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Regulatory and Development Authority (IRDA), 23. Policy Values, 24. Methods of Valuation, 25. Data for
Valuation, 26. Underwriting of Life Insurance, 27. Insurance Marketing, 28. Underwriting of General
Insurance, 29. Laws Relating to Insurance Business, Bibliography Fr
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BANKING AND MONETARY SYSTEM
RETAIL BANKING CHALLENGES
AND LATEST TRENDS IN INDIA
S.C. Bihari

Edn: 2017 Price: ` 950 (US $ 38)

1. Introduction to Retail Banking, 2. Retail Banking Strategies,
3. New Distribution Channels for Retail Banking, 4. Service
Design and Delivery Strategies in Retail Banking, 5. Front
Office and Back Office Operations, 6. Introduction to
Electronic Banking, 7.  Recent Trends of IT in Retail Banking,
8. New Product Development, Pricing and Launching,
9. Payment and Settlement Systems, RTGS and Clearing
House, 10. Customer Relationship Management in Bank

ISBN: 978-81-8488-574-3 Edn: 2017 Price: ` 1295 (US $ 52)

BANK LENDING
Prasad S. Vipradas & J.K. Syan

1. Introduction, 2. Employment of Bank’s Funds, 3. The
Basic Principles of Lending, 4. The Study of the Borrower,
5. Types of Borrowers, 6. Forms of Advances (Fund-
based), 7. Forms of Advances (Non-fund-based),
8. Security for Advance, 9. Modes of Charging Securities,
10. Advance against Various Securities, 11. Study of
Financial Statement (Ratio Analysis), 12. Study of Financial
Statement (Flow Analysis), 13. Working Capital Finance – Assessment of Credit
Requirements, 14. Working Capital Finance – Recommendations of Various
Committees, 15. Documentation, 16. Credit Monitoring, 17. Recovery Mechanism,
18. Industrial Sickness, 19. Non-performing Assets, 20. Securitisation,
21. Bibliography.

BANK MANAGEMENT
Vasant Desai
Preface, Evolution of Commercial Banking in India, Bank
Group-wise Averages from2005-06 and 2006-07, The Best
and the Biggest, 1. Introduction, 2. The Banking System in
India, 3. Commercial Banking: Structure and Evolution,
4. Functions of Commercial Banks, 5. Liabilities and Assets
of Banks, 6. Merchant Banking, 7. Banking Innovations,
8. Non-banking Finance Institutions, 9. Major Issues of
Banking, 10. Management in Banks, 11. Management by
Objectives, 12. Credit Management, 13. Marketing of Banking Services,
14. Customer Service in Banks, 15. Public Relations in Banks, 16. Organisation of
Banks, 17. Human Capital Management, 18. Manpower Planning in Banks,
19. Quali ty Circles in Banks, 20. Management Information System,
21. Management Audit in Banking, 22. Efficiency Audit in Banks, 23. Decision-
making in Banks, 24. The Future of Indian Banking, 25. Indian Banking in 2010:
Three Scenarios.
ISBN: 978-81-8488-224-7 Edn: 2017 Price: ` 1395 (US $ 56)

ISBN: 978-93-5097-132-1 Edn: 2017 Price: ` 1295  (US $ 52)

BANK CREDIT MANAGEMENT
S. Murali & K.R. Subbakrishna
1. Overview of Lending Activity
2. Principles and Objectives of Credit Management
3. Credit Policy in Banks
4. Policy Rates and RBI Guidelines
5. Prudential Norms on Capital Adequacy and Credit Risk Management
6. Income Regulation, Asset Classification (IRAC) and Provisioning Norms
7. Types of Borrowers

 8. Analysis of Financial Statements
9. Credit Evaluation — Working

Capital Finance
10. Evaluation of Term Loans
11. Dynamics of Foreign Exchange
12. Types of Credit Facilities
13. Priority Sector Lending

14. Corporate Funding
15. Infrastructure Lending
16. Supply Chain and

Channel Financing
17. Documentation
18. Monitoring and Follow-

up

19. Recovery Management
20. Microfinance and Financial

Inclusion
21. Effective Funds Management

through E-banking
22. Comprehensive Case Study

MANAGEMENT OF BANKS
 P.K. Khanna

ISBN: 978-93-5051-997-4 Edn: 2017 Price: ` 1250 (US $ 50)

1. Structure of Indian Banking 2. Commercial Bank
3. Central Bank – Reserve Bank of India 4. Financial
Institutions 5. Negotiable Instruments 6. Banker Customer
Relationship 7. Accounts of Different Types of Customers
8. Deposits 9. Non-resident Deposits 10. Other Banking
Services  11. Technology Based Services 12. Loans,
Advances and Charging of Security 13. Letters of Credit
14. Customer Service 15. Non-performing Assets and

Prudential Accounting Norms 16. Audit and Inspection 17. Prevention of Frauds
18. Fundamentals of Risk Management 19. Performance Budgeting 20. Process
of Management 21. Human Resource Management 22. Performance Appraisal
23. Training 24. Promotion 25. Motivation
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INVESTMENT BANKING
– TEXT AND CASES
Naliniprava Tripathy

ISBN: 978-93-5051-573-0 Edn: 2017 Price: ` 1250 (US $ 50)

1. Investment Banking
2. Equity Markets, Bond

Market and Private
Placements

3. Initial Public
Offerings

4. Stock Valuations
5. Mergers, Acquisitions

and Reorganizations

6. Venture Capital
7. Private Equity
8. Leveraged Buyout -

LBO
9. Mezzanine Financing

10. Structured Finance
11. Loan Syndication
12. Stock Broking
13. Hedge Funds

ISBN: 978-93-5024-909-3    Edn: 2017    Price: ` 1295 (US $ 52)

BANK MARKETING
S.M. Jha
1. The Foundation of Bank Marketing, 2. Behavioural Profile
of Bank Customers, 3. Market Segmentation for Banks,
4. Marketing Information System for Banks, 5. Marketing
Planning for Banks, 6. Marketing Strategy, 7. Marketing
Mix for Banks, 8. Product Strategy, 9. Promotion Strategy,
10. Pricing Strategy, 11. Place Strategy, 12. Strategic
Decisions for Expanded Ps, 13. E-Banking, 14. Marketing
International Services, 15. Future Marketing, Bibliography,
Index.

CENTRAL BANKING
M. Padala, H. Pedada, V.P. Jakkala
& S. Prabhakar

ISBN: 978-93-5273-552-4 Edn: 2017 Price: ` 895 (US $ 36)

1. Introduction
2. Central Banking in India
3. Monetary and Credit Policies
4. Inflation and Price Control by RBI
5. Supervision and Regulation
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BANKING AND MONETARY SYSTEM
PRINCIPLES AND
PRACTICE OF BANK
MANAGEMENT
P. Subba Rao & P.K. Khanna

ISBN: 978-93-5024-707-2 Edn: 2017 Price: ` 995 (US $ 40)

1. Moving Down the Memory Lane, 2. Nationalisation of
Banks, 3. Other Important Banking Insti tutions,
4. Introduction to Modern Management, 5. Corporate
Planning, 6. Organising, 7. Directing, 8. Controlling,
9. Management of  Credit and Investment, 10. Marketing
Management in Banks, 11. Human Resources Management
in Banks.

