Company Law And Secretarial Practice B Com Ii H P
Getting the books Company Law And Secretarial Practice B Com Ii H P now is not type of
challenging means. You could not lonesome going taking into consideration books store or
library or borrowing from your associates to approach them. This is an enormously simple
means to specifically acquire guide by on-line. This online statement Company Law And
Secretarial Practice B Com Ii H P can be one of the options to accompany you in imitation of
having new time.
It will not waste your time. understand me, the e-book will entirely melody you extra event to
read. Just invest little become old to read this on-line broadcast Company Law And Secretarial
Practice B Com Ii H P as capably as review them wherever you are now.

Business Laws (For B. Com. (Hons), Sem-I, University of Delhi), 4th Edition M.C. Kuchhal &
Vivek Kuchhal The book has been written for 'Business Laws' Paper of the B. Com. (Hons.),
Semester-I, Examination of the University of Delhi in accordance with its semester based
syllabus. Its contents have been largely extracted from the author's reputed title Business Law
which has gained tremendous readership over the years. This book presents the subject matter
tailor-made as per the revised course structure of the Paper, to enable the students to possess
a textbook that caters to their needs in full. The book has been organized into four parts,
namely, Law of Contract, Law of Sale of Goods, Law of Limited Liability Partnership, and Law of
Information Technology. KEY FEATURES • Quotes Indian and English cases at appropriate
places with a view to ensure necessary authenticity and clarity on the subject. • Includes text
questions and practical problems with hints and solutions in each chapter to enable students to
evaluate their understanding of the subject • Explains complicated provisions in easily
comprehensible language with the help of illustrations and analogies
Financial Accounting R.L. Gupta 2021-12-15 The book has been designed as per the Syllabus
prescribed by the University of Madras for Paper on ‘Financial Accounting’ effective 2020-21 for
B.Com. Degree First and Second Semesters Core Course; B.Com. (A & F), B.Com. (CS),
B.Com. (BM), B.Com. (MM), B.Com. (CA) & B.Com. (ISM)
Comparative Company Law Mathias Siems 2018-09-20 As attention moves rapidly towards
comparative approaches, the research and teaching of company law has somehow lagged
behind. The overall purpose of this book is therefore to fill a gap in the literature by identifying
whether conceptual differences between countries exist. Rather than concentrate on whether
the institutional structure of the corporation varies across jurisdictions, the objective of this book
will be pursued by focusing on specific cases and how different countries might treat each of
these cases. The book also has a public policy dimension, because the existence or absence of
differences may lead to the question of whether formal harmonisation of company law is
necessary. The book covers 12 legal systems from different legal traditions and from different
parts of the world (though with a special emphasis on European countries). In alphabetical
order, those countries are: Finland, France, Germany, Italy, Japan, Latvia, the Netherlands,
Poland, South Africa, Spain, the UK, and the US. All of these jurisdictions are subjected to

scrutiny by deploying a comparative case-based study. On the basis of these case solutions,
various conclusions are reached, some of which challenge established orthodoxies in the field
of comparative company law.
Business Law (Madras) N.D. Kapoor 2020-01-01 This is the seventh edition of Business Law
as per CBCS syllabus of Madras University for B.Com (Hons.) Semester IIIrd and B.Com,
Corporate Secretary ship Semester Vth Student This book has been divided into 2 Parts –
Part-1 is General Principles of Law of Contract & Part- 2 is Special Contracts. The chief aim in
writing this book is to present the fundamental principles of Business Law, in a simple and
easily intelligible manner. The intricate points of law have been illustrated by examples, and the
subject has been dealt with by topics rather than in the strict order of section in the various Act.
Elements of Mercantile Law Kapoor N.D. 2020-01-01 Sultan Chand & Sons present the 38th
Revised and Enlarged Edition of the book entitled “Elements of Mercantile Law”. This book is
specially written for B. Com, M. Com, CA, CS, CMA, MBA, LLB and Other Commerce Courses
of all Indian Universities. The book is divided into three Volumes. Volume I is Law of Contract,
Volume II is Company Law and Volume III is Industrial Law The salient features of the present
edition are as follows: A new chapter on ‘Goods and Services Tax (GST)’ has been included in
this edition. In order to bring uniformity in Tax rates and to simplify the tax mechanism, Central
Government rolled out Goods and Services Tax (GST) from 1st July, 2017. The Insolvency and
Bankruptcy Code, 2016’ is the Bankruptcy Law of India has been added. A chapter on ‘Limited
Liability Partnership’ popularly known as LLP has been added in the present edition. LLP
combines the advantage of both the Company and Partnership into a single form of
organization. Volume II of the book on Company Law with Schedules has been thoroughly
updated and amended upto 2019.
