-State Relation — Finance Commission.

Unit — 6: Employment Generation
Unemployment — Reasons — Types of unemployment — Employment Generation — Inequality
Reduction — Poverty Removal — Modernisation — Competitiveness.

BLOCK -1III : POLICY REGIME

Unit — 7: Liberalisation

Economic Reforms — Objectives — Liberalisation — Measures — Industrial Policy, 1991 —
Objectives.

Unit — 8: Privatisation

Privatisation — Meaning -Objectives — Reasons for failure of Public Enterprises — Forms —

Methods.

Unit — 9: Globalisation
Globalisation - Meaning — Drivers — Merits — Demerits.

BLOCK - 1V: COMPOSITION OF INDIAN ECONOMY

Unit — 10: Agriculture Sector



i

Introduction — Place of Agriculture — Progress -Green Revolution — Food Security — Public
Distribution System — Agricultural Marketing — Warehousing — Agricultural Labour —
Minimum Wages — Rural Credit.

Unit — 11: Industry
Introduction — Role and pattern of Industrialisation — Micro, Small and Medium Enterprises
(MSME) — Govt. Policy towards MSMEs — Problems.

Unit — 12: Service Sector
Service Sector- Growth — Contribution — Employment — IT & ITES Industry — Sustainability.

BLOCK- V: FOREIGN TRADE AND BALANCE OF PAYMENTS

Unit — 13: Foreign Trade
Introduction — Role of Foreign Trade — Importance of Foreign Trade — Problems.

Unit — 14: India’s Balance of Payments

Balance of Payments — Meaning — Current Account — Capital Account — Trade deficit —
Current Account Deficit — Favourable and Unfavourable Balance of Trade — Measures for
correction — Foreign exchange — Convertibility.
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THIRD YEAR SEMESTER-V

DISCIPLINE SPECIFICELECTIVE COURSE - B

BUSINESS COMMUNICATION

“We may forgo material benefits of civilization, but we cannot forgo our right and
opportunity to reap the benefits of the highest education to the fullest extent as the
education is the greatest material benefit.”

- Dr. B.R. Ambedkar

Dr.B.R. AMBEDKAR OPEN UNIVERSITY
HYDERABAD

2021



BLOCK-1
Unit-1

Unit -2

BLOCK-I1I:
Unit-3
Unit-4
BLOCK-III:

Unit-5
Unit-6
Unit-7

BLOCK-1V:

Unit-8
Unit-9
Unit - 10

BLOCK-V :

Unit-11

Unit-12

Unit - 13
Unit - 14

CONTENTS

: COMMUNICATION - AN OVERVIEW

. Process of Communication
. Communication : Principles and Models

COMMUNICATION CHANNELS

: Communication Channels
. Types of Communication

WRITTEN COMMUNICATION

: Fundamentals of Business Communication
. Forms of Business Communication
. Report Writing

LISTENING

. Employment Related Communication
. Concepts of Listening
. Barriersto Listening

APPLICATION OF
COMMUNICATION TOOLS

. Group Decision Making - Conflict and Negotiations
. Group Discussion — Presentation —

Interview and Public Speaking

: Customers Relations - Public Relations and CRM
: Business Communicationand ICTs

1
3 - 25
26 - 42
43

45 - 57
58 - 74

75

77 - 89
90 - 112
113- 125

127

129- 149
150 -162
163- 173

175
177- 189
190- 207

208- 218
219- 229



BC511BCDSE(B)-T

2).5°0.
S;ES SoIS 8o ?oé’)o{g5 -V
GRRS W)HE Qofs Ty - 8

TS ERreATAS

“So0 rBEE B8PS SHKS PRrRTOIT SEeEHENIIT M, HEGE) AR08 Dy
WOoBOT Hered dogrgomr ©X08N0T VI TR, B0 Srgo §SHErEd. DoBoEod
D550 0DS SRS HIraSIs 8.

- & D.e8. %9055(5&5

i .68, @oBE) 8 PSS DFITodho
ST

2021



DR

~J°

WE

oo / DIT°0 Do dopg
250 éogpg
OGO - | TS ERTNTAS 1
Ko - 1 EHoorg IR 2B 3 -27
Ko - 2 EHorg 8RS drigren, Shoraen 28 - 45
2o%ko - Il ERTEITAS SrTren 47
eeifo - 3 EHorgIBAS Sorgren 49 - 62
oo - 4 EoorgABAR Ssmen 63 - 81
oo - Il OPS EXRTgNTAS 83
K0 - 5 Frgard ESorgITAS SorodFToT 85 - 98
oo - 6 TP EHrgIBAS By Sraren 99 - 123
o - 7 AB8E orosado 124 - 137
oo - IV Q3%0 (|FHe20) 139
a0 - 8 GO H0008 é&rg&')‘é:ﬁS 141 - 162
o - 9 D3%o (Fde0) R0E), ARSI 163 - 176
g0 - 10 S8 WSS e 177 - 188
oo - V ST E)E ERTIITAS FET 189
o - 1 Borrorm dsTen B S0 -

D008 $0A%0 IFNEAR) 191 - 203
erifo - 12 Brs &) RS, @DaoBAS, Rotodrs, HOHE 8o 204 - 222
e5o - 13 AARFRTE dopoz e : (3@5 Joaopren,

AARTETE D00 K)ds&?ea 223 - 234
Ko - 14 TS EHorgIVAS, HErT G0 58050

EorgIBNS By 235 - 246