DEVELOPMENT BANKING AND
FINANCIAL INTERMEDIARIES
Vasant Desai

ISBN: 81-7866-342-2 Edn: 2017 Price: ` 1295 (US $ 52)

Section I : Development Banking
Section II : Capital Market
Section III : Development Finance
Section IV : Planning
Section V : Development Financial Institutions
Section VI : Looking Ahead

A TO Z  OF BANKING AND
FINANCE
Kishore C. Padhy &
Rakesh Roshan Mishra
1. Banking
2. Mutual Fund
3. Insurance
4. Micro Finance
5. Financial System
6. Merchant Banking

ISBN: 978-93-5051-226-5 Edn: 2017 Price: ` 995 (US $ 40)

BANKING AND INSURANCE
N.K. Satya Pal Sharma, R. Antony &
S.K. Podder

1. Financial System
2. Commercial Banks
3. Risk and Insurance
4. Essentials of Contract
5. Growth and Development of Insurance

ISBN: 978-93-5142-923-0 Edn: 2017 Price: ` 995 (US $ 40)

BANKS AND INSTITUTIONAL
MANAGEMENT
A New Orientation
Vasant Desai
Module 1: The Nature and Role of Financial System
Module 2: Banking Institutions
Module 3: Non-bank Financial Intermediaries and

Statutory Financial Organisations
Module 4: Investment and Brokerage Intermediaries
Module 5: Markets

ISBN: 978-93-5024-095-3 Edn: 2017 Price: ` 1500  (US $ 50)

Free O
nline Instructor &

 Student M
anual

RISK MANAGEMENT IN
INDIAN BANKS
K.M. Bhattacharya & O.P. Agarwal
1. Introduction
2. Concept of Risks in Banks
3. Risk Management
4. Quantitative Risk Management
5. Credit Risk
6. Market Risk
7. Operational Risk
8. Solvency Risk — Concept of Capital Adequacy and

Risk-based Capital
9. Risk-based Supervision of Banks

ISBN: 81-8318-542-8 Edn: 2017 Price: ` 1295 (US $ 52)

EMPLOYEE TURNOVER IN
BANKING SECTOR – A
COMPARATIVE STUDY
Nidhi Singhvi

ISBN: 978-93-5262-314-3 Edn: 2016 Price: ` 850 (US $ 34)

1. Introduction, 2. Theoretical Framework of Employee
Turnover, 3. Review of Literature, 4. Research Methodology,
5. Factors Contributing to Turnover and Retention,
6. Comparison of Factors Causing Employee Turnover
across Public Sector and Private Sector Banks,
7. Conclusion and Suggestions   Bibl iography,
 Questionnaire for Employees
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1. Financial Services
2. Merchant Banking
3. Mutual Funds
4. Lease Financing
5. Hire Purchase
6. Factoring
7. Capital Market
8. Venture Capital

MERCHANT BANKING AND
FINANCIAL SERVICES
K. Ravichandran

9. Insurance
10. Housing Finance
11. Securitisation
12. Credit Rating
13. Consumer Finance
14. Credit Card
15. Micro Finance

ISBN: 978-81-8488-233-9 Edn: 2016 Price: ` 1250 (US $ 50)
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EMERGING TRENDS IN
BANKING INDUSTRY
Suhasini V. Sant, R.P. Deshpande,
K.R. Thaker, Rakhi Pitkar &
S.R. Uchale

ISBN: 978-93-5051-675-1 Edn: 2015 Price: ` 550 (US $ 22)

Section-I: Banking Sector Reforms: Policies and Impact
Section-II: Banking Products vis-a-vis Consumers
Section-III: Technology Trends in Banking
Section-IV: Rural Banking and Financial Inclusion in India
Section-V: Role of Educational Institutions in Developing

Human Resources for Banking Industry

ISBN: 978-93-5142-809-1 Edn: 2014 Price: ` 950 (US $ 38)

QUALITY OF WORK LIFE IN
INDIAN BANKS
M. Lokanadha Reddy & P. Mohan Reddy

1. Quality of Work Life: An Overview
2. Research Design and Methodology
3. Select Banks: A Profile
4. Sample Respondents: Demographic and Work Life

Characteristics
5. Demographic Characteristics and Quality of Work

Life
6. Work Life Characteristics and Quality of Work Life
7. Sectoral Analysis of Quality of Work Life
8. Summary of Conclusions and Suggestions

Bibliography l Journals l Schedule

BANK CREDIT MANAGEMENT
Text & Cases
G. Vijayaragavan
Unit I : Loan Policy and Principles of Bank Lending
Unit II : Priority Sector
Unit III : Non-fund-based Finance – Letter of Credit
Unit IV : Reserve Bank of India’s Observations on

Banks’ Credit Sanctions

ISBN: 978-93-5051-501-3 Edn: 2013 Price: ` 1595 (US $ 64)
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QUIZZING ON BANKING AND
FINANCE
Gautam Majumdar

ISBN: 978-93-5097-931-0 Edn: 2013 Price: ` 750 (US $ 30)

1. Financial History – India
2. Financial History – International
3. Money, Finance and Banking - I
4. Money, Finance and Banking - II
5. Capital Markets
6. Institutions: Character and Features
7. Currencies, Coins and History
8. Finance, Accounts and Practices
9. Personalities and Happenings

10. Contemporary
and Sundry
Issues
References

ISBN: 978-93-5142-996-8 Edn: 2015 Price: ` 850 (US $ 34)

CAPITAL ADEQUACY
REQUIREMENTS AND INDIAN
COMMERCIAL BANKS
Maniram K. Dekate & Crompton Anto T.
1. Introduction, 2. Commercial Banks – Structure, Roles
and Functions, 3. Requirements of Capital Adequacy and
Implementation, 4. Capital Funds for Capital Adequacy
Requirement, 5. Risks and Risk Weights on Assets,
6. Operational and Managerial Constraints, 7. Impact and
Implications of Capital Adequacy Requirements  Appendix
Tables  Index

ISBN: 978-93-5202-963-1 Edn: 2015 Price: ` 1595 (US $ 64)

BANKING AND FINANCIAL
SERVICES
Mukund Sharma
1. An Overview of Indian Financial System,
2. Central Banking, 3. Commercial Banking – I,
4. Commercial Banking – II, 5. The Securities and Exchange
Board of India (SEBI), 6. Merchant Banking, 7. Mutual
Funds, 8. Venture Capital Financing, 9. Housing Finance,
10. Depository and Stockbroking Services, 11. Securitization
and Factoring Services, 12. Leasing and Hire Purchase
Finance, 13. Credit Rating, 14. Insurance Services
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ISBN: 978-93-5097-669-2 Edn: 2013 Price: ` 578 (US $ 23)

TRAINING OF BANK EMPLOYEES
Chackochan J. Njavallil

1. Introduction
2. The Indian Banking System — An Overview
3. Training in Indian Banks
4. Analysis and Findings
5. Summary of the Findings and Suggestions

Bibliography
Appendix

FUNDAMENTALS  OF
RETAIL BANKING
O.P. Agarwal

ISBN: 978-93-5051-363-7 Edn: 2012 Price: ` 850  (US $ 34)