Corporate Accounting R.L. Gupta 2021-07-19 The 14th Revised Edition of the book "Corporate
Accounting" includes the provision of the Companies Act, 2013, SEBI rules and regulations and
Accounting Standards, wherever applicable. The whole book has been updated and corrections
made wherever required. Theory and accounting treatment has been revised as per Accounting
Standards – 4 (Revised) and Companies (Amendment) Act, 2019. Each aspect of a chapter
has been discussed in detail in order to meet the requirements of the syllabus prescribed by
different universities and professional institutes. Salient Features of the Book The following
features are worth nothing in the present text: • The illustrations and assignment material has
been made to conform to the requirements of Schedule III of the Companies Act, 2013. The
relevant problems/ solutions has also been revised. • The revised revision of Paragraph 14 of
Accounting Standards — 4 concerning Financial Statements regarding Proposed final dividend
has been incorporated at relevant pages and the illustrations amended accordingly. • The
relevant provisions of Ind AS — 7: Statements of Cash Flows dealing with Bank Overdraft and
Proposed Dividend have also been taken care of in this book. • In the chapter of Redemption of
Debentures, the treatment of interest on Debenture Redemption Funds Investments or Profit (or
Loss) on the sale of DRFI have been also summerised in the chapter. • All chapters have been
revised and udapted. Problem of each chapter have been suitably graded and edited to include
questions of topical interest. We are confident that the book in its revised form will be more
useful for B.Com (Pass and Hons.), M.Com, M.B.A., C.A., I.P.C.E, C.A.(Final), I.C.M.A. (Stage
II) and Company Secretaries (Executive Programme) Examinations.
Secretarial Practice - 18Th Edition M. C. Kuchhal 2009-11-01 First Published In 1975,
Secretarial Practice Introduces Readers To The Vast And Complicated Subject In A Forthright
And Intelligible Manner. The Eighteenth Edition Is Up-To-Date And Incorporates The Latest

Amendments Up To The Provisions Of The Companies (Amendment) Act 2006. The Book
Explains The Laws, Practices And Procedures Relating To Company Secretarial Work In Detail,
With Focus On The Role Of The Company Secretary. It Discusses All The Important Aspects Of
Company Management And Secretarial Practice, Right From The Incorporation Of A Company
To Its Winding Up. To Impart The Necessary Practical Bias, Specimens Of Forms Of Registers,
Notices, Agenda, Resolutions, Minutes Of Company Meetings, Etc., Have Been Appended To
The Relevant Text. The Book Has All The Essential Features Of A Good Textbook: Precision,
Comprehensiveness, Clarity And Utility.
Ready Reckoner on the Companies (Amendment) Act, 2017 Shilpa Dixit 2018-02-19 About the
book The book is an overview of the provisions of the amendments to the Companies Act, 2013
made by the Companies (Amendment) Act, 2017. The Companies Amendment Bill, 2017 was
passed by the Lok Sabha on 27th July, 2017 and the Rajya Sabha (without any modifications)
on 19th December, 2017, followed by the President's assent on 3rd January, 2018. This First
edition of e-book provides a quick overview to the readers about the changes in the provisions
and covers the impact of these amendments on the Producer Companies. Key Features ·
Interpretational Guide on reading the Amendment Act. · The text of the Sections of the
Companies (Amendment) Act, 2017. · The text of the Original Sections of the Companies Act,
2013. · The text of the New Sections of the Companies Act, after giving effect of the
amendments. · A brief analysis of the changes occurring due to the amendments and their
impact on other provisions of the Act, wherever necessary. · An Impact of the amendments on
the Producer Companies.
ASSESSMENT OF BUSINESS PROFITS S.N.L Agarwala/prabhat Agarwal/usha Agarwal
2003-01-01 A Comprehensive and Practical Guide on Assessment of Profits from Business *
Emerging trends in assessment of profit. * Challenges to book profit. * Profitability ratios. *
Additions and deductions. * Deemed profits and gains. * Export profit. * Presumptive income. *
Protective assessment. * Assessment in search and seizure cases under the Block Assessment
Scheme as well as under New Assessment Scheme. This book will help in developing skills for
determination of profit that is charged to income-tax. It is useful for tax administrators, tax
consultants and taxpayers as a handy reference book on the subject.
