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Even Semester Open Elective – 2 Credits 

Course Name: Introduction to International Trade 

 
Course Outcomes 

CO1  The students will be able to differentiate domestic and international trade and define 

MNC  

CO2  The students will be able to identify and explain the role of WTO in international trade. 

CO3  The students will be able to understand the concept of regional trade agreements.  

CO4  The students will be able to understand role of international financial institution in 

international trade. The student will also be able to identify the concept of FDI and 

financial support for establishing EPZ and SEZ  

 

Unit I  Introduction and concepts of the international trade, Domestic and international 

business comparison, advantages and disadvantages of domestic trade and 

international trade respectively, Reasons for entering into international trade, 

modes of entry, Concept of MNC, TNC.  

Unit II  WTO - structure, functions and roles in the current international business 

scenario, an overview of WTO agreements, concept of Trade Creation, trade 

Diversion, Concept and Various levels of International Economic Integration, 

PTA, FTA, Custom Union, Common Market, Economic Union, Political Union  

Unit III  Major Regional Trade Agreements, features of European Union, SAARC, 

NAFTA, ASEAN, SAFTA, Limitations of Regional Economic Integration, 

BRICS  

Unit IV  International financial institutions – structure, roles, functions of World Bank/ 

IMF, ADB. Financial support available in India –EPZs, SEZs, Future trends in 

international business, concepts of FDI and Portfolio investments  

Reference Books  

1.  Justin Paul, International Business, Prentice Hall of India  

2.  Alan M. Rugman and Richard M.Hodgetts, International Business by Pearson Education.  

3.  Joshi, R.M , International Business, Oxford Publishing  

4.  International Business, K. Ashwathappa  

5.  International Business, F. Cherunilam, Prentice Hall of India-fifth edition 6. International 

Business, P. Subbarao 

 







Vocational Skill Course – Sem II – 2 Credits 

Office Management 
 

Course Outcomes  

CO1  The student will understand the concept and importance of office management.  

CO2  The student will be able Create mails and letter for internal and external communication.  

CO3  The student will be able to Prepare a policy and manuals for office.  

CO4  The student will be able to prepare document for office meetings.  

 

Unit I  Office Management Office Management: Concept and Definition, Nature and Scope. 

Elements and Functions, Office Manager: Functions, Duties and Responsibilities, 

Challenges before Modern Office Manager, Effective Management Techniques.  

Unit II Office Communication Meaning, Types: Internal and External communications, Features 

of good communication. Process of Communications. Basic Principles of 

communications. Barriers to communications. Measures to overcome barriers.  

Unit III Office Manuals & Reports Office Manuals & Reports Introduction, need, sources, 

types, advantages of manuals. Introduction, functions, classification of reports, basic 

Principles of writing reports, specimen of report. 

Unit IV Office Meeting Office Meeting: Meaning, Definition, Importance, Purposes and Types 

of Meetings. Meeting: Essentials of Valid meeting & drafting notices, Agenda & 

Minutes, Factors of Successful meeting.  

 

Reference Books  

1. Office Organization and Management- Dr. C B Gupta, Sultan Chand & Sons.  

2. Office Organization and Management- N.Kumar & R.Mittal, Anmol Publication Pvt.Ltd.  

3. Fundamental of Office Management- J.P.Mahajan, Pitamber Publishing Co.  

4. Office Management-Dr. A H Lokhandwala & V.K.Behere, Nirali Prakashan,  

 

Practical Marks – 50  

Practical Works for Course  

1. Prepare a letter for inviting quotation of stationary supplies to Office.  

2. Prepare a Joining letter for a new employee in the office.  

3. Write an email to customer to apologize for delay in fulfilling orders.  

4. Prepare an appreciation letter praising employee in office.  

5. Prepare a leave policy for the office employee.  

6. Prepare a manual to claim reimbursement of office tours.  

7. Prepare a notice and agenda of an employee meeting to brief them on new project.  

8. Prepare the minutes of the of an employee meeting to brief them on new project.  

9. Prepare a report on annual employee performance.  

10. Write a report on action taken of customer complaint against office staff 