1. Retail Banking, 2. Role of Retail Banking, 3. Applicability
of Retail Banking Concepts, 4. Customer Requirements
5. Product Development Process, 6. Credit Scoring and
Risks, 7. Important Retail Asset Products, 8. Credit and
Debit Cards, 9. Remittance Products, 10. Marketing of
Retail Banking Services, 11. Delivery Channels in Retail Banking, 12. Delivery
Models in Banks, 13. Customer Relationship Management, 14. Banking Codes and
Standard Board of India, 15. Technology in Retail Banking, 16.  Non-performing
Assets/Registration of Documents, 17. Securitisation — Mortgage Backed
Securities, 18. Cross-selling Opportunities and Other Services, 19. Lender’s
Appraisal Procedure, Answers to Multiple Choice Questions.
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FINANCIAL FRAUD IN BANKING
SECTOR AND ITS CONSEQUENTIAL
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4. Computer Crime and Frauds in Banks
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Prevention of Frauds
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8. Major Suggestions and Conclusions
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MERGERS AND ACQUISITIONS
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V. Impact of M&As on Physical Performance of Merged
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5. Results
6. Discussions
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ISBN: 978-93-5024-745-7 Edn: 2011 Price: ` 378 (US $ 15)

CORPORATE GOVERNANCE IN
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FINANCIAL SECTOR
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1. Introduction, 2. Review of Literature, 3. Corporate
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the Process of  Corporate Governance in  the Selected
Banks, 5. Chartered Accountants and Corporate
Governance – An Overview, 6. Impact of Corporate
Governance on Financial Performance of Public and Private
Sector Banks and Financial Institutions, 7. Summary of
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BALANCED SCORECARD:
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BANKS
Sagar R. Dave
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4. Efficacy of Balanced Scorecard Technique for Indian Banks
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 Annexure – 1
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4. Mobile Banking
5. Telephone Banking
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7. Electronic Money
8. Indian Financial Network
9. Indian Banking

10. Negotiable Instruments

MODERN BANKING MANAGEMENT
P. Chellasamy

ISBN: 978-93-5024-095-3 Edn: 2010 Price: ` 650 (US $ 26)

11. Paying Banker
12. Collecting Banker

FUNDAMENTALS OF MONEY AND
BANKING
V. A. Avadhani
1. Supply of Money, 2. Components and Sources of Money,
3. Theory of Demand for Money, 4. Domestic Value of
Money, 5. Quantity Theory of Money, 6. Changes in Value
of Money, 7. Role of Money in the Economy, 8. Reserve
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BANKING AND MONETARY SYSTEM AND INSURANCE

ISBN: 978-93-5024-411-1 Edn: 2017 Price: ` 995 (US $ 40)

PRINCIPLES OF INSURANCE
P.K. Gupta & Anil Kumar Meena
Module I: 1. Introduction to Insurance

2. Principles of Insurance
3. Basic Insurance Law

Module II: 4. Introduction to Life Insurance
5. Product Development
6. Life Insurance — Risk
7. Assignment of Life Policies

Module III: 8. Life Insurance Claims
Module IV: 9. Maritime Losses and Claims Insurance
Module V: 10. Fire Insurance

11. Reinsurance
12. Health Insurance
13. Motor Miscellaneous Insurance

LEGAL ASPECTS OF
INSURANCE
P.K. Gupta
Module 1: 1. Legal Framework of Insurance Business,
2. Insurance Act, 1938, 3. Life Insurance Corporation Act,
1956, 4. General Insurance Business (Nationalisation) Act,
1972, 5. Insurance Regulatory and Development Authority
Act, 1999, 6. Motor Vehicle Act, 1939 and 1988,
Module 2: 7. Marine Insurance Act, 1963,
Module 3: 8. Insurance and Various Transportation Law,
Module 4: 9. Liability Laws and Insurance,
10. Miscellaneous Laws Concerning Insurance.

ISBN: 81-8318-518-5 Edn: 2019 in press

MONEY, INCOME, PRICES IN
19TH CENTURY INDIA
P.R. Brahmananda

ISBN: 81-7866-200-0 Edn: 2001 Price: ` 1800 (US $ 72)

1. Introduction, Part-I: 2. Gaps in Historical Statistics,
3. Net Domestic Product of the Indian Sub-continent for
the Period 1861-62 to 1899-1900, 4. Estimation of Money
Stock Series, 5. The Rupee Census, 6. Time Series of
Macro Economic Variables, Part-II: 7. The Indian Economy
around the Early 1860s, 8. The Changing Profile of the

Indian Economy during 1861-62 to 1899-1900, 9. A Chronological Currency History
of India: 1835-36 to 1900, 10. Monetary Evolution During the Period: 1861-62 to
1899-1900, 11. Theoretical Backdrop and Different Angles on the Currency History,
12. The Herschell Committee and its Report, 13. The Fowler Committee and its
Report, 14. The Time-course of Key Variables in the Indian Sub-continent during
1861-62 to 1899-1900, 15. The Economy during the Period Prior to the Falling
Exchange Rate (1861-62 to 1871-72)... (Contd.)

1. Understanding Risk, 2. Risk Management and Control, 3. Enterprise
Risk Management, 4. Introduction to Insurance, 5. Principles of Insurance,
6. Mathematical Basis of Insurance, 7. Insurance Contracts and Provisions,
8. Primary Insurance Laws, 9. Special Purpose Insurance Laws,
10. Miscellaneous Laws Concerning Insurance, 11. Insurance and Economy,
12. Insurance Industry in India, 13. Accounting and Taxation for Insurance,
14. Insurance in Global Perspective, 15. Introduction to Life Insurance,

INSURANCE AND RISK
MANAGEMENT
P.K. Gupta

ISBN: 978-93-5024-865-2 Edn: 2018 Price: ` 1895 (US $ 76)

16. Life Insurance Contracts & Policy Provisions, 17. Life Insurance Products, 18. Life Insurance
Underwriting and Rating, 19. Life Insurance Claims Management, 20. Group Insurance, 21. Life Assurance
Management, 22. Introduction to General Insurance, 23. Practice of Non-Life Insurance, 24. Fire Insurance,
25. Marine Insurance, 26. Automobile Insurance, 27. Health Insurance, 28. Rural Insurance, 29. Social
Insurance, 30. Project and Engineering Insurance, 31. Liability Insurance, 32. Miscellaneous Insurance,
33. Functions and Organization of Insurers,  34. Product Design and Development, 35. Underwriting,
36. Insurance Pricing, 37. Marketing of Insurance Products, 38. Claims Management,... (Contd.)
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RISK MANAGEMENT
INSURANCE AND DERIVATIVES
G. Kotreshwar

ISBN: 978-93-5273-881-6 Edn: 2018 Price: ` 1295 (US $ 52)

1. Risk Management
2. Risk Measurement
3. Management of Pure Risk
4. Fundamentals of Insurance
5. Insurance Industry — Regulation and Development
6. Insurance Products
7. Insurance Claims Management
8. Financial Derivatives – An Introduction
9. Forwards and Futures

10. Forward Rate Agreements (FRAs)
11. Hedging Strategies using Futures
12. Fundamentals of Options

13. Hedging
Strategies using
Options

14. SWAPS

INSURANCE MANAGEMENT
(Text & Cases)
S.C. Sahoo & S.C. Das
Unit 1 : Introduction to Risk and Insurance
Unit 2 : Life Insurance
Unit 3 : General Insurance
Unit 4 : Insurance and Regulatory Bodies
Unit 5 : Miscellaneous