Marketing Management, C.B. Gupta & N. Rajan Nair C.B. Gupta 2020-01-01 The 19th edition
reprinted in 2020 contains https://tinyurl.com/yb67waxu – Buying Roles Types of Buying
Decisions Scope of Marketing Process of Marketing Management Profile of Rural Markets
Some of the distinctive features of the book are as follows: Learning Objectives to give a bird’s
eye-view of the topics covered in each chapter. Lucid, concise and simple language. Real life
illustrations from Indian industry. Liberal use of tables and diagrams to illustrate the text.
Summary at the end of every chapter for quick revision. Case Study at the end of each chapter.
Test Questions culled from examinations of various Universities and Business Schools. Select
Bibliography for further study. We sincerely believe that there is always scope for improvement.
Therefore, we invite suggestions for further enriching the book.
Business Law N.D. Kapoor 2020-01-01 The Sixth Revised Edition of “Business Law” as per
CBCS syllabus of Andhra Pradesh, Telangana, Osmania Universities for B.Com (Hons), B.Com
(General) Semester IV, presents the basic principles of Business Law in a way that makes the
subject easily intelligible even to a non-specialist. The book has eight units. The chapter on
Intellectual Property Rights discusses (i) The Trade Marks Act, 1999; (ii) The Patents Act, 1970;
(iii) The Copyright Act, 1957; (iv) The Trade secrets and (v) Geographical Indications. A new
chapter on “The Environment Protection Act, 1986”. The book has 323 Objective Type

Questions; 174 Test Questions; and 253 Practical Problem and solutions. The book “Business
Law” as per CBCS syllabus of Andhra Pradesh, Telangana, Osmania Universities for B.Com
(Hons), B.Com (General) Semester IV is equipped with 457 Examples, 126 Illustrative Cases
and 69 Case Study.
Compendium of KEY ISSUES UNDER CORPORATE LAW Dr. K. R. Chandratre 2021-03-15
About the Book With the rapid change in statutory environment, Corporate Law has also been
evolving at faster pace from past several decades. The complexities in the laws have also been
rising, which poses constant challenge to practising professionals. There also exist a lot of
issues which perhaps may not be addressed by legislation and delegated legislation, some of
which are addressed by the judiciary. The present book is a Compendium of Key Issues under
Corporate Laws covering a wide spectrum of subjects in Corporate Laws, in five Volumes. This
book brings out issues in Corporate Law covering aspects that professionals face in practice. It
also brings out a lot of aspects that readers should be aware of. Legislation and case laws from
other jurisdictions have been analysed to provide insight into the issues. Key Features ? Topicwise detailed analysis of various Corporate Law issues. ? Various issues organised under topic
heads addressing the key issues concerning the topic. ? Detailed analysis of statutory
provisions along with relevant judicial pronouncements and provisions of allied laws (wherever
applicable) for each topic has been provided; e.g. SEBI Act and various Regulations issued by
the SEBI. ? Analysis of certain landmark judicial pronouncements. ? Comparative position of
various topics between Companies Act, 2013 and Companies Act, 1956. ? Certain new
concepts of Companies Act, 2013 explained in detail. ? Rules of interpretation of statutes have
been discussed wherever necessary.
Company Law and Secretarial Practice Abhilash Chandra The author presets the need of a
learner in the way more what is anticipated and meets the contentment and like. The theoretical
concept is all about knowing facts to critically appreciate the figures and so like illustration. The
stream of Commerce and Management saw its new dawn and in the fortunate days we will
witness the boon in the studying of Company Law and Secretarial Practice and the widened
concept of law and its practice within India. This literary corpus will help in better understanding
of the academic syllabi from the author’s point of view.
