S'Y B Com (Semester III) (Choice
Based Credit System)
Revised Syllabus (2019 Pattern)

CORE COURSE -1
Subject: Business Communication-I Course

Code: 231 Total Credits: 04 (Theory 03 + Practical 01=04)

1. Objectives of the Course:

a. To understand the concept, process and importance of communication.

b. To acquire and develop good communication skills requisite for

business correspondence.

c. To develop awareness regarding new trends in business communication.

d. To provide knowledge of various media of communication.

e. To develop business communication skills through the application and exercises.
Medium of Instruction: English

Unit Unit Title Contents Skills to be
No. developed
1 Introduction of 1.1 Introduction, i.  Conceptual
Business Meaning, Definition. Clarity and
Communication 1.2 Characteristics, understanding
Importance of the Meaning ,
communication. Characteristics
1.3 Principles of and Importance
communication, of
Process of communication.
communication ii.  To understand
1.4 Barriers to the Principles
communication & and Process of
Remedies. communication
1.5 Methods and iii. To understand
Channels of Barriers to
Communication. communication
2 Business 2.1 Meaning and i.  To understand
Letters Importance the importance
2.2 Qualities or of business
Essentials, Physical letters.
Appearance ii.  To understand
2.3 Layout of Business Essentials
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Letter Qualities of
business letters.
3 Soft skills 3.1 Meaning, Need, To acquire the
Importance. fundamental
3.2 Elements of knowledge
soft skills. about soft
a) Manners & skills
Etiquettes, To understand
Grooming. the Elerpents of
b) Effective Soft Skills
Listening &
Speaking
c) Interview Skills.
d) Presentation
e) Group Discussion.
f)  Problem-solving
skills
G)Time management
abilities
4 Resume 4.1 Introduction, To understand
writing & Job essential elements of Resume writing
Application Bio data, Resume and Job
letters writing, Curriculum application
. letter.
Vitae.
4.2 Meaning &
Drafting of Job
Application letter.
Teaching Methodology:
Topi Total Innovative Film Projec Expected
cNo. | Lecture Methods to be Shows and Outcome
s used A\V.
Applicatio
n
1 12 | Lecture, PPT Relevant You Individual Understanding
Presentation Tub Videos assignment | of basic
Poster ,Relevant slide report knowledge of
Presentation, show, online Business
Group Discussion, | Video Communication
Library visit Short Film Show
,Home
Assignment ,Pre
reading, Class
discussion ,
library visit ,




internet resources
2 10 | Pre reading, Class | Relevant You Visit to Understanding
discussion, Tub Videos , Office the importance
internet resources, | Short Film and Essentials
Lecture, Expert Show, A.V Qualities of
Lecture, PPT / Application business letters.
Poster
Presentation,
Group Discussion,
Library /Home
Assignment
JInternal
Assignment, case
study
3 18 | Lecture, PPT Relevant You Presentation | Understanding
Presentation Tub Videos.PPT the knowledge
Poster LAV about soft
Presentation, Application, skills.To create
Group Discussion, | online video awareness
Library visit about soft skill
,Home among the
Assignment ,Pre students
reading, Class
discussion ,
library visit ,
internet resources
,students
Seminar/Worksho
p case study
4 08 | Guest Lectures of | Online Videos, Individual To create
eminent Relevant slide Resume / ability among
Personalities , show , Bio—Data the students for
Group Discussion, | Short Film Writing writing resume
Library visit Show and Job
,Home application
Assignment ,case letter.
study To create
ability among
the students for
Business
Correspondenc
e
Total 48
References:
Sr. Title of Book Author/s Publication Place
No
1 | Business K. K.Sinha Galgotia New
Communication Publishing Delhi.




Company
2 Business R. C. Sharma & Tata McGraw New
Correspondence & Krishan Mohan Hill Publishing Delhi.
Report Writing Co. Ltd.
3 | Communication C.S. Rayudu Himalaya Mumbai
publication
4 | Business Asha Kaul Prentice Hall of New
Communication India Delhi.
5 | Business Vasishth Neeru& Kitab Mahal Allahabad
Communication Rajput Namita
6 | Soft Skills Dr. Alex S.Chand Delhi
Publication
7 | Essentials of Business Rajendra Pal & Sultan Chand & New
Communication Korlahalli Sons Delhi.
8 | Managerial P. D. Chaturvedi & | Pearson Delhi
Communication Mukesh Chaturvedi

Guidelines for completion of Practical’s:
1) At least three Practical’s should be completed during
each semester by students in consultation with subject
teacher.
2) Practical should be based on visit as well as library
assignments, Project based, Activity based.
3) A subject teacher has special privileges to make the allotment of practical
topics.
4) Students should discuss with the subject teacher at the
time of selection of practical topics.
5) If a student fails to complete minimum number of

practical’s, then the student shall not be eligible for
appearing at the practical examination.
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