Annexure
Cases
Specimen Copies of Forms and Policies
Select Bibliography
Glossary on Insurance
Subject Index

ISBN: 978-93-5142-061-3 Edn: 2017 Price: ` 1500 (US $ 60)
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FUNDAMENTALS  OF
INSURANCE
P.K. Gupta
UNIT I : Risk Basics
UNIT II : Insurance Management
UNIT III : Life Insurance
UNIT IV : Non-life Insurance

ISBN: 978-93-5051-207-4 Edn: 2017 Price: ` 950 (US $ 38)

INSURANCE SECTOR IN INDIA
PROBLEMS, POSSIBILITIES AND
PROSPECTS
K.K. Das, S.K. Dey & S.K. Nanda

ISBN: 978-93-5262-057-9 Edn: 2016 Price: ` 850 (US $ 34)

1. Islamic Finance in Emerging Markets, 2. Health Insurance
Practices in India: Issues and Challenges, 3. HRD Climate
in Insurance Sector: A Study with Special Reference to
Life Insurance Corporation of India, 4. The Non-li fe
Insurance Sector in India: Trends and Opportunities,
5. Employee Motivation in Insurance Sector Industries in
India: A Tool for Organizational Excellence, 6. Recent Trends
in Training and Development Systems in Insurance
Industries in India: A New Way of Journey for Corporate
Sustainability... (Contd.)
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INSURANCE & COMMUNICATION

BUSINESS COMMUNICATION
AND REPORT WRITING
G.S.R.K. Babu Rao

Edn: 2019 in press

 Introduction to Communication
 Media and Modes of Communication
 Business Communication
 Developments in Information Technology
 Non-verbal Communication
 Interviews
 Verbal Communication
 Written Communication
 Notice, Agenda and Minutes
 Business Letters
 Other Types of Communication

 Report Writing
 Common Errors

in Writing
Process

ISBN: 978-81-8488-711-2 Edn: 2019 Price: ` 750 (US $ 30)

MASS MEDIA LAWS AND
REGULATION
C.S. Rayudu & Nageshwar Rao
1. Constitution and Communication, 2. The Press Council
Act, 1978, 3. The Press and Registration of Books Act,
1867, 4. The prize Competitions Act, 1955 (Act 42 of
1955), 5. The Delivery of Books and Newspapers, 6. The
Young Persons Act, 1956, 7. Working Journalists and
Other Newspaper  Employees  and Miscel laneous

Provisions  ac t, 1955, 8.  The Drugs and Magic  Remedies  Act 1954,
9. Cinematograph Act, 1952, 10. The Cine Workers and Cine Theatre Workers
Act, 1981, 11. The Copy Right Act, 1957, 12. The Indian Official Secrets Acts,
1923, 13. Police Force Act, 1966, 14. The Police Act, 1972, 15. Indian Post Office
Act, 1898, 16. Communication and Other Systems

MODERN BUSINESS
COMMUNICATION
Satyanarayan Pathi

1. Introduction to Communication
2. Written Communication
3. Forms of Written Communication
4. Oral Communication
5. Forms of Oral Communication
6. Non-verbal of Communication
7. Knowledge of English for Communication

Edn: 2019 in press Edn: 2019 in press

UNDERSTANDING OF
COMPANIES ACT, 2013
THROUGH QUESTIONS/
ANSWERS & SIMPLIFIED
COMPLIANCE PROCEDURE
Siddhartha Banik
1. Introduction, 2. Compliance Chart – Companies Act, 2013, 3. Statutory Registers to be Maintained
under Companies Act, 2013, 4. Checklist of Annual Filing Status, 5. Brief Synopsis/Impact of Companies
Amendment Act, 2017, 6. Understanding of Small Company, 7. Understanding the Concept of Directors,
8. Disqualification of Directors, 9. Disclosures of Interest or Concern by Directors, 10. Approval of
Financial Statement and Directors’ Report, 11. Understanding of Boards’ Report, 12. Circulation of
Financial Statement, 13. Annual General Meeting (AGM), 14. Book Closure/Record Date, 15. Filing of
Financial Statement, 16. Corporate Social Responsibilities (CSR) — The Companies Act, 2013,
17. Appointment/Reappointment of Auditors, 18. Annual Return, 19. E-Voting Procedure... (Contd..)

ISBN: 978-81-8488-458-6 Edn: 2015 Price: ` 850 (US $ 34)

PRINCIPLES AND PRACTICE
OF INSURANCE
P. Periasamy
1. Nature and Scope of Risk Management, 2. Method of Handling Risks,
3. Management of Risks, 4. Nature of Insurance Business, 5. Reinsurance,
6. Privatisation of Insurance Business in India, 7. Classification of Insurance,
8. Principles of Contract of Insurance, 9. Insurance Documents, 10. Life
Insurance, 11. Classification of Life Insurance Policies, 12. Assignment of
Life Policies, 13. Life Insurance Corporation of India (LIC), 14. Marketing
of Life Insurance, 15. World Life Insurance Market,  16. LIC Financial
Services, 17. Role of the Development Officer, 18. Role of Insurance Agents,

19. General Insurance Business and Role of GIC, 20. Nature of Marine Insurance Contract, 21. Kinds
of Marine Insurance Policies, 22. Important Clauses in Marine Policy, 23. Marine Losses and Abandonment,
24. Nature of Fire Insurance Contract, 25. Types of Fire Policies, 26. Fire Insurance Claims,
27. Miscellaneous Insurance, 28. National Agricultural Insurance Schemes, 29. Fidelity Guarantee
Insurance, 30. Property Insurance, 31. Motor Vehicle Insurance, 32. Health Insurance, 33. Cattle Insurance
and Engineering Insurance, 34. Public Liability Insurance, 35. Insurance Regulatory and Development
Authority (IRDA), Annexures.

DEPOSIT INSURANCE  IN INDIA
M.R. Das

ISBN: 978-81-8488-671-9 Edn: 2010 Price: ` 425 (US $ 17)

1. Objectives and Scope of Deposit Insurance
2. The Global Scene
3. Deposit Insurance in India
4. Deposit Insurance Reform in India
5. Core Principles for Effective Deposit Insurance

Systems and India’s Position
Index
Select Bibliography

Edn: 2018 Price: ` 795 (US $ 32)

EFFECTIVE COMMUNICATION
Urmila Rai & S.M. Rai
 Concept of Communication  Objectives of Communication
 Non-verbal Communication  Inward and Outward Mail
 Media and Modes of Communication  C h an ne l s  o f
Communication  Barriers to Communication  Listening and
Improving Communication  Speeches and Presentations
 Interviews  Group Discussion  Basics of Letter Writing
 Attributes of Effective Communication  Layout of a
Business Letter   Social and Goodwill Letters   Job
Applications  Personnel Letters  Enquiries and Replies  Orders and Replies
Complaints and Claims Adjustment Letters Sales Letters Credit Letters
and Status Enquiries  Collection Letters  Bank Letters  Insurance Letters
 Basics of Report Writing  Writing Reports  Case Studies

ISBN: 978-93-5299-397-0 Edn: 2018 Price: ` 1995  (US $ 80)