The Principles and Practice of Cost Accounting Walter Scott 1947
Secretarial Practice and Company Law Arun Kumar 1998
English Grammar & Composition Rajendra Pal 2022-04-25 The book is divided into three parts
comprised of overall 35 chapters. Part one contains Grammar, part two – Aids to Vocabulary,
and part three – Writing Skills. • The section dealing with Grammar is in double color. The
points given in pink color suggest importance or emphasis, so they need attention and will help
you to understand quickly and easily. These points are further highlighted with arrows. • Text
printed on-screen suggests points likely to misunderstand. Sometimes they explain subtle
distinctions between two apparently similar points. • Grammar items are discussed very
systematically – one at a time. Plentiful illustrations are followed by carefully designed
exercises. • There is an exhaustive section dealing exclusively with Multiple choice questions
covering all the areas of Grammar as well as Vocabulary. It will help to get familiar with the
latest evaluation pattern. • The chapter on vocabulary is adequate and it has been kept within
manageable proportions. • The chapter on Precis writing under the section Writing Skills
contains a large number of solved examples, which fully explain how to analyze a passage, how
to prepare a rough draft and then turn out a good readable and adequate final precis. They are
followed by passages provided with aids to vocabulary and detailed outlines. The passages

selected for precis writing cover a wide range of interests and have been carefully graded. •
There is a comprehensive section on letter writing covering personal, business, and official
correspondence. While it explains the requisites of the good letter—its style, layout – it also
provides a number of model letters for quick guidance
Universities Handbook 2010
Company Law and Secretarial Practice K. Kishore 1964
Company Law & Secretarial Practice, N.D. Kapoor N.D. Kapoor 2020-01-01 The Thirty-first
Revised Edition of the book entitled “Company Law & Secretarial Practice” with Companies Act,
2013 (Schedules) for B.Com., B.Com. (Corporate Secretaryship), M.Com., IPCC, CS & LLB.
The book is divided into two parts volume I Company Law contains 32 chapters and volume II
Secretarial Practice contains 10 chapters having more than 270 Test Questions; 67 Practical
Problems (with Hints and Solutions); 79 short Answer & Objective Type Question; 48 Multiple
Choice, Presentation of Examples (10); Illustrative cases (12) etc., University Questions Papers
have been added at the end of the book to give an idea about the pattern of questions asked.
An Outline Company Secretarial Practice Dr. Balachandran V 2021-11-15 Efforts to cover the
syllabi at all India level and is written in a simple and lucid style to be understood by a common
man. Incorporated at the appropriate places in the book, the amendments made to the
Companies Act, 2013. At the end of every chapter adequate questions for Part A and Part B are
given. Past years question papers of some of the Universities are also included in the book.
Included 10 MODEL Question papers for the Faculty and Students community. Incorporated
important statutory Forms under Companies Act, 2013. Quiz in Company Secretarial Practice
which would be highly useful to the students appearing for examinations and interviews. To get
practical knowledge, (a) specimen notices, agenda, minutes and resolutions have been
incorporated at the appropriate places in the book; (b) Documents / Forms to be filed with the
Registrar of Companies under Companies Act, 2013; (c) Fees For Filing Various Documents or
For Registering any Fact Under Companies Act, 2013; (d) List of New Forms Prescribed Under
Companies Rules, 2014; (e) List of Schedules under Companies Act 2013.
Chartered Accountant Regulations, 1988 ICAI. e-book Compiled by Gurukripa 2014-08-01 Full
text of Indian CA Regulations, 1988 - compiled in e form for the ready use of members.
Indian Books 1981
International Handbook of Accounting Education and Certification Kwabena Anyane-Ntow
2014-06-28 This is the first work of its kind. Original contributions from leading academicians,
practitioners and accounting associations from around the world make this handbook a unique
source of information on international accounting education and certification processes. A
uniform format in most of the chapters allows for easy comparison between countries. This
volume documents the development of accounting education and practice at country and global
levels; studies the sensitivity of accounting education and practices to the unique socioeconomic needs of its environment; and allows comparative studies at a time when attempts
have begun to harmonize accounting education internationally. Most importantly, it shows how
educational programmes around the world are preparing future accounting professionals to deal
with the rapid technological and environmental changes of the 21st century.
Sri Lanka--its Company Law, Stock Exchange, Company Secretarial Practice H. M. Fernando
1995
COMPANY LAW SUBHA DEEP DUTTA 2020-12-31 This Book Helps to the students of B.Com
(Honours and General)and other professional courses like LL.B,BBA,MBA etc.
