4.4 A. BUSINESS COMMUNICATION

Lecture per Week: 4 hours Max Marks: 80 (End Sem.) + 20 (IA) =100
Exam Duration: 3 Hours
OBJECTIVES:
1. To create awareness among the students about Business communication Skills.
Unit Topics No of
Periods
I Introduction- Meaning, Definition, Components, types, barriers to 10

communication. The Process of writing-- Planning, purpose of
writing, audience analysis, role of persuation communicating.
Drafting, revising for content, style, correctness, formatting, proof

reading.

11 Writing Skills: Choosing the right words, writing effective 10
sentences, developing logical paragraph, writing concise message.

111 Basic Correspondence: Routine message, routine request, routine 10

replies, claim letters, adjustment letters, write purchase letters and
sales letters, bad news message, bad news replies, bad news
announcements.

v Business report writing: Planning the report characteristics & 10
Purpose of business reports, reporting process, drafting, revising,
formatting and managing the reports.

A\ Employment Communication: Self analysis and planning, 10
preparing resume, electronic resume, Drafting application letters.
Interview-- Meaning , Types, Strategies for success at interviews.
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