A COMPENDIUM OF ENGLISH GRAMMAR
& USAGE, LINGUISTIC & LITERARY
ASPECTS, PHONETICS &
COMMUNICATION SKILLS (VOL. 1)
A.T. MISHRA
1.Introduction, 2. Form, Function and Meaning, 3. Basic Language Skills
(LSRW), 4. Vocabulary, 5. Word, 6. Types of Words, 7. Some Common
Specific Usages of Words, 8. Declension-Functional Classification of Words,
9. Noun or Noun Phrase (Qualitative Division or Kinds of Noun), 10. Number
(Quantitative Division of Noun or Noun Phrase), 11. Gender of Noun, 12. Person of Noun (Personal
Pronouns and Their Grammatical Persons), 13. Declension: Functions of Noun in Different Cases
(Functional Classification of Noun, 14. Concord or Conjugation (Agreement of Subject-verb, Number,
Gender and Person), 15. Pronoun: Functional Classification, 16. Adjective: Functional Classification
and Usage, 17. Adjective of Degree of Comparison, 18. Determiners, 19. Pre-determiner, Mid-determiner
or Central Determiner and Post-determiners, 20. Verb or Verb Phrase, 21. Phrasal Verbs (With Wide
Range of Synonyms), 22. Finite and Non-finite Verb, 23. Transitive Verb or Object-carrying Verb,
24. Other Categories of Verbs, 25. Auxiliary Verbs (Be, Have, Do and Modals).... (Contd...)
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ISBN: 978-93-5273-886-1 Edn: 2018 Price: ` 1595  (US $ 64)

THE SOURCE OF AUTHENTICITY
IN ENGLISH GRAMMAR AND
BUSINESS COMMUNICATION
Deepika Dhand

1. Articles
2. Parts of Speech
3. Degree of Comparison
4. Active and Passive Voice
5. Direct and Indirect Speech
6. Phrases and Clauses
7. Punctuation
8. Simple, Compound and Complex Sentences
9. Sentence Structure: Subject, Predicate and Object

10. Business Communication

Appendices
Practice Exercises
(Multiple Choice
Questions)

ISBN: 978-93-5299-398-7 Edn: 2018 Price: ` 1995  (US $ 80)

A COMPENDIUM OF ENGLISH GRAMMAR
& USAGE, LINGUISTIC & LITERARY
ASPECTS, PHONETICS &
COMMUNICATION SKILLS (VOL. 2)
A.T. MISHRA
46. Transformation of Sentences, 47. Ellipsis, 48. Punctuation, 49. Idioms
or Idiomatic Phrases or Cliches, 50. Common Homonyms Distinguished,
51. Common Synonyms Distinguished, 52. Error Analysis, 53. Similar
Sentences Distinguished, 54. One Word Substitutions, 55. Basic Concepts

Underlying the Rules of Spelling: A Morphophonemic Study Illustration 1 to 55, 56. Common Words
Often Misspelled, 57. Prosody and Rhetorics, 58. Verse Forms, 59. Types of Traditional Poetry: A Bird’s
Eye View, 60. Figures of Speech, 61. Critical Appreciation, 62. Subtitling or Outlining and Note-making,
63. Précis, 64. Art of Composition, 65. Advance or Higher Skills of Writing, 66. Art of Letter and Paragraph
Writing, 67. Paragraphs, Essays, Letters and Applications, 68. Great Sayings by Great People,
69. Language and the English Language, 70. The Making of English Language (A Bird’s Eye-View)
71. The Making of English Literature, 72. Branches or Disciplines of Linguistic Science, 73. Phonetics
Made Easy, 74. Articulation of Speech Sounds, 75. Phoneme, Allophone and Phonology... (Contd...)

ISBN: 978-81-8318-954-5 Edn: 2017 Price: ` 550 (US $ 22)

VYAVSAYIK SANCHAR
Bhagwati P. Sharma, Rajiv Jain &
Purushottam Dayal
1. Business Communication: An Introductory, 2. Basic
Forms/Types/Scope of Communication, 3. Planning the
Business Messages,  4. T heories of  Models of
Communicat ion, 5. Fac tors Affec ting Bus iness
Communicat ion or Barr iers/Breakdowns in
Communication, 6. SWOT Analysis and Self-development,
7. W ri ting Skil ls  and Forms of Business Letters,
8. Proposals and Report Writing, 9. Non-verbal Aspects
of Communication, 10. Effective Listening, 11. Modern
Techniques/Forms of Communication, 12. International
Communicat ion, 13.  Oral  Presentat ion/Di rect
Representation, 14. Practices in Business Communication,
15. Correspondence of Different Matters

EMERGING TRENDS IN
CORPORATE COMMUNICATION
Madhavi S. Pandya & S.F. Chandra Sekhar

1. Emerging Trends in Corporate Communication
2. Corporate Crisis and Change Management
3. Corporate Communication Strategy and Internal

Corporate Communication
4. Corporate Governance and Social Responsibility
5. Allied Communication in Corporate World
6. Experts Views on Emergent Function of Corporate

Communication
7. The Future of Corporate Communications

ISBN: 978-81-8488-265-0 Edn: 2017 Price: ` 750 (US $ 30)

 Fundamentals of Communication
 Effective Speaking: Verbal or Oral Communication
 Art of Listening
 Effective Writing
 Readability and Readable Writing
 Non-verbal Communication and Skills
 Feedback in Communication
 Management Communication
 Formal Communication
 Informal Communication
 Group Behaviour and Communication
 Report Writing
 Letter Writing
 Recent Trends and Communication  Technologies
 Network Communication
 Language Skills

COMMUNICATION
C.S. Rayudu

ISBN: 978-81-8318-799-2 Edn: 2018 Price: ` 1250 (US $ 50)

BUSINESS COMMUNICATION
C.S.G. Krishnamacharyulu &
L. Ramakrishnan

ISBN: 978-81-8488-720-4 Edn: 2018 Price: ` 1250 (US $ 50)

Part – I : Foundations of Communication

Part – II : Oral Communication

Part – III : Written Communication Skills

Part – IV : Laboratory Manual

ISBN: 81-7040-724-9 Edn: 2018 Price: ` 1095 (US $ 44)

MEDIA AND COMMUNICATION
MANAGEMENT
C.S. Rayudu
 Nature and Scope of Communication  Oral Communication
 Written Communication  Communication Channels
(Organisation Communication)  Print Media  The  Press
 Broadcast  Media — Television  Broadcast  Media –
Radio   Cinema and Film Media   Electronic Media
 Traditional Media   Advertisement Communication
Communicating Numerical Data   Meetings as
Communication  Supplementary

ISBN: 978-93-5097-445-2 Edn: 2017 Price: ` 1250  (US $ 50)

NEW PERSPECTIVES IN
MARKETING COMMUNICATIONS
Sanjay Jain, Jayesh Aagja &
Ashwini K. Awasthi

Part I : Marketing Communications in an Emerging
Economy

Part II : Digital Marketing: A New Age Tool in
Marketing Communications

Part III : Strategic Marketing, Product and Brand
Management



18

COMMUNICATION

ISBN: 81-7493-442-5 Edn: 2017 Price: ` 995 (US $ 40)