Secretarial Audits under Corporate Laws and Annual Return Certification Shilpa Dixit

2021-09-27 About the Book This book is a one-stop comprehensive referencer and is a must
have for conducting Secretarial Audits and Annual Return Certification. The Audit checklists
included in the book are flexible enough to be tailored to suit the need of any voluntary audit for
all types of companies. The primary aim of the book is to serve the need of a Company
Secretary in practice conducting all these audits. However, the book is also useful for the
auditee listed or public companies along with the private companies to ensure that they are in
full compliance with the law and ready to face any audit or regulatory action. A Company
Secretary employed in any company may use this book as a guide to effectively discharge his
duties under the section 205 of the Companies Act, 2013 or implement systems in his
organisation. Key Highlights Contains ready-to-use and easy-to-use tabular format for Audit
checklists for conducting following Audits of Listed/ Unlisted Public/ Private Companies: –
Annual Return Certification. – Secretarial Audit under section 204 of the Companies Act, 2013.
– Audit report and Compliance Report as per Regulation 24A of SEBI (Listing Obligations and
Disclosure Requirements) Regulations, 2015. Covers the applicable provisions of: – the
Companies Act, 2013, – the Securities and Exchange Board of India Act,1992, – the Foreign
Exchange Management Act, 1999, – the Securities Contracts (Regulation) Act, 1956, and – the
Depositories Act, 1996. together with the rules and regulations relevant for the audit purpose.
Contains Annual Compliance Calendar for all companies as well as Periodic Returns for
NBFCs. Contains ancillary audit documents like Balance Sheet Scrutiny form, Lists of
documents required for conducting Audits, Format of Management Representation Letter.
Includes list of industry-wise applicable laws.
Handbook of the Universities 1969
Company law Saharay H.K. 2008
Company Law B.Com 3rd Semester Syllabus Prescribed by National Education Policy Dr. O.P.
Gupta 2022-09-24 1. MEANING AND NATURE OF A COMPANY 2. KINDS OF COMPANIES
3. PROMOTION AND INCORPORATION OF A COMPANY 4. MEMORANDUM OF
ASSOCIATION 5. ARTICLES OF ASSOCIATION 6. PROSPECTUS AND ALLOTMENT OF
SHARES 7. SHARES AND SHARE CAPITAL 8. MEMBERSHIP OF A COMPANY 9.
BORROWING POWERS, DEBENTURES, PUBLIC DEPOSITS, REGISTRATION OF
MORTGAGES AND CHARGES 10. TRANSFER AND TRANSMISSION OF SHARES 11.
DECLARATION AND PAYMENT OF DIVIDEND 12. APPOINTMENT AND QUALIFICATIONS
OF DIRECTORS 13. MEETINGS OF BOARD AND ITS POWERS. 14. MANAGERIAL
PERSONNEL 15. COMPANY MEETING: ANNUAL GENERAL MEETING 16. MAJORITY
POWERS AND MINORITY RIGHTS 17. PREVENTION OF OPPRESSION AND
MISMANAGEMENT 18. WINDING UP OF A COMPANY
Bhartiya Company Adhiniyam Avam Sachiveeya Vyavhaar (Indian Company Law and
Secretarial Practice) Dr. O. P. Gupta 2020-06-29 Bhartiya Company Adhiniyam Avam
Sachiveeya Vyavhaar (Indian Company Law and Secretarial Practice) by Dr. O.P. Gupta is a
publication of the SBPD Publishing House, Agra. About the Publisher SBPD Publishing House,
based in Agra, is one of the pioneering publishers of India who deal in educational books. They
strive to serve excellence with their publication and it is a constant effort by the team to provide
the readers with the best quality content that is written by reputed authors and edited by
professionals.
Company Law Dr. O.P. Gupta 2020-06-10 Company Law by Dr. O.P. Gupta is a publication of
the SBPD Publishing House, Agra. Dr. O.P. Gupta holds a M.Com., LL.B., Ex-F.C.S. and Ph.D.
degree. He was a reader at the P.G.D.A.V. College (University of Delhi), New Delhi.

