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Unit 1: Theory of Communication
1. Concept of Communication
- Meaning, Definition, Process, Need, Feedback
- Emergence of Communication as a key concept in the Corporate and Global world
- Impact of technological advancements on Communication

2. Channels & Obijectives

3. Methods & Modes

- Characteristics of Verbal Communication

- Characteristics of Non - Verbal Communication
- Business Etiquette

- Telephone and SMS Communication

- Computers and E — Communication

- Video and Tele Conferencing

4. Barriers to Communication (including Listening)
- Physical, Semantic, Socio — Cultural and Psychological Barriers and ways to
overcome them

Unit 2: Business Correspondence
1. Theory of Business Letter Writing
- Parts, Structure, Layouts
- Principles of Effective Letter and Email Writing

2. Personnel Correspondence

- Statement of Purpose

- Job Application & Resume

- Letter of Acceptance of Job Offer, Resignation, Appointment, Promotion and
Termination, Recommendation

Unit 3: Language and Writing Skills
1. Commercial Terms
2. Paragraph Writing
- Developing an idea, using appropriate linking devices, etc.
- Cohesion and Coherence, Self — Editing, Interpretation of Technical Data,
Composition, Short Informal Report
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Unit 1: Group Communication
1. Group Discussion
- Importance and Features
- Qualities of a Leader in a Group Discussion

2. Meetings

- Need and Importance, Conduct of Meetings and Group Dynamics
- Role of the Chairperson and the Participants

- Drafting of Notice, Agenda and Resolutions

3. Conference
- Meaning and Importance
- Organising a Conference

4. Public Relations

- Meaning

- Functions

- External and Internal Measures of PR

Unit 2: Formal Interpersonal Communication
Interviews
- Preparing for an Interview
- Types of Interviews - Selection, Appraisal, Reprimand, Promotion, Grievance, Exit,
Psychometric.

Unit 3: Business Correspondence
Trade Letters
- Inquiries, Replies and Orders
- Marine and Fire Insurance, Credit and Status Enquiry, Collection
- Complaints, Claims, Adjustments
- Leaflets and Fliers (In tutorials only; Not to be tested in External Examination)

Unit 4: Writing
Reports
- Parts
- Types: Feasibility and Investigative Reports

Unit 5: Editing
- Summarisation
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for Academic Year 2018 - 2019

Business Communication Semester |

I. Objectives (15 marks)
I1. Short Notes — from Sections 1, 2 and 3 of Unit 1 —any 3 out of 5 (15 marks)
I11. Essay Type Questions — from Sections 3 and 4 of Unit1 -any 1 of 2 (10 marks)
IV. Letters

a. Appointments; Recommendations — any 1 out of 2 (08 marks)

b. Acceptance ; Resignations; Promotion; Termination - 2 out of 4 (12 marks)
V. a. Rewrite the paragraph with appropriate changes/ Remedial Grammar

(Spelling mistakes, grammar, colloquialisms, jargon, etc.) (10 marks)

b. Rearrange the sentences into a single paragraph (05 marks)

Business Communication Semester 11

I. Objectives (15 marks)
I. Short Notes from sections 1 and 2 of Unit 1 and entire Unit 2 — 3 of 5 (15 marks)
I11. Essay Type Questions from sections 3 and 4 of Unit 1 — 1 of 2 (10 marks)
IV. Letters
a. Insurance; Credit, Status Enquiry and Replies — 1 of 2 (08 marks)
b. Inquiries and Replies; Orders and Replies; Collection; Complaints;
Claims; Adjustments - 2 of 4 (12 marks)
V. i) Report Writing — 1 of 2 (10 marks)
ii) a. Notice and Agenda (05 marks)
b. Minutes of the Meeting (05 marks)
VI. Draft a summary of the given passage (05 marks)

Evaluation Methods for the 25 Marks Component

Business Communication Semester |

I.  Written Assignment (Job Application; Statement of Purpose) (10 marks)
I1. Role Playing; Speech (10 marks)
I11. Class Participation (05 marks)

Business Communication Semester 11
I.  Written Assignment (Book Review) (10 marks)
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I. Group Presentations/ Mock Interviews/ Group Discussions (10 marks)
I11. Class Participation (05 marks)
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Suggested Books for Book Reviews: Books from the fields of Management, Finance, and
Literature Like — Malala Yousafzai :,Richard Bach: Illusions,
RadhakrishnanPillai:CorporateChanakya , Sun Tzu

:The Art of War, Eliyahu M. Goldratt : The Goal , Eliyahu M. Goldratt: It’s Not Luck ,
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