
CORE COURSE – I

Subject: BUSINESS COMMUNICATION-II Course Code: 

241 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
No.

Unit Title Contents Skills to be developed

1 Report Writing 
and Internal 
Correspondence

Meaning and Significance; 
Structure of Reports; Negative, 
Persuasive and Special Reporting-

1. Informal Report –
Proposals;

2. Formal Reports;
3. Project Report
4. Introduction and Essential 

elements of Report writing.(
Reporting for a meeting)

5. Organization of Press
Report.

6. Office Memo 
(Memorandums)

7. Office Orders
8. Office Circulars
9. Form Memos or Letters
10. Press Releases
11. Import Export Trade

i. To understand the 
Report Writing and
Internal 
Correspondence.

ii. To understand 
office 
Correspondence.

iii. To study Import
Export Trade 
Correspondence
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Correspondence
2 Recent Trends in 

Business 
Communication

Internet:  Email,  Websites,  Social
Media  Network (Twitter,  Face
book,  LinkedIn,  You  tube,
WhatsApp)  ,  Google  Doc,  Google
Form, Google Sheet, Google Slide,
Google  Class  Room,  Online
Conference,  Video  conferencing,
Meeting  through  Zoom  App,
Google meet App ,Cisco Webex
meetings App.

To  understand  the  Recent
Trends in  Business
Communication

3 Types and 
Drafting of 
Business Letters

1) Enquiry Letters
2) Replies to Enquiry Letters
3) Order Letters
4) Credit and Status Enquiries
5) Sales Letters
6) Complaint Letters
7) Collection Letters
8) Circular Letters

i. To acquire the
fundamental 
knowledge about types
of Business Letters

ii. To  create  ability
among the students for
Drafting  of  Business
Letters

4 Writing Formal
Mails and Blog 
writing.

4.1: Essential elements of mail,
Format of mail.
4.2: Introduction and meaning of
Blog, Writing a blog.

To understand the Writing 
Formal Mails and Blog 
writing.

Teaching Methodology:

Topic 
No.

Total 
Lectures

Innovative Methods to 
be used

Film Shows
and A.V.

Application

Project Expected Outcome

1 12 Lecture, PPT 
Presentation
Poster Presentation, 
Group Discussion, 
Library visit ,Home 
Assignment ,Pre reading, 
Class discussion , library
visit , internet resources,
case study

Relevant
You Tub
Videos
,Relevant 
slide show,
online 
Video
Short Film
Show

Report 
writing 
of 
students
meeting

Understanding of basic 
knowledge of Report 
Writing and Internal 
Correspondence and 
Import Export 
Correspondence

2 12 Pre reading, Class 
discussion, internet 
resources, Lecture, 
Expert Lecture, PPT /
Poster Presentation,
Group Discussion,

Relevant 
You Tub 
Videos , 
Short Film
Show, A.V 
Application

Project 
Report 
on types
of
Social
Media

Learning the
Recent  Trends in
Business
Communication



Library /Home 
Assignment ,Internal 
Assignment, students
Seminar/Workshop

, online
Video

3 16 Lecture, PPT 
Presentation
Poster Presentation, 
Group Discussion, 
Library visit ,Home 
Assignment ,Pre reading, 
Class discussion , library 
visit , internet resources
,case study

Relevant 
You Tub 
Videos, 
PPT , AV
Application
, Short Film
Show , 
Online
Videos

Writing 
of any 
one 
Business
letter

To create ability 
among the students for
Drafting of Business 
Letters

4 08 Guest Lectures of 
eminent Personalities , 
Group Discussion, 
Library visit ,Home 
Assignment, case study

Online 
Videos, 
Relevant 
slide show

Blog 
writing

To create ability 
among the students 
about Writing Formal 
Mails and Blog 
writing.

Total 48 Lecture, PPT 
Presentation Poster 
Presentation, Group 
Discussion, Library 
visit
,Home Assignment ,Pre 
reading, Class discussion
, library visit , internet 
resources

Relevant
You Tub
Videos
,Relevant
slide show,

- To create ability
among the students
about Writing and
Internal 
Correspondence. Also 
understanding the
knowledge of Recent 
Trends  in Business
Communication.
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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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