MARKETING COMMUNICATIONS
(THEORY & PRACTICE)
Niraj Kumar
1. Marketing Communicat ions – A Preview,
2. Communication – Concept & Process, 3. Overview of
Marketing Communications, 4. Communication Model in
Marketing, 5. Attention, 6. Perception, 7. Learning,
8. Group’s Impact on Communication, 9. Diffusion-
Adopt ion Process , 10.  Product  in Marketing
Communications, 11. Price in Marketing Communications, 12. Place in Marketing
Communicat ions,  13. Advert is ing Communicat ions,  14. Persuasive
Communications, 15. Public Relations, 16. Sales Promotion and Publicity,
17. Personal Selling, 18. Media for Marketing Communications, 19. Sales
Representatives as Marketing Communicators, 20. Emerging Trends in Marketing
Communications: A New Face, 21. The Future Medium of Communication:
Webs and Internet, Questions for Discussion

ISBN: 978-93-5142-718-6 Edn: 2017 Price: ` 1050  (US $ 42)

COMMUNICATION FOR
MANAGEMENT
Urmila Rai & S.M. Rai
Unit  I: 1. Concept of Communication , 2. Communication Structure in
Organisations, 3. Barriers and Gateways to Communication, 4. Seven
Cs of Effective Communication, 5. Employment Communication, 6. Group
Discussion, 7. Interviews, 8. Impact of Technological Advances on
Business Communication.
Unit II: 9. Oral Communication, 10. Listening, 11. Non-Verbal
Communication, 12. Written Communication.

Unit III: 13. Types of Letters, 14. Appearance and Layout of Business Letters, 15. Memos and Emails,
16. Reports — Types and Structure, 17. Writing Business Reports, 18. Understanding the Case
Method, 19. Reading and Analysing a Case.
Unit IV: 20. Presentation Skills, 21. Group Communication, 22. Meetings: Notice, Agenda and
Resolutions, 23. Media Management, 24. Business Etiquette and Manners, Examination Papers.

CRACK THE C INTERVIEW
Sachin Kadam & Hanumant Namdeo
Renushe

ISBN: 978-93-5097-197-0 Edn: 2017 Price: ` 950 (US $ 38)

Section I : A Brief Overview of C Language
Section II : Processing and Execution of a C Program
Section III : Utilities and Tools to Process a C Program
Section IV : C Programming in Different Environments
Section V : C Through Questions
Section VI : Puzzles in C
Section VII : Objective Tests on C Language

Appendices

MANAGERIAL COMMUNICATION
N.K. Satya Pal Sharma &
Bhagya Rathna K.

ISBN: 978-93-5097-238-0 Edn: 2017 Price: ` 750 (US $ 30)

Chapter 1: Introduction to Communication
Chapter 2: Oral Communication
Chapter 3: Written Communication
Chapter 4: Introduction to Business Letters
Chapter 5: Case Method of Learning
Chapter 6: Presentation Skills
Chapter 7: Employment Communication
Chapter 8: Group Communication: Meetings

Case Study

BUSINESS CORRESPONDENCE
R.K. Chopra

ISBN: 978-81-8488-717-4 Edn: 2017 Price: ` 950 (US $ 38)

1. Business Correspondence,
2. Essentials of an Effective Business Letter,
3. Structure of a Business Letter,
4. Business Letter Formats,
5. Writing Business Letters,

Appendices,
Bibliography,
Index.

BUSINESS COMMUNICATION
Homai Pradhan & N.S. Pradhan

ISBN: 978-93-5024-703-7 Edn: 2017 Price: ` 925 (US $ 37)

1. Objectives of Communication, 2. Management and
Communication, 3. Communication Techniques,
4.  Communication and Decision-making, 5. Readiness for
Communicating, 6. Barriers to Communication,
7. Principles of Communication, 8. Problems in Modern
Techniques of Communication, 9. Cross-wise
Communication, 10. Written and Oral Communication,
11. Meetings, Committees and Conference,
12. Communication in the Manager’s Day, 13. Speeches,

14. Written Communication, 15. Punctuation, 16. Parts of a Business Letter,
17. Some Do’s and Don’ts in Correspondence, 18. Applications, 19. Inquiries,
Offers and Orders, 20. Complaints, Claims and Adjustments, 21. Credit Letters,
22. Status Inquiries, 23. Collection Letters, 24. Sales and Circular Letters,
25. Banking Correspondence, 26. Insurance Correspondence, 27. Agency,
28. Foreign Trade Correspondence, 29. Miscellaneous Secretarial Correspondence,
30. Public Relations, 31. Precis Writing of Commercial Matter, 32. Report Writing,
33. Minutes Writing.

THE LAW AND LITERATURE
Shakuntala Bharvani
Part 1:
Legal Themes in Literature
Legal Texts in Literature
Stories of Crime: Rapid Reading

Part 2:
Legal Themes in Literature
Legal Texts in Literature
Stories of Crime: Rapid Reading

ISBN: 978-81-8488-727-3 Edn: 2017 Price: ` 950 (US $ 38)

ENGLISH LANGUAGE
COMMUNICATION SKILLS
(TEXT & CASES)
Urmila Rai
UNIT  I:  1. Role and Importance of Communicat ion,
2. Verbal and Non-verbal Communication, 3. Barriers to
Communication, 4. Communication Mediums, 5. Effective
Communicat ion, 6. Group Communicat ion, 7. Making
Presentations. UNIT  II: 8. Spoken and Written English, 9. Etiquette and Manners,
10. Vocabulary Development, 11. Comprehension. UNIT III: 12. Principles of
Letter Writing, 13. Layout of Letters, 14. Enquiries and Replies, 15. Complaints
and Replies, 16. Memos, Circulars, Notices, 17. Paragraph Writing, 18. Writing
Scientific and Technical Reports, 19. Drafting and Delivering a Speech. UNIT  IV:
20. Articles, 21. Tenses,  22. Active and Passive Voice, 23. Direct and Indirect
Speech, 24. Degrees of Comparison, 25. Common Errors, 26. Concepts of
Learning and Listening.

ISBN: 978-81-8488-649-8 Edn: 2017 Price: ` 950 (US $ 38)
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COMMUNICATION
TECHNICAL WRITING
Sajitha Jayaprakash

ISBN: 978-81-8318-985-9     Edn: 2017    Price: ` 1450 (US $ 58)

Part I : About Technical Writing
Part II : Documentation Development Life Cycle (DDLC)
Part III : Post-writing Process
Part IV : Styles and Standards
Part V : Structure of the Document
Part VI : Technical Writer at Work
Part VII : Language and Checklists
Part VIII : Appendices

Glossary
Bibliography
Index

ISBN: 978-81-8488-645-0 Edn: 2017 Price: ` 895 (US $ 36)

COMMUNICATION TODAY
Reuben Ray

1. Communication Theory
2. Special Skills For Effective Communication
3. Conversational Skill And Control
4. Standard English In Business Writing
5. The Business Letter
6. Creativity
7. Other Forms Of Business Communication
8. Gestures, A Working Bibliography

Index

BUSINESS COMMUNICATION
– THE BASICS
Partho Pritam Roy

ISBN: 978-93-5051-489-4 Edn: 2017 Price: ` 950 (US $ 38)

1. Communication — Its Different Means and their Roles,
2. Communication — Its Meanings and Definitions,
3. Communication — Its Characteristics, 4. Communication
— Its Elements 5. Communication — Its Fundamentals,
6. Communication — Its Classifications, 7. Communication
— Its Postulates or Attributes, 8. Communication — Its

Levels, 9. Communication — Its Nature, 10. Communication — Its Scope and
Needs, 11. Communication — Its Objectives, 12. Communication — Its Functions,
13. Communication — Its Purposes, 14.  Communication — Its Importance and
Significance, 15. Communication – Its Principles, 16. Communication – Its Myths
and Realities and also Limitations, Appendices.

