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| Program: Degree

Snbpeet 7
Course Code
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| Year: 11

3 Session:
202324 |

| Class : B.COM

Commerce

CB-MASG

2 | Course Title Business Communication

3 | Course Type Generic Elective for Other Faculty

4 | Pre-requisite (if Open for all
any) :

5 | Course Learning On successful completion of this course, the students will be able to:-
outcomes (CLO)

1. To understand and demonstrate the basic concept, Importance,
process, and Principles of Business Communication.

2. To understand and appropriately apply modes of expression, i.c.,
descriptive, expositive, narrative, scientific, and self-expressive, in
written, visual, and oral communication. Objective

3. To understand and will be able to apply the Trade inquiries orders
and their executions.

4. To understand banking, insurance, agency and E-correspondence
of business .

5. To develop the ability to write a business report and give an

presentation.

6: To develop the ability to research and write a documented paper and/or
to give an oral presentation.

6 | Credit Value 6
7 | Total Marks Max. Marks: 30 + 70 Min. Passing
Marks: 35
Part B- Content of the Course
Total No. of Lectures- 920
Unit Topics No. of
Lectures

1 Introduction to Communication-Difference between communication & Business | 18
Communication, history of communication in india,
Business Communication: - Objectives, Importance, Process of Business
Communication, Principles of Effective Business Communication,
Communication Ethics. :

2 Trade inquiries orders and their executions credit and status enquiry complaints | 18
and adjustment collection letters sales letters circular letters. Business letter
layout

3 Banking correspondence, insurance correspondence agency correspondence, E- | 18
correspondence in business.

4 Company secretarial correspondence including agenda minutes , 18
Report Writing: Meaning — Types — Mechanics of Report writing, Content of
Report. business report presentations

5 Application letters, preparation of resume, interview- meaning, objective and | 18

techniques of various interviews, public speech, essentials of a good speech.

Keywords/Tags: Communication, Business Communication, Trade, Banking, insurance, Report ,

E-correspondence.




5 e _Part C-Learning Resources
B e 2 _Text Books, Reference Books, Other resources
Suggested Readings:

| S.n. Author Book title Publisher |
BF Pa;u_l”Mchra EAUSiTwa: Communication For [;c;n'son 2 2 =
anagers

2. | Pradhan & Pradhan Business Communication _| Himalya Publications Nagpur

3. Manoj Kumar Garg | Business Communication Kitab Mahal Agra

4. R. Pal Essentials of Business Communication | Sultan Chand & Sons

5 Kaul Asha Business Communication PHI Learning

6. M.K.Sahgal Business Communication Excel Books

TP Scot Ober Contemporary Business Dreamtech Press

Communication .
8. | N.Gupta K. Jain Business Communication Sahitya Bhawan Publications

Suggestive digital platforms/ web links
https://www.eshiksha.mp.gov.in
https://www.studocu.com/in/docu ment/university-of-madras/bcom/bu iness-
communication/26134417
https://www.icsi.edu/media/webmodules/CSEET/BUSINESS COMMUNICATION pri
ntable.pdf
https://sist.sathyabama.ac.in/sist_coursematerial/uploads/SBAA1101.pdf
https://gurukpo.com/Content/BBA/Business Communication.pdf
Suggested equivalent online courses:
: Part D-Assessment and Evaluation

Suggested Continuous Evaluation Methods:
Maximum Marks : 100
Continuous Comprehensive Evaluation (CCE) : 30 Marks University Exam (UE): 70 Marks

Internal Assessment : Class Test Assignment/Presentation
Continuous Comprehensive

Evaluation (CCE)

External Assessment : Section(A) : Very Short Questions
University Exam Section Section (B) : Short Questions
Time : 03.00 Hours Section (C) : Long Questions

Any remarks/ suggestions:

72, .
ré‘fﬂ
D PAVAN MISHRA)
(PROF.PAVAN MISHRA)
Chairman
Central Board of Studies (Commerce)

Department of Higher Education Govt. of M.P.
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Text books:

Sn.|  Author = Book title e Publisher : ‘ |
1 | =i & Sramea EEnRER I | AT AT Aeeher qnTeT |
2 | Rt Xaws ST | et EE | VK Global Publications Pyt Ltd =
3 | =ty vF g ST 75 | SBPD Publishing House ‘ i
4 Bival Mehia Bu?lness Communication Pt

For Managers
Pradhan & Pradhan Business Communication Himalya Publications Nagpur
6 | Manoj Kumar Garg Business Communication Kitab Mahal Agra
7 R Pal Essentials of Business Sultan Chand & Sons
Communication

digital platforms, web links:

http://www.uprtou.ac.in/other pdf/M.COM-06.pdf
https://mdu.ac.in/UpFiles/UpPdfFiles/2021/Aug/4 08-05-2021 13-49-23 Business%20Communication%20Semester%201.pdf

http://www.mdudde.net/books/B%20Com/B.com-1%20Y ear/bcom-BCC- 1st-Business% 20Communication.pdf
https://www.youtube.com/watch?v=f8 O0OsYrJK8
https://www.eshiksha.mp.gov.in

https://sist.sathyabama.ac.in/sist coursematerial/uploads/SBAA1101 .pdf
https://gurukpo.com/Content/BBA/Business_Communication.pdf
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