Business and Industrial Laws (For B.Com Sem.2, Delhi Universi¬ty), 3rd Edition M.C. Kuchhal
& Vivek Kuchhal This book has been written for ‘Business and Industrial Laws Paper’ of the
BCom Semester-II Examination of University of Delhi. The contents of the book have been
designed strictly in accordance with the semester based syllabus, effective from the academic
year 2011–12. The book attempts to present the complicated subject of ‘Business and Industrial
Laws’ in an easily comprehensible manner. The intricate points of law have been explained in
as lucid, systematic and logical way as possible in a compact form. The entire text has been
organized in four parts, namely, Law of Contract, Law of Sale of Goods, Law of Limited Liability
Partnership and Industrial Laws. This book presents the subject matter tailor-made, as per the
revised course structure of the Paper, to enable the students to possess a text-book which
caters to their needs in full.
Financial Accounting Dr. M.P. Gupta 2022-07-26 The present book aims to meet in full
measure the requirement of B.Com students opting for Financial Accounting as a textbook. The
objective of the textbook is the basic treatment of the main principles of Financial Accounting.
The standard set for the book is complete clarity for beginners and simplicity of exposition to
make the text practically the best one.
Business Law Including Company Law Gulshan S. S. G K Kapoor
Director’s Handbook Milind Kasodekar 2021-03-15 About the Book In India, the Companies
are managed by the directors who are collectively called as "the Board of Directors". The
concept of Corporate Governance has brought drastic changes in the composition of Board of
Directors, which has introduced few new categories of directors such as Independent Directors,
Woman Directors, Resident Directors etc. This book covers a detailed discussion on duties of
directors to aid the readers in understanding the nitty-gritties of all the relevant provisions of the
Companies Act, 2013, SEBI (Listing Obligations and Disclosure Requirements) Regulations,
2015 and Secretarial Standards in a simple and easy to refer format. The intention is to provide
an idea about the provisions and responsibilities of the persons who are working in the capacity
of directors as well as who are proposed to get appointed as such. It is divided into various
chapters providing an exhaustive write up on various provisions relating to directors starting
from the eligibility of a person to get appointed as a director in the company till the liabilities of a
person as a director under the liquidation and winding up of a company. The book also provides
the necessary assistance to the persons who are helping the directors in execution of their
functions and gives a practical perspective on the provisions relating to acquisition of Director
Identification Number (DIN)/Digital Signature Certificate (DSC), eligibility, kinds of directors,
committees of directors, meetings of directors, remuneration etc. It also covers the provisions
and treatment of various transactions in relation to directors such as accepting of loans,
granting loans to directors, related party transactions in between the company and the directors,
various documents, including Board's Report & registers to be signed by the directors etc. Key
Features Comprehensive coverage of provisions of the Companies Act, 2013, SEBI (Listing
Obligations and Disclosure Requirements) Regulations, 2015 and Revised Secretarial
Standards impacting the directors. Analysis of the elementary provisions of law relating to
directors. Novel provisions relating to Independent Directors, Woman directors, Resident
directors, CSR etc. Comprehensive list of offences, punishments and legal recourse available to
the directors. Checklists and important points at relevant places to provide a quick guidance of
the provisions. Covers the provisions and impact of the revised Secretarial Standards on
Meetings of the Board of Directors (SS1) Issued by ICSI, to be effective from 1 October 2017.
Indian Books in Print 2002

Secretarial Practice Devi
Business Law, 6th Edition M.C. Kuchhal & Vivek Kuchhal 2013 This book deals with the
fundamental branches of business law, namely, law of contract, law of sale of goods, law of
partnership, law of negotiable instruments and law of information technology. Its contents have
been extracted from the authors’ reputed title Mercantile Law that has gained tremendous
readership over the years. Business Law is intended to serve as a textbook for the students of
BCom, BCom (Hons), CA Common Proficiency Test (CPT), CA Integrated Professional
Competence Course (IPCC), CS Foundation Programme. ICMA Intermediate, BBA, MBA, and
also for those appearing for banking and competitive examinations.
Australian national bibliography 1988
Business Environment Dr C B Gupta 2022-10-01 This book has been especially designed and
written for B.Com.; BBA and other similar courses of Madras University, GGS Indraprastha
University, New Delhi, and other universities in the country. Some of the Distinctive Features of
the book are as follows: 1. Lucid, simple, and conversational language. 2. Based on the
author’s teaching and writing experience of 35 years. 3. Latest policy guidelines and
government regulations. 4. Full coverage of the latest prescribed syllabi 5. Tables and diagrams
to illustrate the text. 6. Summary at the end of every chapter for quick revision. 7. Test questions
8. Chapter outline at the beginning of every chapter to provide overview of the chapter contents.
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