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Unit No Name of Units and Contents No .of Teaching
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1 Basics in Decision Making Practices Lecture
1.1 Meaning and characteristics of Decision making Interactive
1.2 Importance of decision making 25 ICT Based

Project

1.3 Decision Making process Industrial Visit

1.4 Principles of decision making

2 Decision making practices : Lecture,
2.1 Types of Decisions in management Interactive
2.2 Decision making techniques and tools 25 ICT Based

2.3 Participation of employees in decision making Use of case lets

2.4 Challenges in decision making process
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1 » Office forms and manual Lecture
1.1.  Meaning, Nature of Forms, purpose and Interactive
advantages of using forms ICT Based

1.2.  Forms design - Essential factor in forms design Seminar

, Methods of forms design 15

1.3. Meaning, importance and types of office manual
1.4.  Guidelines in preparing an effective manual and
problem associated with office manual

2 » Skills for conducting meetings Thought
2.1. Meaning, definition and importance of meeting, provoking
gssentials of valid meeting. Methodology”
2.2. Meeting notice — concept of notice, significance, ICT Based
content and preparation of meeting notice — AudioVisuals
specimen notice 15

2.3. Meeting agenda :- Meaning, objectives, preparation
and presentation of agenda

2.4. Minute:- Meaning, Importance and content of
minutes, kinds of minutes and principles of
recording minutes