TECHNIQUES 4 EFFECTIVE
GROUP DISCUSSION
N.S. Ranganath & G.T. Rao

ISBN: 978-93-5273-170-1 Edn: 2017 Price: ` 850 (US $ 34)

Part I: Group Discussion Techniques
Part II: Model Evaluation Sheet
Part III: Topics for Group Discussion

References

ISBN: 81-8318-129-5 Edn: 2017 Price: ` 850 (US $ 34)

PRINCIPLES OF PUBLIC
RELATIONS
C.S. Rayudu & K.R. Balan
 Fundamentals of Public

Relations
 Public Relations (PR)

Department and Functions
 Public Relations as a

Profession
 Public Relations Environment
 Public Relations and Media
 Public Relations at Large
 PR Budgeting & Evaluation
 PR Training & Development

 Public Relations and Press
Relations

 Corporate Public Relations
 PR and Employee Relations
 Public Relations & Industrial

Relations
 Communication and PR
 Ethics & Professional Code
 Advertising
 Meetings Conference and

Techniques

MANAGERIAL COMMUNICATION
Chetankumar J. Lad, Rajesh Faldu &
Chetan R. Patel

ISBN: 978-93-5273-642-3 Edn: 2017 Price: ` 995 (US $ 40)

1. Effective Communication in Business
2. Strategies for Successful Listening and Speaking

Skills
3. Strategies for Successful Interpersonal

Communication
4. Forms of Communication in Written Mode

Case Study

COMMUNICATION MANAGEMENT
R.K. Chopra

ISBN: 978-81-8488-431-9 Edn: 2017 Price: ` 650 (US $ 26)

1. Communication Management
2. Office Correspondence & Mail Service
3. Management Reporting
4. Office Forms: Design, Management & Control
5. Collection of Data & Presentation
6. The Art of Speech Making
7. The Art of Listening
8. Office Etiquette
9. Miscellaneous Topics
Appendices
1. Appendix I: SMS Abbreviation
2. Appendix II: A Management Guide to Office

Terminology

3. Appendix III:
Abbreviations of Words

4. Appendix IV:
Abbreviations of Terms
Bibliography
Index

ISBN: 978-81-5051-247-0 Edn: 2017 Price: ` 750  (US $ 30)

A TEXT BOOK OF
BUSINESS COMMUNICATION
Ritwik Haldar

1. Business Communication
2. Types of Communications
3. Organisation Behaviour
4. Groups in Organisation
5. Organisational Conflict
6. Tools of Communication
7. Drafting of Notice, Circulars, Resolutions, Minutes

and Reports
8. Applying for a Job
9. Business Letter Writing

10. Interview

Short Questions and
Answers
Model Question and
Answer
Question Papers
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PROFESSIONAL
COMMUNICATION
Roshan Lal Raina, Iftikhar Alam &
Faizia Siddiqui

ISBN: 978-93-5051-259-3 Edn: 2017 Price: ` 650 (US $ 26)

1. Introduc tion,  2. Communication Classifi cation,
3. Technical Communication, 4. Levels of Communication,
5. Communication Barriers, 6. The World of Words,
Sentences and Grammar, 7. Paragraph Writing, 8. Resume
Writing, 9. Job Interview, 10. Business and Official Correspondence, 11. Proposal
Writing: Content and Structure, 12. Report Writing, 13. Research Writing,
14. Making Winning Presentations, 15. Event Communication, 16. Essay Writing,
Answers, Index.

BUSINESS COMMUNICATION
Urmila Rai & S.M. Rai

ISBN: 978-93-5202-536-7 Edn: 2017 Price: ` 850 (US $ 34)

Part I: Communication Theory
Part II: Oral Communication
Part III: Written Communication

ISBN: 81-7493-378-6 Edn: 2017 Price: ` 595  (US $ 24)

COMMUNICATION THEORIES
AND MODELS
N. Andal

1. History of Communication
2. Understanding Communication
3. Channels of Communication
4. Theories of Communication
5. Communication Models
6. The Impact of Communication
7. Communication Apdate – Wireless ERA

A CHRONICLE OF LETTERS
B. Raghavendra Rao
1. Andhras in Delhi, 2. Brain Drain, 3. Self-deception, 4. Political Vendetta,
5. Kulak Budget, 6. Teachers' Pay, 7. Tale of Two PMs, 8. Blaming the Press,
9. Incomes, 10. Limiting Justice, 11. Andhra Pradesh, 12. Promotions,
13. Varsity Migration, 14. Assassination and After, 15. Muslim Women,
16. Research Climate, 17. Secularism Defined, 18. A Sound Slap,
19. Karnarjun, 20. Threat to Secularism, 21. Reunification, 22. A Good
Butcher, 23. President Should Act, 24. Showdown at Ayodhya, 25. Utopian
Idea, 26. Fall of V.P. Singh's Government, 27. Indo-Pak Ties, 28. The Yes
Vote, 29. Revise Property Tax, 30. Unpopular Move, 31. Anti-arrack Stir,
32. The Congress Culture, 33. Opposition's Role, 34. Secularism, the Only Hope, 35. Not a Hasty Step,
36. Essence of Hinduism, 37. Vajpayee's Offer, 38. Pak Atrocities, 39. Death of Public Life, 40. Age Bar
on Law Practice, 41. Kashmir Row Our Own Creation?, 42. Historic, Inspiring, 43. Historic Ruling,
44. Modern Liberals of Delhi, 45. Ground Realities, 46. A Statesman Honoured, 47. Make the Bomb....

ISBN: 978-93-5142-851-0 Edn: 2017 Price: ` 750 (US $ 30)

ISBN: 978-81-8488-326-8  Edn: 2017  Price: ` 850 (US $ 34)

COMMUNICATION SKILLS
Nageshwar Rao &
Rajendra P. Das
1.  Nature and Scope of Communication, 2. Communication
Barriers, 3. Listening Skills, 4. Oral Communication,
5. Presentation Skills, 6. Non-verbal Communication,
7. Public Speaking, 8. Interview Skills, 9. Reading Skills,
10. Meetings, 11. Written Communication, 12. Feedback
and Counselling Skills, 13. Report Writing, 14. Negotiation

Skills, 15. Communication in Disciplinary Matters, 16. Resume Preparation,
17. Legal Aspects of Business Communication, 18. Media Communication,
19. Business Correspondence Reference, 20. Method of Learning,
21. Communication and Technology, References.

ISBN: 978-93-5202-333-2 Edn: 2017 Price: ` 950 (US $ 38)

COMMUNICATION SKILLS
Ghousia Khatoon & Kamini Dhurva

1. Communication in Business
2. Oral Communication Skills
3. Written Communication Skills
4. Listening Skills
5. Interpersonal Communication Skills

MANAGERIAL COMMUNICATION
Rai & Rai

Module 1 : Communication in Business
Module 2 : Oral Communication
Module 3 : Report Writing
Module 4 : Business Communication
Module 5 : Routine Correspondence

ISBN: 978-81-8488-146-2 Edn: 2017 Price: ` 950 (US $ 38) ISBN: 81-7866-753-3 Edn: 2017 Price: ` 650 (US $ 26)

COMMUNICATION IN IT AGE
Dhiraj Sharma
Part A : Introduction: Communication in IT Age
Part B: Communication   Communication: What and
W hy?   Essentials of Communication   Forms of
Communication  Communication Models  Business Writing
and Presentations  Communicating Non-verbally  Comm-
unication Barriers  Group Behaviour and Communication
 Cross-cultural Communication  Listen Please
Part C : Information Technology  Information Technology: What and Why?
 Understanding Computers   The Internet   Managing with Information
 Development of Systems  Data Communication  Glossary of Information
Technology Terms
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COMMUNICATION & DEMOGRAPHY

ISBN: 978-93-5202-922-8 Edn: 2017 Price: ` 995 (US $ 40)

SOFT SKILLS OF PERSONALITY
DEVELOPMENT
C.S.G. Krishnamacharyulu
& Lalitha Ramkrishnan
Unit I: 1. Attitudes
Unit II: 2. Goal Setting, 3. Time Management
Unit III: 4. Enhancing Creativity, 5. Creative Problem
Solving
Unit IV: 6. Stress Management
Unit V:  7. Communication Skil ls, 8. Process of
Communication, 9. Listening Skills, 10. Body Language
Unit VI: 11. Emotional Intelligence, 12. Interpersonal
Relationships

COMMUNICATION SKILLS
Urmila Rai & S.M. Rai

ISBN: 81-8488-295-7 Edn: 2017 Price: ` 650 (US $ 26)

1. Meaning and Importance of Communication, 2. Types
of Communication, 3. Barriers to Communication,
4. Body Language and Non-verbal Communication,
5. Listening Skills, 6. Principles of Effective Communication
7. Meetings 8. Group Discussion, 9. Presentations,
10. Interviews, 11. Layout of a Business Letter, 12. Writing
Business Letters Effectively, 13. Conveying Good News
and Bad Adjustment, 14. Sales Letters, 15. Enquiries and
Replies, 16.  Rejections, Complaints and Adjustments
17. Resume, 18. Reports, 19.  Meetings: Notice, Agenda
and Resolutions, 20. Memo and Notices, 21. Manuals,
22. Modern, Tele Communication.

THE ART OF LISTENING
Partho Pratim Roy

ISBN: 978-93-5273-093-3 Edn: 2016 Price: ` 950 (US $ 38)

1. Introduction, 2. Tools for Listening, 3. Definition of
Listening, 4. Meaning of Listening, 5. Hearing vs. Listening,
6. Myths and Truths about Listening, 7. Importance of
Listening, 8. Models of Listening Behaviour, 9. Research in
Listening Behaviour, 10. Objectives of Listening,
11. Benefits/Advantages of Listening, 12. Process of
Listening, 13. Levels of Listening, 14. Types of Listening,
15. Specific Techniques for Active Listening, 16. A Special
Note on Active and Reflective Listening, 17. A Special
Note on Critical Listening, 18. Listening Styles, 19. Listening
Influencers, 20. Types of Listeners, 21. Poor Listening:
Causes and Effects, 22. Types of Poor Listeners, 23. Poor
Listening Habits and Styles...

15. Production of
Animation Films

16. Marketing
Research

17. Public Relations
18. Media

Personalities

ISBN: 978-81-8488-619-1 Edn: 2016 Price: ` 950 (US $ 38)

MASS COMMUNICATIONS AND
MEDIA STUDIES
S.A. Chunawalla

1. Basic Concepts of Mass Communications
2. Media Overview
3. Media Selection, Planning,
4. Print Media
5. Electronic Media — TV
6. Electronic Media — Radio
7. Media of the New Millennium — Internet
8. Outdoor and Transit Media
9. Cellular Telephones

10. Cinema and Films
11. Non-traditional Media
12. Print Production
13. TV Commercial/Film Production
14. Fundamentals of Computer Graphics

ISBN: 978-93-5202-467-4 Edn: 2015 Price: ` 750 (US $ 30)

GRAMMAR FOR ALL
N. Ramalingam
1. Parts of Speech, 2. Kinds of Nouns, 3 Demonstrative
Adject ives and Demonstrat ive Pronouns, 4 Kinds  of
Verbs, 5 Transitive and Intransitive Verbs, 6 Regular and
Irregular Verbs, 7 Am, Is, Are - as Main Verbs, 8 Am, Is,
Are - as Questions, 9 Am, Is, Are - as Present Continuous,
10 Simple Present Tense, 11 Simple Past, 12 Was/Were
- as Main Verbs, 13 W as/W ere -  Past Continuous,
14 Have/Has (Possession) Have Got/Has Got, 15 Present
Perfect Tense, 16 Present Perfect Continuous Tense,
17 Past Perfect Tense, 18 Past Perfect Continuous Tense,

19 Simple Future Tense and Future Continuous Tense, 20 Future Perfect and
Future Perfect Continuous Tense, 21 Prepositions, 22 Articles, 23 Degrees of
Comparison, 24 Possessive Case - Apostrophe, 25 Comparison of Adjectives,
26 Little + Uncountable Noun, 27 Active and Passive Voice-1, 28 Make and Do,
29 Personal Pronouns/Possessive Adjectives and Pronouns, 30 Reflexive and
Emphasizing Pronouns, 31 Suffixes and Prefixes, 32 The Infinit ive, 33 The
Gerund, 34 The Participle, 35 Sentence Patterns, 36 Interrogatives or Questions,
37 Tag Questions, 38 Relative Pronouns, 39 The Auxiliaries - Modal Verbs...

BUSINESS COMMUNICATION
Rajeesh Viswanathan
1. Fundamentals of Communication, 2. Non-verbal
Communication, 3. Listening, 4. Interpersonal Skills,
5. Negotiations, 6. Interviewing, 7. Group Communi-cations,
8. Making Presentations – Getting Started, 9. Organizing
and Presenting the Speech, 10. Letter Writing: Writing about
the Routine and the Pleasant, 11. Writing about the
Unpleasant, 12. Writing to Persuade, 13. Communication
for Employment – Resume, 14. Communication for
Employment – Application Letter, 15. Writing Effective

Memos, 16. Structure and Layout of Letters, 17. The Framework of a Report,
18. Writing the Report, 19. Managing Data and Using Graphics, 20. Review of
Writing Skills, 21. The Case Method of Learning.
Annexure I: Strategies to Answer During Interviews
Annexure II: Transactional Analysis
Index

ISBN: 978-81-8488-721-4 Edn: 2015 Price: ` 1500 (US $ 60)

Free O
nline Instructor &

 Student M
anual

PRINCIPLES OF POPULATION
STUDIES
Asha A. Bhende & Tara Kanitkar

ISBN: 978-93-5024-406-7 Edn: 2017 Price: ` 950 (US $ 38)

1. Population Studies: Nature and Scope
2. Sources of Population Data
3. World Population: Growth and Distribution
4. Population Growth in India
5. Population Theories
6. Population Structure and Characteristics
7. Mortality
8. Fertility – I
9. Fertility – II

10. Migration
11. Population Distribution Geographic Areas and Classification of

Residence

12. Labour Force
13. Population Policies
14. India’s Population

Policy
Appendices

TECHNIQUES OF DEMOGRAPHIC
ANALYSIS
K.B. Pathak & F. Ram
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